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VERSION HISTORY  

St. Johns County CDBG-DR General Policies and Procedures  

Version  Date  Page  Description  

#1   02/15/2019 N/A N/A 

#2  09/26/2019 N/A N/A 

#3        

VERSION POLICY  

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0.  
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc.  
 
POLICY CHANGE CONTROL  
Policy review and changes for the St. Johns County Appeals Process Policies and 
Procedures are considered through a change control process.  

1. When policy clarifications, additions, or deletions are needed to more precisely 
define the rules by which the Appeals Process for the Homeowner Repair, 
Elevation, and Reconstruction and the Buyout Programs will operate, Program 
staff will discuss potential changes with the Program and Policy Review Committee 
(Review Committee). The Review Committee will determine whether the change 
is a policy change or a process change.  
The Review Committee includes the following representatives: 

• Housing Program Supervisor 
• CDBG-DR Grant Administrator (who will be the Vice Chair)  
• CDBG-DR Project Specialist. 

2. Policy changes require review and determination by the Review Committee. The 
Review Committee will discuss the policy change at an internal committee 
meeting. The Review Committee will approve the change, deny the change, or 
defer action on the request.  

a. If the change is approved, the Review Committee will communicate its 
decision to the Program Manager. The Program Manager will disseminate 
the new policy in a communication via email to all Program staff and instruct 
the Policy Analyst/Planner, or other designee, to reflect the change in the 
next revision to written policies and procedures.  

b. If the change is denied, no further action is taken.  
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c. If a change is deferred, the Review Committee will request additional 
supporting information as necessary and place the item on the agenda for 
consideration at the next meeting 

The Review Committee meets biweekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions.  
The Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and review waiver requests 
to the existing program cap to be submitted to the Department of Economic Opportunity 
(DEO) for review and consideration. 

APPEAL POLICY 

Complaint and Appeal Process 
St. Johns County has developed this complaint and appeal process in accordance with 
24 CFR 91 Citizen Participation Plan and 24 CFR 570.486(a) (7). The goal of this 
process is to provide an opportunity to resolve complaints—either formal or informal—in 
a timely manner.  

Applicants have a right to participate in the complaint and appeal process. If an 
applicant believes a mistake has been made regarding his or her file, this complaint and 
appeal process provides the applicant with way to request further review regarding the 
file. 

Information about the right to file a complaint and how to file a complaint shall be 
printed on all program applications and guidelines. 

Complaints 
The goal of St. Johns County is to resolve complaints in a manner that is sensitive to 
the applicant’s concerns and achieves fair results. Regardless of the complaint, 
Program staff members will treat the issue with respect, respond to the applicant about 
the status of the complaint, and handle the issue quickly (within 15 working days, if 
feasible). 

Information on how to file a complaint will be available at the program offices and 
included on printed materials as well as be available on the disaster recovery website. 

Informal Complaints 

Complaints that are brought forward in an informal manner—orally or revealed in the 
process of addressing another issue—will be addressed where possible regardless of 
the source of the complaint. Informal complaints or appeals can be made by applicants 
by phone or in person with a Case Manager at the Restore St. Johns office located at: 

Health and Human Services Building 
200 San Sabastian View 
Room 2206 (Egret Conference Room) 
St. Augustine, FL 32084 
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1. When responding to an informal complaint, the county or Restore St. Johns staff 
will obtain all pertinent information from the individual, including: 

a. The issue raised. 
b. The name of the individual reporting the complaint (if possible) and 

associated contact information; if no name or contact number is provided, 
then that will be noted and placed in an informal complaint file—either 
electronic or hard copy.  

c. Any other information regarding the complaint. 
2. The Case Worker will determine whether the issue can be addressed through 

verbal discussion without necessitating a formal complaint process. The Case 
Worker will also inform the Applicant of formal complaint process and indicate in 
the file that the Applicant was informed of how to file a formal complaint. 

3. If a resolution cannot be met through the informal process and an applicant 
believes that the Program’s determination of their funding award calculation, 
eligibility status, or construction workmanship is incorrect/does not meet 
standards, they can request a Formal Appeal Form from their Case Worker. 

Formal Complaints 

Formal complaints must be submitted utilizing the Formal Complaint Form available 
through the Restore St. Johns Office. The applicant will be informed of the complaint 
process and the availability of the Formal Complaint Form.  

Formal Complaints require the name and contact information of the individual submitting 
the complaint. All complaints must originate from the individual seeking assistance from 
the program as a registrant, applicant, contractor, or other direct party. Any complaint 
forwarded to St. Johns County from the U.S. Department of Housing and Urban 
Development (HUD) and or Department of Economic Opportunity (DEO) will also be 
considered a formal complaint and processed in accordance with this policy.  
Complaints may be submitted in the following ways: 
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Mail: St. Johns County 
Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

Email:      cdbgdr@sjcfl.us 

Hand Deliver: St. Johns County  
Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

1. Every formal complaint will be entered into the project tracking system and 
maintained as either an electronic or hard copy file. The project tracking system 
will note any complaints and their potential resolution. 

2. Once the complaint is entered in the tracking system, the Program Manager or 
their designee will determine if the complaint has standing by determining the 
following: 
a) The  individual filing the complaint is a registrant or applicant, contractor, 

or direct party.  
b) Associated contact information has been provided. 
c) The complaint is relevant. 

3. If the complaint is valid, the Program Manager or a designee will perform the 
following steps: 
a) Review and/or investigate the complaint. 
b) Once the complaint has been resolved, or if it needs more work than can 

be done at the local program level, refer the complaint to the Review 
Committee to seek resolution. 

c) Provide documentation regarding the final result and resolution to St. 
Johns County if applicable. 

d) Provide a copy of this Policy relating to investigation and resolution to the 
complainant and to each person who is subject of the complaint. 

e) Notify the complainant of the results, or if longer than 15 days, provide a 
status of the review process. 

f) Close the complaint. 
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Fair Housing Complaints 

Persons alleging a violation of fair housing laws will be referred to St. Johns County’s 
local contact and process to file a complaint. St. Johns County will retain a log and 
record of all fair housing inquiries, allegations, complaints, and referrals. In addition, St. 
Johns County will report suspected non-compliance to HUD. 

Appeals 
Throughout the process, Program Staff will make decisions on an application and/or 
project to be delivered. The decisions are made based on statutes, Codes of Federal 
Regulation, local administrative code, and state and local guidelines as they are 
interpreted by the Program Staff. This policy guides the process for an applicant or 
contractor appealing decisions made by the Program Staff. 

Appeals Process: 

1. This appeal process is available to an Appealing Party under the following 
grounds:  

a. Eligibility Determination 

b. One of the inputs that influences the Award Determination, such as 
Duplication of Benefits (DOB)  

c. Scope of Work 

d. Quality of Construction 

2. An Applicant must submit a Formal Appeal Form within: 

a. 15 days from the date of the Award Letter or Ineligibility Letter; or  

b. 10 days from receipt of the Scope of Work; or  

c. 3 days from interim or final inspection approving quality of construction. 

3. A Contractor may only appeal the issues related to one of more of the following: 

a. Draw payment 

b. Failure to meet benchmark construction deadlines 

Any appeal that does not include the contact’s name and associated contact 
information will not be treated as a written appeal.  

Any appeal must originate from a person attempting to register with the program with 
standing in the program as an applicant, contractor, or other direct party. Any 
complaint forwarded to St. Johns County from U.S. Department of Housing and 
Urban Development (HUD) will also be considered a written appeal. 

Complaints may be submitted in the following ways: 
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Mail: St. Johns County 
Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

Email:      cdbgdr@sjcfl.us 

Hand Deliver: St. Johns County  
Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

1. Appeal of Local Program Decision. An individual filing an appeal must 
complete and submit a Formal Appeal Form with the Program Manager to 
request a meeting with the Program and Policy Review Committee before the 
Program and Policy Review Committee within 10 days from date of the staff 
response.  
This Formal Appeal Form should be sent to: 
Restore St. Johns 
200 San Sebastian View, Room 2206 
St. Augustine FL, 32084 
The Formal Appeal Form must include specific information relating to the 
challenge of the Local Program Decision. The Formal Appeal Form and the 
Application file shall be made available to the Program and Policy Review 
Committee upon receipt of an Appeal. The Program and Policy Review 
Committee shall respond in writing to the Appeal not later than the fifteenth (15) 
working day after the date of receipt of the Appeal. The response may take one 
of the following actions: 

1. Concur with the Appeal and make the appropriate adjustments to the 
Local Program Decision; or 

2. Disagree with the Appeal and provide the basis for rejecting the Appeal 
to the Appealing Party.  

 
The response may exceed the fifteen (15) day maximum when an applicable 
program policy is currently under review for revisions, and those revisions may 
impact the decision of the appeal. In those instances, the written response to the 
Appeal will be provided no later than the fifteenth (15) working day after a 
substantial revision of a policy is complete. S 
 

2. Appeal of Program and Policy Review Committee Decisions. If the grievance 
is not resolved to the satisfaction of the individual filing the appeal at this level, 
the individual can submit a written request for a meeting with the St. Johns 
County Assistant County Manager within 10 days from date of the Program and 
Policy Review Committee response.  
This written request should be sent to: 
Restore St. Johns 
200 San Sebastian View, Room 2206 
St. Augustine FL, 32084 
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The individual filing the appeal party is entitled to a meeting before the St. Johns 
County, Assistant County Administrator. This meeting represents the final level 
of appeal at the local level. 
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GENERAL 

This plan provides for the implementation of Community Development Block Grant- Disaster 
Recovery (CDBG-DR) policies and establishes procedures for the provision of auxiliary aids 
ensuring accessibility to all programs, services, and employment to persons with disabilities. 
The policies and procedures described in this plan apply to all programs administered by St. 
Johns County. Contracted service providers providing direct services to clients or potential 
clients shall develop a similar plan to ensure compliance with all civil rights laws. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   02/08/2019  NA NA  

#2  09/26/2019 NA NA 

#3        

 

VERSION POLICY 

Version history is tracked in the table above with notes regarding version changes. The dates 
of each publication are also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the primary 
version number. 

POLICIES 

St. Johns County (County) will provide appropriate auxiliary aids to persons with disabilities 
where necessary to afford such persons an equal opportunity to participate in or benefit from 
programs, services, and employment. Examples include Braille and taped materials, 
interpreters, readers, listening devices, television decoders, visual fire alarms using strobe 
lights, captioned films, and other assistive devices for persons with impaired hearing or vision. 
All qualified and potential clients are entitled to an equal opportunity to use and benefit from 
the programs and services of the department and its contracted service providers. This 
includes reasonable accommodations to ensure that programs and services are equally 
accessible to and equally effective for otherwise qualified persons with disabilities who have 
hearing, vision, or mobility impairments. 
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Auxiliary aids or language interpreters will be available for use by clients, potential clients, 
employees, and applicants with impaired sensory, manual, or speaking skills in each phase of 
the service delivery or employment process (e.g., telephone inquiries, requests, intake 
interviews, employment interviews, term and conditions of employment, service provision, 
counseling, and complaints, etc.) at no cost. 
All employees are responsible for ensuring equal accessibility and equally beneficial services 
to all clients and potential clients of the County. 

PROCEDURES 

The following procedures are to be followed by all employees to ensure accessibility of 
programs and services to clients or potential clients with disabilities. 

• Assessment of client, employee, or applicant needs by consulting with the individual 
concerning his or her preferred communication mode and, if applicable, with assigned 
caseworkers, counselors, parents, family members, guardians, or other County 
representatives. 

• The communications options for hearing impaired persons may include but are not 
limited to TDD (telecommunication devices for the deaf), fax (telephone facsimile 
transmittal), phone amplifiers, sign language interpreters, flash cards, lip reading, 
written notes, supplementary hearing devices, charts, signs, or a combination of these. 

• The administrative official with budget approval or designee has the responsibility for 
approving the request and obtain the appropriate auxiliary aid or interpreter. 

• Auxiliary aids or interpreters will be provided within two days of request or as otherwise 
required. Delaying services is not always practical or appropriate; therefore, provision 
will be made when advance notice for an aid or interpreter is provided. Client files will 
be documented to indicate if an aid or interpreter is needed. If so documented, the 
County will arrange to have the auxiliary aid or interpreter available for advanced 
scheduled appointments. 

• The use of auxiliary aids or interpreter will be at no cost to the client, employee, or 
applicant. Auxiliary aids or interpreters will normally be obtained within the County or 
provider’s current resources, including the use of qualified volunteers and volunteer 
organizations. However, if an auxiliary aid of an interpreter is required and services 
must be purchased, payment will be made from the appropriate operating budget. 

