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The applicant hereby assures and certifies compliance with all Federal statutes, regulations, policies, 


guidelines and requirements, including OMB Circulars No. A-21, A-110, A-122, A-128, A- 87; E.O. 12372 and 


Uniform Administrative Requirements for Grants and Cooperative Agreements - 28 CFR, Part 66, 


Common Rule, that govern the application, acceptance and use of Federal funds for this federally 


assisted project. 


 


Also, the Application assures and certifies that: 


 


1. It possesses legal authority to apply for the grant; that a resolution, motion or similar action 


has been duly adopted or passed as an official act of The applicant’s governing body, 


authorizing the filing of the application, including all understandings and assurances contained 


therein, and directing and authorizing the person identified as the official representative of 


The applicant to act in connection with the application and to provide such additional 


information as may be required. 


 


2. It will comply with requirements of the provisions of the Uniform Relocation Assistance and 


Real Property Acquisitions Act of 1970, Public Law 91-646, which provides for fair and 


equitable treatment of persons displaced as a result of Federal and federally assisted 


programs. 


 


3. It will comply with provisions of Federal law that limit certain political activities of employees 


of a State or local unit of government whose principal employment is in connection with an 


activity financed in whole or in part by Federal grants. (5 USC 1501, et. seq.). 


 


4. It will comply with the minimum wage and maximum hours provisions of the Federal Fair 


Labor Standards Act if applicable. 


 


5. It will establish safeguards to prohibit employees from using their positions for a purpose 


that is or gives the appearance of being motivated by a desire for private gain for 


themselves or others, particularly those with whom they have family, business, or other ties. 


 


6. It will give the sponsoring agency of the Comptroller General, through any authorized 


representative, access to and the right to examine all records, books, papers, or documents 


related to the grant. 


 


7. It will comply with all requirements imposed by the Federal sponsoring agency 


concerning special requirements of Law, program requirements, and other 


administrative requirements. 


 


8. It will ensure that the facilities under its ownership, lease or supervision that shall be used in 


the accomplishment of the project are not listed on the Environmental Protection Agency’s 


(EPA) list of Violating Facilities and that it will notify the Federal grantor agency of the 


receipt of any communication from the Director of the EPA Office of Federal Activities 


indicating that a facility to be used in the project is under consideration for listing by the 


EPA. 
 


 


ASSURANCES 
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ASSURANCES (CONTINUED) 


9. It will comply with the flood insurance purchase requirements of Section 102(a) of the 


Flood Disaster Protection Act of 1973, Public Law 93-234, 87 Stat. 975, approved 


December 31, 1976. Section 102(a) requires, on and after March 2, 1975, the purchase 


of flood insurance in communities where such insurance is available as a condition for 


the receipt of any Federal financial assistance for construction or acquisition purposes 


for use in any area that has been identified by the Secretary of the Department of 


Housing and Urban Development as an area having special flood hazards. The phrase 


“Federal Financial Assistance” includes any form of loan, grant, guaranty, insurance 


payment, rebate, subsidy, disaster assistance loan or grant, or any other form of direct 


or indirect Federal assistance. 


 


10. It will assist the Federal grantor agency in its compliance with Section 106 of the National 


Historic Preservation Act of 1966 as amended (16 USC 470), Executive Order 11593, and 


the Archeological and Historical Preservation Act of 1966 (16 USC 569a-1 et. seq.) By: (a) 


consulting with the State Historic Preservation Officer on the conduct of investigations, 


as necessary, to identify properties listed in or eligible for inclusion in the National 


Register of Historic Places that are subject to adverse effects (see 36 CFR Part 800.8) 


by the activity, and notifying the Federal grantor agency of the existence of any such 


properties, and (b) complying with all requirements established by the Federal grantor 


agency to avoid or mitigate adverse effects upon such properties. 


 


11. It will comply with the provisions of 28 CFR applicable to grants and cooperative 


agreements including Part 18. Administrative Review Procedure; Part 22, Confidentiality 


of Identifiable Research and Statistical Information; Part 42, Nondiscrimination/Equal 


Employment Opportunity Policies and Procedures; Part 61, Procedures for 


Implementing the National Environmental Policy Act; Part 63, Floodplain Management 


and Wetland Protection Procedures; and Federal laws or regulations applicable to 


Federal Assistance Programs. 


 


12. It will comply, and all its contractors will comply with; Title VI of the Civil Rights Act of 


1964, as amended; Section 504 of the Rehabilitation Act of 1973, as amended; Subtitle 


A, Title III of the Americans With Disabilities Act (ADA) (1990); Title IIX of the Education 


Amendments of 1972 and the Age Discrimination Act of 1975. 


 


13. In the event a Federal or State court or Federal or State administrative agency makes a 


finding of discrimination after a due process hearing on the grounds of race, color, 


religion, national origin, sex, or disability against a recipient of funds, the recipient will 


forward a copy of the finding to the Office for Civil Rights, U.S. Department of Justice. 


 


14. It will provide an Equal Employment Opportunity Program if required to maintain 


one, where the application is for $500,000 or more. 


 


15. It will comply with the provisions of the Coastal Barrier Resources Act (Public Law 97-


348), dated October 19, 1982(16 USC 3501 et. seq.), which prohibits the expenditure of 


most new Federal funds within the units of the Coastal Barrier Resources System. 
 


 


 
  


Signature Date 


 
 





		Date: 
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Certifications Regarding 


Lobbying; Debarment, Suspension and Other Responsibility 


Matters; and Drug-Free Workplace Requirements 


 


Applicants should refer to the regulations cited below to determine the certification to which they are 


required to attest. Applicants also should review the instructions for certification included in the 


regulations before completing this form. Signature of this form provides for compliance with 


certification requirements under 28 CFR Part 69, “New Restrictions on Lobbying” and 28 CFR Part 67, 


“Government-wide Debarment and Suspension (Non-procurement) and Government-wide Requirements 


for Drug-Free Workplace (Grants ).” The certifications shall be treated as a material representation of 


fact. 
 


1. Lobbying 


 


As required by Section 1352, Title 31 of the U.S. Code and implemented at 28 CFR Part 69, for 


persons entering into a grant or cooperative agreement over $100,000, as defined at 28 CFR 


Part 69, the applicant certifies that: 


 


(a) no Federally appropriated funds have been paid or will be paid, by or on behalf of the 


undersigned, to any person for influencing or attempting to influence an officer or employee of 


any agency, a Member of Congress, an officer or employee of Congress, or an employee of a 


Member of Congress in connection with the making of any Federal grant, the entering into of 


any cooperative agreement, and the extension, continuation, renewal, amendment, or 


modification of any Federal grant or cooperative agreement; 


 


(b) if any funds other than Federally appropriated funds have been paid or will be paid to any 


person for influencing or attempting to influence an officer or employee of any agency, a 


Member of Congress, an officer or employee of Congress, or an employee of a Member of 


Congress in connection with this Federal grant or cooperative agreement, the undersigned 


shall complete and submit Standard Form - lll, “Disclosure of Lobbying Activities,” in 


accordance with its instructions; 


 


(c) the undersigned shall require that the language of this certification be included in the award 


documents for all sub awards at all tiers including subgrants, contracts under grants and 


cooperative agreements, and subcontracts) and that all sub-recipients shall certify and 


disclose accordingly. 
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2. Debarment, Suspension, and Other Responsibility Matters (Direct Recipient) 


 


As required by Executive Order 12549, Debarment and Suspension, and implemented at 28 


CFR Part 67, for prospective participants in primary covered transactions, as defined at 28 


CFR Part 67, Section 67.510— 


 


A. The applicant certifies that it and its principals: 


 


(a) are not presently debarred, suspended, proposed for debarment, declared ineligible, 


sentenced to a denial of Federal benefits by a State or Federal court, or voluntarily 


excluded from covered transactions by any Federal department or agency; 


 


(b) have not within a three-year period preceding this application been convicted of or 


had a civil judgment rendered against them for commission of fraud or a criminal 


offense in connection with obtaining, attempting to obtain, or performing a public 


Federal, State, or local transaction or contract under a public transaction; violation of 


Federal or State antitrust statutes or commission of embezzlement, theft, forgery, 


bribery, falsification or destruction of records, making false statements, or receiving 


stolen property; 


 


(c)  are not presently indicted for or otherwise criminally or civilly charged by a 


governmental entity (Federal, State, or local with commission of any of the offenses 
enumerated in paragraph (1)(b) of this certification); and 


 


(d) have not within a three-year period preceding this application had one or more public 


transactions (Federal, State, or local) terminated for cause or default; and 


 


B. Where the applicant is unable to certify to any of the statements in this certification, he or 


she shall attach an explanation to this application. 


