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COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM 

POLICIES AND PROCEDURES 

The SCRPC is under contract with the Board of Stark County Commissioners for the overall 
administration of the CDBG program. 

The Stark County Regional Planning Commission (SCRPC) has created the Community 
Development Block Grant (CDBG) Policies and Procedures manual as a guide to help recipients 
of CDBG funds understand program responsibilities and how the SCRPC Community 
Development staff views potential and actual projects.  The information in this manual is not a 
substitute for federal regulations governing the program.  Recipients of funds are responsible 
for compliance with program requirements.  Applicants for CDBG program funding are 
encouraged to familiarize themselves with both this manual and the CDBG regulations. 

Policies and procedures contained in this manual apply to all projects receiving CDBG funds 
through the Board of Stark County Commissioners. Stark County CDBG funded projects must 
serve persons located outside of the cities of Alliance, Canton, Massillon and the Village of Hills 
and Dales. Any violation of the CDBG program or policies contained within could result in the 
repayment of CDBG funds. 

Throughout this Policy and Procedure Guide, please note:   

“SCRPC CD staff” refers to the Chief of Community Development, Diane Sheridan and Senior 
Community Development Planner, Lisa Snyder. 

“SCRPC rehab staff” refers to the Housing Counselors, Jill Ross and Gwen Arthur and Housing 
Rehab Inspectors, Wyatt Hayes and Steve Williams. 

“SCRPC finance staff” refers to the Chief of Finance, Heather Cunningham, Senior Fiscal 
Administrator, Barb Buonaspina and Fiscal Administrator Kasie Atkins. 

“Labor Standards Compliance Officer” refers to Senior Community Relations Planner, Malia 
Burgasser. 

The CDBG Policies and Procedures shall be updated as needed.   

https://www.hudexchange.info/resource/3689/24-cfr-part-570-cdbg/


A d o p t e d  M a y  2 0 2 2       5 | P a g e   

Purpose and Goals 

INTRODUCTION 
The Community Development Block Grant (CDBG) program was created through the Housing 
and Community Development Act of 1974.  Under the CDBG program, funding is awarded on a 
formula basis.  Stark County became an Urban Entitlement County in 1975 and receives a direct 
allocation of CDBG funding from HUD. The Board of Stark County Commissioners receives the 
County’s CDBG funds and the SCRPC is under contract with the Board of Stark County 
Commissioners to administer the County’s program. All areas of Stark County may participate in 
the CDBG program with the exception of the cities of Canton, Massillon and Alliance as these 
cities receive their own CDBG allocation. The villages of Hills and Dales and Wilmot do not 
participate in the CDBG program.  

To increase the efficiency in which CDBG funds are utilized and increase the impact of these 
dollars, the SCRPC has developed the following policies and procedures. 

Purpose and Goals of the CDBG Program 
Stark County strives to meet HUD’s objective of developing viable urban communities 
principally for low-to-moderate income persons through decent housing, suitable living 
environments and expanded economic opportunities. 
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Policies and Procedures 
Annual Allocation Limits 

-Administration and Planning 

24 CFR 570.200(g) states that no more than 20% of each annual grant allocation, 
plus program income, can be expended for administrative and planning costs.    
Administrative and planning funds are allocated to SCRPC to support the day-to-day 
administration of the CDBG program. No administrative funds shall be awarded 
subrecipients.   

-Public Service Projects 

24 CFR 570.201(e)(1) states that public service activities are limited to no more than 
15% of the total grant allocation, plus 15% of the program income received the 
preceding program year.   

After deducting administration, planning and the public service activities cap, the remaining 
CDBG balance shall be allocated to eligible activities. 
  

Eligible Activities 
Applicants need to ensure projects meet two prongs of eligibility. All CDBG funded activities 
must meet a national objective and be an eligible activity. Projects that fail to meet both criteria 
shall be disqualified. Applicants should only request the amount of CDBG funds needed to make 
the project feasible or the “gap”.  Leveraging of other funding sources is encouraged to 
complete the proposed activities within the contract period. Requesting funds for 
administration is not permitted. 