• Some persons who are deaf or hard of hearing may prefer or request to use a family 
member or friend as an interpreter. However, family members or friends of the person 
will not be used as interpreters, as issues of competency of interpretation, 
confidentiality, privacy, and conflict of interest will be considered. Competent interpreter 
services will be provided by the Program. 

Other interpreter services will be used as a supplemental system when an interpreter is not 
available or when services are needed for an unusual or infrequently encountered language. 

• If an auxiliary aid is found to be ineffective, the staff should immediately determine 
which mode of communication with the client the client would then prefer. The staff 
should be well versed in other auxiliary aids communication options and offer these 
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options to the client so that the client can have all the information available to make the 
choice. Staff should continue to work with the client to determine the best mode of 
communication. Documentation shall be made in the client’s file regarding the attempt 
to improve the effectiveness of auxiliary aids and services. 

• Documentation, with supporting justification, must be made if any request was not 
honored. The Program Manager or designee is the only person who can deny auxiliary 
aid requests made by a client or companion. Copies of documentation will be placed in 
homeowner file. If a staff person is not familiar with an auxiliary aid request, contact the 
Case Manager for information as well as ask the client for any information needed to 
secure this aid but reiterate that the cost of any auxiliary aid is the responsibility of the 
County and not the participant. The staff should work with the client and the Program 
Manager or designee to determine the best auxiliary aid to utilize to ensure appropriate 
communication services. 

NOTIFICATION 

The County will post auxiliary aid availability, non-discrimination poster(s), and Limited English 
Proficiency (LEP) information in the building’s reception and lobby areas as well as in the 
intake center. 

MONITORING 

On an annual basis, St. Johns County staff will update this plan as needed to reflect any 
change in the plan based on the prior year’s activity and to ensure relevancy and quality 
control of services. 

RESOURCES AND TRAINING 

Auxiliary aids will normally be obtained within the County’s current resources. Staff will be 
trained on how to assist persons who are sensory and mobility impaired. 
Appendix A provides instructions on in-person communication skills for staff who may interact 
with individuals who are deaf, hard of hearing, have speech impediments, physical disabilities, 
dual sensory impairments, or are visually impaired. 

APPENDICES 

Appendix A: Instructions on In-Person Communication Skills for Staff 

1. INTERACTING WITH INDIVIDUALS WITH PHYSICAL DISABILITIES 
As with all people, persons with physical disabilities have specific needs. Please use the 
following guidelines when communicating with a person with mobility or physical impairment: 

• Do not make assumptions about what the person can or cannot do. Always ask if the 
person would like assistance before you help. Your help may not be needed or wanted. 

• Do not touch a person’s wheelchair or grab the arm of a person walking without first 
asking if he or she would like assistance. 
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• Do not hang or lean on a person’s wheelchair because it is part of the wheelchair user’s 
personal space. 

• Never move someone’s crutches, walker, cane, or other mobility aid without permission. 
• When speaking to a person in a wheelchair for more than a few minutes, try to find a 

seat for yourself so the two of you are at eye level. 
• Speak directly to the person in a wheelchair, not to someone nearby as if the wheelchair 

user did not exist. 
• Do not demean or patronize the wheelchair user by patting him/her on the head. 
• Do not discourage children from asking questions about the wheelchair. Open 

communication helps overcome fearful or misleading attitudes. 
• When a wheelchair user transfers out of the wheelchair to a chair, car, or bed, do not 

move the wheelchair out of reach. 
• Do not raise your voice or shout. Use normal speech. It is OK to use expressions like 

“running along”. It is likely that the wheelchair user expresses things the same way. 
• Be aware of the wheelchair user’s capabilities. Some users can walk with aid and use 

wheelchairs because they can conserve energy and move about quickly. 
• Do not classify persons who use wheelchairs as sick. 
• Do not assume that using a wheelchair is in itself a tragedy. It is a means of 

transportation/freedom that allows the user to move about independently. 

2. INTERACTING WITH INDIVIDUALS WHO ARE BLIND OR HAVE LOW VISION 
Persons who are blind or have low vision have specific needs. Please use the following 
guidelines when communicating with persons who are blind or have low vision: 

• The first thing to do when you meet a blind person is to identify yourself. 
• When speaking, face the person directly. Speak in a normal tone; your voice will let the 

person know where you are. 
• Do not leave without saying that you are leaving. 
• Some individuals who want assistance will tell you. You may offer assistance if it seems 

needed, but if your offer is declined, do not insist. 
• When offering assistance, say. “Would you like to take my arm?” and allow the person 

to decline or accept. The movement of our arm will let the person know what to expect. 
Never grab or pull the person. 

• When going through a doorway, let the person know whether the door opens in or out 
and to the right or left. 

• Before going up or down stairs, let the person know that you are going up or down, and 
advise if there is a handrail and where it is. Ask the person if he or she would like 
assistance; he or she would let you know. 
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• When giving directions or describing where things are in a room or in the person’s path, 
be as specific as possible, and use clock clues where appropriate. 

• When directing the person to a chair, let the person know where the back of the chair is. 
• If the person has a service animal, do not distract or divert the animal’s attention. Do not 

pet or speak to the animal unless the owner has given you permission. 
• The person’s single greatest communication need is to have access to visual 

information by having the information either read or provided in an accessible format 
(e.g., Braille, audio). 

3. INTERACTING WITH INDIVIDUALS WITH DUAL SENSORY LOSS 
The means of communication with a person with dual sensory loss will depend on the degree 
of hearing and vision loss. Use all of the suggestions in the above sections. The person with 
dual sensory loss has unique and very challenging communications needs. Staff is to use 
every possible means of communication available. 

Appendix B: Definitions 
Accommodation to Persons with Disabilities: It is the obligation of the County to make 
reasonable accommodations for a client, or potential client’s physical and mental limitations. 
Exception: If the accommodation clearly affects the safety and efficiency of the organization or 
substantially affects costs, the accommodation is not required. 
Americans with Disabilities Act (ADA)/Section 504 Coordinators: Any individual charged 
with implementing the requirements of Titles I and II of the Americans with Disabilities Act and 
Section 504 of the Rehabilitation Act, ensuring the provision of auxiliary aids and services for 
deaf or hard of hearing, limited English proficient customers/clients, and customers with 
disabilities requiring aid essentials. Within the State of Florida, Department of Children and 
Families, Civil Rights Officers are designated ADA/Section 504 Coordinators 
Americans with Disabilities Act (ADA) of 1990, as amended: Comprehensive law which 
prohibits discrimination against people with disabilities in employment (Title 1), in public 
services (Title II, in public accommodations (Title III) and in telecommunications (Title IV). The 
ADA amendments of 2008 expanded the scope of the ADA to be consistent the Congressional 
intent of the original law. 
Applicant: A person seeking either employment or services from the County but not yet hired 
or determined eligible for a program or service. 
Assistive Listening Devices and Systems (ALDS): Term for amplification systems used to 
improve hearing ability in large areas and in interpersonal communications systems. These 
systems deliver the desired signal directly to the ears or hearing aids of the listener, thus 
overcoming the negative effects of noise, distance, and echo. Four main types are available: 
hardwire, loop, infrared, and FM. 
Auxiliary Aids and Services: The wide range of services (e.g., sign language, interpreters, 
captioning, Braille, note taking, texting, internet) and devices (e.g., assistive listening systems, 
page magnifiers, TTYs/TDDs, voice output computer hardware/software, communication 
boards, speech synthesizers) used to ensure effective communication, which applies to both 
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aural and visual modes. This term does not apply to permanent physical renovations, 
alterations and construction, such as providing parking spaces, ramps, widening doors, etc. It 
is only used in the context of effective communication. The type of aid or service will vary 
according to the complexity of the communication and the needs of the person with a disability. 
Blind: See Visual Impairment. 
Captioning (Closed): Refers to converting the spoken word to text displayed in the visual 
media (videos, television, etc.) in a way that it is available only to individuals whose televisions 
are equipped with captioning decoders. 
Captioning (Open): Refers to converting the spoken word to text displayed in the visual media 
(videos, television, etc.) so that it is seen by everyone who watches the film (it cannot be 
turned off) 
Captioning (Real Time): The simultaneous conversion of spoken words to text, through 
computer-assisted transcription or court reporting, and displaying that text on a video screen. 
This communication service is beneficial to individuals with hearing impairments that do not 
use sign language or for whom assistive listening devices and systems are ineffective. 
Certified Interpreter: A person who is certified by the National Registry of Interpreters for the 
Deaf or other national or state interpreter assessment and certification program. 
Civil Rights Officer: Employee responsible for investigations, compliance monitoring and 
review, technical assistance, and coordination of civil rights activities. 
Client: As used in this plan, this term means anyone applying for or participating in the 
employment process, program services, or activities. In includes persons making general 
inquiries or in any way seeking to access to or receiving information from the County, either in 
person, in writing, or via telecommunications. 
Communication Disabilities: A comprehensive term which includes hearing impairment, 
speech impairment (for aural, oral communication), visual impairment, or other disabilities that 
present impairment to reading (for written, visual communication). 
Deaf: A term used to describe a person having a permanent hearing impairment and being 
unable to discriminate speech sounds in verbal communication, with or without the assistance 
of amplification devices. 
Disability: A condition that substantially limits a major life activity, such as caring for one’s 
self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, lifting, 
sleeping, and working. 
Dual Sensory Impairment: A term used to describe a person having both a visual impairment 
and a hearing impairment. The term includes all ranges of loss, which would necessitate the 
use of auxiliary aids and services for communication. 
Employee: All persons working for the County. 
Florida Relay Service: The Florida Relay Service (FRS) which was implemented in 1992, is a 
service offered to all persons in the state which enables a hearing person to communicate with 
a person who is hearing or speech impaired and must use a TT/TTY, through a specially 
trained operator called a communications assistant. 
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Hard of Hearing: A term used to describe a person having a permanent hearing impairment, 
which is severe enough to necessitate the use of auxiliary aids or services to discriminate 
speech sounds in verbal communication. 
Hearing Impairment: This is an all-inclusive term to describe any hearing loss. A person with 
a hearing impairment could be either deaf or hard of hearing. It is inappropriate to use the term 
to exclusively mean deaf or to exclusively mean hard of hearing. For example, it is 
inappropriate to say “persons who are deaf or hearing impaired”. The correct statement would 
be “persons who are deaf or hard of hearing” or “persons who are hearing impaired.” 
Manager: As used in this plan, this term means an County employee at the supervisory level 
or above who is responsible for supervising staff or an County function and for the physical 
space in which such staff or program operates. 
Manual Disability Impairment: A term used to describe a condition, which limits or prevents 
the use of a person’s upper extremities (arms, hands). 
Mental Disability Impairment: The ADA defines this as a term, which includes mental or 
psychological disorders such as mental retardation, organic brain syndrome, emotional or 
mental illness, and specific learning disabilities. 
Mobility Impairment: For the purpose of this plan, this term is used to describe a condition 
that substantially limits a person’s upper or lower body mobility. It includes those persons who 
have limited use of arms, shoulders; persons who are in wheelchairs or on crutches; people of 
short stature: those who cannot perform certain hand movements or have difficulty controlling 
movement; and people with breathing difficulties or stamina limitations. It also includes 
persons with visual impairments. 
Physical Disability: This is a broad term which includes physiological disorders or conditions, 
cosmetic disfigurement, and anatomical loss. It includes, but is not limited to: orthopedic, 
visual, speech, and hearing impairments, cerebral palsy, epilepsy, muscular dystrophy, 
multiple sclerosis, cancer, heart disease, diabetes, HIV disease (symptomatic or 
asymptomatic), tuberculosis, drug addiction, and alcoholism. 
Print Impairment: An organic condition or disability that leads to an inability to use traditional 
printed material (10-12 point print). This term includes persons with visual impairments, 
physical disabilities that result in an inability to hold or turn pages of a book (e.g., arthritis, 
cerebral palsy, muscular dystrophy, multiple sclerosis, stroke, paralysis, amputation, and 
learning disabilities (e.g., dyslexia). 
Program Accessibility: An ADA standard which means a public entity’s program, services, or 
activities, when viewed in their entirety, must be readily accessible to and usable by individuals 
with disabilities. The concept of program accessibility is intended to make the contents of the 
program, service or activity equally available and accessible to persons with disabilities without 
excessive renovations of facilities. This allows and encourages the provision of alternative-but 
equally beneficial-means of providing the program service or activity. Programs, services, and 
activities include everything the County does. (See also: Undue Burden) 
Qualified Interpreter: The ADA defines qualified interpreter as a person who is able to 
interpret effectively, accurately, and impartially both receptively (i.e., can understand what both 
persons in the conversation are signing and saying) and expressively (i.e., can then sign or 
say to the other person what it is being said or signed), using any necessary specialized 
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vocabulary. For example, in order to be qualified in a legal setting, the interpreter would have 
to be familiar with legal terminology used; in order to be qualified in a medical or mental health 
setting, the interpreter would have to know medical and psychiatric or psychological terms 
used in that setting. 
Reasonable Accommodation: A term, used in conjunction with employment, meaning any 
change or adjustment to a job or work environment that permits a qualified applicant or 
employee with a disability to participate in the job application process, to perform essential 
functions of a job, or to enjoy benefits and privileges of employment equal to those enjoyed by 
employees without disabilities. An Accommodation would be considered reasonable unless 
such change or adjustment imposes and undue hardship on the responsible entity. (See 
“Undue Hardship”) 
Staff: As used in this plan all employee of the County other than managers 
Sensory Impairment: This is a general term used to describe impairment of vision or hearing. 
For the purposes of this document, it also includes impairment of speech. 
TTD/TTY/TT: Terms used to designate a text telephone, a typewriter-like device used to 
transmit conversation across telephone lines. In this document, this device will be referred to 
as a TDD/TTY. 
Undue Burden: This term, used in conjunction with programs and services (ADA Title II) mean 
an unreasonably excessive financial cost or administrative inconvenience in making alterations 
to building or facilities in which programs, services or activities are conducted, in order to 
ensure equal benefit to persons with disabilities. 
Note: Program access requirements of ADA Title II should enable individuals with disabilities to 
participate in and benefit from the programs, services and activities of public entities in all but 
the most unusual cases. Determination of undue burden can be made only by the County’s 
Program Manager or his/her designee, after considering all resources available for use in the 
funding and operation of the program, service or activity and must be accompanied by a 
written statement of reasons for reaching that determination. The public entity must take any 
other action that would nevertheless ensure the individual with the disability receives equal 
benefit from the program, service or activity. 
Undue Hardship: This term in conjunction with employment, means significant difficulty or 
expense relative to the operation of a public entity’s program. Where a particular 
accommodation would result in an undue hardship, the public entity must determine if another 
equally appropriate accommodation is available which would not result in an undue hardship 
and provide that accommodation. Only the Program Manager or his/her designee may 
determine undue hardship. 
Visual Impairment: A generic term used to describe all loss of vision that, although 
supplemented with corrective lenses, requires auxiliary aids or services, such as Braille, large 
print, computer disks, taped material, or qualified readers. 
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PURPOSE 