 


3. Drug-Free Workplace (Grantees Other Than Individuals) 


 


As required by the Drug Free Workplace Act of 1988, and implemented at 28 CFR Part 67, 


Subpart F. for grantees, as defined at 28 CFR Part 67 Sections 67.615 and 67.620— 


 


A. The applicant certifies that it will or will continue to provide a drug-free workplace by: 


 


(a) publishing a statement notifying employees that the unlawful manufacture, distribution, 


dispensing, possession, or use of a controlled substance is prohibited in the applicant's 


workplace and specifying the actions that will be taken against employees for violation 


of such prohibition; 


 


(b)   establishing an on-going drug-free awareness program to inform employees about: 


 


(1) the dangers of drug abuse in the workplace, 


 


(2) the applicant's policy of maintaining a drug-free workplace, 
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(3) any available drug counseling, rehabilitation, and employee assistance programs, and 
 


(4) the penalties that may be imposed upon employees for drug abuse violations 


occurring in the workplace; 


 


(c) making it a requirement that each employee to be engaged in the performance of the 


grant be given a copy of the statement required by paragraph (a); 


 


(d) notifying the employee in the statement required by paragraph (a) that, as a 


condition of employment under the grant, the employee will: 


 


(1) abide by the terms of the statement; and 


 


(2) notify the employer in writing of his or her conviction for a violation of a criminal 


drug statute occurring in the workplace no later than five calendar days after 


such conviction; 


 


(e) Notifying the agency, in writing, within 10 calendar days after receiving notice under 


subparagraph (d)(2) from an employee or otherwise receiving actual notice of such 


conviction. Employers of convicted employees must provide notice, including position 


title to: Department of Housing and Community Development, 1800 M ar t in 


Lut her King Jr. ,  Ave. , SE, Washington, DC 20020. Notice shall include the 


identification number(s) of each effected grant; 


 


(f) Taking one of the following actions, within 30 calendar days of receiving 


notice under subparagraph (d)(2), with respect to any employee who is so 


convicted— 


 


(1) Taking appropriate personnel action against such an employee, up to and incising 


termination, consistent with the requirements of the Rehabilitation Act of 1973, as 


amended; or 


 


(2) Requiring such employee to participate satisfactorily in a drug abuse assistance 


or rehabilitation program approved for such purposes by a Federal, State, or 


local health, law enforcement, or other appropriate agency; 


 


(3) Making a good faith effort to continue to maintain a drug-free 


workplace through implementation of paragraphs (a), (1), (c), (d), (e), 


and (f). 


 


B. The applicant may insert in the space provided below the sites) for the performance of 


work done in connection with the specific grant: 


 


Place of Performance (Street address, city, county, state, ZIP code) 
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4. Drug-Free Workplace (Grantees Who Are Individuals) 
 


As required by the Drug-Free Workplace Act of 1988, and implemented at 28 CFR Part 67, subpart 


F, for grantees as defined at 28 CFR Part 67; Sections 67 615 and 67.620— 


 


1. as a condition of the grant, I certify that I will not engage in the unlawful manufacture, 


distribution, dispensing, possession, or use of a controlled substance in conducting any 


activity with the grant; and 


 


2. if convicted of a criminal drug offense resulting from a violation occurring during the 


conduct of any grant activity, I will report the conviction, in writing, within 10 calendar days 


of the conviction, to: 


 


Department of Housing and Community Development 


1800 Martin Luther King Jr. ,  Avenue SE 


Washington, DC 20020. 


 


 


 


 
As the duly authorized representative of the applications, 


I hereby certify that the applicant will comply with the above certifications. 


 


 


 
Grantee Name and Address ________________________________________________________________________________________________________________   


 


 


 


 


1. Application Number and/or Project Name 2.  Grantee IRS/Vendor Number 


 


 


 


3. Typed Name and Title of Authorized Representative 
 


 


 


 


4. Signature 5.  Date 





		Grantee Name and Address: 

		Application Number andor Project Name: 

		2 Grantee IRSVendor Number: 

		Typed Name and Title of Authorized Representative: 

		5 Date: 








GOVERNMENT OF THE DISTRICT OF COLUMBIA 


DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT 
OFFICE OF PROGRAM MONITORING – FAIR HOUSING AND EQUAL OPPORTUNITY 


Equal Opportunity Certification (EO) 
(Non-Housing Construction and Programs) 


The Department of Housing and Community Development (DHCD) requires that each applicant or recipient of 


federal and/or District of Columbia funds or benefits sign the “Equal Opportunity Certification Form,” which 


stipulates that neither the applicant nor its contractors for which these funds/benefits are being granted have any 


pending or civil rights legal proceedings against them or any “Probable Cause” civil rights determinations “for 
fair housing and/or equal opportunity violations in the delivery of its programs and/or services” which have not 


been remediated. 


The applicant certifies that, where appropriate, its programs benefiting directly or in part from DHCD funding will 


serve Limited English Proficient and Non-English Proficient populations in accordance with federal regulations and 


as set forth under the District of Columbia Language Access Act of 2004. 


Applicant is responsible for any and all costs associated with implementing and maintaining records to comply with 


and allow for DHCD monitoring. 


Applicants receiving federal or local financial assistance or benefits through DHCD agree to become 


informed of pertinent federal and local civil rights laws and regulations that affect the execution of their services 


and activities (see attachment). 


Signature and Certification: 


The undersigned certifies to DHCD that it has read and understands all of its obligations under the EO Certification 


requirements. The undersigned acknowledges that this certification will be relied upon by DHCD in its review and 


approval of proposals for funding, and any misrepresentation of information or failure to comply with any conditions 


proposed in this certification could result in penalties, including the disbarment of Applicant for a period of time from 


participation in DHCD administered programs. 


 Program/Project Name and Address 


 Applicant (Organization Name & Address) 


 Executive Director Name & Signature Date 


 Program/Project Manager - Name and Signature   Date 


Notice of Non-Discrimination: In accordance with the D.C. Human Rights Act of 1977, as amended, D.C. Official 


Code Section 2-1401.01 et seq.,(Act) the District of Columbia does not discriminate on the basis of actual or 


perceived: race, color, religion, national origin, sex, age, marital status, personal appearance, sexual orientation, 


gender identity or expression, familial status, family responsibilities, matriculation, political affiliation, genetic 


information, disability, source of income, status as a victim of an intrafamily offense, or place of residence or 


business. Sexual harassment is a form of sex discrimination which is prohibited by the Act. In addition, harassment 


based on any of the above protected categories is prohibited by the Act. Discrimination in violation of the Act will 


not be tolerated. Violators will be subject to disciplinary action. 


Not to be reproduced without direct authorization from DHCD/OPM/FH     Updated 03/12:OPM:EO:SPG 







For Information Purposes only 


Please consider the environment before printing this page 
EQUAL OPPORTUNITY 


Definitions of Laws and Regulations 


Constitutional Basis. The guarantee of civil rights has a 
constitutional as well as statutory base. Civil rights laws are an 
extension and interpretation of the equal protection and due process 
requirements of the United States Constitution. 


Overlapping Coverage of Activities. More than one civil rights law 
may apply to a single type of activity. 