-National Objectives, per 24 CFR 570.200(a)(2): 

o Benefit to low- to moderate-income persons and families; 
o Aid in the prevention or elimination of slums or blight; 
o Activities that meet an urgent need 

Eligible Applicants 
The following types of organizations are eligible to apply for funds: 

o A public or private nonprofit organization 
o Institutions of higher learning 
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o Eligible political subdivisions 

When applying for CDBG funding, a non-profit organization must provide proof of non-profit 
status, such as a copy of the legal entity’s 501(c)(3) designation.   

Joint Applicants 
Two or more eligible political subdivisions may submit one application if the project has 
received endorsement from parties involved. 

Eligibility Requirements 
Applicants, including those currently administering a project with CDBG funding, are eligible to 
apply for CDBG funds if: 

o The requested CDBG funding shall be utilized to benefit residents of Stark County 
outside of the corporate limits of the cities of Canton, Massillon and Alliance and the 
villages of Hills & Dales and Wilmot. 

o There are no unresolved audit, monitoring or performance findings for any previous 
CDBG funding allocations provided to the applicant. 

o Public service projects that are reapplying for CDBG funding and are not considered 
a new service, must demonstrate a quantifiable increase in the level of an existing 
service. Failure to demonstrate this shall result in a rejection of funding. 

Disclaimers 
SCRPC CD staff reserves the right to advise against awarding all available funds if submitted 
proposals do not meet the project threshold, evaluation, funding criteria or do not address 
program priorities.  Funds not allocated during a funding cycle may be awarded during a 
subsequent application cycle.  SCRPC CD staff reserves the right to allocate these funds to 
projects during the year, prior to the next application round. 

SCRPC CD staff may deny CDBG funds for any project regardless of the ranking score under the 
project selection criteria if it determines the project is unacceptable based on, but not limited 
to, the following:   

o Negative comments or lack of support from community organization(s) and/or 
stakeholder(s), or 

o The likelihood that the project may not comply with CDBG program requirements in 
a timely manner, or 

o The applicant’s (including any related party’s) lack of or unacceptable prior 
experience/performance related to compliance with government-sponsored 
programs, regardless of type and/or location.   
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Use of Contractors 
CDBG funds shall not be used to employ directly or indirectly, award contracts to, or otherwise 
engage the services of any contractor, vendor or subrecipient during any period of debarment, 
suspension or placement of ineligibility status. 

Consistent with the Goals of the Consolidated Plan 
Proposed projects be consistent with Stark County’s priorities as listed in the Consolidated Plan.    
Applicants must familiarize themselves with the Stark County Consolidated Plan. The current 
five-year plan covers the period of July 1, 2024 to June 30, 2028.  

Project Time Frame 
Applicants must submit a timeline for project completion making reasonable assumptions 
concerning the scope of the project such as land acquisition, site-preparation, funding cycles, 
construction time frames etc. An applicant’s history in project development and completion 
shall also be considered. Funds shall not be available until Congress passes the budget and HUD 
releases the funds. The applicant shall be expected to expend funding within 12 months of 
project commitment. Any remaining or unused funds shall be subject to reallocation. 

Leverage of CDBG Funds 
Leveraging funds is encouraged and project budgets should reflect the sum of additional 
sources. Leverage can include state, federal, local, private, in-kind dollars/materials or 
volunteer hours. Proof of commitment must be provided with the application.   

Application Process 

APPLICATION FOR FUNDS 

Application Timeline 
Applications for funding shall be accepted once per fiscal year. The SCRPC CD staff shall hold a 
request for proposal (RFP) application workshop in late summer-early fall of each year. SCRPC 
CD staff reserves the right to hold this workshop virtually.   

Complete applications shall be due in fall of the same year. The exact due date will be 
announced at each application workshop.   

Applications become the property of the SCRPC.  Inaccurate information contained in an 
application shall disqualify the Applicant from consideration. Applicants who fail to meet any 
minimum eligibility requirement shall not be considered for funding. Minor corrections to 
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applications may be allowed, but applications requiring substantial revision or are substantially 
incomplete shall not be reviewed or ranked. Incomplete applications shall be returned to the 
appropriate agency and shall be determined to be ineligible. Applicants may contact SCPRC 
Community Development Department for application questions during the open-application 
period and/or to receive technical assistance on completing the application. SCRPC reserves the 
right to establish a cut off date for questions and/or technical assistance prior to the application 
deadline. One complete, electronic proposal must be submitted via Neighborly by the 
established application deadline. This web-based platform is the only method applications will 
be accepted. 