The purpose of the St. Johns County Community Development Block Grant (CDBG) 
Voluntary Property Acquisition Buyout Program is to assist property owners with 
relocating their homes outside the threat of flooding. In order to be eligible for 
assistance through the Buyout Program, Applicants must own property that (1) is 
located in a floodway or floodplain, and (2) that sustained substantial damage during the 
Hurricane Matthew storm event that took place on October 7, 2016. 
St. Johns County will provide the Buyout Program to eligible Applicants who own homes 
in areas prone to flooding events, where a site inspection has determined that elevation 
of the home would not substantially mitigate the threat of a future flooding. St. Johns 
County will purchase properties through a voluntary acquisition process. The maximum 
sales price paid by St. Johns County is an amount not to exceed the pre-flood Fair 
Market Value (FMV) for the land and structure. Properties purchased by the County 
through the Buyout Program will be deed-restricted to remain green space in perpetuity. 
The goal of the program is to acquire contiguous properties to be used for open space, 
recreational, natural floodplain functions, other ecosystem restoration, or wetlands 
management practices. 
The Buyout Program is voluntary; therefore, owner occupants are not eligible to make 
claims under the Uniform Relocation Assistance (URA) and Real Property Acquisition 
Policies Act. Tenant occupants who are occupying the home at the time of the 
application for the Buyout Program are entitled to assistance in accordance with URA. 
All awards are subject to the Robert T. Stafford Act, requiring that all funds used for 
disaster-related purpose must be deducted as a duplication of benefit. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   01/31/2019  NA NA  

#2   09/26/2019  NA NA 

#3        

 VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0.  
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number.  
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Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc.  
 
POLICY CHANGE CONTROL  
Policy review and changes for the St. Johns County Appeals Process Policies and 
Procedures are considered through a change control process.  

1. When policy clarifications, additions, or deletions are needed to more precisely 
define the rules by which the Appeals Process for the Homeowner Repair, 
Elevation, and Reconstruction and the Buyout Programs will operate, Program 
staff will discuss potential changes with the Program and Policy Review Committee 
(Review Committee). The Review Committee will determine whether the change 
is a policy change or a process change.  
The Review Committee includes the following representatives: 

• Housing Program Supervisor 
• CDBG-DR Grant Administrator (who will be the Vice Chair)  
• CDBG-DR Project Specialist. 

2. Policy changes require review and determination by the Review Committee. The 
Review Committee will discuss the policy change at an internal committee 
meeting. The Review Committee will approve the change, deny the change, or 
defer action on the request.  

a. If the change is approved, the Review Committee will communicate its 
decision to the Program Manager. The Program Manager will disseminate 
the new policy in a communication via email to all Program staff and instruct 
the Policy Analyst/Planner, or other designee, to reflect the change in the 
next revision to written policies and procedures.  

b. If the change is denied, no further action is taken.  
c. If a change is deferred, the Review Committee will request additional 

supporting information as necessary and place the item on the agenda for 
consideration at the next meeting 

The Review Committee meets biweekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions.  
The Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and review waiver requests 
to the existing program cap to be submitted to the Department of Economic Opportunity 
(DEO) for review and consideration. 
 

DEFINITIONS 

• CDBG – Community Development Block Grant. 
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• 100-Year Flood Plain – The geographical area defined by the Federal 
Emergency Management Agency (FEMA) as having a one percent chance of 
being inundated by a flooding event in any given year. 

• 500-Year Flood Plain –  The geographical area defined by FEMA as having a 
0.2 percent change of being inundated by a flooding event in any given year. 

• Pre-Flood Fair Market Value – The land and dwelling value for parcels, as 
determined by each County, prior to the disaster. 

• Eligible Receipts – Proof of payment for items that are strictly for rebuilding the 
disaster affected structure. Receipts must consist of permanent fixtures only such 
as wood panels, drywall, paint, carpet, etc. 

• Ineligible Receipts – Repairs that are completed on detached buildings such as 
garages or sheds. Personal items such as food and clothing, gasoline, tools, and 
equipment are ineligible receipts as well. 

• Eligible Property – A property that is located in designated areas or is located 
outside of the designated area and is substantially damaged/a health and safety 
risk. 

• Designated Area – The land determined by the State that is eligible for the 
Buyout Program. 

• Low-Moderate Income – A household whose income is at or below 80% of the 
local area median income. 

• County – A city or a county that has applied for and been awarded with a CDBG 
buyout contract. 

NATIONAL OBJECTIVES 

The Buyout Program will meet one of two National Objectives. 

• L/M Income Housing (Direct Benefit) – If the household to be assisted is L/M 
Income and is occupying replacement housing. 

• L/M Income Area Benefit – If the final use of the land is available for the use of 
an L/M Income area. 

DIRECT BENEFIT 

Owners interested in the Buyout Program will be required to submit a registration 
through the Restore St. Johns Intake Center. The registration includes self-reporting 
information on household size and income to be used as part of a preliminary review for 
eligibility. Applicants that are within the low-moderate household income limits will be 
invited to submit an application through the mailing of a Registration Approval Letter. An 
application interview will be scheduled to verify information. As part of the application 
process, the Applicant provides documentation of household income. Restore St. Johns 
staff verifies income and whether the Applicant meets L/M Income requirements. The 
Applicant’s national objective is the same for all activities associated with the Applicant’s 
parcel (acquisition, clearance and demo, relocation assistance). 
Buyout files will also include documentation on the replacement housing that the 
assisted household is occupying, if applicable for any tenant occupied unit, for all cases 
where the participant receives the replacement housing award. Documentation will 
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include the information on the current address of the replacement housing to which the 
household relocated. 

 
Activity Types in DRGR 

 National Objective: L/M Income 
Housing Direct 

Acquisition-Buyout of Residential 
Property 

 X 
X 

Clearance and Demolition  X 

Relocation Payment and Assistance  X 

L/M INCOME AREA BENEFIT 

A County may utilize the national objective of L/M Income Area in addition to a direct 
benefit. A County may purchase commercial real estate, and the final use of the 
commercial property will be available as green space to benefit a residential L/M 
Income Area. 

• L/M Income Area – (The area will be maintained as green space and the 
residential service area which will benefit from the green space is LMI. Activity 
Type: Acquisition of nonresidential property. 

• L/M Income Housing Direct – (If any other Applicants are L/M and located 
outside of the residential service area). Activity Type: Acquisition of residential 
property. 

Activity Types in DRGR National Objective: 
L/M Income Area 

Acquisition-buyout of residential 
property 

X 

Clearance and demolition X 

Relocation payment and 
assistance 

X 

ENVIRONMENTAL REQUIREMENTS FOR CDBG FUNDING 

It is required that all approved Applicants for the Buyout Program follow all CDBG 
environmental regulations prior to receiving a release of funds. Additional information on 
CDBG environmental regulations can be found in the 24 CFR Part 58. 

ELIGIBILITY REQUIREMENTS OF PROPOSED BUYOUT 
PROPERTY/OWNER 

To be considered an eligible property for the Buyout Program, the buyout property must 
satisfy one or more of the three following requirements: 

• The property is located in the designated areas; or 
• The property is located outside of the designated area and satisfies one of the 

following requirements: 
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– The property has sustained major damage and the cost to repair is 
estimated at more than 51% of the pre-storm FMV of the damaged 
structure; or 

– The property is considered a health/safety risk. 
Eligible property types are: 

• Single family  residences of 1-4 units (both owner occupied and rentals) 
• Vacant lots 

ACQUISITION AWARD DETERMINATION 

The methodology used to determine the FMV of a property is a decision that is made at 
the local level. St. Johns County will obtain a certified appraisal to determine the pre-
disaster FMV of the property. 
Each appraisal report will undergo a review appraisal by an independent appraisal 
contractor to ensure the report contains all the required data and the value determined 
is a logical conclusion based upon the information available. The review appraisal will 
be procured and paid for by St. Johns County. 

BUYOUT APPLICANTS WHO OWNED THE PROPERTY PRIOR TO THE 
DISASTER 

Owners receive an offer to purchase the property based on the pre-disaster FMV of the 
property minus any duplication of benefits documented. 

DUPLICATION OF BENEFITS PROCESS 

The program is required to conduct a duplication of benefits (DOB) check for each 
eligible property (as provided by the Robert T. Stafford Act) prior to providing the 
funding necessary to acquire the property. Restore St. Johns County staff will conduct 
the review of DOB to ensure that any assistance provided to the seller to ensure that 
any implication of a DOB has been addressed. In accordance with the guidance 
provided by Federal Register Volume 81, No. 224, dated November 21, 2016, the 
County will offer the pre-disaster value, as determined by a certified appraisal 
conducted at the expense of the County, which may constitute an amount higher than 
the FMV. Any amount paid to the seller over the FMV will be considered assistance to 
the seller and is subject to the duplication of benefit calculation. 
Sources of DOB compensation include sources of funding assistance provided for 
structural damage and loss related to the disaster. The following sources are deducted 
from the award amount for the property: 

• FEMA payments for structural damage 
• U.S. Department of Agriculture (USDA) loans and/or Small Business 

Administration (SBA) loans 
• National Flood Insurance Program (NFIP) Insurance Payments 
• Private insurance: All private insurance settlement amounts for loss to structures 

are considered in the award calculation. Private insurance payments for contents 
or other expenses are not considered. 
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The Case Manager will collect the source documentation at the time of the application 
interview and calculate the amount of assistance that could constitute a DOB. This 
information will then be reviewed after the appraisal has been completed, and a DOB 
analysis will be conducted and processed for approval prior to any assistance being 
provided to the seller. 
Tax adjustments resulting from filings related to losses to the rental property are not 
considered DOB and do not affect awards. 

SUBROGATION 

All duplicative funding received must be remitted to the Program, regardless of when it 
is received. The applicant will be required to enter into a Subrogation/Assignment 
instrument upon acceptance of the Program’s offer to purchase, to be signed at time of 
the closing, which requires applicant to return duplicative assistance received after the 
transfer of property ownership has been completed. By accepting the Program’s offer to 
purchase the property, applicants agree to remit any duplicative funds to the Program, 
whenever received. A copy of the Program’s subrogation agreement can be found in 
Appendix C. 
The Program will develop procedures for recovering funds subject to recapture. 
 