D.C. LANGUAGE ACCESS ACT OF 2004:  Provides greater access
and participation in public services, programs, and activities to
residents of the District of Columbia with limited or no-English
proficiency by requiring that District government programs,
departments, and services assess the need for, and offer, oral
language services; provide written translations of documents into any
non-English language spoken by a limited or no-English proficient
population that constitutes 3 percent or 500 individuals, whichever is
less, of the population served or encountered, or likely to be served
or encountered. “Equal Access and Full Participation” allows LEP
residents to be informed of, participate in, and benefit from public
services, programs and activities offered by a city department or
agency at a level equal to English proficient individuals. “Limited or no
English Proficiency” means the inability to adequately understand the
English language or express oneself in the spoken or written English
language.


EXECUTIVE ORDER 13166: Eliminates, to the extent possible, limited 
English proficiency as a barrier to full and meaningful participation by 
beneficiaries in all federally assisted conducted programs and 
activities. 


Section 808(e)(5) of TITLE VIII OF THE CIVIL RIGHTS ACT OF 
1968, as amended (FAIR HOUSING ACT):  Requires grantees to 
administer its housing and community development programs in a 
manner to Affirmatively Further Fair Housing (AFFH). 


HOUSING AND COMMUNITY DEVELOPMENT ACT of 1974 §104 
(b)(2), as amended and the National Affordable Housing Act §105 
(b)(3):  Require that localities certify they will AFFH. Policies should 
actively promote greater housing opportunities for all persons while 
maintaining a non-discriminatory environment in all aspects of public 
and private housing markets. Activities can range from education, 
outreach, enforcement, avoiding undue concentration of assisted 
persons in areas with low- and moderate- income persons, provide 
translation and interpretation services for persons who are Limited 
English Proficient, assist in the development of accessible housing for 
persons with disabilities, etc. 


EXECUTIVE ORDER 12892: Leadership and Coordination of Fair 
Housing in Federal Programs: Affirmatively Furthering Fair 
Housing, as amended: Requires federal agencies to affirmatively 
further fair housing in their programs and activities, and provides 
that the Secretary of HUD will be responsible for coordinating the 
effort. The Order also establishes the President's Fair Housing 
Council, which will be chaired by the Secretary of HUD. 
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TITLE VI OF THE CIVIL RIGHTS ACT OF 1964 (TITLE VI): Prohibits 
discrimination based on race, color or national origin in programs and 
activities receiving “Federal financial assistance.” Complaints received 
from a program participant or service recipient will be forwarded to 
the Fair Housing Equal Opportunity division at the U.S. Department 
of Housing and Urban Development. 
https://www.justice.gov/crt/fcs/TitleVI-Overview 


EXECUTIVE  ORDER  11063,  NON-DISCRIMINATION: (Non- 
Discrimination and Equal Opportunity in Housing) directs HUD and 
all other executive departments and agencies to take appropriate 
action to promote the abandonment of discriminatory practices 
regarding property or facilities owned or operated by the Federal 
Government or provided with Federal financial assistance in the sale, 
leasing, rental, or other disposition of such property or facilities. 


AGE DISCRIMINATION ACT OF 1975: Prohibits: (1) discrimination 
based on age in programs or activities receiving Federal financial 
assistance directly or through contractual, licensing, or other 
arrangements; and (2) age distinctions or actions that have the effect, 
based on age, of: 


excluding individuals from, denying them the benefits of, 
subjecting them to discrimination under, a program or activity 
receiving federal financial assistance; or 


denying or limiting individuals their opportunity to participate in 
any program or activity receiving Federal financial assistance. 


SECTION 109, HOUSING & COMMUNITY DEVELOPMENT ACT OF 
1974: Requires that no person in the United States shall—on the 
grounds of race, color, national origin, religion, or sex— be excluded 
from participation in, be denied benefits of, or be subjected to 
discrimination under any program or activity receiving Federal financial 
assistance made available under the Act. Section 109 also directs that 
the prohibitions against discrimination based on age under the Age 
Discrimination Act and the prohibitions based on disability under 
Section 504 shall apply to programs or activities receiving Federal 
financial assistance under Title I programs. 


EXECUTIVE ORDER 11246, as amended: Bars discrimination in federal 
employment because of race, color, religion, sex, or national origin. This 
order was superseded by Executive Order 11478 (Sec 401: 1101), which 
called for affirmative action programs for equal opportunity at the agency 
level under general supervision of the Civil Service Commission. 


Title II of the AMERICANS WITH DISABILITES ACT of 1990: Title II of 
the Americans With Disabilities Act prohibits discrimination based on 
disability in programs, services, and activities provided or made available 
by public entities. These provisions are the same as those in Section 504, 
except they apply to all programs and activities— not just those funded 
with Federal financial assistance. HUD enforces Title II when it relates 
to state and local public housing, housing assistance and housing 
referrals. 


EXECUTIVE ORDER 13217: Community-Based Alternatives for 
Individuals with Disabilities, 6/19/2001: Requires federal agencies to 
evaluate their policies and programs to determine if any can be revised or 
modified to improve the availability of community-based living 
arrangements for persons with disabilities. 


TITLE IX OF THE EDUCATION AMENDMENTS OF 1972 - Title IX is a 
comprehensive federal law that prohibits discrimination based on sex in 
any federally funded education program or activity. The principle 
objective of Title IX is to avoid the use of federal money to support 
sexually discriminatory practices in education programs such as sexual 
harassment and employment discrimination, and to provide individual 



https://www.justice.gov/crt/fcs/TitleVI-Overview





citizens effective protection against those practices. Title IX applies, with 
a few specific exceptions, to all aspects of federally funded education 
programs or activities. In addition to traditional educational institutions 
such as colleges, universities, and elementary and secondary schools, 
Title IX also applies to any education or training program operated 
by a recipient of federal financial assistance. Many of these education 
program providers/recipients became subject to Title IX regulations when 
the Title IX final common rule was published on August 30, 2000. 


APPLICABLE REGULATIONS 


24 CFR Part 1: Nondiscrimination in Federally Assisted Programs 
of HUD: Implementing regulations for Title VI of the Civil Rights Act of 
1964. 


24 CFR Part 3: Nondiscrimination on the Basis of Sex in Education 
Programs or Activities receiving Federal Financial Assistance: 
Implementing regulations for Title IX of the Education Amendments Act 
of 1972. 


24 CFR Part 8: Nondiscrimination Based on Handicap: 
Implementing regulations for Section 504 of the Rehabilitation Act of 
1973. These regulations obligate recipients of funding to make their 
programs accessible to persons with disabilities. The regulations also 
establish physical accessibility requirements when Federal financial 
assistance is used for new construction or rehabilitation of housing. 


24 CFR Parts 91.225 (a)(1): Affirmatively Furthering Fair Housing 
(CDBG Entitlement grantees): Each jurisdiction must certify that it will 
affirmatively further fair housing, including conducting an analysis of 
impediments to fair housing choice, taking appropriate actions, and 
maintaining records. 


24 CFR 570.487(b): Affirmatively Furthering Fair Housing (CDBG 
states and small cities grantees):. Requires the state and each local 
government to certify that it will affirmatively further fair housing. The 
state is required to assume responsibility by: (1) conducting an analysis 
to identify impediments to housing choice; (2 )  taking appropriate 
actions to overcome the effects of the impediments; (3) maintaining 
records of analysis and actions; and (4) ensuring that units of local 
government funded by the state comply with the certification 
requirements. 


24 CFR 570.601: Fair Housing (CDBG Entitlement grantees): The 
following apply: Title VI of the Civil Rights Act of 1964 (and 
implementing regulations at 24 CFR Part 1); Housing and Community 
Development Act (including §104(b)(2)); and Executive Order 11063, 
as amended by 12259 (with implementing regulations in 24 CFR part 
107. 


24 CFR Parts 100-125: Fair Housing. §100: Discriminatory conduct 
under the Fair Housing Act §103: Fair Housing Complaint processing 
§107: Nondiscrimination and equal opportunity in housing under EO
11063 §108: Compliance procedures for affirmative fair housing
marketing §110: Fair housing poster §115: Certification and funding of
State and local fair housing enforcement agencies §121: Collection of
data §125: Fair housing initiatives program.