Application Workshop 
o SCRPC CD staff shall announce a planned application workshop annually. Notice of the 

application workshop shall be sent to those on the e-mail list serv.   
o During the application workshop, volunteers shall be chosen for the Application Review 

Committee.  Representatives on this Committee will include random volunteers who live 
and/or work in Stark County. CD staff will strive for four to five volunteers. Alternates to 
each position may be chosen. 

o Attendees shall have the ability to ask questions during the application workshop 
regarding potential projects.   

o Those who attend the application workshop and then submit a CDBG funding 
application for that program year shall automatically be awarded ten points on their 
application.   

Scoring and Review Process 
o Each application shall be reviewed and scored on a 100-point scale by a minimum of 

three SCRPC agency staff based upon the information provided in the original 
application. 

o Upon application review from three SCRPC agency staff members, if clarification is 
needed from an applicant, correspondence shall be sent requesting specific information 
by a determined deadline. The applicant shall have the opportunity to answer the 
questions and/or provide needed information.   

o Applications shall be reviewed and scored on a 100-point scale by those serving on the 
Application Review Committee.   

o SCRPC agency staff and the Application Review Committee may meet virtually to discuss 
all applications.   

o Application scores shall be averaged to arrive at a final score for each application. 
o Applications shall be ranked in descending order based upon their final score. 

https://portal.neighborlysoftware.com/starkcountyoh/Participant
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o SCRPC CD staff shall develop a proposed funding plan based on the previous year’s fiscal 
allocation and propose the funded projects to the Board of Commissioners at a work-
session. 

o Approval of the funding plan is subject to the discretion of the Board of Stark County 
Commissioners. Higher scoring projects are not guaranteed to be funded. 

Monitoring 
Monthly Status Reports 
Monthly progress reports shall be submitted to the SCRPC CD staff. Recipients shall be asked to 
provide cumulative annual demographic information for all persons served during the program 
year. 

Annual Monitoring 
SCRPC CD staff shall annually monitor all CDBG funded projects. SCRPC CD staff reserves the 
right to monitor or provide technical assistance to any recipient more frequently. SCPRC may 
conduct the monitoring on-site or via desk monitoring. The subrecipient shall be provided with 
a monitoring notification letter. At the conclusion of the monitoring, the subrecipient shall also 
receive a copy of the monitoring report and a close-out monitoring letter. The subrecipient will 
have a specific amount of time to correct any deficiencies found during the monitoring.   

Payment/Release of Funds 
o Funds are disbursed on a reimbursement basis.  If the Agency is unable to meet the cost 

of construction and/or services on a reimbursement basis, payment terms must be 
discussed and approved by SCRPC CD staff prior to execution of the CDBG contract.   

o Agencies must submit one copy of a CDBG Request for Payment form along with copies 
of back-up documentation to support the funds requested.  Claims submitted without 
proper supporting documentation shall be returned to the Agency. Requests for 
payment must be on the prescribed SCRPC form.   

o Payment may only be requested for work completed and not for any stored materials.    

o Agencies receiving CDBG funding commitments shall submit requests for payment on a 
quarterly basis but may request funds at their convenience. Failure to draw funds in a 
timely manner could result in a reduction of funding.   

o SCRPC CD and/or Finance staff may hold any payment, pending project inspection or to 
review any contract requirements. The funds shall not be released until SCRPC CD staff 
has received and approved all required documentation.   
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o Request for payments and status reports may be e-mailed, hand delivered or mailed.   

o For all public facility and infrastructure projects that are awarded CDBG funding, CDBG 
funds will be first in and first paid out to ensure timely expenditure of each annual 
award from HUD. Public facility and infrastructure projects that are multi-year and/or 
managed by the Stark County Engineer or Stark County Sanitary Engineer will be exempt 
from this rule. 