STAFFORD ACT POLICY 

Section 414 of the Robert T. Stafford Act, 42 USC 5181 provides that “Notwithstanding 
any other provision of law, no person otherwise eligible for any kind of replacement 
housing payment under the [Uniform Act] shall be denied such eligibility as a result of 
his being unable, because of a major disaster as determined by the President, to meet 
the occupancy requirements set by such [Uniform Act].” 
49 CFR 24.403(d) reflects this 414 requirement. That section provides that “No person 
shall be denied eligibility for a replacement housing payment solely because the person 
is unable to meet the occupancy requirements set forth in these regulations for a reason 
beyond this or her control, including: (1) A disaster, an emergency, or an imminent 
threat to the public health or welfare, as determined by the President.” 
Also, Section 24.2(a)(15)(iv) Initiation of negations (Tenants.) states, If a tenant is not 
readily accessible, as a result of a disaster or emergency, the Agency must make a 
good faith effort to provide these notifications and document its efforts in writing. 
The Section 414 references only replacement housing payments, therefore 
nonresidential occupants are not eligible under this provision. To comply with Section 
414 provisions, Restore St. Johns staff will County identify if any properties proposed for 
acquisition were tenant-occupied as of the date of the disaster, or at the time of 
application to the Buyout Program, prior to making a written purchase offer. 
Restore St. Johns staff County will document reasonable efforts to locate such tenants 
for rental properties under contract/negotiation where title has not already been 
transferred to the City/County. Upon location of the tenants, notifications will be made in 
accordance with URA requirements, including: The City/County proceed with closings; 
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however, property files must clearly document efforts to locate tenants for these 
properties. Any person who makes a claim for relocation assistance under Section 414 
must receive reasonable consideration of the merits of their eligibility. 
For acquisitions, where Section 414 of the Stafford Act applies to activities subject to 
the URA, the County will take reasonable steps to identify current occupants of 
proposed sites as well as those who were in occupancy as of the date of the disaster. 
Per U.S. Department of Housing and urban Development (HUD) Handbook 1378, 
efforts to locate former occupants may include notice in a local newspaper, posting 
notice in project locations, checking post office records, and various other means 
reasonably available to the County. 

REPLACEMENT HOUSING AWARD DETERMINATION 

Because of the voluntary nature of acquisition, property owners are not eligible for 
assistance under the Uniform Relocation Assistance (URA) and Real Property 
Acquisition Policies Act. However, displaced tenants (occupants present at the date of 
the disaster and/or “initiation of negotiations”) are entitled to assistance under the URA. 
Proper steps must be followed to comply with URA. 

GUIDANCE ON PROPERTY USE/DISPOSITION 

Qualifying an acquisition activity under one of the CDBG National Objectives depends 
entirely on the use of the acquired real property following its acquisition. A preliminary 
determination of compliance may be based on the planned use. The final determination 
must be based on the actual use of the property, excluding any short-term, temporary 
use. Where the acquisition is for the purpose of clearance that will eliminate specific 
conditions of blight or physical decay, the clearance activity may be considered the 
actual use of the property. However, any subsequent use or disposition of the cleared 
property must be treated as a “change of use,” under 24 CFR 570.489(j), as applicable. 
If property is to be acquired for a general purpose, such as housing or economic 
development, and the actual specific project is not yet identified, the grant recipient 
must document the general use it intends for the property and the national objective it 
expects to meet. The County must also make a written commitment to use the property 
only for a specific project under that general use that will meet the specified national 
objective. 

• The identified “use of the property” is the expected CDBG identity of that 
property. The County has 5 years after the grant closeout to fulfill the expected 
CDBG identity of that property. Within that time period, the County may change 
the use of the property if: 

A. The County gives reasonable notice to affected citizens and allows them 
an opportunity to comment, and the new use meets one of the National 
Objectives; or 

B. If the new use will not meet one of the National Objectives, the County 
must reimburse DEO’s CDBG program of the FMV of the property. 



10 
 

LOGISTICS OF DISPOSITION OF PROPERTIES AFTER A BUYOUT 

1. The property must be disposed of at FMV and by competitive process. The County 
can establish FMV of the property by having the property appraised or by selling the 
property at a public auction. (See below for details.) Once the sale proceeds have 
been returned to the State, the CDBG identity has been removed. 
• The County may have the property appraised to determine FMV. Once 

appraised, the opportunity to purchase the home (for no less than FMV) must be 
publicly advertised. The County must accept the highest offer. 

• The County may sell the property at public auction. The highest bidder 
determines the FMV of the property. 

NOTE: All proceeds from the sale of a property must be returned to DEO, even if the 
property is sold for more than the appraised value. 
 
While St. Johns County does not intend of disposing of any properties acquired 
through this Buyout Program, this section provides clarification on the procedure the 
County will follow if disposition becomes necessary. 
 

2. Donate the property to a 501(c) (3) non-profit organization that is purposed in its 
charter to supply housing to low-moderate income households. The property 
maintains the CDBG identity. 
• The non-profit organization must provide documentation to support that: 

o It is purposed in its charter to supply housing to low-moderate income 
individuals, and 

o It qualifies under the purview of Section 105(a)(15) of the Housing and 
Community Development Act of 1974, and 

o The project it will undertake is eligible under Section 105(a)(15). 
▪ Neighborhood Revitalization 

• Activities undertaken under this provision must be of 
sufficient size and scope to have an impact on the decline of 
a designated geographic location within the jurisdiction of the 
community (but not the entire jurisdiction of an entitlement 
community unless it has a population of 25,000 or less.) The 
activities to be considered for this purpose are not limited to 
those funded with CDBG assistance. 

▪ Community Economic Development 
• This type of project must include activities that increase 

economic opportunity principally for low-moderate income 
persons, or that are expected to create or retain businesses 
or permanent jobs within the community. Housing activities 
may be included within this project type if they can clearly 
link the need for affordable housing accessible to existing or 
planned jobs, or otherwise address the Consolidated Plan’s 
definition of “expanded economic opportunity” at 24 CFR 
Part 91.1(a)(1)(iii). 

24 CFR 91.1 - Purpose: 
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 (a) Overall goals. (1) The overall goal of the community planning and 
development programs covered by this part is to develop viable urban 
communities by providing decent housing and a suitable living 
environment and expanding economic opportunities principally for low- 
and moderate income persons. The primary means towards this end is to 
extend and strengthen partnerships among all levels of government and 
the private sector, including for-profit and non-profit organizations, in the 
production and operation of affordable housing. 
(iii) Expanded economic opportunities includes job creation and retention; 
establishment, stabilization and expansion of small businesses (including 
microbusinesses); the provision of public services concerned with 
employment; the provision of jobs involved in carrying out activities under 
programs covered by this plan to low-income persons living in areas 
affected by those programs and activities; availability of mortgage 
financing for low-income persons at reasonable rates using 
nondiscriminatory lending practices; access to capital and credit for 
development activities that promote the long-term economic and social 
viability of the community; and empowerment and self-sufficiency 
opportunities for low-income persons to reduce generational poverty in 
federally assisted and public housing. 

• To satisfy the LMI Housing national objective, the non-profit 
organization must document that the new housing is occupied by low- 
or moderate-income persons at affordable rents pursuant to 24 CFR 
570.482(b)(3). 

• If the County donates the property to a non-profit organization that is 
purposed to supply low-moderate income housing, the property is 
rehabilitated with non-CDBG funds, and occupied by low-moderate 
income persons, the rental/sale proceeds is not considered program 
income and may be kept by the non-profit organization to further 
supply low-moderate income housing. The property maintains the 
CDBG identity. 

• If the County donates the property to a non-profit organization that is 
purposed to supply low-moderate income housing and the non-profit 
then sells/rents the property to a non-income qualified household, the 
proceeds are considered program income and must be returned to 
DEO’s CDBG program. The CDBG identity has then been removed. 

3. Rehabilitate the property utilizing funds other than CDBG Disaster funds and sell the 
property as low-income housing. Because the property has a CDBG identity, the 
rehabilitation must meet all the federal standards for housing. The property 
maintains the CDBG identity. 

4. The lot may be sold to a developer/homeowner to be used for redevelopment 
through the CDBG Single Family New Construction program. The lot must be 
located in the 500 year flood plain. 

• The property maintains the CDBG identity. Sale proceeds are not considered 
program income. 
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OVERVIEW 
This policy describes St Johns County’s construction standards for all housing programs 
utilizing CDBG-DR funding. 

PURPOSE 
The Construction and Rehabilitation Standards adopted by St Johns County for the 
Community Development Block Disaster Relief (CDBG-DR) Program shall apply to all housing 
projects assisted with CDBG-DR funds. The Construction and Rehabilitation Standards define 
a standard and code compliance level for the construction and rehabilitation necessary to 
correct health, safety and building code violations to achieve decent, safe and sanitary 
housing. All housing constructed or rehabilitated must meet all applicable local codes including 
International Existing Building Code and International Property Maintenance Codes, 
rehabilitation standards, ordinances and zoning ordinances at the time of the project 
completion. 

VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   02/05/2019 NA NA 

#2  09/26/2019 NA NA 

#3        

VERSION POLICY 
Version history is tracked in the table above, with notes regarding version changes. The date 
of each publication is also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect an addition or removal in a construction 
standard or change in a construction standard which may impact applicant eligibility change 
will result in the issuance of a new version 2.0, an increase in the primary version number. 
Future policy changes will result in additional revision and issuance of a new primary version 
number. 
Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 
Such changes would result in a version number such as 2.1, 2.2, etc.  

POLICY CHANGE CONTROL 
Policy review and changes for the St Johns County Housing Recovery Program are 
considered through a change control process. When construction standard additions or 
deletions occur or there are changes which may impact eligibility or functionality of the 
program, program staff will discuss potential changes with Program and Policy Review 
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Committee (“Review Committee”) for their review and consideration. These actions will require 
review and determination by the Review Committee. The issue will be discussed by the 
committee members at an internal committee meeting. Minor changes to construction 
specifications or the addition of language clarifying a construction method, types/quality of 
materials and related construction processes will be conducted upon review and approval by 
the Program Inspector, Housing Recovery Program Manager, and the CDBG-DR Program 
Manager 
The Review Committee will take a decision to approve the change, deny the change, or defer 
action on the request. If the change is approved, the Review Committee will communicate its 
decision to the Program Manager. The Program Manager disseminates the new policy in a 
communication via email to all program staff and instructs the Compliance Specialist to reflect 
the change in the next revision to written policies and procedures. If the Review Committee 
decides to deny a change, no further action is taken. If a change is deferred, the Review 
Committee will request additional supporting information as necessary and place the item on 
the agenda for consideration at the next meeting 
The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Housing Program Supervisor, CDBG-DR Grant Administrator 
(who will be the Vice Chair), and the CDBG-DR Project Specialist. The Review Committee will 
provide recommendations to the Chair (Disaster Recovery Director) for final approval. The 
Review Committee has authority to review and approve policy changes, render decisions on 
individual case appeals, and review waiver requests to the existing program cap to be 
submitted to the Florida Department of Economic Opportunity (DEO) for review and 
consideration. 

POLICY 
Housing that is rehabilitated or reconstructed under the CDBG-DR Program will include the 
U.S. Department of Housing and Urban Development (HUD) required Green Build  standards, 
elevation standards for reconstruction, repair of substantial damage, or substantial 
improvement, and Resilient Home Construction Standard when feasible. Moreover, 
rehabilitation scopes must meet the Housing Quality Standards (HQS) as defined in 24 Code 
of Federal Regulations (CFR) §982.401, correction of code violations and storm damage 
related repairs. The inspections will identify what the repairs fall under (green build, resiliency, 
HQS, code violation, or flood-related). All deficiencies identified in the final inspection must be 
corrected before final payment is released to contractor. All products and materials must be 
new, in good condition and of standard, builder grade quality. Any damage to products and 
materials in shipment to the project site must be replaced at the contractor’s expense. To 
minimize additional costs and potential issues for the program, homeowner will not be allowed 
to pay the difference for a higher quality material and any additional labor required for installing 
the up-graded material. 