24 CFR 570.206(c): Fair Housing Activities:. CDBG Program 
Administrative Costs include the provision of fair housing services 
designed to further the objectives of the Fair Housing Act, including 
enforcement and other activities designed to further the objective of 
avoiding concentrations of assisted persons in areas containing a high 
proportion of low and moderate income persons. 


24 CFR Part 91.325(b)(5): Compliance with anti-discrimination laws. 
A certification that the grant will be conducted and administered in 


conformity with Title VI of the Civil Rights Act of 1964 and the Fair 
Housing Act, and implementing regulations. 


24 CFR 570.608 and Part 35: Lead-Based Paint: Children under 
age six are particularly susceptible to hazards from lead based 
paint. Owners of units where lead paint has been controlled can 
affirmatively market those units to families with children. If a unit has 
not undergone lead hazard control treatments, a family with children 
may choose to live in the unit, if the housing provider advises the 
family of the condition of the unit. A family cannot be forced to 
permanently move from a unit if the family declines treatment of lead 
hazards, although the housing provider can offer incentives for the 
move. 


CPD-05-09 (issued November 3, 2005). Accessibility Notice: Section 
504 of the Rehabilitation Act of 1973 and The Fair Housing Act and 
their applicability to housing programs funded by the HOME 
Investment Partnerships Program and the Community Development 
Block Grant Program. 


CPD-05-10 (issued November 3, 2005). Accessibility for Persons with 
Disabilities to Non-Housing Programs funded by Community 
Development Block Grant Funds – Section 504 of the Rehabilitation 
Act of 1973, the Americans with Disabilities Act and the Architectural 
Barriers Act 


Major Community Development Based Grant (CDBG) activities and the 
corresponding civil rights laws that affect them. 
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CDBG 
ACTIVITY 


APPLICABLE FEDERAL CIVIL RIGHTS LAWS 


Benefits, 
Services 
Methods of 
Administration 


Title VI, Civil Rights Act of 1964 
Section 109, Housing and Community Development Act of 
1974, as amended (HCDA 1974) 
Section 504, Rehabilitation Act of 1973, as amended 
Age Discrimination Act of 1975, as amended Section 
104, HCDA of 1974, as amended 


Housing and 
Related 
Facilities 


Title VIII, Civil Rights Act of 1968, as amended (Federal 
Fair Housing Law) 
Executive Order 11063, as amended 
Section 104, HCDA of 1974, as amended 


Employment 


Section 109, HCD Act of 1974, as amended 
Section 3, Housing and Urban Development Act of 1968, 
as amended (HUDA of 1968) 
Executive Order 11246, as amended 
Section 504, Rehabilitation Act of 1973, as amended 


Contracting 
(Business 
Opportunities) 


Section 109, HCDA of 1974, as amended 
Section 3, HUDA of 1968, as amended 


Displacement/ 
Relocation 


Title VI, Civil Rights Act of 1964 
Section 109, HCDA of 1974, as amended 
Title VIII, Civil Rights Act of 1968, as amended 
Section 104, HCDA of 1974, as amended 





		ProgramProject Name and Address: 

		Applicant Organization Name  Address: 

		Date: 

		Date_2: 
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Accessibility Certification Form — Programs 


(Services, Non-Housing Construction and Façades) 


The Department of Housing and Community Development (DHCD) follows federal equal opportunity 


and accessibility compliance guidelines and local regulations, where applicable, for all of its 


programs, notwithstanding the source of funds. DHCD requires its recipients to ensure that its 


programs and non- housing projects are programmatically and structurally accessible to qualified 


individuals with disabilities. 


 


The programs must be provided in the most integrated setting possible. Each funding applicant is 


required to sign the Accessibility Certification Form (Programs) and complete the Program 


Accessibility Compliance Checklist which indicates the subrecipient’s (authorized official for the 


respective organization) acceptance to: 


 


1. comply with all applicable regulations; 


2. incur all costs required for compliance with the applicable regulations; 


3. be subject to DHCD monitoring for compliance; and 


4. accept any applicable penalties for noncompliance. 


 


 


Signature and Certification: 


The undersigned certifies to DHCD that it has read and understands all of its obligations under the 


Section 504 requirements. The undersigned acknowledges that this certification will be relied upon by 


DHCD in its review and approval of proposal for funding and any misrepresentation of information or 


failure to comply with any conditions proposed in this certification could result in penalties, 


including the disbarment of Applicant for a period of time from participation in DHCD administered 


programs. 
 


 
 


 


Name of funded Program 


 


 
 


Applicant (Organization Name) 


 


 
  


Director Name & Signature Date 


 


 
  


Program/Project Manager Name & Signature Date 
 


 


 


 


OHR: Notice of Non-Discrimination: In accordance with the D.C. Human Rights Act of 1977, as amended, D.C. 


Official Code Section 2-1401.01 et seq.,(Act) the District of Columbia does not discriminate on the basis of 


actual or perceived: race, color, religion, national origin, sex, age, marital status, personal appearance, sexual 


orientation, gender identity or expression, familial status, family responsibilities, matriculation, political 


affiliation, genetic information, disability, source of income, status as a victim of an intrafamily offense, or place 


of residence or business. Sexual harassment is a form of sex discrimination which is prohibited by the Act.  In 


addition, harassment based on any of the above protected categories is prohibited by the Act. Discrimination in 


violation of the Act will not be tolerated.  Violators will be subject to disciplinary action. 
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____ 


____ 


____ 


____ ____ 


____ ____ 


____ 


____ 


____ 


____ 


____ 


____ 


____ 


____ 


____ 


____ 


 
 


Program Accessibility Compliance Checklist 
(Programs, Non-Housing Construction, and Facades) 


 


 


 
 


This Accessibility Compliance Checklist will be used for monitoring purposes of compliance with Section 504 of the Rehabilitation Act of 


1973; the American With Disabilities Act of 1990, as amended (ADA); the D.C. Human Rights Act of 1977, as amended, and all other 


applicable accessibility laws, rules and regulations not listed, but enforced through federal and local statutes. 


 


1. Applicant Information Grant Fiscal Year    


 


Program Activity Name: 
Date of 
preparation: 


Applicant Name: Applicant Address (include Ward): 


Organization Director Name: Tel. #: 


Program Manager Name: Tel. #: 


 


2. Program & Activity 
 


Check all that apply 


Home Purchase Assistance Program (HPAP) Lead Safe Washington 


Neighborhood Based Activity (NBA) Challenge Grant      


Single Family Residential Rehabilitation Program (SFRRP) Other     


Check all that apply 
 


Storefront Façade Improvements 


Commercial Corridor & Small Business Development 


HOME CHDO Operating Grants 


Roof Repair Program 


Handicapped Accessibility Improvement Program (HAIP) 


Lead Water Service Line Replacement Program 


Building Code Violations 


Removal of Lead-based paint hazards and other threats to health 
and safety. 


 
Counseling & Training for Single Family Homeownership: 


 


General Credit, Mortgage Default and Foreclosure Counseling 


General Home Management 


Home Buyers Clubs 


Homestead Housing Preservation Program: Single Family 
Participants Counseling 


HPAP, EAHP, and NEAHP: Application Intake, Pre/Post-Purchase 
Counseling, Homebuyer Training 


Inclusionary Zoning Program: Participant Counseling 


LSW: Application Intake and Counseling 


Check all that apply 
 


LSW: Application Intake and Counseling  


SFRRP: Application Intake and Loan Counseling 


Workforce Housing Land Trust Program: Participant Counseling 


Other:    


 Counseling & Training for Tenants and Tenant Groups 


 


Apartment Management 


Credit/Eviction Counseling 


Displacement Threat: Direct Services to Tenants & Tenant Groups 


HRA- Housing Services Center: Counseling Support 


Relocation Counseling 


Other:    


 
Counseling & Training for Multi-Family Owner-Occupied 


(Condo and Coop) Property Owners 
 


First Right to Purchase Program: Counseling 


Homestead and Home Again Programs Lead 


Safe Washington Program 


Other:    
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_____ _____ 


_____ 


3. Site Accessibility 


 
A. Do you provide training, worships, community meetings or other direct public services on site? Y/N    


 


B. Is your site wheelchair accessible? Y/N      


If not, provide address of alternate wheelchair-accessible site for client/public program services? 


