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PREFACE 
 
 
This purpose of this Administrative Manual is to assist North Dakota Emergency Solutions 
Grants Program grantees in implementing their respective grants and in complying with Federal 
rules and regulations associated with all Federal funds as promulgated by the U.S. Treasury and 
the Federal Office of Management and Budget.  These rules and regulations pertain to 
administrative and financial management responsibilities. 
 
This Administrative Manual is intended to serve as a required guide for proper use and account-
ability of Federal funds.  Should questions arise, grantees should immediately contact the North 
Dakota Division of Community Services.  It is the responsibility of each grantee to assure that all 
provisions of this manual, Federal rules and regulations, and Financial Award are complied with 
and that proper and efficient grant administrative practices are performed. 
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1.1 

SECTION 1 - FINANCIAL AWARD 
 

The Financial Award consists of the following: 
 
Part I. Basic Information and Signatory Sheet. 
 

This sheet, when signed, provides the necessary authorization for a grantee to initiate 
the program described in the grant agreement and provides the authorization to 
transfer funds. 

 
Part II. General Assistance Terms and Conditions. 
 

This section of the grant agreement contains those provisions describing standard 
administrative requirements that the grantee must comply with according to Federal 
and State rules and regulations. 

 
Part III. Programmatic Special Conditions. 
 

This section describes specific programmatic conditions that must be fulfilled for 
program implementation.  These conditions will be closely monitored by the DCS. 

 
Part IV. Scope of Work and Project Budget. 
 

This section describes the activity for which financial assistance is being provided.     
 
Part V.  Statement of Assurances 
 

This section describes specific state and federal compliance requirements applicable 
to the expenditure of ESG funds.  These requirements constitute the major focus for 
on-site monitoring conducted by the DCS. 

 
 
  Insurance Requirements of the Recipient 
 
  Homeless Certifications for ESG Program 
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 SECTION 2 - GRANT IMPLEMENTATION CHECKLIST 
 
The following checklist is provided as an overall guide for the implementation of your approved 
Emergency Solutions Grants Activity(s).  The checklist is general in nature, which means that 
some items may or may not be applicable based on the type of grant awarded.  In addition to this 
checklist, some sections of the manual contain specific checklists for your use.  This checklist is 
provided so that you can make sure certain actions have been taken, and it should be used as a 
reference to specific sections of this Administrative Manual.  If you are not sure about any aspect 
of grant implementation procedures, you should contact the Division of Community Services for 
guidance before proceeding. 
 

Action Reference Yes N/A 

1. Receive Letter from DCS    

2. Receive Financial Award    

3. Sign and Return Financial Award within 30 Days of Receipt    

4. Attend Grant Administration Training (as needed)    

5. Submit ACH Authorization Form to the DCS Section 4   

6. Establish Required Grant Files Section 3   

7. Establish a Checking Account  Section 4   

8. Establish Accounting System Section 4   

9. Comply With Special Conditions on Financial Award     

10. Develop schedule for submitting semi-annual and final reports.   Section 9   
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SECTION 3 - RECORD KEEPING    
 
 

A. Establishing Project Files 
  

1. Availability 
 

The filing system you establish should be easy to use and provide a historic account of 
the grantee's activities for examination and review by the General Accounting Office, 
the DCS, auditors, and grantee staff.  The ESG records are subject to the Freedom of 
Information Act and relevant state laws regarding public availability.   

 
2. Timing and Location 

The file system should be established on a program year basis.  This may result in 
duplication of files, but will tie documentation to a given fiscal year and grant.  Files 
should, to the extent possible, be maintained in a central location. 

 
 3. Major File Categories 

The following list identifies major file categories which should be established in order 
to permit efficient grants management practices, and to permit an orderly review and 
audit of all records. 

 
General Files 

 
a. Grant Application 

 
      Copy of application/business plan 
 
    Correspondence concerning the application 
 

b. Financial Award 
 

 Notice of Award from DCS 
 

 Financial Award 
 

   Related Correspondence 
 

  Amendments 
 

c. Financial Management and Accounting records 
 

  ACH Authorization Form 
 

  Request for Funds Form 
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   Source documentation of all funds (invoices, payrolls, etc.) 
 

  Canceled checks, deposit slips, bank statements, etc. 
 

  Related correspondence 
 

d. Contracts and Subcontracts (if applicable) 
 
    Bid specifications 
 

 Documentation of soliciting quotes and/or bids for construction, etc. 
 
    Identification of quotes and/or bids accepted (if applicable), and explanations 

of acceptance of quotes and/or bids that are not the lowest 
 

 Copies of contracts and subcontracts, or as applicable, copies of purchase 
orders 

  
 e. Project Monitoring 

 
   Reports prepared by grantee pertaining to participants where applicable: 
 

 At Risk of Homelessness Certification 
 The agency must complete the Homeless Certification/At Risk of 

Homelessness Certification indicating current living situation and 
provide the appropriate documentation as indicated on the form. 

 
 Release of Information Form  

 A Release of Information form must be signed by each household 
member age 18 or older with a copy in file.  

 
 Intake and Assessment Form 

 The agency will conduct a comprehensive housing assessment with 
the household.   

 
 Income Documentation (pay stubs, etc.) 

 All sources of household income (for all adult members) must be 
verified and documented at intake and every three months to 
determine program eligibility.  To be eligible for assistance, gross 
household income must be below 30% (ESG), 50% (NDHG) area 
median income (AMI) for the county in which the household is 
residing.  
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 Self-Certification 
 Must be completed if required verifications/other documents cannot 

be provided and self-certification is the only way to verify 
information to determine program eligibility.  

 
 Lease/Rental Agreement 

 A lease is required for households receiving financial assistance 
such as rental assistance, security deposits, rental arrearages and 
utility payments/deposits.  

 
 Housing Plan (case notes) 

 A Housing Plan must be completed for all individuals that receive a 
housing assessment and are determined eligible for services.  

 
 Rent Reasonableness  

 Subrecipients must complete and file a Rent Reasonableness form 
for rental assistance above Fair Market Rent (FMR).  

 
 Habitability Standards Inspection Form 

 All units must meet Habitability Standards before financial 
assistance can be provided such as rental assistance, security 
deposits, rental arrearages and utility payments/deposits.  

 
 Lead-Based Paint Inspection 

 Lead-Based Paint Inspection is required for housing for properties if 
built before 1978 and if a child age 6 or younger or a pregnant 
woman will be residing in the unit. 

 
 Homeless Definition and Certification 

 Must be completed for each household. 
 

         Monitoring letter from the DCS 
 
           Grantee responses to DCS monitoring findings 
 

   Relevant Correspondence 
 

   Mid-Term/Final Reports 
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 f. Grant Close-out 
  

     Grantee Final Report 
 

   Close-out letter from the DCS 
 

 g. Audit 
 

   Relevant Correspondence 
 

   Final Audit 
 

  Documentation that all audit findings have been cleared 
 

 h. General Correspondence 
  

 Correspondence, incoming and outgoing, that does not fall into any other 
categories. 

 
4. Records Retention 
 

All ND-ESG records and files must be retained for a period of five (5) years after the 
submission of the final financial status report or until all audit findings are resolved, 
whichever is longer.
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SECTION 4 - FINANCIAL MANAGEMENT SYSTEM 
 
 
The financial management section has been written to help grant administrators understand and 
implement financial management systems that comply with the Emergency Solutions Grants 
program. The procedures address the reporting and financial management requirements of          
2 CFR Part 200 Uniform Guidance and requirements by the DCS.  The OMB Circular referenced 
above can be found at www.whitehouse.gov/omb/circulars.  
 
The following are subsections to financial management: 
 
A. Cash Depositories 
B. Request for Funds 
C. Financial Accounting Standards 
D. Standards of Allowability and Allocability of Grant Funds 
E. Budget Revisions 
A. Establishing ESG Bank Account - Requirements  
 
  1. Once the grantee has received its executed Financial Award, arrangements can be made 

to establish a non-interest bearing bank account to receive and expend ESG funds.  
 

The funds must be deposited in a bank with adequate Federal Deposit Insurance 
Corporation (FDIC) insurance coverage.  ESG funds drawn and deposited in excess of 
the FDIC coverage must be collaterally secured. FDIC insurance coverage is limited to 
$250,000, which means that any request or any combination of requests that will cause 
the total amount of federal funds being paid to the grantee to exceed $250,000, the 
account receiving funds must be collaterally secured.  A statement from the bank 
verifying the required security should be attached to all requests that would exceed 
FDIC coverage.  
 
The designated depository (bank) should be aware that the ESG funds will be 
transmitted directly from the DCS to the bank in the form of an Automated Clearing 
House (ACH) transfer.  For this reason, it is recommended the grantee notify the bank 
of submitted request for funds and the anticipated date the funds will arrive at the bank.  
Through email, the DCS will notify the grantee of payment made to grantee accounts 
but it is ultimately the grantee’s responsibility to track the deposit of ESG funds. 
 