DEFINITIONS 
Rehabilitation is defined as non-emergency repair or renovation of a limited specified area or 
portion of a housing structure. Rehabilitation shall also be defined as bringing rehabilitated 
portions of properties into compliance with local building codes, and the entire structure into 
compliance with HUD Minimum Property Standards (MPS) (or applicable Building Code being 
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enforced) and HQS, including compliance with Section 31 of the Federal Fire Prevention 
Control Act of 1974 and local building codes and standards. 
Rehabilitation shall be limited to “stick-built” structures that have been deemed feasible for 
rehabilitation and manufactured housing unit with less than $5,000 in repairs for manufactured 
housing units (MHU) constructed after 1994. MHUs constructed after 1994 are not eligible for 
rehabilitation. 
Replacement is the demolition and removal of MHU followed by the replacement of a new, 
standard manufactured housing unit on the same lot, and in the same footprint as the original 
unit when feasible. 
Elevation applies to new construction, repair of substantial damage, or substantial 
improvement of structures located in an area delineated as a flood hazard area or equivalent in 
the Federal Emergency Management Agency (FEMA) data source identified in 24 CFR 
55.2(b)(1). 
Reconstruction is defined as the demolition and rebuilding of a stick-built or MHU on the same 
lot in substantially the same footprint and manner. This activity also includes replacing an 
existing substandard MHU with a new or standard MHU or stick-built/modular housing unit. 
The number of units on the lot may not increase, and the total square footage of the original, 
principal residence structure to be reconstructed may not be substantially exceeded; however, 
the number of rooms in a unit may be increased or decreased. 

REPAIRS PERMITTED 
This program does not pay for like for like replacement. This program will offer standard, basic, 
readily available amenities to make a home decent, safe, and sanitary and all improvements 
will be assessed for compliance with HUD Section 8 Existing HQS, and local building codes. 
Luxury items, including but not limited to granite (or other high-end) countertops, hardwood 
floors, high-end appliances, stone flooring, garage door openers, security systems, swimming 
pools, fences, and television satellite dishes are not eligible under St Johns County CDBG-DR 
Housing Programs. 
All work required to address damages from impacts of Hurricane Matthew is eligible in order to 
remediate those damages and provide resilience to the structure against similar impacts from 
storm events in the future. 

SITE WORK 
Grading 
All grading adjacent to the building must keep water away from the foundation of the structure. 
Grading must promote positive drainage away from the home and away from any neighboring 
structures. 
Trees and Shrubbery 
Any trees or shrubbery which are dead, dying or hazardous will be removed. 

• Removal will include cutting close to the ground, grinding of the stump to 12 inches 
below the finished grade, installation of topsoil and re-seeding. 

Any trees or shrubbery damaged during construction will be replaced. 
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• Replacement trees and shrubs must be selected from the state-provided list of local, 
drought-resistant, and non-invasive plant materials. In placement of trees, attention 
should be paid to shading the house to reduce air conditioning costs. Also, trees should 
be located a sufficient distance from foundations, sidewalls, walkways, driveways, 
patios, and sidewalks in order to avoid future damage from root growth and branches 
brushing against the structure. Setbacks from structures should typically exceed half of 
the canopy diameter of a full-grown example of the species. 

Lawn 
Any damage to the lawn during construction must be addressed upon project completion. 

• Damaged or bare portion of the lawn will be reseeded with drought-resistant varieties 
such as Tall or Fine Fescue. Area to be reseeded must be aerated and watered 
thoroughly. 

• Damaged or bare portion of the lawn to be graded and finished with 1” deep sod on 
prepared ground. Fertilize and water to saturation. 

Outbuildings 
Any unsafe or structurally unsound outbuildings will be removed at the Owner’s approval, and 
the site of the structure graded and either reseeded or covered with sod. Replacement of 
outbuildings is not permitted under this program. 
Fencing 
Fencing will only be replaced where it is damaged during construction or is in substandard 
condition which poses a safety threat on the property. All fencing and gates will be constructed 
to comply with local code requirements for material and height. To the greatest extent possible 
fencing will be replaced to match the existing fencing. 
Wood fencing material shall be redwood or cedar of “Select” grade or better. Fencing should 
be constructed with posts set a minimum of two feet deep in concrete. Fencing should be 
installed in “good neighbor” fence style with all gates containing self-latching hardware. 
Steel tube with chain link fencing is permissible but should be kept under 3’ in height. Steel 
posts must be set a minimum of two feet deep in concrete. 
Walkways 
Where walkways are in substandard condition and pose a trip hazard, damaged or 
deteriorated components are to be repaired so as to match existing material to the greatest 
extent possible. Where a walkway needs to be reconstructed, it shall be replaced with concrete 
walkway. The walkway shall be dug out and have 2” of sand, or gravel fill beneath concrete, 
and 3.5” of concrete unless otherwise specified by code. Concrete shall have expansion joints 
at maximum of 6’ intervals and shall be light broom finished. 

EXTERIOR PORCHES 
Porches eligible for rehabilitation or replacement must be attached to the primary residence 
being rehabilitated. Deteriorated concrete porches will be repaired when possible. Unsafe 
wood porch components will be repaired with readily available materials to conform closely to 
historically accurate porches in the neighborhood. Porch repairs will be structurally sound, with 
smooth and even decking surfaces. Deteriorated wood structural components will be replaced 
with preservative-treated wood. Porches on building designated as historic will be rebuilt to 
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conform closely to historically accurate porches in the neighborhood. Decks on non-historic 
porches will be replaced with 5/4” preservative-treated decking. Replaced railings will meet 
code. Replaced wood structural components will be preservative-treated. 
Existing handrails will be structurally sound. Guard rails are required on any accessible area 
with a walking surface over 30" above the adjacent ground level. Sound railings may be 
repaired if it is possible to maintain the existing style. On historic structures railing repairs will 
be historically sensitive. Handrails will be present on one side of all interior and exterior steps 
or stairways with more than two risers and around porches or platforms over 30" above the 
adjacent ground level and will meet local codes. Handrails and guard rails will conform to the 
style of similar components in the neighborhood. On historic structures new railings will be 
historically sensitive. 
Steps, stairways, and porch decks will be structurally sound, reasonably level, with smooth and 
even surfaces. Repairs will match existing materials. In non-historic structures wood decking 
may be replaced with 5/4” X 6” preservative-treated material and new steps will be constructed 
from nominal 2” preservative-treated wood. Replacement of decks and steps will constructed 
in conformity with local historic requirements. 
Replacement of porch posts will include removal and disposal of existing posts and installation 
of 4" x 4" preservative-treated post on a 2"x 8"x 8" PTP plinth block. Damaged porch ceilings 
will be repaired when possible. Ceiling replacement will include either: 

• Covering the porch ceiling with 1/4" BCX plywood. Install cove molding at perimeter and 
2" wide batten strips at seams, or 

• Installation of tongue-and-groove stripping, blind nailed to joists to be primed and 
painted. 

FOUNDATION 
All foundations and slabs must be constructed according to local code. Site must be graded 
and ground immediately adjacent to the foundation for a distance of 10’ from the foundation 
must have a 5% slope. 
Excavation for footings or foundation walls shall extend below depth of soil subjected to 
seasonal or characteristic volume change to undisturbed soil that provides adequate bearing. 

Alternate Seasonal Wetting and Drying. This is especially important with expansive 
soils. If expansive soils exist, consult a geotechnical engineer to obtain required footing 
depth. 
Footing Depth. The footings shall be deep enough to provide required uplift capacity. 
(This value may need to be determined for high wind areas after the calculations 
needed to determine footing bearing have been completed.) 

Foundation Walls 
Footings and foundations shall be constructed of solid materials such as masonry or concrete. 
Foundation Requirements 
All exterior walls, marriage walls, marriage wall posts, columns, and piers must be supported 
on an acceptable foundation system that must be of sufficient design to support safely the 
loads imposed, as determined from the character of the soil. 
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Height Above Grade. Foundation walls shall extend at least 8" above the finished 
grade adjacent to the foundation at all points. 
Minimum Foundation Wall and Wall Footing Thickness. For masonry or concrete 
construction, the minimum foundation wall will be 6 inches. The minimum reinforced 
concrete footing thickness will be 6 inches or 1-1/2 times the length of the footing 
projection from the foundation wall, whichever is greater. 

Pier and Column Footing Requirements 
Footings for pier foundations shall be reinforced concrete and should be placed level on firm 
undisturbed soil of adequate bearing capacity and below the frost penetration depth. They can 
also be placed on engineered, compacted fill, approved by a licensed geotechnical engineer. 

Unusual Conditions. Where unusual conditions exist, the spacing of piers and pier 
size and the load bearing capacity of the soil shall be determined specifically for such 
conditions. 
Minimum Pier and Pier Footing Thickness. The minimum thickness for a pier is 8 
inches. The minimum thickness for pier footings is 8 inches or 1-1/2 times the length of 
the footing projection from the pier, whichever is greater. 

Footing Reinforcing (Horizontal) 
Reinforce footings when the projection on each side of the wall, pier, or column exceeds 2/3 of 
the footing thickness, or when required because of soil conditions. 
Masonry Piers and Walls 
All masonry piers and walls shall have mortared bed and head joints. 
Crawl Space Requirements 

Height Requirement. Ground level must be at least 18 inches below bottom of wood 
floor joists and 12 inches below bottom of chassis beam. Where it is necessary to 
provide access for maintenance and repair of mechanical equipment located in the 
under floor space, the ground level in the affected area shall not be less than 2 feet 
below wood floor joists. 
Interior vs. Exterior Ground Level. The interior ground level must be above the 
outside finish grade unless: 

1. Adequate gravity drainage to a positive out fall is provided, or 
2. The permeability of the soil and the location of the water table is such that 
water will not collect in the crawl space, or 
3. Drain tile and automatic sump pump system are provided. 

Openings. Locations of crawl space openings and ventilation openings should be on 
long foundation walls. Avoid any openings on short foundation walls. Sill plates or other 
structural members should not be randomly cut to accommodate openings. Continuity of 
structural members must be maintained. 

Slab 
Install a continuous 4" thick slab using a 3,000-psi mix. Make sure that the soil is uniformly and 
properly compacted, install a 4" bed of 3/4" clean (no fines) gravel on top of the soil, provide 
expansion joints around the inside perimeter of the foundation using standard isolation joint 
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material, and install 6-mil polyethylene sheet directly under the concrete to create a continuous 
vapor barrier ideally in one sheet but lapped 12" and taped at seams if seams are absolutely 
necessary. Install a 2 inch layer of gravel on top of the vapor barrier and place the concrete. 
Include plastic reinforcing fibers in the mix. Screed, float, and finish with a steel trowel to a 
smooth surface that drains water to any existing drains, and strike control joints in the wet 
concrete at 8" intervals. 

ELEVATIONS 
All elevations must be conducted utilizing a post or column elevation construction method so 
as to provide the least amount of displacement of potential flood waters. FEMA guidance on 
elevated residential structures should be taken into consideration a described in the FEMA 54 
Elevated Residential Structure document. All elevations must be conducted in accordance with 
local code with the contractor responsible for all necessary permitting and inspections. The 
physical elevation of a structure can only occur by a certified contractor experienced in 
physically elevating residential structures. The site must be cordoned off and all necessary 
safety precautions taken and adhered to during the elevation of the property. 

STRUCTURAL WALLS 
All existing walls must be free of significant bowing, pest/rot damage, structural deficiencies 
and must be constructed according to local code. Structural framing and masonry will be free 
from visible deterioration, rot, or serious termite damage, and be adequately sized for current 
loads. Prior to rehab, all sagging floor joists or rafters will be visually inspected, and significant 
structural damage and its cause will be corrected. New structural walls shall be installed on 
12", 16"or 24" modules, or as required by structural conditions and local code. All exterior walls 
that are part of the building envelope (the air barrier and thermal barrier separating the 
conditioned space from the non-conditioned space) will be insulated with a minimum R-13 
insulation and sheathed to code. Replacement or repair to structural components of any 
structural, load bearing wall shall only take place with appropriate temporary supports in place, 
as needed to ensure safety and to prevent damage to the structure, before work on the 
structural components begins. 