 
 


 


C. Total number of wheelchair accessible sites?     
 


D. If program site is not wheelchair accessible and Applicant does not have alternate sites for its programs, what other 


methods will you use to ensure persons with MOBILITY impairments have access to your program? 


 
 


 
 


 


Recipients must make sure that all interested persons, including those with vision and hearing impairments, are able to be informed about 
the existence and location of the program services activities, and facilities. Recipients must ensure they make effective communication with 
applicants, beneficiaries, and other members of the public. Where communication is made through telephone with the applicants and 
beneficiaries, telecommunication devices for deaf people (TDD) must be used or a device/method that is just as effective. 


 
E. What alternate methods of communication do you use to provide services to prospective clients with Vision or 


Hearing impairments? 


(Check all that apply) 
 


1. LARGE FONT Materials 2. RECORDED (CD) Materials 
 


3. SIGN LANGUAGE interpreter 4. Other:     
 


5. If none, why? ____ _ 


6. If a visually/hearing impaired client requests services, how will you service them?   


 
 


 


4. Program Accessibility (Not Applicable to Façade Projects) 


 
To achieve program accessibility it is NOT required for the recipient to alter or construct new buildings, the program 
itself must be made accessible; it is only when programmatic changes are insufficient for accessibility that alterations 


or construction to buildings must occur. In the course of making a program accessible, recipients do not have to take 


any action that the recipient can demonstrate would: (1) change the nature of the program or activity; or (2) cast an 


unnecessary financial or administrative burden; however, the recipient must take other means that would not result in 


such problems. 


 


The recipient must provide the necessary means so that clients with disabilities are able to benefit from their program. 


Providing these auxiliary aides to the disabled must be done in a collective manner and not on a personal level where 


devices are individually prescribed. 


 


Recipient must ensure to the maximum extent possible that people with disabilities will have access to the 


benefits and services of the program or activity receiving DHCD funding. The instance should be undertaken on a case-


by-case basis as the specific needs of those with disabilities could differ that would require different means to 


accommodate the individual under the existing program. 


 


Above information has been or will be conveyed to staff: _ _. 


(Signature of Program Director) 
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5. Program Compliance 


 
For program accessibility, the funding applicant must make sure that it will attain the methods to accommodate the 


needs of participants with disabilities by providing reasonable accommodations, as applicable, in the delivery of the 


program services or to the physical site where services are being provided. 


 


As a recipient of DHCD funds, the applicant commits to following the applicable compliance guidelines. (Please 


check) 


 


Will accommodate a person with a disability, showing up for the goods and services being delivered, to 


ensure their participation in the activities provided to the general public, whether it is through auxiliary aides or 


an interpreter. 


Will accommodate participants with mobility impairments, as applicable, by removing displays or other 


objects in the path of travel; installing paper cup dispensers at a water fountain if available; providing 


alternatives services if barrier removal is not readily achievable. 


Will move the program service to an alternate location that is accessible to the disabled and look to 


nonstructural changes before moving to costly renovations. 


 
It is not always necessary to alter your facility in order to comply with program accessibility compliance; 


however, it may be possible that renovations may be required if programmatic and nonstructural changes are 


not possible. 


 


Will accommodate the visually impaired through the use large letter signs; removing displays or other 


objects in the path of travel; allow an individual with a visual impairment to bring a guide dog into public 


accommodation and will not attempt to make the person discard their assistant animals when receiving 


services from the facility; use talking calculators or computers; raise low-hanging signs or lights; increase 


frequency of existing oral announcements; make optical magnifiers available; install entrance indicators such 


as strips of textured material near doorways, elevators, etc.; tape texts/menus. 


Will accommodate the hearing impaired by ensuring all means of communication are covered in order to 


provide an equal chance of accessibility. Will provide, as applicable, written notices of oral announcements; 


encourage employees without speech impairments to speak clearly and at an audible level (without 


shouting) and pace (not rapid-fire) and instruct employees to repeat themselves, when necessary, in a 


professional manner; provide small amplifiers for telephones; purchase TDD (telecommunication devices for 


the deaf); improve sight lines by replacing oval tables with roundtables; improve acoustics by lowering volume 


of background music, but raising volume for announcements. 


 


Will accommodate individuals with mental/cognitive impairments, as applicable, through the use of large- 


letter signs; use simple words or illustrations on signs; encourage employees to repeat themselves, when 


necessary for them to be understood, in a professional manner; and use color-code materials. 


 


 
 


Name and Title of Applicant representative:     
 


 


Signature:     


 


Date      
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Affirmative Marketing Plan 


Programs 


 
 


DC Department of Housing and Community Development 
Office of Program Monitoring - Fair Housing and Equal Opportunity 


1a. Applicant’s Name, Address (include Director name and phone number) 


 


 
 


 
 


 
 


 
 


 


Telephone No.: 


1c. Grant application No.: 1d. Application No. of previous grant contract: 


1e. Multi-year Grant: Y/N 1f. Target population and age group: 


1g. Type of program funded (that is, recreational, educational, skills building, 
after school, adult literacy, other (explain): 


  
1h. Approximate start of advertising 


(mm/dd/yy): 
1i. Target Market Area/Neighborhood(s): 


1b. Program’s name and location (include special target designation 
associated with project location) 


 


 
 


 
 


 
 


 


 
 


Ward: ANC: Census tracts:_   


1j. Program Manager name, number and email: 


  
2. Type of Affirmative Marketing Plan (check all that apply) 


 


a. Project Plan: New Updated 


 
b. Annual Plan: Yes No 


 


White (non-minority) Area Minority Area 


 
Mixed Area (with % minority residents) 


3. Direction of Marketing Activity (Indicate which group(s) in the District of Columbia program/facility market area are LEAST LIKELY TO APPLY for the 


program/service because of its location and other factors without special outreach efforts) 


White Black or African American African - Ethiopian  Asian - Chinese Asian- Korean 


Asian - Vietnamese Hispanic or Latino Persons with Disabilities Families with Children Sex/Gender 


Age Source of Income GLBT Other (DC Human Rights Act)       


4a. Marketing Program: Commercial Media (Check the type of media, if any, to be used to advertise the availability of this program to the target group(s) under Q #3) 


Newspapers/Publications Radio TV/Billboards Email/Website Other (specify)     


* Provide a separate list of commercial media to be used in your marketing campaign to the mainstream/general population. 


Name of Newspaper, Radio, TV Station, or Website 
Mainstream or 
Target group 


Group Identification of Readers/Audience Size/Duration of Advertising 


    


    


    


    


    


 
4b. Marketing Program: Brochures, Signs, and the D.C. Office of Human Rights (OHR) “Non-Discrimination” Clause. 


(1) Will brochures, letters, flyers, or handouts be used to advertise? YES NO  If YES, please attach copy of materials 


If NO, why not? 


 


(3) OHR’s “Non-Discrimination” clause must be conspicuously displayed at facility or wherever program services take place. OHR language will be displayed in the 
 


    Management  Office  Training Room  Facility waiting area  Other (specify)      
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4c. Community Contacts. To further inform- the group(s) least likely to know about the availability or apply to the Facility/Program services, the applicant agrees to 


establish and maintain contacts with the groups/organizations listed below that are located in the program market area. Applicant MUST provide all requested 


information. Attach a copy of correspondence to be mailed to these groups/ organizations; if none available provide date when it will be sent to the community 


contact and send copy to OPM/FHEO Unit. Attach additional information, if needed. Any contact changes to this list must be submitted to OPM/FHEO. 


 


Name of Organization 
Group Identification 


Primary ethnic 
group(s) serviced 


Approximate date of 
marketing 


Person Contacted to provide marketing assistance 
(name, email) 


    


    


    


    


    


 


Address and Phone Number 
Method of Contact 


Phone/email/Person/other 
Indicate the specific function the Group/Organization will 


undertake in implementing the marketing program 


   
  
   
  
   
  
   
  
   
  


4d. Community Contacts— Tracking of Referrals: If assistance by above listed groups includes making referrals and disseminating marketing information on behalf of 


the Applicant; then applicant must state how they will keep track of: (1) marketing activities by the community group; and (2) candidates referred by these organizations. 


