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April 12, 2013
[Name]
[Address]
Portland, Maine XXXXX
Dear [Name],
Congratulations! On April 8, 2013, Portland’s City Council awarded Community Development Block Grant funds to your organization for the purpose of providing the following program during the fiscal year beginning July 1, 2013:

[XXXXXXXXXXXXXXXXXX]
In order to process your award please review the application instructions and the information that was submitted, and provide updated information regarding your program. 

1. Regulations: In Section I of the Application, please review: Federal HUD Regulations (section I.A), Portland’s CDBG Goals Principles and Priorities (section I.C), the Reservation of Rights (section I.G) and Post Award and Sub-recipient Criteria (section I.H).

2. Scope of Work: Please revise and resubmit the following sections of your application by June [XX], 2013, based on your award. Documentation should be submitted electronically by email. This information will be incorporated into your contract with the City of Portland. 

a. Cover Page (section II.A): Update contact information and indicate who will be the primary contact. Also revise as needed the amount of CDBG Funds awarded and Total Program Budget.

b. Worksheet (section II.B): Be sure all information is updated and accurate, specifically Question 4 Beneficiaries, Question 5 Units of Service, Question 6 Program Objectives and Outcomes, Question 7 Employees, and Question 8 Documentation.

c. Narrative (section II.C): Update the narrative as necessary. Please highlight any changes. 
d. Budget (section II.D): Update the Budget Form with any new or revised information, based on your award. When preparing your budget, keep in mind that these funds will be paid by reimbursement only, over 12 months.

e. Summary (section II.E): Review and update the following sections as needed: Program Summary, HUD National and Program Objective, Priority Impact Area, Beneficiaries/ Clients Served, Units of Service, Outcomes, Budget and Leveraged Funds. 

3. Insurance: Each agency will be required to obtain and maintain adequate insurance in order to receive funding from the City of Portland. Insurance requirements include: 
· Public liability insurance in the amount of $400,000 with the City of Portland listed as an additional insured
· Worker’s compensation insurance

· Employment compensation insurance

 It is your responsibility to provide updated and current proof of insurance information to the City.  [XXXX] will need to provide proof of all three insurances.  Please submit proof of insurance with your revised application, June [XX], 2013.  
4. Reporting: Once you have submitted the final documentation, we will prepare the contract, performance reports, and fund requisition forms that you will use during the Fiscal Year 2013-2014. Reporting and fund requisitions will occur on a quarterly basis, due on the 10th of the month (October 10, January 10, April 10 and July 10). Monthly reimbursement is still available upon request.  This request must be provided in writing at the time of contract signing. 
Please note: Fund requisitions must be calculated and requested based on the cost per unit of service provided. Please be sure your units of service and your cost per unit of service coincide with the amount of funding awarded, specifically as revised in questions 2b, 2d, and 2e above. If you have questions, please contact me.

5. Payment: If submitted on time, payment will be processed and released within 7-10 business days. 

If this is the first time that you are receiving funds from the City you will need to fill out a W-9 form. Payment cannot be released without a W-9 on file.  Checks will be mailed to the address listed on the W-9. If you need to update this information, please let me know. 

6. Contract Signing Meeting: We have scheduled two dates and times for you to choose from to sign the contract.  When you submit the above documentation, please let me know which contract signing meeting you are able to attend: Tuesday June 26 at 10:00 am and Thursday June 28 at 1:00pm both in room 209. Please allow one hour for reviewing the contract, reporting requirements and contract signing. 
Please note: All revisions must be submitted before the contract can be signed, revisions due May 14th, 2013. No work can begin and no money can be spent before July 1, 2013.
If you have any questions, please contact me. 
I look forward to working with you this year!
Sincerely,
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Amy Grommes Pulaski

Community Development Program Manager

avp@portlandmaine.gov
Phone: 874-8731 / Fax:  874-8949
cc: [XXXX] 
Housing & Community Development Division


Mary P. Davis, Director





Planning & Urban Development Department


Jeff Levine, AICP, Director
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