New grantees must complete and submit an ACH Authorization Form (SFN 52477) 
www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutio
nsGrantsESG/ESGForms/ setting up automatic transfers to the grantees account and for 
identifying those grantee officers authorized to request ESG funds from the DCS. The 
ACH Authorization Form will also be used when the grantee needs to revise or update 
its officers authorized to sign its Request for Funds form.   
 

http://www.whitehouse.gov/omb/circulars
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
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2. Consistent with the national goal of expanding the opportunities for minority business 
enterprises, grantees are encouraged to use minority banks (a bank which is owned at 
least 50 percent by minority members). 

 
B. Request for Funds - Cash Management Requirements 
 

1. Payment requests will be honored only after the ACH Authorization Form (SFN 52477) 
has been submitted and approved, and any relevant special conditions contained within 
the Financial Award have been met. 
 

2. The grantee is allowed to designate two (2) individuals the authority to request ESG 
funds from the DCS.  Only one signature is required on the Request for Funds form. 

 
3. Request for funds are to be made on the Request for Funds form (SFN 52681) at 

www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutio
nsGrantsESG/ESGForms/.  Requests for funds must distinguish between components 
by indicating the amount requested for each in the Amount Requested Block. 
Telephone requests for funds will not be honored. Faxed Requests for Funds forms will 
be honored, do not send the original copy. Backup or supporting documentation, must 
accompany each Request for Funds. 

 
There may be isolated occasions whereby payment requests may be unexpectedly 
delayed in which the DCS has little or no control. 

 
4. Cash requests should be for the minimum needed to meet the grantee's immediate cash 

requirements. If excessive amounts are drawn over the minimum needed, the grantee 
may be required to return the excess funds to the DCS. No interest can be earned or 
retained on funds advanced to the grantee.  

 
5. Grantee Record Keeping - At the time the grantee prepares the Requests for Funds, the 

grantee should attach to its request and file copy all cost documentation to support the 
Request for Funds.  This procedure will provide a traceable system and ease the 
reviewer's examination of the financial files. 

 
C. Financial Accounting Standards - Requirements  
 

Recipients of ESG funds must maintain a financial accounting system which is in 
compliance with various Federal guidelines and provides accurate information, traceable 
transactions, and accountability of funds.  The grantee must ensure the following: 

 
1. Accurate, current, and complete disclosure of the financial status of each ESG approved 

activity.  The Financial Award includes a budget attachment which describes each 
approved ESG activity and the dollar amount authorized for each specific activity. As 
an ESG grantee, your accounting records must be established to identify expenditures 
according to each approved activity.  You will be required, through mid-term and final 
financial status reports, to account for dollar amounts authorized, expended, and 
obligated by each approved activity.  The accounting records should be kept current 
and must include approved amendments by the DCS.  A separate accounting system 

http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
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need not be established to account for ESG financial activity if the grantee's existing 
system is adaptable to meet the above stated requirements. 

 
2. Effective control over and accountability for all funds, property, and other assets. To 

ensure adequate internal control, checks must have multiple signatures, appropriate 
bonding must be secured, and proper segregation of grants management duties and 
responsibilities must be maintained. 

 
3. The checks must be written to the vendor for equipment, services, etc.  If this is not 

possible, the DCS must be contacted for prior approval. 
 

4. If “Match Funds" have been included in the Financial Award as a part of the total 
project costs, the grantee will be required to have the proper documentation to support 
the expenditure of that amount. "Match Funds" must be reported on the Financial Status 
Report. 

 
5. Accounting records must be supported by source documentation.  Original invoices, 

purchase orders, and payroll records must support each payment and be on file and 
retained for five years from the submission date of the final financial status report or 
until all audit findings are resolved, whichever is longer, to verify all ESG expendi-
tures.  Payments must not be made without the invoice physically on hand.  

 
All employees paid in whole or in part from ESG funds must prepare a time sheet 
which indicates the hours worked on the ESG project for each pay period. The time 
sheet should be inclusive of all programs to which an employee devotes time. The 
amount to be distributed as ESG payroll charges during a particular period will be 
based on time sheet and hourly payroll cost of the employee. 

   
6. A minimum of three accounting documents are suggested for recording ESG 

transactions: 
 

a. Cash Receipts Journal:  This journal is maintained to record the receipt of all funds 
(local, state, federal) used for program activities.  The record must include the date 
funds are received, the amount of funds received, and the activity to which the 
funds were transferred.  

 
b. Cash Disbursements Journal:  This journal must be maintained to record all checks 

issued for payment of program costs.  The record must include the date of 
payment, the payee, check number, amount, and the account from which the 
disbursement was made.  

 
c. General Ledger:  This journal must be maintained to summarize cash receipts and 

disbursements on a subaccount basis.  All entries of the General Ledger must be 
made from the Cash Receipts and Cash Disbursements Journal.  
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       CHECKLIST 
 

 Necessary accounting journals and ledgers are established and maintained on 
a current basis. 

 
 Accounting system is established to meet financial reporting requirements.  

(Budgets in accounting records, current cash balances, etc.) 
 

 Funds are being disbursed upon receipt and excess cash balances are not being 
held by grantee. 

 
  All employees paid with ESG funds are maintaining time sheets. 

 
  All payments are supported by source documentation. 

 
D. Standards for Allowability and Allocability of Grant Funds  

 
Recipients of ESG funds will be responsible for determining the types of costs which can be 
charged to a grant in accordance with 24 CFR Part 576 and requirements established by the 
DCS.  Costs are incurred within the effective "Budget/Project Period" as stipulated on Part I 
of the Financial Award. 

 
Grantees should refer to the attached 24 CFR Part 576 .101 through 576.107 Program 
Components and Eligible Activities when determining the allowability and applicability of 
costs to be charged to the ESG program. Should the ESG grantee subgrant any of its ESG 
funds, it must ensure that its subgrantee is in compliance with all federal requirements. 

 
E. Budget Revisions 
 

The financial budget as found in the Financial Award agreement is the approved financial 
plan for the ESG funds necessary to complete the project. This budget is the financial 
expression of the project as approved during the application and award process and will be 
directly related to program performance and evaluation throughout the period and at close-
out. 

 
All amendment requests must be submitted on Request for Amendment form SFN 52679 
which is available at  
www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGr
antsESG/ESGForms. 
 

F. Audits  
 

Grantees must comply with the requirements of 2 CFR Part 200 “Audits of States, Local 
Governments, and Non-Profit Organizations.” Audit Disclosure forms will be sent annually 
to recipients. These must be completed and returned to Commerce.   
 

http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms


 

   

5.1 

SECTION 5 - PROCUREMENT METHODS AND CONTRACTS 
 
 
This section describes the rules and procedures that must be followed when purchasing supplies, 
equipment, construction, and services in whole or in part with ESG funds.  These requirements are 
established to ensure that materials and services are obtained efficiently and economically and in 
compliance with the provisions of applicable Federal law and executive orders.  The objectives of 
these regulations are to assure that: 
 
 • Unnecessary or duplicate purchases are not made; 
 
 • Favorable prices for goods and services are obtained without sacrificing needed quality; 
 

• Purchases are made on the basis of maximum open and free competition whenever possible, 
and 

 
• National goals such as equal employment opportunity, stimulation of small and minority-

owned businesses, and fair labor standards are encouraged through government purchases. 
 
The requirements of procurement methods and contracts are delineated in Part 85.36 and Part 
84.40-84.48 of Title 24 of the Code of Federal Regulations which is attached. A thorough working 
knowledge of Part 85 requirements is imperative in order to assure proper grants management. 
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SECTION 6 – ENVIRONMENTAL REQUIREMENTS 
 
Activities under the Emergency Solutions Grant are subject to environmental review by HUD 
under 24 CFR part 58. 
 
The following activities are in the Categorically Excluded Not Subject to Federal laws and 
authorities cited in Sec. 58.5: 
 
a. Tenant-based rental assistance; 

 
b.  Supportive services including, but not limited to, health care, housing services, permanent 

housing placement, day care, nutritional services, short-term payments for 
rent/mortgage/utility costs, and assistance in gaining access to local, State, and Federal 
government benefits and services; 

 
c.  Operating costs include maintenance, security, operation, utilities, furnishings, equipment, 

supplies, staff training and recruitment, and other incidental costs; 
 
d.  Economic development activities, including but not limited to, equipment purchases, 

inventory financing, interest subsidy, operating expenses and similar costs not associated 
with construction or expansion of existing operations; 

 
e. Activities to assist homebuyers to purchase existing dwelling units or dwelling units under 

construction including closing costs and down payment assistance, interest buydowns and 
similar activities that result in a transfer of title; 

 
f. Affordable housing predevelopment costs including legal, consulting, developer and other 

costs related to obtaining site options, project financing, administrative costs and fees for 
loan commitments, zoning approvals, and other related activities which do not create a 
physical impact; and 

 
g. Approval of supplemental assistance (including insurance or guarantee) to a project 

previously approved. Approval must be made by the same responsible entity that conducted 
the environmental review on the original project. Reevaluation of environmental findings is 
not required. 

 
All other activities, please consult with DCS for further documentation. 
 