5. Future Marketing Activities Mark the box(s) that best describe marketing 


activities to promote new programs after current programs have been 


initiated. 


Newspapers/Publications Radio TV 


Brochures/Leaflets/Handouts Internet / fax blast (circle one) 


Site Signs Community Contacts Other (Specify) 


6. Experience and Staff Instructions (See instructions) Check if completed 
 


6a. Please indicate staff experience with affirmative marketing techniques to target 
groups identified under Question #3. 


 


6b. Please indicate previous training or training to be provided to staff (include dates) 


on the Federal, State and local Equal Opportunity laws and regulations, as well as 


this Affirmative Marketing techniques. Attach a copy of your instructions to staff 


regarding accessibility, fair housing and equal opportunity. 


7. Additional Considerations Attach additional sheets as needed. 


8. Notice of Intent to Begin Marketing. Notice will be submitted to OPM/Fair Housing Unit on (mm/dd/yy): 


9. Review and Update By signing this form, the applicant agrees to follow this Affirmative Marketing Plan and provide update as needed within the life of the grant (no 


less than one year from date of plan) to ensure continued compliance with federal and local equal opportunity regulations and DHCD’s affirmative marketing policies. 


Signature of Applicant: Name and Title (type or print): Date: 


Name of agent completing this form: 


For DHCD- Office of Program Monitoring/ Fair Housing Use Only 


Reviewed By Approved By 


Name & Title Date: Signature: Date: 


Findings: Name & Title (print or type): 


Notification sent (mm/dd/yy):  
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Office of Program Monitoring Fair Housing Division  


Affirmative Marketing Plan 
 


 


Please consider the environment before printing this page 


INSTRUCTIONS TO COMPLETE THE DHCD 
AFFIRMATIVE MARKETING PLAN (AMP) 


 


Send completed form to: DC Department of Housing and Community 
Development, 1800 Martin Luther King Jr. Avenue SE, 2nd floor, 
Washington, D.C. 20020. 


 
Attention: (Your) Project Manager 


 


Each applicant for program grant funding is required to carry out an 
affirmative program to attract prospective participants of all minority 
and non-minority groups into the program/facility services regardless 
of their race, color, national origin, disability, familial status, religion, or 
sex. The protected groups in the program market area who may be 
subject to discrimination include: White, Black or African American, 
African (Ethiopian or other), Hispanic or Latino (immigrants or 
descendants), Asian (Chinese and Vietnamese immigrants or 
descendants), persons with disabilities, families with children, or—  
American Indian or Alaska Native, Native Hawaiian or Other Pacific 
Islander — where applicable by census data. 


 


The applicant shall describe in the AMP the proposed activities to be 
carried out during advance marketing, where applicable, and during 
the initial construction of the facility or advertisement of services. The 
affirmative marketing program also should ensure that any 
group(s) of persons ordinarily not likely to participate in the 
program or benefit from the services provided by the facility 
without special outreach (See Part 3), know about the program/ 
services, feel welcome to apply and have the opportunity to 
participate. 


 
Completion of this form, including collection of information is estimated 
to average three hours;1 including the time for reviewing 
instructions, searching existing data sources, gathering and 
maintaining the data needed, and completing and reviewing the 
collection of information). The AMP is needed to ensure that all of our 
funding subrecipients are taking the necessary steps to eliminate 
discriminatory practices involving federally and locally funded 
programs. No application for funding of a program service or a facility 
development that provides services to the general public can be 
funded without an approved AMP. The responses are required to 
obtain or retain a benefit under federal and local equal opportunity 
regulations. The form does not contain confidential questions. DHCD 
follows the federal guidelines in affirmative marketing by ensuring its 
subrecipients abide by non-discriminatory practices in housing and 
non-housing projects regardless of funding source. 


 
 


Applicability: 


This form is to be completed by all DHCD subrecipients who have 
submitted an application through a Request for Applications (RFA), 


 
 


1 
According to HUD Form 932,5 Affirmative Fair Housing Marketing Plan 


 
Notice of Funding Availability (NOFA) or Request for Proposals 
(RFP) process to provide non-housing related services or for non-
housing construction of facilities that will house services to target 
populations and the general public. 


 


Part 1-Applicant and Project Identification. 
Blocks 1a thru 1g- Self-Explanatory. Block 1b:  The applicant 
may obtain census tract location information from local planning 
agencies, public libraries and other sources of census data. Block 
1h: The applicant should specify the approximate date for starting 
marketing activities to the groups targeted for special outreach 
and the anticipated date of program services. Block 1i: The 
applicant should indicate the program market area, in which the 
facility/program will be (is) located (by Ward and Neighborhood 
name). Block 1j: The Program Manager is the person implementing 
the funded program on a day-to-day basis. 


 


Part 2-Type of Affirmative Marketing Plan 


Applicants providing program services should check “both” the 
Program Plan and indicate the status of the AMP; for example, “New” 
or “Update.” In addition, an amendment or extension to a current 
grant requires a new Annual Plan if a year has passed since the 
initial or last AMP was submitted. 


 


All Project and Annual Plans should indicate the racial composition of 
the program market area in which the facility/program will be (is) 
located by checking one of the three choices. Programs with training 
centers in various city locations should submit an Annual Plan that 
reflects the racial composition of each of the program market areas in 
which the facility/program will be (is) located. For example, if an 
economic development or housing counseling organization plans to 
use training centers in both minority (including areas with heavy ethnic 
concentrations within minority areas) and non-minority areas, a 
separate AMP shall be submitted for each program market area. 


 


Part 3-Direction of Marketing Activity. 


Indicate which group(s) the applicant considers as LEAST LIKELY to 
apply to the program/facility services without special outreach efforts. 


 
Consider factors such as: Limited Language Proficiency (LEP) and 
No English Proficiency (NEP) populations, cultural diversity of 
sponsoring program, racial/ethnic characteristics of program market 
area in which facility will be (is) located in comparison to the entire city 
population, disability or familial status of eligible population, public 
transportation routes, etc. 


 


Demographic data can change considerably over a period of time; 
for example, 10 year old data is not an appropriate measure to decide 
marketing strategies. It is the responsibility of the applicant and or its 
designee to research and analyze current demographic information 
using appropriate resources. Out of date information on demographic 
shifts may impact the marketing efforts of target ethnic, racial, or any 
other group listed under question #3. The term “significant” refers to a 
statistical measure in terms of numbers or percentages as compared 
to the city’s total population. 


 


NOTE: The Language Access Act of 2004 designates a significant 
population, one which is of “limited or no-English proficiency 
population that constitutes 3% or 500 individuals of the populations 
being served or encountered or likely to be served or encountered...” 
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NOTE: Ethnic Categories: The African category refers to persons from 
the continent of Africa. In the District of Columbia, persons from 
Ethiopia represent a significant segment of this population. The Asian 
category refers to persons from Asian countries to include India and 
the Philippines. However, demographically in the District of Columbia, 
the represented Asian communities with significant populations are the 
Chinese and Vietnamese. These two communities have distinct 
cultures and languages. 


 


NOTE: The Disability community is represented by various local and 
federal organizations that are located in the District. Persons with 
disabilities may include persons with mental as well as physical 
disabilities. The definition for Disability can be found in the Fair 
Housing Act (42 U.S.C. §3601 et seq.,) and the D.C. Human Rights 
Act of 1977. 


 


Part 4-Marketing Program. 


The applicant shall describe the marketing program to be used to 
attract all segments of the population but specifically those groups 
designated in Part 3 of this AMP as least likely to apply. 