DOORS AND WINDOWS 
Exterior Doors 
Front entry doors shall be 1¾” pre-hung solid core insulated (metal or fiberglass) or foam core, 
such as Simpson or Stanley, and shall include a new threshold, weather-strip and hardware, 
including new lockset and single-throw deadbolt, wide angle peephole and hung on three 
brass finished steel butt hinges. When two or more locksets are installed, they are to be keyed 
alike. All strike plates will be secured with at least a properly pre-drilled 3” screw. 
All exterior doors and doors into garage shall include new weather-stripping and threshold. All 
weather-stripping must be good quality and durable (not self-adhesive). Doors between 
attached garages or carports and living areas shall be a minimum 1 3/8” solid wood core, flush 
type, with self-closing and self-latching hardware 
Where pre-hung doors are to be installed, remove the existing door, jamb and casework 
completely to framing. Install new pre-hung door unit of maximum standard size allowed by 
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framing. Provide trim and hardware. Patch to previous condition all plaster and like finishes 
around door frame. 
Where applicable, remove the door sill and install an oak or aluminum sill properly anchored to 
the door frame. Refit the bottom of the door to the door sill. Weather-strip bottom of door with 
interlock or vinyl insert door sweep. Weather-stripping shall be metal with rubber insert Jamb-
up Tite type or written approved equal, applied snug up to the door. No paint is allowed on 
weather-stripping. If called for in work write-up, contractor shall install necessary weather-
stripping at sides and top of door to form a tight seal with door closed. 
For new doors in existing openings, repair frame and fill all holes and irregularities in 
casework. Relocate hinges to previously unused section of jamb. Mortise hinges into door and 
jamb per manufacturer’s recommendation, provide all hardware. 
Garage Doors 
Garage doors should be of a quality of Wayne Dalton Door System, Line Specialty Vinyl, or 
approved equal. Garage door are to be white in color. Door sized to match existing garage 
door or existing opening. Installation includes overhead track, hardware, door, and installation. 
Crawl Space Door 
Install a 3/4" CDX grade plywood access door in a 2"x 4" preservative-treated frame. Provide 
galvanized iron hinges and hasp. 
Interior Doors 
Interior doors should be free of holes and cracks and should be able to swing easily and fully 
close and lock if a lock set is present. 
Interior doors should, at a minimum, be a hollow-core, pressed-wood product consistent with 
the style of existing doors including a bedroom lock set. 
Door stops shall be solid metal base installed where appropriate. Install solid metal hinge 
mounted doorstops if base mounted type is not appropriate. 
Windows 
All windows designed and intended to open must function accordingly. Windows intended to 
open must operate properly, remain in an open position when placed there, lock when closed 
and the open section will be covered with a screen. Windows cannot contain missing panes or 
panes with cracks. Cracked panes should be re-glazed when possible. Re-glazing must 
include double strength glass. Missing or damaged sash locks or sash cords must be replaced 
with sash cords being nylon reinforced cotton or metal chain. Windows will be replaced when 
the following conditions exist: 

• The window is a single pane, or non-insulated aluminum or wood frames exist, will be 
always be replaced. 

• The windows do not operate with normal effort or do not lock and cannot be fixed cost 
effectively (50% less than the cost of replacement) in the estimation of the Inspector. 
Windows requiring repairs which a less that 50% of the cost of replacement may be 
replaced if the existing window does not meet ENERGY STAR standards or rating. 

• Damaged windows or widows with damaged framing which cannot be fixed cost 
effectively. 

• Windows which show evidence of being submerged by flood water. 
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Windows will be replaced with vinyl clad, gas-filled, low E, pre-glazed, ENERGY STAR rated 
windows with screens. Windows must open and close easily and be capable of locking. 
Windows with components that do not open (fixed windows) do not require screens. 
Missing or broken screen must be replaced 
Fixed windows will only be replaced when the framing is damaged to the extent that repair is 
not feasible. 
Replacement of windows will include, removal of sashes, jambs, interior and exterior moldings. 
Provision of all fillers and shims as required to accommodate window. Reframing of opening 
and installation of window, jamb and casing per manufacturer’s recommendation. Repair 
exterior siding and interior wall. Install interior casing trim consistent with interior trim. All glass 
doors and windows will be tempered glass where required by code. 
Sliding Glass Doors 
Sliding glass doors must open and close easily, lock securely, contain no broken glass, be 
securely installed and must be less than 25 years of age. Glass doors with damaged tracks, 
locking mechanisms and/or rolling mechanisms will be repaired when possible otherwise 
sliding doors will be replaced. 
Sliding doors will be replaced with vinyl clad or anodized aluminum finish, gas-filled, low E, 
pre-glazed, ENERGY STAR rated windows with screens. The glass door must open and close 
easily and include a functioning locking system. 
Replacement of windows will include removal of the glass door components, tracks and 
framing, jambs, interior and exterior moldings. Provision of all fillers and shims as required. 
Reframing of opening and installation of sliding glass door, jamb and casing per 
manufacturer’s recommendation. Repair exterior siding and interior wall. Install interior casing 
trim consistent with interior trim. All glass doors and windows will be tempered glass where 
required by code. 
All new sliding glass doors will include aluminum framed screens. 
Storm Doors 
Replacement exterior doors shall include storm doors. Aluminum storm doors shall be a 
combination storm and screen door with complete hardware package (door sweep hinges, 
closer, locksets, etc.). Door(s) shall be hinged to suit convenience of the Owner (avoid 
interference of handles of new storm doors) and existing exterior door(s). Door shall be 
minimum 1-1/4” thick and white in color. 
Glass Block 
Glass block can only be used to replaced damaged basement windows which did not function 
as a fire escape. Glass block must be 4" thick glass block to be installed in opening, per 
manufacturer's specs, tool joints, install expansion spacers around perimeter and mortar to 
existing foundation or framing. Trim exterior and interior to match existing. 

ROOFING 
Roofing must contain all necessary and appropriate flashing, fascia, roofing material, vents 
and structural components. The county will not “roof over” an existing roof. 
Repairs 
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Rafters – Any damaged rafters will require sistering of a 2”x 8” support beam using a 
triangulated nailing pattern and cement coated nails, 8" on center. Rafters requiring 
replacement will be replaced with a 2”x8” pine rafter, crown up, from ridge board to 
fascia. 
Shingled Roof – Missing, leaking or damaged shingles and flashing will be repaired on 
an otherwise functional roof unless otherwise called for by the inspector. Areas to be 
repaired will be inspected to identify the extent of the damaged area which may not be 
visible upon exterior inspection. Additional inspection will be conducted as roofing 
material is removed the ensure all damage is being addressed. Damaged shingles will 
be replaced with 220 lb. fiberglass asphalt, 3-tab shingle with a 25 yr. warranty. No 
more than two layers of roofing material is permitted for repairs. If repairs result in more 
than two layers then the roof should be removed down to sheathing for replacement. 
Roof sheathing will be inspected to ensure its effectiveness, durability and remaining life 
before new roofing materials will be installed. 
Sealed Roof – Cut out and repair damaged areas. Hot mop roof with 1-1/2 pounds of 
asphalt per square foot. 

Reconstruction  
Demolition – Remove and dispose of all roofing & defective sheathing and framing. 
Frame – Frame roof structure to match existing pitch with pre-engineered trusses or 
rafters sized to local code. Install 3/8" plywood deck with clips 2' on center, nailed 6" on 
center or as code requires. 
Shingles – Install appropriate ridge vent and sheathing using pine board or CDX 
plywood of matching thickness a local code requires. Staple 15 lb. felt and install 
preformed white aluminum, drip edge, and vent pipe boots. Provide ice barrier 
underlayment at eaves and extend 24” inside exterior wall line. Install 220 lb. fiberglass 
asphalt, 3 tab shingle with a 25 yr. warranty. Replace all flashing. Install shingle-over 
ridge vent. Materials may be adjusted according to local code. 
Sealed – Determine warm or cold roof construction. Replace damaged decking or install 
new decking of 3/8” plywood or Oriented Strand Board (OSB) or as code requires. 
Install insulation, vapor barrier, additional sheathing or other barriers, depending on a 
warm or cold roof installation, per manufacturer’s direction. Seal with 3-ply, hot-built up 
or Ethylene Propylene Diene Terpolymer (EPDM) per manufacturers instruction. 

Chimney 
Roof replacement that includes and unused chimney will result in the removal of the chimney. 
Unused chimneys will be removed to below the roof line wherever roofing is replaced. 
Unsound chimneys will be repaired or removed. When chimneys must be used for combustion 
ventilation, they will be relined. 

Chimney Repoint – Repair chimney above roof area by cutting out mortar at least 1/2", 
removing all loose material, and re-pointing using Portland cement mortar. Saturate 
joints with water before applying mortar. Match color as closely as possible. Replace all 
missing and defective materials with matching materials. Clean mortar and  other 
debris from adjoining surfaces and gutter. 
Chimney Cap – Replace chimney cap with a 2'x2' precast, concrete cap cemented in 
place or as required by code. 
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Rebuild – Tear down chimney to below lowest point on roof. Rebuild chimney using 
new 4" thick solid bricks without cored holes. Color of brick to match existing as close as 
possible. Chimney to a height required by the Building Code. Install roof flashing, 
chimney cap and terra cotta flue liner. 

Soffit 
Soffit material on all horizontal edges of roof shall be vented unless otherwise noted. Where 
existing soffit material is unbroken, provide ventilation openings as required by code between 
rafters. Soffit material on rake edges shall be solid. One square foot of free venting must be 
supplied for every square foot  of area directly under the roof if there is no soffit venting or as 
code requires. 1 square foot of free venting must be supplied for every 300 square feet of area 
directly under the roof if 20% of the venting is soffit vents and if the living space ceiling directly 
below the roof has a rating of one perm or less. 
Fascia 
Where fascia is deteriorated, replace with dimensional lumber of same width and minimum ¾” 
thickness or 3/8” hardboard over 2X sub-fascia. Deteriorated rafter tails shall be sistered with 
2x stock to provide sound nailing surface. 
Gutters and Downspouts 
All gutters and downspouts must function properly without leaks and collect all water from 
lower roof edges or drains. They must drain water at least 24” from the base of the structure. 
Gutters must be constructed of 5”, seamless aluminum to be white in color. A splash block 
must be installed along gutters where downspouts feed into those gutters. Downspouts must 
be 5”, seamless, white aluminum with secure straps at least 3’ on center. Downspouts must 
contain extensions which drain water at least 24” from the base of the structure. 

EXTERIOR FINISHES 
Exterior finishes which include material containing asbestos will be removed and disposed of in 
accordance with local environmental removal, handling and disposal requirements. Where 
state or local regulations do not provide guidance US EPA standards will be utilized. 
All exterior finishes must be free of damage, rot, termite or pest infestation, significant 
weathering/deterioration and must be present over the entirety of the exterior of the structure. 
Exterior finishes must effectively protect a structure from weather elements and animal or pest 
entry into the structure. 
Painted surfaces must be free of chipping and peeling paint. All exterior lead based paint must 
be removed and disposed of in accordance with local environmental removal, handling and 
disposal requirements. Where state or local regulations do not provide guidance US EPA 
standards will be utilized. 
Repairs 

Stucco – For Historic homes, use the State Historic Preservation Office (SHPO) or local 
historic association guidelines for repair. Use an experienced, professional stucco 
repairer. Remove damaged stucco and wire, attach new wire to patch area and apply 
scratch, brown and color coats. Feather patch into the surrounding surface. Match 
existing color as closely as possible. Repairs should be in accordance to stucco type. 
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Cement Shingle – Replace all damaged and missing cement shingles with fiberglass-
cement shingles with matching edge detail. Use galvanized 6d nails and caulk all seams 
at openings and trim. 
Clapboard – Remove damaged siding to the joint over nearest stud. Apply matching 
pine siding to walls with galvanized nails. Break all seams over studs. Prime ready for 
top coat. 
Cedar Shingle – Remove damaged and deteriorated shingles. Install 18" #1 cedar 
shingles with an 8" exposure using aluminum or galvanized nails. 
Masonry and Veneer – Repair, repoint and clean all masonry and stone in compliance 
to Masonry Trade Standards and Brick Industry Association recommendations. 
Vinyl Siding – Always check for hazardous materials. Locate and repair cause of siding 
damage. Repair in accordance with industry standards best practices. Replacement 
siding must meet size and color or existing siding. Replacement of siding must 
accommodate positive drainage to exterior for moisture entering or condensation within 
panel system. Check for warranty coverage. 
Trim – Any damaged, rotting, or missing trim must be replaced with dimensional pine 
stock. Wrap all exposed trim with vinyl, including required starter pieces. 

Exterior Wall Finish Replacement 
Where exterior wall finishes are in such poor condition as to require complete replacement, as 
determined by the inspector, wall finishing will be involve the installation of new low-
maintenance vinyl siding. 
The system must accommodate positive drainage to exterior for moisture entering or 
condensation within panel system. Hang vinyl clapboard siding including all cornice, corner, 
door and window trim after replacing all deteriorated exterior building components. Wrap home 
with Tyvek vapor/ infiltration barrier and apply Owner's choice of siding color, exposure, and 
texture with 50-year warranty. All installation must comply with manufacturers written 
installation instructions. 
Exterior Trim 
Low-maintenance trim materials such as vinyl, cellular PVC, or pre-finished cement boards. All 
exterior wood trim shall be solid wood free from knots, defects and warpage. 
Paints, Stains Varnishes 
Use Low-VOC paints, stains and varnishes use water as a carrier instead of petroleum-based 
solvents to reduce the levels of harmful emissions and presence of heavy metals and 
formaldehyde. Paint shall be delivered to the site in original containers labeled by the 
manufacturer, with seals unbroken. 
If the exterior is stained wood, the finish shall be a solid-body stain, not the transparent or 
semitransparent type. 