The ESG Habitability Standards Checklist must be filled out and filed for each program partici-
pant remaining in or moving into permanent housing that is being funded by ESG. These forms 
can be found at  
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutions
GrantsESG/ESGForms/. 
 
 
 
 
 

http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
http://www.communityservices.nd.gov/communitydevelopment/Programs/EmergencySolutionsGrantsESG/ESGForms/
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SECTION 7 – CIVIL RIGHTS 
 
A.  OVERVIEW  
 

This section presents summaries of the key regulations and requirements of civil rights, fair 
housing and equal opportunity laws applicable to the administration of the ESG program. 
 
The civil rights laws and related laws, and regulations are designed to protect individuals 
from discrimination on the basis of: 

 
  1. Race 
  2. National Origin 
  3. Religion 
  4. Color 
  5. Sex 
  6. Age 
  7. Disability 

 
As they apply to the ESG program, these laws protect individuals from discrimination in: 

 
  1. Housing 
  2. Benefits created by ESG projects 
  3. Employment 
  4. Business Opportunities 

 
 Population groups specifically protected by provisions of these laws include: 

 
1. Minorities (specifically - Blacks, Hispanics, Asians and Pacific Islanders,  

American Indians and Alaskan Natives) 

  2. Women 
  3. Groups distinguished by age 

4. Persons with Disabilities  
5. Family Status 

 
 The applicable laws and regulations provide for: 

 
  1. Nondiscrimination 
  2. Equal Opportunity 
  3. Affirmative Action (to reduce past discrimination) 
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  Definitions, Acronyms or Terminology 
 

Please reference these terms for explanation of commonly used names, acronyms, and phrases 
used within this section. 

 
1. Contractor-An entity selected in accordance with the procurement requirements at 24 

CFR 85.36.  In accordance with 24 CFR 85.36©, such procurement actions must be 
conducted in a manner that provides for free and open competition. 

 
2. New hires (as it relates to payrolls)-Full-time employees for permanent, temporary or 

seasonal employment opportunities. 
 
3. Low-Income Person-Persons or families whose total household incomes do not exceed 80 

percent of the median income for the area. 
 
4. Very Low-Income Person-Persons or families whose total household incomes do not 

exceed 50 percent of the median income for the area. 
 
5. Section 3 – please consult with DCS for further documentation. 
 

B. CIVIL RIGHTS REQUIREMENTS - LAWS & STATUTES 
  

Civil Rights laws applicable to ESG programs are set forth in the statutes and Executive 
Orders which follow:  

 
Statute/Executive Order Description 

Title VI of the Civil Rights 
Act of 1964 

No person shall be excluded from participation, denied 
program benefits, or subjected to discrimination on the basis 
of: 
1. Race 
2. Color, or 
3. National Origin 

Section 3 of the Housing 
and Urban Development 
Act of 1968, as amended 

To the greatest extent feasible, employment and other 
economic opportunities, should be directed to: 
1. Low and very low income persons, and 
2. Business concerns which provide economic opportunities 
 to low and very low income persons. 

Title VIII of the Civil 
Rights Acts of 1968, as 
amended (Fair Housing 
Act) 

Prohibits discrimination in housing on the basis of: 
1. Race  
2. Color 
3. Religion 
4. Sex, or 
5. National Origin 
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6. Also requires HUD to administer its programs in a manner 
that affirmatively furthers fair housing 

Section 504 of the 
Rehabilitation Act of 1973, 
as amended 

No otherwise qualified individual shall, solely, by reason of his 
or her handicap be: 
1. Excluded from participation (including employment) 
2. Denied program benefits 
3. Subjected to discrimination 

Section 109 of the  
Housing and Urban 
Development Act of 1974, 
as amended 

Under any program or activity funded in whole or in part under 
Title I or Title II of the act (regardless of contract’s dollar 
value), no person shall be excluded from participation 
(including employment), denied program benefits or subjected 
to discrimination on the basis of: 
1. Race 
2. Color 
3. National Origin, or 
4. Sex 

The Age Discrimination 
Act of 1975, as amended 

No person shall be excluded from participation, denied 
program benefits or subjected to discrimination on the basis of 
age. 

Executive Order 11063 No person shall, on the basis of race, color, religion, sex or 
national origin be discriminated against in: 
1. Housing (and related facilities) provided with federal 

assistance. 
2. Lending practices with respect to residential practices when 

such practices are connected with loans insured or 
guaranteed by the federal government. 

Executive Order 11246, as 
amended 

No person shall be discriminated against, on the basis of race, 
color, religion, sex or national origin in any phase of 
employment during the performance of federal or federally 
assisted construction contracts in the excess of $10,000. 

Equal access to HUD-
assisted or Insured 
Housing-§5.105(a)(2)(i-ii) 

Requires equal access to housing in HUD programs, regardless 
of sexual orientation, gender identity, or marital status.  

Human Rights Acts of 
North Dakota 

Prohibits discrimination on the basis of race, color, religion, 
sex, national origin, age, presence of any mental or physical 
disability, status with regard to marriage or public assistance; 
and protects individuals from discrimination in employment, 
public accommodations, housing, state, and local government 
services, and credit transactions.   
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C. STRATEGIES AND PROCEDURES 
 

This section presents strategies and procedures for complying with various civil rights, equal 
opportunity and affirmative action laws, regulations and requirements outlined in the 
preceding section of this Chapter. 

 
As a ESG grant recipient you must assure that all ESG-funded activities undertaken as part of 
your program are conducted in a manner which will not cause discrimination on the basis of 
race, creed, color, national origin, religion, sex, disabled or age. 

  
The information that follows can be used in whole or in applicable part to assure conformity 
with the required civil rights laws and regulations and assist in affirmative action policies. 

 
1. Nondiscrimination, Equal Opportunity and Affirmative Action in Employment 

 
a. Maintain employment data that indicates staff composition by race, sex, disabled 

status and national origin.  
 

b. Develop or review existing personnel policies to assure compliance with 
nondiscrimination and equal opportunity requirements. 

  
c. Advertise as an equal opportunity employer. 

  
d. Publish an annual statement of nondiscrimination and/or include such statement in 

any publicity on the ESG program. 
 
e. Develop a network of information points that serve minority, elderly, women, 

disabled and ethnic groups, in addition to newspaper/public service channels. 
 

f. Utilize information points throughout the community to advertise employment 
opportunities. 

 
  g. Develop or implement an Affirmative Action Plan. 
 
  h. Develop a Section 3 plan. 
 
  i. Display Equal Opportunity posters prominently.   
 

j. Take affirmative action to overcome the effect of past discrimination. 
 

2. Nondiscrimination, Equal Opportunity and Affirmative Action in Contracting 
 

a. Advertise as an equal opportunity employer in bid solicitations.     
 

  b. Solicit bids from minority, women and locally owned businesses. 
 

c. Maintain a list of locally owned businesses that were awarded contracts. 



 

7.5 

  d. Require a Section 3 clause in all contracts.  
 

e. Inform contractors of equal opportunity requirements at pre-construction conference. 
           

f. Require contractor to submit monthly utilization reports.  
  
  g. Monitor contractor compliance at work site. 
 

3. Nondiscrimination, Equal Opportunity and Affirmative Action in Housing  
 

a. Information concerning housing services and activities should be disseminated 
through agencies and organizations which routinely provide services to protected 
groups. 

 
b. Contract documents used by grantees and lending institutions participating in local 

programs should be reviewed and revised, if necessary, to eliminate any 
discriminatory intent or practice. 

 
c. Criteria for selecting recipients of housing assistance should be evaluated for any 

discriminatory effect. 
 

d. Acceptable Fair Housing Activities: 
 

(1) Publicize that the recipient will assist persons experiencing discrimination in 
housing. 

 
(2) Development and adoption of a fair housing policy with identification of 

methods of enforcement. 
 

(3) Provision of housing counseling services which assist minorities and women 
seeking housing outside areas of concentration. 

 
(4) Work with local real estate brokers to formulate a Voluntary Area-wide 

Marketing Agreement. 
 

(5) Work with local banks to post "equal lending opportunity" advertisements. 
 

(6) Use "equal housing opportunity" slogan and logo on city letterhead. 
 

(7) Sponsor fair housing seminars and campaigns. 
 

(8) Work with minority and women leaders in the area to promote housing 
development and increase minority and female participation. 

 
(9) Assist local housing developers in developing outreach programs to attract 

minorities and females. 
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    (10) Review zoning ordinances and comprehensive plans to insure they promote 
special deconcentration of assisted housing units. 

 
(11) Create a local housing authority. 

 
(12) Publicly advertise the city as a "fair housing city." 

 
(13) Adopt a code enforcement ordinance which will compel landlords to keep their 

units in safe and sanitary condition. 
 
 4. Beneficiaries 
 

a. Identify the needs of low- to moderate-income persons, minorities and women. 
 

b. Develop and maintain a data base for the project area which includes information 
about population characteristics, i.e., sex, race, age, head of household, etc. 

 
c. Maintain data on direct and indirect beneficiaries of the project which include above 

characteristics.   
 