 


The applicant shall state: (1)  the type of media to be used to target 
the SPECIFIC target populations listed; ( 2 )  the names of pertinent 
newspaper/call letters of target radio or TV stations; (3) the identity of 
the circulation or audience of the media identified in the AMP (for 
example, White, Black/ African American, Hispanic/Latino, Asian-
Chinese, Asian- Vietnamese, African-Ethiopian, persons with 
disabilities, and/or families with children);  and ( 3 )  the size or 
duration of newspaper advertising or length and frequency of 
broadcast advertising. This section refers ONLY to marketing 
activities targeting the populations selected under question #3. 
Please attach information on the overall marketing campaign to attract 
all segments as an addendum. 


 


Community contacts include individuals or organizations that are 
well known in the housing market area or the locality, that can 
influence persons within groups considered least likely to apply; that 
is, those selected under part 3. Such contacts may include, but need 
not be limited to: (1) neighborhood, minority and women’s 
organizations; (2) grass root faith-based or other community based 
organizations; (3) labor unions; (4) employers; (5) public and private 
agencies; (6) disability advocates; and (7) schools and individuals 
who are connected with these organizations and/or are well-known 
in the community. If assistance by such groups is limited to referrals, 
the applicant must state how they will keep track of applicants 
referred by these organizations. Applicant should notify DHCD–Fair 
Housing Division of any changes to the list in Part 4c of the AMP. 


 
Part 5-Future Marketing Activities. 


Self explanatory. Please denote marketing activities targeting the 
general public separately from those activities targeting groups 
selected under question #3. 


 
Part 6-Experience and Staff Instructions 


6a. The applicant should indicate whether staff listed under item 1j has 
previous experience in marketing programs to group(s) identified in 
question #3 “as least likely” to participate in the program or facility 
services for the services being offered. 


6b. Describe and submit the company instructions and training 
syllabus provided or to be provided to staff identified under 6a (and 


any additional staff that may have contact with prospective 
participants). 


The material and instructions to staff must include information on 
Federal, State and local fair housing laws as well as the regulations for 
this AMP. Copies of any written materials advertising services or 
opening of the facility should be submitted with the AMP, if such 
materials are available. 


Staff resumes and bios in lieu of an answer to part 6a and 6b WILL 
NOT be accepted. 


 


Part 7-Additional Considerations 


In this section describe other groups to which the program/facility 
services may be marketed to and efforts not previously mentioned 
that are planned in order to attract persons “least likely” to participate 
or benefit from the program. Such efforts may include outreach 
activities to grass root faith-based/community based organizations, 
ethnic groups or LEP/NEP immigrant groups. 


 
PART 8- Notice of Intent to Begin Marketing. 


No later than 30 days prior to the initiation of program/service 
marketing activities (or earlier if a registration and approval period is 
mandated for participation), the applicant shall submit to DHCD/FHEO 
a “notice of intent to begin marketing.” 


 


The notification is to be submitted to your assigned DHCD Program/ 
Project Manager within the Residential and Community Services 
Division (RCS), the Development Finance Division (DFD) or the 
Property Acquisition and Disposition Division (PADD) with a copy to 
Sonia. P. Gutierrez (soniap.gutierrez@dc.gov). Failure to submit the 
notification can be grounds for a “Concern Letter” that will require 
immediate recipient remediation for full compliance. 


 


Part 9-Review and Update 


By signing, the applicant assumes full responsibility for the AMP 
implementation and its required reviews and updates.  DHCD may 
monitor the implementation of this AMP at any time and request 
modification in its format or content, when deemed necessary. 


 
 


Non-compliance with the execution of the AMP will be grounds for a 
“Non-compliance Finding,” which can lead to suspension of 
DHCD funding. 


If you have any questions regarding this form, you may contact: 


Sonia P. Gutierrez 


Fair Housing Program Coordinator 
Office of Program Monitoring 
DC Department of Housing and Community Development 
1800 Martin Luther King Jr. Avenue SE 
Washington, DC 20020 
(202) 442-4238 
soniap.gutierrez@dc.gov 


 


 
Previous AMP editions are obsolete 


Please consider the environment before printing this page 





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ORGANIZATION OVERVIEW AND APPLICATION CONFIRMATION 


 


Provide Basic Information About Your Organization 


Name of 


Organization 
 


Year 


Established 
 


Overall 


Organizational 


Service Area 


 


Primary 


Contact 


Person/Title 


 


Site Physical 


Address 
 


Website  https:// 


Organization 


Mission 
 


Signature of 


Authorized 


Representative 


(staff) 


 Date: ____/_______/______ 


Signature of 


Governing 


Board 


President or 


Chair                                           


 Date: ____/_______/______ 
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Proposed Service Areas  
 


1. Please select the Ward(s) you propose to serve: 


 Ward 1 


 Ward 2 


 Ward 3 


 Ward 4 


 Ward 5 


 Ward 6 


 Ward 7 


 Ward 8 
 


2. Please select the targeted commercial corridors you propose to serve: 


 7th Street – Georgia Avenue NW (Mount Vernon Square to Eastern Avenue) 


 H Street NE (North Capitol Street to 17th Street NE) 


 Benning Road NE and SE (Bladensburg Road to Southern Avenue) 


 Martin Luther King Jr. Avenue SE + South Capitol Street (Good Hope Road to 


Southern Avenue) 


 Pennsylvania Avenue SE (2nd Street SE to Southern Avenue) 


 Minnesota Avenue NE and SE (Good Hope Road to Sheriff Road) 


 Nannie Helen Burroughs Avenue NE (Minnesota Avenue to Eastern Avenue) 


 Rhode Island Avenue NE (North Capitol Street to Eastern Avenue) 


 North Capitol Street (Massachusetts Avenue to New Hampshire Avenue) 


 Kennedy Street NW (North Capitol Street to Georgia Avenue) 


 Martin Luther King Jr. Avenue SE (St. Elizabeth’s East/Congress Heights) 


 Other:           


 
3. Please provide the address for the physical sites where you propose to deliver 


services on a regular basis. 
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PART 1: ORGANIZATIONAL AND FINANCIAL CAPACITY 


In this section of the application we ask a number of questions on your organization’s 


existing capacity and resources. This part of the Application is worth 100 points.  


 
Staff Capacity (20 points) 


1. Provide information about the key staff at your organization or your partners, who 


will have responsibility for this grant. Please ensure to provide an organizational 


chart in the required attachments that reflects your proposed key staff. If you are 


partnering with another organization to execute some of the grant activities, 


please include them in this table and include a letter of intent or Memorandum of 


Understanding in the required attachments. Please consider guidance in sections 


2 and 3 of the RFA. [15 points]  


Name Title 


Job Responsibilities 


As They Relate To 


The Grant 


Years With 


Organization 


Years of 


Experience/ 


Skill With 


Current 


Responsibilities 
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Name Title 


Job Responsibilities 


As They Relate To 


The Grant 


Years With 


Organization 


Years of 


Experience/ 


Skill With 


Current 


Responsibilities 


     


     


     


     


     


     


     


 


2. Provide information on your organization’s staff capacity over the last three years. 


Please consider section 2 in the RFA. [5 points]  


Year→ 2016 2017 2018 


Number of Full Time 


Staff 
   


Number of Part-Time 


Staff 
   


Number of Staff 


Departures 
   


 
Board Capacity (15 points) 


3. Provide information about your organization’s Board of Directors. Please consider 


guidance in section 2 of the RFA. The Department strongly generally prefers that a 


majority of the organization’s Board be stakeholders in the community of low- and 


moderate-income District households in one of three ways use the following letter 


code to indicate for each Board member: 


A – Indicates that the member is him/her-self a member of a low-/moderate-income 


District resident household; 


B – Indicates that the member owns or is a senior officer of private establishment 


and/or other institution located in and serving the District of Columbia’s low-


/moderate-income households; and/or  


C – Indicates that the member is a representative of a District neighborhood 


organization with a proven track record of serving low- and moderate-income 


residents. [5 points]  
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Name Role Home Address 
Stakeholder 


representation  
Profession Affiliations 


Length 


of 


Tenure 


(years) 
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4. Provide information to demonstrate that your Board possesses: (1) skills and/or 


experience related to community development, neighborhood revitalization; and (2) 


legal, business, and management skills required to manage Small Business Technical 


Assistance or Microenterprise Financing in partnership with the District government. 