• Exterior Siding: 2 coats solid-body stain over pre-primed siding 
• Exterior Trim: 1 coat primer, two coats semi-gloss paint 

INSULATION AND VENTILATION 
Air Sealing 
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Seal all accessible cracks, gaps and holes in the building envelope (the barrier between the 
indoor conditioned space and the outside) with low-VOC caulk (if <1/4") or expanding foam (if 
> 1/4"). Seal all top plate and bottom plate penetrations. If the foundation masonry wall is open 
core concrete block seal the tops of the block with expanding foam. Seal all penetrations 
created by plumbing, gas lines, electrical boxes, and outlets. Seal large accessible gaps 
around windows between house framing and window frame - use special care on large sliding 
glass doors and vinyl-framed windows: do not use expansive foam on these. Take care to seal 
all joints without excess sealant. Seal any gaps in the building envelope adjacent to flues with 
carefully cut to fit sheet metal that is securely fastened to framing sealing all seams and gaps 
with fire rated caulk. Seal recessed light fixtures in ceilings that are part of the building 
envelope and are not rated for insulation contact with an airtight box made of drywall sealed to 
the ceiling. Seal IC rated recessed fixtures with caulk. Seal any entries to attic space using 
weather-stripping on attic doors or hatches. Air sealing must be done prior to the installation of 
insulation. 
Insulation 

Wall Insulation, Fiberglass BATT – Fiberglass wall insulation must be a minimum of 
R-13, or appropriate R-value for the climatic zone as per Energy Star for homes, Batt, 3-
1/2" thick insulation. Staple insulation to studs per manufacturer's specifications. Ensure 
insulation fills all gaps with wall cavities. 
Wall Insulation, Dense Pack Cellulose – After Air Sealing drill 2 1/8" to 2 9/16" access 
holes for each stud cavity in the areas specified in interior or exterior locations. Install 
blow in borax treated (no ammonium sulfate permitted), cellulose insulation per 
manufacturer's specifications and dense-packed into all specified wall cavities to a 
minimum density of 3.5 lbs. per Cubic Foot for the entire cavity. Check each stud cavity 
for blocking and other obstructions prior to blowing. Carefully seal all drilled holes with 
wood or foam plugs and patch all holes to match surrounding materials if the surface is 
exposed. 
Wall Insulation, Damp-Spray Cellulose – After all mechanical systems, including but 
not limited to ductwork, plumbing, and wiring, has been installed and after air sealing 
install a damp-spray cellulose product at a density of 3.25 Pounds per Cubic Foot that 
conforms to the Consumer Product Safety Commission's 16 CFR Part 1209. Protect 
electrical boxes, ductwork outlets and other components in the wall whose performance 
would be compromised by the application of the cellulose. The installation shall 
completely fill the specified cavities of the building envelope without voids. After 
spraying the cellulose will be scrubbed off of the face of the interior side of the framing 
so that the surface of the installed cellulose is flush with the framing, and so that the 
finished wall surface may be installed directly on the face of the framing without 
obstruction. The worksite shall be cleaned to remove overspray and scrubbed cellulose. 
The installation shall be allowed to cure to the manufacturer's requirements prior to the 
installation of a wall finish. 
Ceiling Insulation, Fiberglass BATT – Fiberglass ceiling insulation must be a 
minimum of R-30 BATT type insulation. Loose lay 12" thick R-30, or appropriate R-value 
for the climatic zone as per Energy Star for homes, unfaced fiberglass batts between 
the ceiling joists carefully fitting the fiberglass around obstructions such as wires, pipes 
ductwork and building components to ensure a consistent and continuous R30 or 
climatic zone appropriate rating. 
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Attic Cellulose – After Air Sealing install blow in borax treated (no ammonium sulfate 
permitted), cellulose insulation per manufacturer's specifications to R-30 or appropriate 
R-value for the climatic zone as per Energy Star for homes. Maintain ventilation routes 
from soffit and other vents with baffles. Replace all material removed or cut to gain 
access to match existing materials. Note: If access to attic is via a fixed staircase 
insulate stairs to attic, landing & interior stairwell walls as part of this item dense-
packing the cellulose into closed floor, stair, and wall cavities to a minimum density of 
3.5 lbs. per Cubic Foot. If access is via a hatch insulate the hatch with 3" of reflective 
foil-faced polyisocyanurate foam and seal edges with compatible foil tape. If access is 
via a fold down stair insulate the stair with an airtight 2" thick reflective foil-faced 
polyisocyanurate foam box with seams and seal the edges with a compatible foil tape. 
Crawl Space – Lay 6 mil poly vapor barrier on ground in crawl space and 6" up 
foundation walls. Overlap seams by 2' and secure with duct tape. Install a 6-mil poly 
vapor barrier on ground in crawl space and up foundation walls to the top of the 
masonry leaving an inspection gap of 3 inches between the lowest wood component 
and the plastic. Fasten the plastic to the masonry wall with mechanical fasteners and 
large washers and seal the plastic to the masonry with Low-VOC caulking rated to 
adhere plastic. Overlap seams in the plastic by 2 feet and seal the seams with 
fiberglass mesh tape and mastic. The end product will provide a water and air tight seal 
between the interior of the crawl space and the walls and floor of the crawl space and all 
penetrations including, but not limited to those created by plumbing, electrical and 
Heating, Ventilation, and Air Conditioning (HVAC) equipment, will be sealed tight. After 
the plastic vapor barrier has been inspected and approved by the Housing 
Rehabilitation Specialist responsible for this property, install a minimum R13 of foam 
board on the outside walls of the crawl space sealing the seams between the boards 
with foil tape. The layer of foam board shall be complete without voids and any gaps 
shall be sealed with polyurethane foam sealant. 
Domestic Water Supply Insulation – Insulate exposed hot and cold water mains with 
closed cell polyethylene slip-on pipe insulation, sized to fit the pipe's diameter. Seal 
seams with either 5-mil Pipe Insulation sealing tape or Closure Clips designed for pipe 
insulation placed every 4 inches. Seal all butt joints between sections of pipe with 5-mil 
Pipe Insulation sealing tape. Neatly miter all angled junctions. 
Duct Insulation – Wrap ducts/pipes with 1-1/2" foil scrim R-4 fiberglass insulation. 
Secure and seal all seams with duct tape. 
Rim Joist Insulation, Fiberglass – After Air Sealing is complete, staple R19 fiberglass 
batts with Kraft faced backing to the interior of the rim joist at the entire perimeter of the 
basement and/or crawl space exterior walls. Installation will extend from the subfloor for 
the first floor to the top of the foundation wall. The batts will be neatly cut to fit precisely 
with no compression of the fiberglass fibers, and cut to fit neatly around wires, pipes 
and other components that interfere. 
Rim Joist Insulation, Foam – After cleaning the area thoroughly, apply expanding 
foam to the rim joist at the entire perimeter of the basement and/or crawl space exterior 
walls. Install to R 19 at a minimum. Use a foam product that meets International 
Residential Code (IRC). Insulate from the subfloor for the first floor to the top of the 
foundation wall and seal all penetrations and the top of the foundation. Seal all openings 
within the area of the rim joist created by plumbing, gas lines, electrical boxes, or any 
other penetrations. 
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Rim Joist Insulation, Foam Board – After Air Sealing is complete, carefully install 
three layers of 1-inch foam board along the entire perimeter of the exterior of the 
building at the rim joist. Cut and carefully friction fit the boards between joists 
perpendicular to the rim joist. Fasten the straight runs of rim joist with construction-
grade polyurethane adhesive and tack in place with mechanical fasteners. Seal all 
seams between foam boards with aluminum foil or white foil tape. Seal the edges of the 
foam boards to all adjoining flooring, joists, masonry, and sill plates with a low-VOC 
caulk. Trim and fit foam boards around penetrations through the rim joist and seal with 
caulk as stated above. 
Kitchen Ventilation – All kitchens must have mechanical ventilation operating at a 
maximum of 20 Sones and producing a minimum of 150 CFM after accounting for 
ducting losses. All ductwork will be heavy gauge galvanized metal, air tight with mastic-
sealed seams (no duct tape). It is preferred that mechanical ventilation exit at side walls 
and not at the soffit to minimize the potential for ice damming. 

ELECTRICAL 
Any exposed knob and tube wiring will be removed and if necessary rewired according to 
current National Electric Code and in conformity with current local electrical code. Every room 
will have a minimum of two duplex receptacles, placed on separate walls and one light fixture 
or receptacle switched at each room entrance. Basements will have a minimum of three 
keyless bare bulb fixtures switched at the top of the stairs. All light switches are to be ivory or 
beige in color (choice by homeowner) with switch plate to match in color. 
Hazards 
All switch, receptacle, and junction boxes will have appropriate cover plates. Cover plates 
cannot be damaged and must fully cover the associated hole. Wiring will be free from hazard, 
and all circuits will be properly protected at the panel. Floor receptacles will be removed, and a 
metal cover plate installed. All exposed wiring must be addressed and properly secured. 
Existing wiring and equipment shall be in proper operating condition; free of taped splices, 
loose connections, missing insulation, short circuits, or unapproved grounds. Service 
conductors shall not be frayed, worn or bare. 
Fixtures 
All light fixture must contain light covers. Only light fixtures in basements or attics not intended 
as or functioning as living spaces may contain light fixtures with exposed builds. All damaged 
or loose light fixtures must be replaced. Damaged ceiling fans may be replaced with ENERGY 
STAR rated lighted ceiling fan. 
Receptacles 
Bedrooms receptacles will be protected by an Arc Fault breaker. New or replacement 
receptacles will be ivory or beige (determined by homeowner), duplex receptacles with ivory or 
beige cover plates to match receptacle. Where the source wiring circuit is accessible 
receptacles must be grounded. All outlets in bathrooms, kitchen “wet areas” or other “wet 
areas” of the house must be Ground-Fault Circuit Interrupter (GFCI) outlets. 

Washer – Install a flush or surface mounted duplex outlet for a washing machine on a 
separate 20-amp circuit using #12 copper NM cable. 

 Dryer – Install 220 volt, 30 amp, surface mounted receptacle on an individual circuit. 
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Outdoor receptacles – All outdoor receptacles must be weatherproof, 15-amp, ground 
fault protected, surface mounted receptacles. 

Electric Panel 
All residential electrical services will be 200-amp service, with main disconnect, 110/220-volt, 
24-circuit panel board, meter socket, weather head, service cable, and ground rod and cable. 
Seal exterior service penetrations to maintain a waterproof building envelope. There must be 
one electrical receptacle at the service panel. Electrical panels located in basements should be 
elevated to the first floor of the residence as a flood resiliency consideration. Panels must be 
installed per code with all required permitting being secured. 

PLUMBING 
All existing equipment will be repaired to conform to the HQS. All service, distribution and 
return pipe, connectors, and accessories for Kitchen and Bathroom fixtures and heating 
systems shall function properly, shall not leak and shall be properly insulated. The main shut-
off valve must be operable and completely stop the flow of water to the house. All fixtures must 
be leak-free and deliver sufficient cold water and, where applicable, hot water. 
System including sewers shall operate free of fouling and clogging and not have cross 
connections which permit contamination of water supply or back siphonage between fixtures. 
Waste lines shall be tied-in to an approved sewer system. Any part of the dwelling which must 
be changed or replaced shall be left in a safe structural condition in accordance with applicable 
codes. 
Water Heater 
Each housing unit will have a working water heater less than 3 years old with a maximum 
capacity of 40 gallons if it is gas-fired. 

Gas – Gas water heaters more than 3 years old may be repaired if it is clear that a 
repair will make it operable. Gas water heater replacement will include disposal of water 
heater in legal dump. Installation of a 4- gallon, glass lined, high recovery, insulated to 
R-7, gas water heater with a 10-year warranty. Include pressure and temperature relief 
valve, discharge tube to within 6" of floor or to outside of structure, vent, thimble, and 
gas piping from shut-off valve to fixture. Dispose of old water heater in code legal dump. 
Electric – All electric water heaters will be replaced gas-fired systems when possible. 
Electric water heater replacement will include disposal of water heater in legal dump. 
Installation of a 40-gallon, low profile, high recovery, glass lined, insulated to R-7, 
double element, electric water heater with 10-year warranty. Include pressure and 
temperature relief valve, discharge tube to within 6" of floor or to outside of structure, 
shut-off valve and electric supply. 
Tankless/On Demand Water Heaters – Use ENERGY STAR-qualified tankless water 
heaters are permitted to conserve heating time and energy use if practical. The device 
should have a variable-set thermostat and be appropriately sized. 