D. FAIR HOUSING 
 

The Federal Fair Housing Law provides that “…no person shall be subjected to 
discrimination because of race, color, religion, sex, handicap, familial status, or national 
origin in the sale, rental, or advertising of dwellings, in the provision of brokerage services, 
or in the availability of residential real estate-related transactions including lenders, builders 
and homeowners insurance companies” (24 CFR 100.5).  See 
http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws -- Fair 
Housing Laws and Presidential Executive Orders. 
 
Grantees must agree to administer all programs and activities related to housing and 
community development in a manner to affirmatively further the policies of the Fair Housing 
Act (42 U.S.C.3608(e)(5));(E.O.12259(1-202));(24 CFR 570.601).  This basically takes the 
form of promoting and publicizing Fair Housing laws as explained below. Grantees must also 
agree to develop and maintain records of the efforts taken to assure fair housing. 

 
Fair housing laws, provisions and regulations apply to the community as a whole 

– not just to ESG-supported housing projects – 
and they are an essential part of the community's ESG responsibilities. 

 
1. Under the Fair Housing Act, the following actions are illegal when taken based on race, 

color, national origin, sex, religion, familial status, or disability: 
 

a. Refusing to sell, rent, negotiate, or otherwise make housing unavailable 
b. Falsely stating that housing is unavailable 
c. Providing different services or facilities 

http://portal.hud.gov/hudportal/HUD?src=/program_offices/fair_housing_equal_opp/FHLaws
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d. Imposing different terms and conditions (including qualifications, fees, pricing, rules, 
etc.) 

e. Advertising or making statements that express a limitation or preference 
f. Steering, exclusionary zoning, blockbusting, or redlining 
g. Retaliating against anyone exercising her/his rights under the Fair Housing Act 

(includes intimidation and coercion) 
h. Refusing to provide a reasonable accommodation or modification for someone with a 
 disability 
 

2. Affirmatively Furthering Fair Housing 
 

a. Analysis of Impediments to Fair Housing Choice (AI) -- In exchange for federal funds, 
jurisdictions are required to submit certification of affirmatively furthering fair housing 
to the U.S. Department of Housing and Urban Development (HUD). This certification 
has three required elements: 

 
(1) Complete an Analysis of Impediments to Fair Housing Choice (AI), 
 
(2) Take actions to overcome the effects of any impediments identified, and  

 
(3) Maintain records reflecting the actions taken in response to the analysis. 

 
b. HUD provides a definition of impediments to fair housing choice as: 

 
(1) Any actions, omissions, or decisions taken because of race, color, religion, sex, 

 disability, familial status, or national origin which restrict housing choices or the  
 availability of housing choices; and 

 
(2) Any actions, omissions, or decisions that have the effect of restricting housing 

choices or the availability of housing choices on the basis of race, color, religion, 
sex, disability, familial status, or national origin. 

 
An Analysis of Impediments to Fair Housing Choice (AI) has been conducted for the State 
of  North Dakota. The final document was issued on May 11, 2015 and is available on the 
Department of Commerce, Division of Community Services website at: 
www.communityservices.nd.gov/communitydevelopment/Resources/AnalysisofImpedime
ntstoFairHousingChoice/ 
  
The AI identified several private and public sector impediments to fair housing choice. 
Private sector impediments that were assigned a severity ranking of medium or high 
included discriminatory terms and conditions in rental and home purchase markets, refusal 
to rent, failure to make reasonable accommodations, preferential statements in advertising, 
and the issuance of predatory type home loans. Public sector impediments include 
inadequate fair housing outreach and education, lack of sufficient fair housing testing and 
enforcement, and NIMBYism.  

http://www.communityservices.nd.gov/communitydevelopment/Resources/AnalysisofImpedimentstoFairHousingChoice/
http://www.communityservices.nd.gov/communitydevelopment/Resources/AnalysisofImpedimentstoFairHousingChoice/
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The state has begun addressing these impediments primarily through outreach and 
education efforts. The North Dakota Department of Labor received a grant to provide fair 
housing education and outreach in North Dakota. To date, the education and outreach has 
consisted of fair housing presentations in cities throughout the state, and promotional 
items including fair housing and human rights brochures. The presentations provide 
specific information on what fair housing is, the law, and how the Department of Labor 
handles specific housing complaints.  They also provide an overview of the Department of 
Labor’s relationship with HUD and how the state’s laws are substantially equivalent to the 
Federal Fair Housing Law. In addition, fair housing advertising was purchased in various 
newspapers radio advertising was purchased, and a public service announcement 
campaign was aired on radio and TV. 
 
ESG grantees are required to affirmatively further fair housing in their community in 
soliciting renters, determining eligibility, and in the conduct of all transactions. 

 
c. Data and Documentation.  The ESG grantee must document the steps it has taken to 

promote fair housing. Keep these records in the ESG Civil Rights File.   
 
 When developing a fair housing/affirmative marketing program, it is very important that 
 the grantee document all of the actions taken -- as well as the results of those actions. 
 If these efforts are not documented, DSC will be unable to demonstrate to HUD that 
 grantees are meeting their fair housing obligations. 
 

DCS and ESG grantees with housing projects will assess affirmative marketing efforts of 
owners by comparing predetermined occupancy goals (based on the area from which 
potential tenants will come) to actual occupancy data the owner is required to maintain. 
Outreach efforts on the part of the owner will also be evaluated by reviewing marketing 
efforts. 

 
d. Resources 

 
 High Plains Fair Housing Center, located in Grand Forks, ND, is a private, non-profit 
 organization dedicated to the reduction and eradication of housing discrimination in the 
 state: 

High Plains Fair Housing Center 
Michelle Rydz, Executive Director 
PO Box 5222 
Grand Forks, ND 58206 
701-203-1077 
Toll Free 866-380-2738 
www.highplainsfhc.org 

 
e. Housing Complaints 

 
The Human Rights Division of the Department of Labor and Human Rights is 
responsible for enforcing the North Dakota Human Rights Act (N.D.C.C. Chapter 14-
02.4) and the North Dakota Housing Discrimination Act (N.D.C.C. Chapter 14-02.5).   

http://www.highplainsfhc.org/
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This responsibility includes investigating complaints alleging discriminatory practices, 
educating the public about human rights laws, and studying the nature and extent of 
discrimination in North Dakota. 

 
Complaints must be referred directly to: 

 
North Dakota Department of Labor 
Human Rights Division 
600 E. Boulevard Ave., Dept. 406 
Bismarck, ND 58505-0340 
Phone - (701) 328-2660 locally or; 
1-800-582-8032 toll free in ND 
 
TTY (Relay ND) - 1-800-366-6888 or  
Voice 1-800-366-6889 
Spanish Users 1-800-435-8590 
Fax - (701) 328-2031 
E-mail - humanrights@nd.gov 
Website – www.nd.gov/humanrights 
 

 The name(s) of complainants and the name(s) of the respondent(s) must not be disclosed 
 to any entity other than the ND Department of Labor.  DCS should, however, be notified 
 that a complaint has been registered. 
 
 To learn more about the complaint process, use the following link. 
 https://www.nd.gov/labor/printable-brochures 
 
E. SECTION 504 
 

Compliance with the provisions of Section 504 of the Rehabilitation Act of 1973, as 
amended (29 U.S.C. 754) requires that local grantees shall operate each program or activity 
receiving Federal financial assistance so that the program or activity, when viewed in its 
entirety, is readily accessible to and usable by individuals with handicaps. 
 
Section 504 provides that "No otherwise qualified individual with handicaps in the United 
States shall, solely by reason of his handicap, be excluded from the participation in, be 
denied the benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance”. The local grantee is responsible for compliance with 
Section 504 by the developer in economic development programs. 
 
1. Citizen Participation 

 
a. Recipients must make affirmative efforts to involve racial and ethnic minorities, 

people with disabilities, and female headed households in the citizen participation 
process.  Below is a link to the ND Citizen Participation Plan: 
http://www.communityservices.nd.gov/communitydevelopment/ConsolidatedPlan/ 
 
 
 
 

mailto:humanrights@nd.gov
http://www.nd.gov/humanrights
https://www.nd.gov/labor/printable-brochures
http://www.communityservices.nd.gov/communitydevelopment/ConsolidatedPlan/
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2. Limited English Proficiency 
 

a. ESG grantees have an obligation under Title VI to reduce language barriers that can 
preclude meaningful access by person with limited English proficiency (LEP) to 
programs, services, and activities. 

 
(1) Written translations of vital documents must be provided for each LEP language 

group totaling 1,000 persons or 5% of the population 
 

3. Section 504 Non-discrimination Notice 
 

a. Recipients must provide a Section 504 non-discrimination notice within printed 
 informational materials the Recipient makes available to participants, beneficiaries, 
 applicants, and employees. 
 
b. Must include the name and contact number of the Section 504 Coordinator. 
 