Cost Overruns/Change Orders 
o Applicants should make every effort to be realistic and comprehensive when developing 

project budgets. 

o SCRPC has minimal funding allocated to contingencies for cost overruns and does not 
promise the use of these funds to any project. 

o Change orders for materials and/or time must be submitted to SCRPC CD staff and 
signed by appropriate entities. Change orders are presented to the Board of Stark 
County Commissioners for approval.   

Income Determination and Eligibility 
Individuals receiving assistance through the CDBG program must be income eligible using the 
most current Section 8 (Part 5) definition of Annual Gross Income. Those who are income 
eligible must be at or below 80% the Area Median Income (AMI). An income calculator is 
available at the HUD website to help with calculating income.   Income determination is the 
responsibility of the agency providing the assistance, not of the SCRPC. Income must be 
verified via third-party documentation (i.e., IRS Form 1040).  Income requirements shall be 
consistent for all participants of a project. 

Annual Income Limits 
Each year as HUD updates CDBG income limits, SCPRC shall e-mail the updated information to 
current CDBG subrecipients. Subrecipients are responsible for using the appropriate income 
limits for the Canton-Massillon area. Addendum 2 has been added for convenience.   

End of Year Letter 
Approximately 60 days before the end of each program year, SCPRC shall review the remaining 
balance of each subrecipient. Subrecipients having significant funds remaining may be provided 
a letter and shall be advised to invoice the balance before July 1. SCPRC reserves the right to 
reallocate unused dollars to future eligible CDBG projects.   

https://www.hudexchange.info/incomecalculator/
https://www.hudexchange.info/resource/5334/cdbg-income-limits/
https://www.hudexchange.info/resource/5334/cdbg-income-limits/
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Record Retention 
All records must be maintained and accessible for a minimum of three(3) years beyond the end 
of each fiscal year (June 30th).   

CAPER   
SCRPC submits a Consolidated Annual Performance Evaluation Report (CAPER) to HUD within 
90 days of the completion of each program year. CDBG subrecipients shall provide data to assist 
with the completion of the CAPER.   

Audit Requirements 
Recipients of CDBG dollars who also expend $750,000 or more in federal awards in one year 
must undergo an annual audit by a qualified CPA. More information regarding audit 
requirements can be found in 2 CFR part 200. SCRPC CD staff shall request a copy of the most 
recent annual audit as a part of the monitoring process. 

General 
Proposals shall not be accepted from applicants having uncompleted projects that were funded 
with prior year CDBG funding. In the event of turnover in staff administering a CDBG funded 
project, SCRPC CD staff must be notified within thirty (30) days, or as soon as possible, in order 
to provide technical assistance to new and/or reassigned staff. 

Cross Cutting Requirements 
Recipients of CDBG funding are encouraged to research the federal requirements involved with 
their project before applying. SCRPC CD staff shall provide guidance, however it is the recipients 
responsibility to ensure all compliance factors are met. 

Davis Bacon 
Subrecipients shall be informed if Davis-Bacon requirements apply to the project. It is the 
applicant’s responsibility to become familiar with these legislative acts. SCPRC is committed to 
following all federal regulations. 

Environmental Review Process   
o Environmental and historical reviews must be conducted on every project.  SCRPC CD 

staff shall notify the agency of documentation needed to complete the review.  It is the 
responsibility of the applicant to ensure the SCRPC CD staff has the information 
necessary to complete the reviews.  Environmental and historical reviews shall be 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://www.hudexchange.info/programs/davis-bacon-and-labor-standards/
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completed prior to the execution of a CDBG contract. Projects shall not commence and 
funds shall not be expended (federal or non-federal) until the review is completed and 
HUD releases the funds. 

o Construction plans shall be submitted to the SCRPC CD staff as part of the 
environmental review process. Any changes to the approved plans shall be submitted to 
the SCRPC CD staff for approval and shall be endorsed by an engineer. 

o For projects that require acquisition of land or property, the agency may obtain a 
purchase option agreement in lieu of full ownership. The agreement shall state the 
purchase of the property is contingent upon the results of the environmental review 
and the release of funds by HUD. 

o All new construction projects must meet the federal energy efficiency and must meet or 
exceed building codes as established by Stark County or governing jurisdiction. 

o All projects shall address radon as per CPD-23-103. 

