MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

COMMUNITY DEVELOPMENT DIVISION

MONITORING DOCUMENTS LIST
Following are documents that Grantee must have available for CDD staff to review during monitoring.  If noted as “Y”, Grantee must provide a copy of document to CDD.

	
	ITEM #
	COPY TO CDD
	

	
	
	
	Grant File and all Project Files, well organized and include required documents checklist.

	
	
	Y
	For scheduled site visits, provide a copy of plans, specifications and change orders.


	
	B.  GRANT MANAGEMENT

	 FORMCHECKBOX 

	B4
	Y
	Verification that activities are within NSP2 and ER approved target area

	 FORMCHECKBOX 

	B7
	Y
	Grants Administration Management Plan

	 FORMCHECKBOX 

	B17  
	
	Program / Policy Plans/Guidelines for Disposition and Program Income


	
	C.  ENVIRONMENTAL REVIEW

	 FORMCHECKBOX 

	C1 
	Y
	Copies of the Tier 2 Checklist and Supporting Documentation for 5 selected properties


	
	D.  FAIR HOUSING AND EQUALITY OPPORTUNITY

	 FORMCHECKBOX 

	D1
	
	Fair Housing Resolution or Ordinance

	 FORMCHECKBOX 

	D2 
	
	Fair Housing Policy

	 FORMCHECKBOX 

	D4
	
	Fair Housing Resource List

	 FORMCHECKBOX 

	D5  
	Y
	Fair Housing Log (documenting outreach, FH complaints, MBE/WBE outreach, etc.)

	 FORMCHECKBOX 

	D5  
	
	Fair Housing Outreach Materials

	 FORMCHECKBOX 

	D12  
	
	Written Staff Position Description AND Job Posting or screen print from website

	 FORMCHECKBOX 

	D14
	
	EEO Poster

	 FORMCHECKBOX 

	
	
	Grievance Procedure for Employees

	 FORMCHECKBOX 

	D20
	
	Affirmative Marketing Complaints

	 FORMCHECKBOX 

	D21 
	
	Affirmative Marketing Plan

	 FORMCHECKBOX 

	D23
	
	RENTALS OVER 5 UNITS, Agreement between Grantee and Property Owner / Manager

	 FORMCHECKBOX 

	D24 
	Y
	Blank Application Package

	 FORMCHECKBOX 

	 
	
	Bid Solicitation List

	 FORMCHECKBOX 

	D36A
	
	List of Executed Contracts

	 FORMCHECKBOX 

	D36B 
	
	Executed Contractor Contract (entire EO 11246 language included)

	 FORMCHECKBOX 

	D36C
	
	Upfront Costs Analysis (proforma from application, feasibility analysis, documented cost projection,etc.) Compared to Awarded Contract(s) Amount

	 FORMCHECKBOX 

	D41  
	
	Contractor Central File

	 FORMCHECKBOX 

	
	
	Construction Contract (Section 3 provisions included)

	 FORMCHECKBOX 

	
	
	New Hires, New Hires Trained or Certification for Business Concerns form

	 FORMCHECKBOX 

	D53
	
	Community Profile

	 FORMCHECKBOX 

	D54 
	
	Applicant and Beneficiary data

	 FORMCHECKBOX 

	
	
	General Contactor and Subcontractor data is entered on OPAL checklist.


	
	E.  FEDERAL LABOR STANDARDS (DBRA)

	 FORMCHECKBOX 

	
	
	Written Labor Standards Officer Designation

	 FORMCHECKBOX 

	 
	
	Bid Specifications and Bidders’ List

	 FORMCHECKBOX 

	D43 
	
	EPLS screen prints for all Potential Contractors and Subcontractors

	 FORMCHECKBOX 

	
	
	Construction Contract

	 FORMCHECKBOX 

	
	
	Labor Standards Officer Certification

	 FORMCHECKBOX 

	 
	
	CD and Grantee Project File (Payroll and Employee Interview documentation)


	
	F.  FINANCIAL MANAGEMENT AND AUDIT REPORT

	 FORMCHECKBOX 

	F3 
	Y
	Accounting Statement Printout (ledger, spreadsheet, etc.)

	 FORMCHECKBOX 

	F5 
	
	Source documentation for 2 FSRs identified by COS/GIS

	 FORMCHECKBOX 

	F24
	IA
	Audits, not yet submitted to CDD.

	 FORMCHECKBOX 

	F26 
	Y
	Program Income supporting documentation. (Grantee provides other tracking system printout and COS/GIS provides OPAL printout).

	
	H.  UNIFORM RELOCATION ACT

	 FORMCHECKBOX 

	H1 
	
	Tenant Protection Certification form

	 FORMCHECKBOX 

	 
	
	Notification to Seller letter

	 FORMCHECKBOX 

	
	
	Appraisal or Market Evaluation letter

	 FORMCHECKBOX 

	
	
	Recorded Deed

	 FORMCHECKBOX 

	
	
	Occupancy / Vacancy Certification form

	 FORMCHECKBOX 

	
	
	Notices

	 FORMCHECKBOX 

	
	
	Backup documentation in Grantee’s project file


	
	NSP SPECIFIC

	 FORMCHECKBOX 

	N1
	Y
	Pre-award costs reimbursed by NSP.  Provide a list of dollar amount and invoice.

	 FORMCHECKBOX 

	
	
	Written Admin Plan which includes budget over remaining grant term

	 FORMCHECKBOX 

	
	
	Written Program Income Reuse Plans were reviewed on-site.

	 FORMCHECKBOX 

	
	
	Written Land Banking Reuse Plan were reviewed on-site

	 FORMCHECKBOX 

	
	
	Written Redevelopment Reuse Plan were reviewed on-site

	 FORMCHECKBOX 

	
	
	Written guidelines for sidelot / LMMA conveyance were reviewed on-site.

	 FORMCHECKBOX 

	N3
	Y
	Correspondence associated with compliance issues for OCD via audits or onsite review letters from Grantee to subrecipients and/or developers based on written oversight process.
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