(1) A sample notice can be found in the Section 504/ADA Technical Assistance 
Handbook 

 
4. Physical Accessibility 

 
In new multifamily housing projects, a minimum of five percent of the total dwelling 
units or at least one unit, whichever is greater, must be made accessible for persons with 
mobility impairments. [24 CFR § 8.22(b)] 
 
An additional two percent (or at least one unit, whichever is greater) must be made 
accessible for persons with hearing or vision impairments.  [24 CFR § 8.22(b)] 

 
5. Program Accessibility 

 
a. A recipient must operate each housing and non-housing program or activity receiving 

federal assistance so that the program or activity is readily accessible to and usable by 
individuals with handicaps, when viewed in its entirety. 

 
b. A recipient is not necessarily required to make each of its existing facilities accessible 

to and usable by individuals with handicaps. 
 

6. Reasonable Accommodation is a change, exception, or adjustment to a rule, policy, 
practice, or service that may be necessary for a person with a disability to have an equal 
opportunity to use and enjoy a dwelling, including public and common use areas. 

 
a. The requested accommodation must be reasonable. 
 
b. Does not impose an undue financial and administrative burden on the housing 

provider. 
 
c. Does not fundamentally alter the nature of the housing provider’s operations. 
 
d. The determination of undue financial and administrative burden is made on a case-by-

case basis. 
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(1) Section 504 requires recipients to provide and pay for reasonable accommoda-
tions that involve structural modifications to units or public and common areas. 
 

7. Equal Access Rule 
 

HUD’s Equal Access to Housing in HUD Programs Regardless of Sexual 
Orientation or Gender Identity Rule became effective on March 3, 2012. 

 
a. Housing assisted by HUD shall be made available without regard to actual or 

perceived sexual orientation, gender identity, or marital status (24 CFR Section 
5.015(a)(2). 
 

b. Clarification of “family” definition to include persons regardless of actual or 
perceived sexual orientation, gender identity, or marital status. 

 
c. Prohibits inquiries of an applicant or occupant’s sexual orientation or gender identity 

for the purpose of determining eligibility or otherwise making housing available. 
 

d. Prohibits FHA-approved lenders from basic eligibility determinations for FHA-
insured loans on actual or perceived sexual orientation or gender identity. 

 
8. Requirements for All Grantees 

 
In order to comply with Section 504, the following actions must be initiated: 

 
a. Each grantee shall submit an assurance to DCS that the ESG Program will be 

operated in compliance with Section 504 requirements (24 CFR 8.50(a)). This 
assurance obligates the grantee for the period during which federal financial 
assistance is extended. This assurance must be submitted prior to receipt of the 
executed contract with DCS. 
 

b. Each grantee shall have completed a self-evaluation of current policies and practices 
with respect to communications, employment, and program/physical accessibility to 
determine whether, in whole or in part, they do not or may not meet the requirements 
of being accessible to individuals with disabilities. The self-evaluation will have been 
completed before the final request for funds of any grant award. 

 
c. The self-evaluation shall designate all buildings and structures as “new” or “existing” 

depending on whether the building was constructed or altered after July 1988 (24 
CFR 8.51(a)). The self-evaluation shall determine whether buildings and structures 
that house programs and services for the public can be approached, entered, and used 
by persons with disabilities. At minimum the following items should be addressed in 
the self-evaluation Parking – Spaces, Curbs, Ramps, Routes and Pathways - Slopes, 
Levels, Ramps, Notices, Entrance Ways - Widths and Heights, Interiors - Door 
Grasp, Pressure, Pathways, Elevators, Service - Counter Heights, Notices, and 
Auxiliary Services - Telephones, Restrooms, Drinking Fountains. 
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d. Each grantee shall modify any policies and practices that do not meet the 
requirements for program accessibility (24 CFR 8.51). Because compliance with 504 
does not necessarily require a recipient to make each of its existing facilities 
accessible to and usable by individuals with handicaps, or require a recipient to take 
any action that it can demonstrate would result in a fundamental alteration in the 
nature of its program or activity or in undue financial and administrative burdens, a 
recipient may comply with the requirements of this section in its programs and 
activities receiving Federal financial assistance through such means as relocation of 
programs, assignment of aids to beneficiaries, home visits, or any other method that 
results in making its program or activity accessible to individuals with handicaps. A 
recipient is not required to make structural changes in existing facilities where other 
methods are effective in achieving compliance with this section (24 CFR 8.21(i)). 

 
e. Each grantee must ensure that members of the population eligible to be served or 

likely to be affected directly by a federally assisted program who have visual or 
hearing impairments are provided with the information necessary to understand and 
participate in the program. Methods for ensuring participation include, but are not 
limited to, qualified sign language and oral interpreters, readers, or the use of taped 
and Braille materials. 

 
f. Each grantee must maintain data for DCS showing the extent to which individuals 

with disabilities are beneficiaries of federally assisted programs. 
 

9. Other Section 504 Requirements, as Applicable 
 

If structural changes to non-housing facilities will be undertaken to achieve program 
accessibility (see notes below), a recipient shall develop a transition plan with the 
assistance of interested persons, including handicapped individuals or organizations 
representing handicapped individuals, for those areas which cannot be made accessible 
administratively (24 CFR 8.21 (4)). 
 
The construction activities identified in the transition plan must have been/must be 
completed within three years of completion of the self-evaluation that was before the 
final request for funds for any grant award made after July 1988 (24 CFR 8.21(c ) 3 - see 
#2 above).  The transition plan must be made available for public inspection, and, at a 
minimum, it shall: 

 
a. Identify all physical obstacles that limit the accessibility of programs and activities to 

individuals with disabilities; 
 

b. Describe in detail the method to be used in making the facility accessible; 
 

c. Set forth a schedule for completion of the modifications. If the schedule exceeds one 
(1) year, then you must identify the actions to be taken during each year of the 
transition period; 
 

d. Identify the individual responsible for implementation of the plan; and 
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e. Identify the persons or groups with whose assistance the plan was prepared. 
 

NOTE:  Unless the grant recipient has recently acquired a facility that was constructed 
prior to 1988, that will house programs and services available to the public, and intends 
to make physical alterations to this facility, the three year construction period for meeting 
the accessibility requirement for existing facilities under this regulation will have expired. 
 
NOTE:  New non-housing facilities (designed, constructed or altered after July 11, 1988) 
shall be designed and constructed to be readily accessible to and usable by individuals 
with handicaps (24CFR 8.32). 

 
f. If the grantee employs fifteen or more persons: 

 
(1) A responsible employee must be designated to coordinate the community's efforts 

to comply with Section 504; 
 
(2) The community must adopt grievance procedures that incorporate appropriate due 

process standards and that provide for the prompt and equitable resolution of 
complaints alleging any action prohibited by this part. Such procedures need not 
be established with respect to complaints from applicants for employment or from 
applicants for admission to housing covered by this part. 

 
(3) The grantee shall publish a statement of compliance to notify participants, 

beneficiaries, applicants, and employees, including those with impaired vision or 
hearing, and unions or professional organizations holding collective bargaining or 
professional agreements with the grantee that it does not discriminate on the basis 
of handicap in violation of this part. The notification shall state, where appropri-
ate, that the grantee does not discriminate in admission or access to, or treatment 
or employment in, its federally assisted programs and activities. The notification 
shall also include an identification of the responsible employee designated above.   

 
A grantee shall make the initial notification required by this paragraph within 90 
days of receipt of the executed contract with DCS.  Methods of initial and 
continuing notification may include the posting of notices, publication in 
newspapers and magazines, placement of notices in recipients' publications, and 
distribution of memoranda or other written communications. 

 
(4) The grantee must maintain a file, make available for public inspection, and 

provide to the responsible civil rights official, upon request: (1) a list of the 
interested persons consulted; (2) a description of areas examined in the self-
evaluation and any problems identified; and (3) a description of any modifications 
made and of any remedial steps taken. 

 
g. In order to assist you with Section 504 compliance, please refer to the “Section 

504/ADA Technical Assistance Handbook”. 
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The regulation requires that you must have available a TDD or equally effective 
method for communicating with hearing impaired persons. North Dakota has an 
approved relay service which may be utilized. In order to utilize the relay system, the 
grantee must have a policy indicating the use of the relay system by the grantee and 
publish the telephone numbers in the newspaper.  The numbers are: TTY Users 1-
800-366-6888, Voice Users 1-800-366-6889, and Spanish Users 1-800-435-8590. 
This service is free of charge. Recently the number “711” has been approved by the 
FCC for use in contacting the relay service. This number works for both TTY and 
voice telephones and while it is applicable in most states, you are still required to list 
the “800” numbers presented above. 
 
If you have been the recipient of prior ESG funds and have a completed self-
evaluation and if applicable, a transition plan, as mentioned above, the three year time 
period for completing the construction activities specified in a transition plan for most 
grantees has expired. For “existing” buildings and facilities that house programs and 
services for the public and are not accessible you must have adopted policies and/or 
modified practices to achieve accessibility. Prior grantees should prepare a summary 
of their past compliance activities. 

 
F. MEETING SECTION  
 

Please consult with DCS for further documentation. 
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SECTION 8 - MONITORING 
 

All ESG grantees will be monitored on an annual basis.  The method and time schedule of the 
monitoring visit will be coordinated with the grantee. 
 
An on-site monitoring of each shelter will be conducted during the grant period.  This visit will 
be coordinated with the grantee. 
 