As appropriate, describe key Board initiatives within the past three years that 


demonstrate these capabilities. (Word limit 300) [10 points] 


 


Management and Financial Capacity (35 points) 


5. Please provide the following financial information about your organization.  


[10 points]  


Year→ 2016 2017 2018 


Annual Operating Budget    


Operations Surplus (deficit)    


Total Assets    


Net Assets    
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6. Please provide information about your organization’s major sources of funding (over 


$5,000) for the last three years (add rows as needed). Please consider guidance in 


section 2 of the RFA. [15 points]  


2016 2017 2018 


Funder Amount Funder Amount Funder Amount 
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2016 2017 2018 


Funder Amount Funder Amount Funder Amount 
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7. Describe your organization’s tools and processes for managing finances. Please 


consider guidance in section 2 of the RFA. (Word limit: 500) [10 points]  
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Performance Capacity and Experience (30 points) 


8. Please list your organization’s tools for tracking clients and program performance. 


(Word limit 500) [5 points]  
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9. Please describe how your organization uses the tools previously listed to track 


program performance and ensure the services you are providing meet your 


community’s needs and organization’s goals. (Word limit 500) [10 points]  
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10. Describe recent challenges faced by your organization and the process used to 


address those challenges. (Word limit: 500) [5 points]  
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11. Provide information about your organization’s recent three activities, demonstrating 


success in implementing performance-based outcomes.1 Highlight recent 


accomplishments related to the proposed services. Please consider guidance in 


section 2 of the RFA. [10 points]  


Activity ONE (title):  


Partner Organizations:  


Budget:  


Target Population:  


Start/End Dates:  


Outcomes/Deliverable 


Products: 
 


 


Activity TWO (title):  


Partner Organizations:  


Budget:  


Target Population:  


Start/End Dates:  


Outcomes/Deliverable 


Products: 
 


 


Activity THREE (title):  


Partner Organizations:  


Budget:  


Target Population:  


Start/End Dates:  


Outcomes/Deliverable 


Products: 
 


 


12. Provide contact information for three references from funding sources or other 


entities who are well acquainted with your organization’s ability to achieve 


positive outcomes within a budget and who are willing to provide detailed 


information about your organization’s capacity and performance2. 


 


Organization ONE  


Point of Contact  


Phone Number  


Email Address  


 


                                                      
1 Activities listed should have start dates no earlier than 2013. 
2 DHCD reserves the right to act as its own reference (in addition to those listed) for any applicant. 
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Organization TWO  


Point of Contact  


Phone Number  


Email Address  


 


Organization THREE  


Point of Contact  


Phone Number  


Email Address  
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PART 2: PROPOSED SMALL BUSINESS TECHNICAL ASSISTANCE  


 


Use Part 2 to demonstrate both your knowledge of the need for this activity and your 


organization’s ability to address those needs. This part of the Application is worth 100 


points. Applicants are encouraged to consider the guidance in sections 3 and 4 of the RFA. 


Executive Summary (5 points) 


1. Provide an abstract/synopsis/summary of your proposal to provide SBTA services to 


district residents. Essentially, what is the quick pitch of: (a) who you are serving and 


why; (b) what you are providing them and how; and (c) how will that achieve the goals 


mentioned in the RFA? (Word limit 500) [5 points] 
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Target Population and Marketing (15 points) 


2. Describe your organization’s targeted commercial area. What are its greatest needs? 


Please reference any relevant data informing your assumptions. Please consider 


sections 3 and 4 of the RFA. Please also consider DHCD’s Action Plan target areas, 


and as applicable, Great Streets, DC Office of Planning Initiatives and/or other 


District priorities for data to support the needs documented. Please refer to sections 


3 of the RFA. (Word limit 500) [10 points]  
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3. Describe the methods you propose to use to market your services to potential 


business clients. Please consider DHCD’s guidelines in section 3 of the RFA. (Word 
limit 500) [5 points]  
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Proposed SBTA (35 points) 


4. Describe the methods you propose to screen entrepreneurs and business clients to 


identify their eligibility for services per the CDBG funding guidelines, assess and map 


or plan the services they need. Please consider guidance in sections 3 and 4 of the 


RFA. (Word limit 500) [10 points] 


 







 
 
 
 


FY2019 Application Form Small Business Technical Assistance Program Page 21 of 25 


 


5. Describe in detail the grant activities, business support and technical assistance your 


organization proposes to provide through responding to this RFA. Describe any key 


elements of the program and how proposed services will address the community 


needs described in question 2. Describe how services and activities will be monitored 


and tracked and how program performance will be assessed relative to established 


DHCD metrics and any new metrics proposed. Please consider guidance in sections 3 


and 4 of the RFA. (Word limit 1000) [25 points] 
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Proposed Grant Work Plan (25 points) 


6. Please provide a work plan using the template below that explains how you will 


execute your proposed business support and technical assistance in the question 5. 


Please consider the example in the first row and guidance in sections 3 and 4 of the 


RFA. [25 points]  


SBA Activity Start Date End Date 
Outcome or 


Community Impact 


Deliverable or 


Product (if 


applicable) 


2A: Securing required federal and 


district licenses or certifications: 


Provide 1 group TA session for 10 


businesses on the topic of securing a 


basic business license from DCRA  


12/1/18 5/30/19 


7 businesses gain a 


basic business 


license. 


DCRA training 


curriculum 
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Proposed Budget (20 points) 


There are two questions in this section: your proposed budget and proposed budget 


narrative. Please complete both questions. 
 


7. Provide an estimated budget using the following template supporting your proposed SBTA 


services. Please consider the highlighted examples in the first two rows. Please include other 


funding sources dedicated to the proposed grant activities. If you are proposing in kind 


resources, please present their value as a monetary cost and describe the resource in the 


budget narrative and include the associated agreement to deliver the in-kind services as an 


attachment. If you have raised funds from another source, please note it in the budget 


template and add any description in the narrative question which follows. [10 points]  


Cost Category 
Requested 


DHCD Funds 


Other Funding 


Source 
Total 


Personnel    


Business coach $15,000 $25,000 $40,000 


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


    


Total Costs    
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8. Please describe your proposed budget. Add any details about non-DHCD funding 


sources or resources you propose to leverage to implement your Work Plan. 


(Word limit 500) [10 points]: 
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FINAL INSTRUCTIONS AND APPLICATION CHECKLIST 


 
Final Instructions 


1. The application has two key parts: 


 Fillable PDF Application Form in two parts: Part 1 Organizational and Financial 


Capacity and Part 2: Proposed Small Business Support Technical Assistance 


a. Fill out all required fields in the main application form. 


b. Ensure that you observe any specified word limits. 


c. Once complete, save the PDF application form, starting with your 


organization’s name; for example, ABC Company FY2019 SBTA 


Application Form. 


 Required Attachments in fillable PDF. 


a. Ensure that you have all required attachment files  


b. Ensure all attachments conform to all instructions.   


c. Once complete, save the PDF attachments, starting with your 


organization’s name; for example, ABC Company Articles of 


Incorporation and Bylaws 


2. Email the saved application form and all required attachments to nba.rfa@dc.gov by 


August 13, 2018.  


 


Application Checklist 
 Filled out all required PDF fields. 


 Observed Word limits. 


 Included the following attachments: 


 Organizational Chart Noting Key Personnel 


 Staff Resumes 


 Board Resumes 


 Partnership Memorandum of Understanding (MOUs) if Applicable 


 Articles of Incorporation and Bylaws 


 Assurances (See RFA Attachment A) 


 Certifications (Lobbying, Drug-Free, etc.) (Attachment B) 


 Equal Opportunity Certification Form (Attachment C) 


 Section 504 Certification Form (Attachment D) 


 Affirmative Marketing Plan (Attachment E) 


 Tax-Exempt Status Determination Letter  


 Certificate of Good Standing from DCRA 


 Evidence of Required Insurance for Federal Funding 


 


DHCD will not forward unresponsive applications to the review panel. For questions about 


completing and submitting the application, please contact the NBAP Program at 


nba.rfa@dc.gov.  



mailto:xxx@dc.gov
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