FFATA 
SCRPC CD staff shall require all subrecipients of CDBG funding to supply information subject to 
the Federal Funding Accountability and Transparency Act (FFATA), regardless of the award 
amount. Subrecipient information shall be entered into the FFATA Subaward Reporting System 
(FSRS) and shall be displayed on USASpending.gov. Subrecipients shall be provided the 
appropriate reporting form which shall be completed and returned to the SCRPC CD staff 
before the CDBG contract is fully executed. Failure to provide required information for FFATA 
reporting purposes shall result in delayed execution of the CDBG contract. 

W/MBE Benchmarks 
SCRPC strives to ensure small businesses and Women/Minority Business Enterprises (W/MBE) 
are aware of contracting and procurement opportunities. Outreach to promote participation is 
conducted quarterly. Prime contractors receiving CDBG funding are expected promote the 
same opportunity when searching for subcontractors. 

Preconstruction Meeting 
Projects involving construction requires a preconstruction meeting. Dependent upon the 
applicant for CDBG funds, SCRPC CD staff and the Labor Standards Compliance Officer may host 
a preconstruction meeting or attend the off-site preconstruction meeting. In either occurrence, 
a representative from SCRPC CD staff shall be in attendance to review federal cross cutting 
requirements on the project.   

Procurement 
Projects involving procurement must follow one of the four procurement methods based upon 
the value of the products and/or services to be procured: 

http://www.usaspending.gov/
http://www.usaspending.gov/
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-Micro purchase procurement: Used for goods and/or services of $2,000 or less. One quote 
shall be obtained. 

-Small/micro procurement: Used for goods and or/services of $150,000 or less. Quotes from at 
least three qualified sources shall be obtained. 

-Competitive sealed bids: Generally used for construction projects for goods and services of 
more than $150,000. The availability to bid must be publicly advertised with sufficient time 
until bid opening. Bids shall be publicly opened and bidders shall be checked for debarment. 

-Competitive proposals: Used for professional services that exceed $150,000. 

General procurement guidelines: 

o All construction projects must be sent out for public bid regardless of other funding 
sources in the project. Bid documents shall be approved by the SCRPC CD staff and staff 
attorney prior to advertisement.  Failure to receive prior approval shall result in non-
compliance and termination of the CDBG contract. 

o Bid packets must be available for pickup for a minimum of two (2) weeks. 

o Bids must be sealed when submitted to the agency.  All bids shall be opened by the 
agency at a pre-designated date and time. 

o SCRPC CD staff and all bidders must be notified of date and time of bid opening. 

o The lowest and/or most responsive bidder shall be awarded the contract.   In the event 
the agency selects a bid other than the lowest, they must submit the bids along with 
documentation to support the selection to SCRPC CD staff for approval.    This may or 
may not be approved by the SCRPC CD staff. 

Section 3 
Subrecipients shall be informed if Section 3 requirements apply to the project.   It is the 
applicant’s responsibility to become familiar with 24 CFR part 75. SCPRC is committed to 
following all federal regulations. 

Section 504 and the Fair Housing Act 
Subrecipients shall be informed if Section 504 and the Fair Housing Act requirements apply to 
the project. It is the applicant’s responsibility to become familiar with these legislative acts. 
SCRPC is committed to following all federal regulations. 

https://www.hudexchange.info/programs/section-3/
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CDBG Funding Contract 
Process 
All projects selected for funding must be approved by Board of Stark County Commissioners.   

Timeline 
The funding timeline will vary and is dependent upon Congress passing the budget and HUD 
releasing the funds. Unexecuted contracts shall be provided to subrecipients after the annual 
funding plan is approved by the Board of Stark County Commissioners and funds are released 
by HUD. The Board Stark County Commissioners shall execute the contracts.   

SCRPC finance staff cannot reimburse recipients until funds are release by HUD. Once the CDBG 
contract is fully executed and funds are released by HUD, recipients may request 
reimbursement starting from July of that program year. Construction on public 
facility/infrastructure projects is expected to begin upon execution of the CDBG contract.    

Program Income 
Each recipient’s CDBG contract shall specify what is to be done with any program income 
earned during the program year.   

Legal Notices/Advertisement 
Legal notices and advertisements pertaining to a project must be reviewed by SCRPC CD staff 
prior to publication. 