The following are the Grant Monitoring Report and Guidelines that will be used by the DCS 
staff. 
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ESG/NDHG MONITORING REPORT AND GUIDELINES  
NORTH DAKOTA DEPARTMENT OF COMMERCE 
DIVISION OF COMMUNITY SERVICES 
SFN 60470 (1/16) 
General Information 

Grantee  
 

Contact Person 

Title 
 

Address 

City 
 

State ZIP Code 

Grant Number(s) Grant Amount  Monitoring Date 
 

 
Grantee Performance, Program Management, and Fair Housing 

1. Was the grant utilized as proposed in the grantee’s application? (review program description & 
grant application)    Yes    No 

2. Were there any amendments to the grant?  If yes, for what?   Yes    No 

3. Does the agency have a grievance procedure for clients?  Yes    No 

4. Does the agency have written position descriptions for staff administering this program?  Yes    No 

5. Does the grantee have a fully accessible (i.e., barrier-free) site available for persons to apply 
for program benefits?  If not, what accommodations are made available?  Yes    No 

6. Is your agency currently participating in the HMIS?  Yes    No 

7. For projects serving domestic violence victims, is there established written procedures 
regarding confidentiality of client records and the address/location of any project serving 
domestic violence victims? 

 Yes    No 

8. Does the grantee have a written policy for the termination of clients? 
 

If no written guidance is available, interview staff to determine how terminations are handled. 
Describe: 
 
  

 

 Yes    No 

9. Has the grantee posted all required notices relative to Equal Employment Opportunity and 
Fair Housing?   Yes    No 

10. Does the grantee maintain and update a list of Fair Housing Resources?  Yes    No 

11. Does the grantee use the Fair Housing logo on all materials relating to their housing programs 
distributed to the general public?  

 Yes    No 

12. Who is the Fair Housing contact person?  

13. Has the program received any discrimination complaints?    Yes    No 
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Financial Management and Internal Accounting Control Monitoring 
1. What is your fiscal year?  
   Jan 01 - Dec 31      June 01 - May 31      July 01 - June 30      Oct 01 - Sept 30      Other  

2. Are financial and related records maintained per program requirements after closeout of your 
grant? (DCS 5 years)  Yes    No 

3. Who is responsible for generating/maintaining financial statements & records? 
  Director        Bookkeeper-Accountant     Outside Accounting Firm        CPA  
  Other (employs a staff person who possesses a bachelor’s degree in account, or 

possesses experience in accounting along with college account credits, or a bookkeeper 
whose work is overseen by an accounting firm) 

 

4. Is supporting documentation maintained for all financial transactions?  Yes    No 

5. How often are financial reports prepared? 
  Monthly              Quarterly             Annually 

 

6. How often does the Board review financial statement and report? 
  Monthly              Quarterly             Annually 

  

7. Are receipts issued for all cash contributions received?  Yes    No 

8. Are bank reconciliations performed monthly?  Yes    No 

9. Are there procedures for approving payments/cash to vendors?  Yes    No 

10. What is the specified dollar amount required for Board approval?  

11. Who is responsible for writing checks and paying bills?  

12. Is more than one signature required for any check?  Yes    No 

13. Does the Board authorize all bank accounts and check signers annually?  Yes    No 

14. List Authorized Signatory(ies), by Title (there may be two or more signers) 

  

  

  
 

15. Are checks signed only when accompanied by approved invoices?  Yes    No 

16. Are the following insurance coverages currently in force? 
   Public Liability   Property    Worker’s Compensation 

17. For staff salaries through ESG/NDHG funds, are you able to document that they work 
exclusively with homeless and/or near homeless clients?   Yes    No 

18. Does the organization maintain records of the hours worked for each volunteer by type of job?  Yes    No 
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For Shelter Facilities Only 
1. If applicable, are the following licenses current? (provide documentation) 

    Certificate of Occupancy             Permit for Fire Marshall          Food Preparation  

    Programmatic Licensure (e.g., Substance Abuse, Day Care, etc.) 

2. Does the agency have written confidentiality procedures which cover? 

   Locking/security of files    Written authorization of release of information 
 Yes    No 

3. Do clients have a secure place to store personal belongings and documents?  Yes    No 

4. Is there at least one homeless person or formerly homeless participating in the policy 
decision-making process regarding projects receiving funds?  Yes    No 

5. Is the facility in compliance with all codes, general ordinances and laws zoning health 
department compliance, etc.?  Yes    No 

a. Are there any unresolved issues?  Yes    No 

6. Is there regular pest control services? 
     If yes, how often? 

 Yes    No 

7. Is there a regular garbage removal and adequate storage (such as a dumpster with a lid)?  Yes    No 

8. Are the housekeeping and maintenance plans adequate to assure that the facility is clean and 
in good repair?     Yes    No 

9. Are clean linens provided for each client with a procedure to sanitize all linens and sleeping 
surfaces?    Yes    No 

10. Is there a crib, bed or mat with clean linen for each person?  Yes    No 

11. Are fire drills conducted regularly, depending on the maximum length of stay? 
How often?  Yes    No 

12. Are fire detection systems operating, and are they tested regularly? 
How often?   Yes    No 

13. Are first aid equipment and supplies available at all times?  Yes    No 

14. Is there adequate ventilation (i.e., bath-one operable window or fan; sleeping rooms-one 
operable window designed to open)?  Yes    No 

15. Are food service areas adequate and sanitary?  Yes    No 

16. Are interior and exterior lighting adequate?  Yes    No 

17. Are entrances and exits clear of debris, ice and other hazards?  Yes    No 

18. Do clients have sufficient shower/bath basins and toilets in proper operating conditions?  Yes    No 
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Exit Interview 
The monitoring is completed by an exit meeting with the appropriate staff or representative(s) to discuss the 
preliminary results of the monitoring visit and indicate that the grantee is to be formally informed of monitoring 
findings identified to date and any follow-up actions required of the grantee. 

 
Notes for Exit Interview 

Estimated date for providing written monitoring report to grantee   

What unanticipated problems or barriers have arisen throughout the implementation of the grant program? 
 
 
 
 
 

Does the grantee need additional technical assistance to resolve these barriers? 
Explain: 
 
 
 
 
 
 
 
 
 

 Yes    No 

How can DCS be of more assistance to the grantee? 
 
 
 
 
 
 
 
  
 
 
General Comments: 
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Monitoring Documentation Checklist 
Name of Agency 
 

Name of Tenant Date  

 
Eligibility Requirements 

 
 YES NO COMMENT 

Proof of Identification    
 

At Risk of Homelessness Certification    
 

Release of Information    
 

Screening Assessment of HMIS Printout    
 

Income Documentation (pay stubs, etc.)    
 

Self-Certification    
 

Homeless Certification    
 

 
Housing Requirements                                                                                                                               

 
 YES NO COMMENT 

 
Verification of Income    

 

Intake & Assessment    
 

Progress Notes    
 

Utility Shut Off Notice (if applicable)    
 

Documentation of Eviction (if applicable)    
 

Lease/Rental Agreement    
 

Housing Plan (for re-housing and prevention)    
 

Rent Reasonableness (for re-housing and 
prevention)     

 

Habitability Standards Inspection Form    
 

Lead-Based Paint Inspection Form    
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ESG/NDHG Forms 
Client Eligibility Forms 

 
Identification Documentation 
There must be identification documentation for all household members whether receiving case management 
and/or financial assistance. Documentation must be a copy of one of the following: 

 ● Drivers License   ● Social Security Card    ● Medicaid Card    ● Birth Certificate    ● Passport     
 
At Risk of Homelessness Certification 
The agency must complete the Homeless Certification/At Risk of Homelessness Certification indicating 
current living situation and provide the appropriate documentation as indicated on the form. 
 
Release of Information Form  
A Release of Information form must be signed by each household member age 18 or older with a copy in 
file.  
 
Intake and Assessment Form 
The agency will conduct a comprehensive housing assessment with the household.   
 
Income Documentation (pay stubs, etc.) 
All sources of household income (for all adult members) must be verified and documented at intake and 
every three months to determine program eligibility.  To be eligible for assistance, gross household income 
must be below 30% (ESG), 50% (NDHG) area median income (AMI) for the county in which the household is 
residing.  
 
Self-Certification 
Must be completed if required verifications/other documents cannot be provided and self-certification is the 
only way to verify information to determine program eligibility.  
 
Lease/Rental Agreement 
A lease is required for households receiving financial assistance such as rental assistance, security 
deposits, rental arrearages and utility payments/deposits.  
 
Housing Plan (case notes) 
A Housing Plan must be completed for all individuals that receive a housing assessment and are determined 
eligible for services.  
 
Rent Reasonableness  
Subrecipients must complete and file a Rent Reasonableness form for rental assistance above Fair Market 
Rent (FMR).  
 
Habitability Standards Inspection Form 
All units must meet Habitability Standards before financial assistance can be provided such as rental 
assistance, security deposits, rental arrearages and utility payments/deposits.  
 
Lead-Based Paint Inspection 
Lead-Based Paint Inspection is required for housing for properties if built before 1978 and if a child age 6 or 
younger or a pregnant woman will be residing in the unit. 
 
Homeless Definition and Certification 
Must be completed for each household.
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SECTION 9 - REPORTING 
 
 
Reporting constitutes a very essential part of program administration, providing the DCS with 
the ability to track progress and problems, and to identify technical assistance needs.  All 
grantees are required to submit ESG Mid-Term/Final Progress Reports as specified in this 
section.  Failure to submit ESG Mid-Term/Final reports will result in the withholding of funds 
until the reports are submitted.  Failure to submit these reports as specified will also impact the 
grantee’s score on future ESG applications.  
 
The ESG Mid-Term/Final Report form is to be completed and submitted to the DCS 2 times 
during the grant year as specified below: 
 

1. The ESG Mid-Term Progress Report is due no later than January 31 of each grant 
year and is to cover the grantee’s activities from the start date of the ESG award 
through December 31.  The grantee is to provide information on the unduplicated 
number of individuals served from the start date of the award through December 31.  

 
2. The ESG Final Progress Report must be completed and submitted to the DCS with the 

grantee’s final request for funds or no later than 30 days following the end of grant 
year, whichever occurs earlier.  The grantee is to provide information on the 
unduplicated number of individuals served from the start date of the award through 
the end of the grant year. 
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ESG MID-TERM/FINAL PROGRESS REPORT 
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ESG/NDHG MID-TERM/FINAL PROGRESS REPORT 
NORTH DAKOTA DEPARTMENT OF COMMERCE 
DIVISION OF COMMUNITY SERVICES 
SFN 52677 (10/15) 

PART I 
 Mid-term Progress Report  Final Progress Report on Entire Grant Year 

Grantee 
 

 

Instrument Number 

 Nonprofit Organization   Unit of Local Government 
Budget/Project Period Period Covered by this Report 

From (Month, Day, Year) 
 
 

To (Month, Day, Year) 
 

From (Month, Day, Year) To (Month, Day, Year) 

Report Prepared by 
 
 

Phone Number 
 

Project Description (Please provide a specific description of how funds are being used, including any 
amendments to your budget) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Typed Name of Authorized Representative Title 

 
 

Signature of Authorized Representative (mail original signed copy) 
 

Date 
 
 

 
DCS USE ONLY  
 
Reviewed By:   Date Reviewed Mid-term/Final       
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PART II 

Complete a separate Part II Report for your agency and any agency you contract with to provide services for 
each subgrantee. When answering questions, use the space provided or attach additional sheets. 

1. List funded activities accomplished to date. 
 
 
 
 
 

2. Have any problems arisen which will delay grant completion?  If yes, explain the problem and the extent of 
delay. 

 
 
 
 

 

3. List activities to be accomplished and estimated timeframes. 
 
 
 
 
 
 

4. Do you anticipate requesting any amendments? If yes, explain. 
 
 
 
 
 
 

5.  List the numbers served with ESG or NDHG Funds during the period covered by this report. Ethnic numbers 
 should equal racial numbers. 

 

     Ethnic Categories Select One 
  Hispanic or Latino White   
  Not-Hispanic or Latino White  

      Racial Categories Select All that Apply 
American Indian/Alaskan Native  

  Asian   
Black/African American   

  Native Hawaiian or Other Pacific Islander  
White  

  Other   
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6. List the numbers of Persons in Households served with ESG or NDHG Funds during the period covered by 
 this report. (Mid-term: July-Dec) (Final: July-June) 

 Number of 
Youths* 

Number of Adults Don’t Know/ 
Refused/Other 

Missing   
Information 

Street Outreach     

Emergency Shelter     

Prevention     

Re-Housing     

  *Age 21 and under as defined by the McKinney Vento Act. 
7. Gender 

Male Female Transgender Don’t Know/ 
Refused/Other 

Missing   
Information 

     

 
8. Age 

Under 18 18-24 25 and Over Don’t Know/ 
Refused/Other 

Missing   
Information 

     

 
9. Special Populations Served - Complete for All Activities 

Subpopulation Total 
Total Persons 

Served - 
Prevention 

Total Persons 
Served - RRH 

Total Persons 
Served in 

Emergency 
Shelters 

Veterans     

Victims of Domestic 
Violence     

Elderly     

HIV/AIDS     

Chronically Homeless     

Persons with Disabilities: 

Severely Mentally Ill     

Chronic Substance 
Abuse     

Other Disability     

Total (Unduplicated if 
possible)     
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10. Shelter Utilization 

Number of Beds – Rehabbed (total number of bed-nights provided is the total number of beds in 
all shelters the recipient funded with ESG that were filled each night during the reporting period)  

Total Number of Beds – Nights Available (the total number of shelter bed-nights available is the 
total number of beds in all shelters the recipient funded with ESG that were available to program 
participants during the reporting period) 

 

Number of Beds – Conversion (number of beds created as a result of conversion of a building to 
a shelter)  

Total Number of Beds – Nights Provided (number of additional beds created as a result of a 
rehab activity)  

 
11. For this reporting period, check the program(s) and service(s) provide by your facility( check all that apply): 

Emergency Shelter Component 
 Renovation 
 Operations 
 Essential Services  

Street Outreach Component 
 Street Outreach 

Homeless Prevention Component (At Risk of Homelessness Individuals and/or Households) 
 Housing Relocation and Stabilization Services 
 Short-Term and/or Medium-Term Rental Assistance (Project Based Assistance) 
 Short-Term and/or Medium-Term Rental Assistance (Tenant Based Assistance) 

 

 
 

 
 
 
 
 

Rapid Re-Housing Component (Homeless Individuals and/or Households) 
  Housing Relocation And Stabilization Services 
 Short-Term and/or Medium-Term Rental Assistance (Project Based Assistance) 
 Short-Term and/or Medium-Term Rental Assistance (Tenant Based Assistance) 

HMIS Component 
 HMIS  

Administrative Component (NDHG Only) 
  Salaries for administrative activities 
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PART III 
Grantee 
 
1. Total grant funds available  $ 

2. Total Recipient Share of the Budget (Match)  $ 

3. Total Funds Available  $ 

 4. Funds activity to date -  
 Funds expended/obligated on:   

  

a. Street Outreach Component  $  

  b. Emergency Shelter Component $  

 c. Homeless Prevention Component $  

  d. Rapid Re-Housing Component $  

  e. HMIS Component $  

  f. Administrative Component (NDHG Only) $  

  g. Total funds expended/obligated $  

 5. Match funds activity to date -  
 Funds expended/obligated on:   

  

a. Street Outreach Component  $  

  b. Emergency Shelter Component $  

 c. Homeless Prevention Component $  

  d. Rapid Re-Housing Component $  

  e. HMIS Component $  

  f. Administrative Component $  

  g. Total funds expended/obligated $  

6.  Match funds unobligated (line 1 minus line 4g):   $ 

7.  Recipient funds unobligated (line 2 minus line 5g):  $ 

8.  Total funds unobligated (line 6 plus line 7):  $ 
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INSTRUCTIONS FOR COMPLETING 
THE ESG/NDHG MID-TERM/FINAL PROGRESS REPORT 

 
The Mid-Term/Final Progress Report is divided into 3 separate parts, each of which must be 
fully completed, whether you are submitting the form for your mid-term or your final progress 
report. 
  
PART I 
 

• Indicate whether this report is your mid-term or final progress report by checking the 
appropriate box at the top of the form. 

• Enter grantee name. 

• Check whether you are a nonprofit organization or unit of local government.   

• Enter the instrument number – this number is found on your financial award.   

• Enter the budget/project period, i.e., the start date of the award through December 31 
or the start date of the award through June 30 (or the date of your final request for 
funds). 

• Enter the name and phone number of the individual completing the report. 

• Under Project Description, provide a specific description of how these funds are being 
used, including any amendments that have been approved. 

• Type the name and title of the individual authorized by your agency to certify the 
accuracy of the information being submitted.  Note:  This is typically the chief 
executive director of the agency. 

• The authorized individual is to sign and date Part 1 of the report form.  Only original 
signature will be accepted by the DCS.  

• The block on the bottom of the form is for DCS use only. 
 

PART II 
 

Note:  If your agency sub-contracts with another entity to provide services funded with 
these dollars, you must obtain and submit to the DCS, a separate Part 2 from the sub-
grantee, indicating the name of the sub-grantee on the top of the document.    
 
1. List all funded activities to date. 
2. Describe any problems or difficulties that have arisen which might delay the completion 

of your grant. 
3. List activities that still need to be accomplished along with the estimate timeframe for 

completing those activities. 
4. Indicate whether you intend to request an amendment and provide an explanation for 

the request. 
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5. The two ethnic categories are defined below.  List the numbers served with ESG or 
NDHG funds during the period covered by this report. (Mid-term first six months;    
Final – whole year) 

 
Hispanic or Latino.  A person of Cuban, Mexican, Puerto Rican, South or 
Central American, or other Spanish culture or origin, regardless of race.  The 
term “Spanish origin” can be used in addition to “Hispanic” or “Latino.” 

 
Not Hispanic or Latino. A person not of Cuban, Mexican, Puerto Rican, South or 
Central American, or other Spanish culture or origin, regardless of race. 