Funding Terms 
Subrecipients shall abide by all terms specified in the CDBG contract and those listed in this 
policy and procedure manual.   

Owner Occupied Housing Rehabilitation 
The SCRPC manages and operates an in-house owner-occupied housing rehabilitation program 
and has a separate Policy and Procedure manual for this activity.    
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Addendum 1 - Citizen Participation Plan 
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Addendum 2 – 2024 CDBG Income Limits 
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Addendum 3 – Anti-Displacement & Relocation Plan 

Anti-Displacement & Relocation 
Assistance Plan 
The Board of Stark County Commissioners does not anticipate any residential or commercial 
displacement to occur in the near future but it is required to set forth plans to minimize 
displacement of persons and businesses; and to assist any persons or businesses displaced, 
specifying the types and levels of assistance the jurisdiction will make available. 

Should displacement of residents or businesses be necessary as a result of funding a project 
with CDBG or HOME funds, the County shall compensate residents who are displaced in 
accordance with HUD Handbook No. 1378, Tenant Assistance, Relocation and Real Property 
Acquisition. The handbook can also be located at www.hudexchange.info. 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e47d1a3217fefdd116b7c5b5cc26767c&term_occur=999&term_src=Title:24:Subtitle:A:Part:91:Subpart:B:91.105
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
https://www.hud.gov/program_offices/administration/hudclips/handbooks/cpd/13780
http://www.hudexchange.info/


A d o p t e d  M a y  2 0 2 2       30 | P  a  g e             

Addendum 4 – Faith-Based Organizations 

PARTICIPATION IN HUD PROGRAMS BY FAITH-BASED ORGANIZATIONS 
PROVIDING FOR EQUAL TREATMENT OF ALL HUD PROGRAM PARTICIPANTS 

FINAL RULE EFFECTIVE OCTOBER 30, 2003 

(1) Organizations that are religious or faith-based are eligible, on the same basis as any 
other organization, to participate in the Community Development Block Grant 
(CDBG) program. Neither the Federal government nor a State or local government 
receiving funds under CDBG programs shall discriminate against an organization on 
the basis of the organization’s religious character or affiliation. 

(2) Organizations that are directly funded under the CDBG program may not engage in 
inherently religious activities, such as worship, religious instruction, or 
proselytizating, as part of the programs or services funded under this part. If an 
organization conducts such activities, the activities must be offered separately, in 
time or location, from the programs or services funded under this part, and 
participation must be voluntary for the beneficiaries of the HUD-funded programs 
or services. 

(3) A religious organization that participates in the CDBG program will retain its 
independence from Federal, State, and local governments, and may continue to carry 
out its mission, including the definition, practice, and expression of its religious beliefs, 
provided that it does not use direct CDBG funds to support any inherently religious 
activities, such as worship, religious instruction, or proselytizating. Among other things, 
faith-based organizations may use space in their facilities to provide CDBG-funded 
services without removing religious art, icons, scriptures, or other religious symbols. In 
addition, a CDBG-funded religious organization retains its authority over its internal 
governance, and may retain religious terms in its organization’s name, select its board 
members on a religious basis, and include religious references in its organization’s 
mission statements and other governing documents. 

(4) An organization that participates in the CDBG program shall not, in providing program 
assistance, discriminate against a program beneficiary or prospective program 
beneficiary on the basis of religion or religious belief. 

(5) Community Development (CD) grants may not be used for the acquisition, construction, 
or rehabilitation of structures to the extent that those structures are used for inherently 
religious activities. CD grants may be used for the construction or rehabilitation of 
structures only to the extent that those structures are used for conducting eligible 
activities under this part. Where a structure is used for both eligible and inherently 
religious activities, CD grants may not exceed the cost of those portions of the 
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construction or rehabilitation that are attributable to eligible activities in accordance 
with the cost accounting requirements applicable to CD grants in this part. Sanctuaries, 
chapels, or other rooms that a CDBG-funded religious congregation uses as its principal 
place of worship, however, are ineligible for CDBG-funded improvements. Disposition of 
real property after the term of the grant, or any change in use of the property during the 
term of the grant, is subject to government-wide regulations governing real property 
disposition. 
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