The five racial categories defined below.  List the numbers served with ESG or NDHG 
funds during the period covered by this report. 
 

American Indian or Alaska Native.  A person having origins in any of the original 
peoples of North and South America (including Central America), and who 
maintains tribal affiliation or community attachment. 

 
Asian.  A person having origins in any of the original peoples of the Far East, 
Southeast Asia, or the Indian subcontinent including, for example, Cambodia, 
China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, 
and Vietnam. 

 
Black or African American.  A person having origins in any of the black 
racial groups of Africa.  Terms such as “Haitian” or “Negro” can be used in 
addition to “Black” or “African American.” 

 
Native Hawaiian or Other Pacific Islander.  A person having origins in any of 
the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 
 
White.  A person having origins in any of the original peoples of Europe, the Middle 
East or North Africa. 

 
The total numbers in the Ethnic categories should equal the totals in the racial 
categories. This total should equal the number reported in #5 above. 

 
6-9. List number served by component with ESG or NDHG. 

 
10. List bed information (for shelters only). 

 
11. Check the program(s) and service(s) provided by your facility funded under ESG or 

NDHG. 
 
PART III 

 
The Progress Report details the current amount of funds expended/obligated for the period 
covered by this report. It is a summary report of all of the activities of the subgrantees 
 

1. Total Grant Funds Available: Total amount of funds awarded to the grantee by DCS.  
This amount can be found on Part I of the financial award, #1 under the Funding 
Authorization Section. 
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2. Total Recipient Share of the Budget: Represents the total amount of match funds 

that have been pledged for this project period.  This amount can be found on Part I of 
the financial award, #6 under the Funding Authorization Section. 
 

3. Total Funds Available: Line 1 plus line 2. 
 

4. Funds Activity: This section of the progress report deals only with program funds.  
Each category represents the total amount of funds either expended or obligated by all 
of the subgrantees. 
 

5. Recipient Funds Activity: This section tracks the amount of match funds that have 
been expended or obligated by category.  Dollar amounts in these categories are totals 
of all funds expended by the subgrantees. 
 

6. Funds Unobligated: This amount represents the total funds the grantee has yet to 
commit or expend. 
 

7. Recipient Funds Unobligated: This amount represents the total match that must be 
committed before the end of the grant period. 
 

8. Total Funds Unobligated: This is the total amount of funding still available on this 
grant award. 
 

Must submit match requirement documentation with Final Progress Report. 
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SECTION 10 - GRANT AMENDMENTS 
 
 
This section lists the types of grant amendments that may be requested, defines each type of 
amendment, describes the procedures for submitting an amendment request, and includes the form on 
which to request an amendment. 
 
A. Types of Amendments 
 
 1. Extension of Time 
 
 2. Budget Revisions 
 
 3. Scope of Work 
 
 4. Special Conditions 
 
B. Definitions 
 
 1. Extension of Time:  This type of amendment must be requested when the grantee determines 

that all grant work cannot be completed prior to the grant expiration date. 
 
 2. Budget Revisions:  This type of amendment must be requested when: 
 

a. The grantee wants to transfer funds to another approved grant activity. 
 

 b.  The grantee decides not to implement an approved activity. 
 

   c.  The grantee wants to transfer unobligated funds from a completed activity to another 
activity. 

   
 3.  Scope of Work 
 

This type of amendment must be requested when expanding or reducing the approved scope 
of work to be performed. 

 
 4.  Special Conditions 
 

This type of amendment must be submitted if a grantee wishes to seek approval to modify, 
eliminate, or extend the time of a special condition on the grant award. 

 
C. Procedures for Submitting and Acting on Request for Amendment. 
 

1. Request for amendments, especially for extension of time, should be submitted no later than 
30 days prior to the grant expiration date. 

 
2. All amendments must be submitted on the Request for Amendment form and must be signed 

by the Executive Director. 
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3. If an amendment request is approved by the DCS, the Request for Amendment form will be 
returned reflecting signed approval.  If the request is disapproved, a letter of explanation will 
be forwarded with the Request for Amendment form.  All approved amendments will become 
a part of the original Financial Award and will be subject to all applicable conditions and 
assurances. 

 
  If the DCS finds that a Request for Amendment is for an action that has already taken place, 

the amendment will not be approved. 
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ESG/NDHG REQUEST FOR AMENDMENT 
NORTH DAKOTA DEPARTMENT OF COMMERCE 
DIVISION OF COMMUNITY SERVIES 
SFN 52679 (3/15) 

1. Recipient Name 
 

Address 

City State ZIP Code 

2. Instrument Number 
 
 

3. Amendment Number 4. Approved Grant Period 
 

5. Date of Request 

6. Type of Amendment 
  A.   Special Condition B.   Budget Revisions 

  C.   Scope of Work  D.   Extension of Time              Extension Revised Date                      
7. Explanation for Request (Attach Additional Page if Necessary) 
 

Activity Approved 
DCS Budget 

Local 
Funds 

Other 
Public Funds 

Revised 
DCS Budget 

Local Funds 
Revised 

Revised 
Public Funds 

Total 
Budget 

        
        

        
        
        
        

Total Revision (+/-)        
Total Budget        

8.  Submitted By: (Executive Director) 

Signature   

Name    

Title    

Date    

9.  Action Taken (DCS USE ONLY) 

   Approved                     Disapproved    

Signature   

Name    

Title    

Date    



 

10.4 

REQUEST FOR AMENDMENT DIRECTIONS 
 

Block 1:  Enter the official mailing address of the grantee. 
 

Block 2:  Enter the DCS assigned Instrument Number on the Financial Award. 
 
Block 3: Amendment requests are to be numerically accounted for locally. Indicate the 

appropriate request number. 
 
Block 4: Enter the Approved Budget/Project Period from the Financial Award. 
 
Block 5: Enter date of the preparation of the Request for Amendment. 
 
Block 6: Place a mark in the appropriate space to reflect the type of amendment being 

requested. Only fill in Extension Revised Date if requesting an Extension of Time. 
 

Block 7: Provide a detailed explanation of the amendment, to include the reason and the 
results.   

 
 Enter activities funded on award. Enter amount awarded for each activity funded. 

In the Revised DCS Budget column, enter +/- for each activity amending. Total 
Budget column automatically calculates. Approved DCS Budget should equal 
Total Budget unless amending for more or less dollars.  

 
Block 8: Enter the name and title of the Executive Director. This is the individual who 

signed the Financial Award. 
 
Block 9: For DCS use only. 
 
Send original signed document to: 

 
  Adele Sigl 
  ND Department of Commerce (DCS) 
  1600 East Century Avenue, Suite 2 
  PO Box 2057 
  Bismarck, ND 58502-2057 
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SECTION 11 - GRANT CLOSE-OUT PROCEDURES 
 
 
This section describes the close-out procedures to be used by the DCS and the recipient. 
 
A. Final Grantee Performance Report 
 

Grantees must file a Final Performance Report with the last Request for Funds or within   
30 days of project completion.  Failure of the grantee to submit a report as required will not 
preclude the DCS from closing out a grant when such action is determined to be in the best 
interest of both parties.  The failure or refusal by a grantee to comply with such require-
ment shall be taken into account in the performance determination by the DCS in reviewing 
any future grant applications from the grantee.  

 
B. Grant Close-Out 
 

A final grant close-out letter will be issued to a grantee upon receipt and approval by the 
DCS of the Final Report. 
 
A grant may be closed-out when all other responsibilities of the grantee under the grant 
agreement have been carried out satisfactorily, or there is no further State interest in 
keeping the grant agreement open for the purpose of securing performance. 
 
 

C. Grant Suspension and Termination 
 

1. Suspension 
 

When a grantee fails to comply with the grant award stipulations, standards, or 
conditions of its grant, the DCS may suspend the grant, withhold further payments, or 
prohibit the grantee from incurring additional obligations of grant funds, pending 
corrective action by the grantee. 

 
2. Termination 

 
a. Termination for Cause.  The DCS may terminate any grant in whole, or in part, 

at any time before the date of completion, whenever it is determined that the 
grantee has failed to comply with the conditions of the grant.  The DCS shall 
promptly notify the grantee in writing of the termination and the reasons for the 
termination, together with the effective date.  Payments made to a grantee or a 
recovery by the DCS under grants terminated for cause shall be in accord with 
the legal rights and liabilities of the parties.  For this type of termination, the 
DCS will not honor any costs.  If funds have been paid to the grantee, they must 
be repaid to the DCS. 
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b. Termination for Convenience.  The DCS or grantee may terminate grants in 
whole, or in part, when both parties agree that the continuation of the project 
would not produce beneficial results commensurate with the further expenditure 
of funds.  The two parties shall agree upon termination conditions, including the 
effective date and, in the case of partial terminations, the portion to be 
terminated.  The grantee shall not incur new obligations for the terminated 
portion after the effective date, and shall cancel as many outstanding obligations 
as possible.  The DCS will consider all circumstances under which a grant is to 
be terminated and on a case-by-case basis determine if any eligible, incurred 
costs will be honored. 
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