Fixtures 
All plumbing fixtures must adhere to the following specifications: 

• Toilets 1.28 gpf 
• Showerheads – 2.0 gpm 
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• Kitchen faucets – 2.0 gpm 
• Bathroom faucets 1.5 gpm 
• All tubs are to be “Americast” or equivalent. 
• All fixtures shall match existing fixture, when appropriate. 
• All faucet/valves will be handicapped designated when necessary. 
• All tubs/showers have anti-scaled guards. 
• Kitchen sinks shall be 20 gauge stainless steel, double bowl with a minimum depth of 8 

inches. 
• Shower pans should be Floorstone where possible or similar grade to resist puncture. 
• All supply pipes will be either copper or Pex line, NO Flowguard, Polybutylene, PVC or 

other. 
Faucet Sets 

Kitchen Faucet – Faucet center sets shall be single or double control, as noted in bid 
sheet, and shall be chrome-plated Moen, American Standard or equivalent in quality 
and design. Kitchen faucet sets shall be equipped with a spray attachment. Kitchen 
faucets must be water conserving fixtures (2.0 gpm). Tub/shower faucet center sets 
shall be single control, as noted in bid sheet, and shall be chrome-plated Moen, 
American Standard or equivalent in quality and design. Bathtub/shower facets must be 
water conserving fixture (1.5 gpm). 
Shower/tub – Walk-in showers shall have a delta single handle temperature/pressure 
regulated faucet with a hand held shower spray on a slide bar. Showerheads must be 
water conserving fixtures (2.0 gpm). 
Laundry – Faucet sets, over laundry trays, shall be standard double control with spout 
and connections for washer hoses. Wall or deck mount shall be noted on bid sheet. 
Washing machine connections shall be equipped with shut-off valves installed per the 
currently adopted International Plumbing Code. 

Toilets 
Toilets shall include new seat with lid, wax seal, flange bolts, stop valve and water supply line 
and shall be Toto, Kohler, or American Standard or equivalent in quality and design. Toilets 
shall be Grade A in quality and low water capacity type (1.6 gallon) and at 1.28 gpf. 

CLIMATE CONTROL 
Inspect all HVAC systems for leaks, thermostat function, filters, structural soundness, 
deterioration, clearances, ventilation, corrosion etc. Check all boilers for safety devices. 
The distribution system shall be appropriate for the type of heating equipment to which it is 
connected. Install in accordance with manufacturer’s printed installation instructions. 
The replacement heating equipment shall be a proper fit in size to any other existing portions 
of the system, i.e. fuel lines carrying the appropriate quantity, type, and pressure of fuel, 
distribution and return systems carrying the appropriate cfm’s to each location, air conditioning 
equipment rated to match the furnace, properly sized electrical circuits and equipment, etc. 
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Where the other equipment is improperly sized to fit the new equipment, it shall also be 
replaced or modified so that there is a proper fit. 
Furnaces 
All fuel burning heat units shall be vented through the roof or wall per manufacturer’s 
specification and building codes. Forced air furnaces placed in attics must be installed with 
required sized catwalk, light fixture, and the ability to have access to it. All fuel burning 
appliances will have combustion air supplied per code Maximum British Thermal Unit (BTU)gra 
output on furnaces shall be designed according to the heating/cooling needs of the structure 
and shall be at least 80% efficiency units. Contractor to inspect and repair/replace, as 
necessary, all components related to the furnace installation, including vent system, gas lines, 
framing, sheetrock, roof jacks, etc. Contractor shall specify brand name, model number, size, 
and efficiency of furnace. Contractor to patch/repair sheetrock and floors when converting from 
wall or floor furnace to forced air systems. Any removal of materials containing asbestos shall 
be performed by a certified contractor, including proper disposal. Furnaces shall also include 
simple, easy to use setback thermostat control. 

Forced Air – Install ENERGY STAR rated HVAC system of a quality and model type as 
defined by the inspector with temperature and humidity shut-offs to add fresh exterior air 
to the return plenum of the forced air HVAC system. Use 30-gauge rigid duct insulated 
with minimum R-6 vinyl or foil-faced duct insulation. The inlet should be carefully located 
on an outside wall to avoid the addition of contaminants or moisture into the return air 
system and must be placed a minimum of 10 feet away from sources of auto exhausts, 
clothes dryer exhaust, outside cooking facilities, laundry dryer vent, exhaust vent of 
heating units or bath and kitchen exhaust fan vents. 

Other heating systems such as wood burning stoves or similar systems will be replaced with a 
central, forced air HVAC system with all associated duct work and electrical upgrades and 
modifications included to safely accommodate the addition of the system. The HVAC system 
must provide service to all living spaces within the residence. Owners who refuse to have their 
existing alternative heating system replaced must have the system improved to meet all local 
code. 
Homes with no central climate control system such as homes utilizing window mounted A/C 
units, will be offered the installation of a central HVAC system with all associated duct work 
and electrical upgrades and modifications included to safely accommodate the addition of the 
system. 

INTERIOR WALLS 
Repair ceiling finishes to make surfaces smooth and uniform; free from any cracks, holes, 
loose joint tape, nail pops, indentations and loose and sagging drywall. Cut out cracks ¼” wide 
in a v-joint. Butterfly patches are acceptable on areas less than 2 square feet. Joint tape shall 
be used where repairs are needed at wallboard joints. Where holes or sagging drywall are 
present, the damaged drywall shall be replaced to the two nearest framing members, add 
backing to prevent future sag in sheetrock where practicable. Texture, prime and paint to 
match existing. 
Wallboard 
The cause of warped, damaged, discolored (water) or deteriorating ceilings, walls must be 
determined before the wall, ceiling is repaired. The problem that caused the wall, ceiling 
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damage must be repaired to ensure the problem does not reoccur in the same area or causes 
problems in another area of the wall, ceiling, or dwelling. Holes, cracks and deteriorated and 
un-keyed plaster will be repaired to match the surrounding surfaces. All visual surfaces will be 
stabilized to minimize lead paint hazards using premium vinyl acrylic paint. 
Gypsum board panels should be manufactured in the United States and labeled “made in the 
U.S.A.” with the manufacturers name and manufacturing site location, shall be provided. 

Ceiling – Use ½” (min) gypsum wall board or manufacturer’s recommendations shall be 
followed in specifying ceiling drywall adequate for supporting the weight of specified 
attic insulation. 
Interior Partitions – Use ½" (min.) gypsum wall board (“Drywall”) on all interior 
partitions unless otherwise required 
Wet/Moisture areas – Use ½" (min.) mold-resistant gypsum wall board, at bathrooms, 
kitchens, and wherever wall tile is indicated (except within tub or shower enclosures). 
Exterior Walls – Use ½" (min.) gypsum sheathing board panels at exterior walls and 
ceilings where required. Provide gypsum core wall panels with additives to enhance the 
water-resistance of the core; surfaced with water-repellant paper on front, back, and 
long edges. 

FLOORING 
All interior floors must be level, in generally good condition and free of excessive traffic wear 
and trip hazards. Carpeting is not permitted in bathrooms and must be removed and replaced 
with tile or vinyl flooring. Baseboards will be installed in all rooms intended and functioning as 
living spaces. 
Flooring style, material, color, and type will be determined by the Owner as is allowable under 
the estimated cost for materials and labor in the initial work write-up and as agreed upon by 
the contractor and Owner. 
All flooring material shall be environmentally preferable flooring and include Floorscore 
certification. Carpet products must meet the Carpet and Rug Institute’s Green Label or Green 
Label Plus Certification for carpet, pad, and adhesives. 
Prepare surfaces by cleaning, leveling and priming as required. Test adhesive for bond before 
general installation. Install base and accessories to minimize joints. Install base with joints as 
far from corners as practical. Inside corners of base must be coped. Clean, polish, and protect. 
Ceramic or Porcelain Tile 
Tiles will be sheeted ceramic or porcelain tiles whenever possible unless single tile installation 
does not significantly increase labor cost for installation. 
All tile must be provided as indicated in work write-up, as specified herein and as needed for a 
complete and proper installation. Use standard grade glazed ceramic or porcelain tile and 
accessories in colors and patterns selected by Owner. For floor tiles, used only tile designed 
for the application. 
Tiles on wood subfloor shall have ¼” fiber cement board (1/8” expansion gaps) over code 
compliant subfloor. All grout will be sealed as per manufactures instructions with mortar joints 
3/8” or less. All thresholds between dissimilar flooring types will be as low in profile as 
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possible, attractive in nature, and will be installed to hold up to wear and tear. Screw and glues 
will be used in lieu of nails where practicable. 

• Ceramic or porcelain tile shall not be high gloss slippery surfaces. 
• Deliver all unused ceramic tiles to Owner. 

Sheet Vinyl 
All sheet vinyl shall be single sheet whenever possible, no-wax type, and shall include proper 
preparation for floor surface prior to application of floor covering, per manufacturer’s 
specification. Lay sheet vinyl to provide as few seams as possible with economical use of 
materials. Match edges for color shading and pattern at seams in compliance with 
manufacturer’s recommendations. All cracks, holes and low spots in the underlayment shall be 
filled with approved filler and troweled to a smooth finish. All vinyl shall be installed wall to wall 
under most circumstances. 

• The minimum and maximum thickness of the wear layer of sheet vinyl shall be 12/20 
mils. 

• The minimum and maximum total thickness of the sheet vinyl shall be 65/80 mils. 
• The material selected must fall within the min/max limits in both categories. 
• Wearing surface shall be smooth and slight texture. 
• Seal as specified in manufacturer’s installation manual. No seams permitted in floors 

with a dimension less than the manufactured width of the material. 
On raised foundations with wood subfloor, the underlayment shall be a minimum 3/8” particle 
board or other approved underlayment. 
Carpet 
Work specified for carpet flooring covers furnishing, delivery and installation of wall to wall 
carpeting in areas noted with accessories such as edge strips and padding required for a 
complete installation. Submit duplicate swatches of sufficient size to show full range of colors 
of each type of carpet accompanied by respective material specifications. Color to be selected 
by Owner. Submit samples of carpet padding for selection by the Owner. 

• Do not seem perpendicular to a door opening within the width of the opening. 
• Extend carpet into adjoining closets. 
• Provide vinyl grip type edge where carpet adjoins other surface materials. 
• Deliver all unused carpet (pieces of 8 square feet or larger) to Owner. 
• Padding will be ½” 6 or 8 lbs. except in the installation of Berber carpet unless otherwise 

required by code. 
All floor material shall have manufacturer’s written guarantee of materials and workmanship for 
a period of 7 years. 
Alternate flooring may be acceptable depending on client need, cost of material, and subject to 
owner’s approval. 
Treads 
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All damaged or loose treads, or treads which do not conform to local code dimensions must be 
replaced. Replaced treads must remove damaged tread. Install nailers on each stringer for 
replacement tread. Install 5/4" pine stepping stock tread with glue and screw shank nails. 

BATHROOM 
All bathrooms must contain at a minimum one toilet and one sink with hot and cold running 
water. Each bathroom must have at least one GFCI outlet. At least one bathroom in each 
residence must have a shower/bathing facility which include a shower stall, bathtub, or a 
combo unit. All bathroom must have a window of not less than 3 square feet in size, one-half of 
which must be openable; or equipped with an artificial light and a mechanical ventilation 
system (fan) that exhausts to the outside or ventilated attic. All bathrooms must have a 
functioning back set, privacy lock set on all doors. 
Vanity counter tops in bathrooms shall be either prefabricated cultured marble units with 
preformed sink, marble units with sink holes, or Formica with china bowl sink. Alternate 
materials shall meet or exceed the quality specified above and be equivalent or less in cost. 
Alternate materials shall be approved by Owner. 
Bathrooms must contain a space for storage either as a vanity cabinet or as a wall mounted 
medicine cabinet. All bathrooms must contain a wall mounted mirror to be mounter per 
manufacturers recommendations. Any broken, cracked, or missing mirrors must be replaced. 
Showers/Tubs 

Tub Surround – Bathroom improvements can include the installation of a fiberglass or 
acrylic tub surround sized to fit the existing tub and shower space. Install a white 
fiberglass or acrylic, 3- or 5-piece, tub surround kit with a built-in soap dish. Caulk all 
joints with white, mildew resistant silicon caulk. Prepare substrate and attach panels 
using manufacturer's recommended adhesive and fasteners. All surrounds must be 
properly installed and sealed in accordance with the manufacturer’s directions. 
Replacement – A complete shower/tub enclosure repair/replacement shall include 
removal of existing wall coverings to stud wall, required structural repairs if any and 
installation of new material, as per work write-up. Type of finished for shower or tub wall 
surface material to be noted on work write-up. Ceramic tiles shall be standard 4” or 
6”with mortar-backing on shower and tub surrounds. When replacing or repairing tub 
and/or shower enclosures, use non-paper-faced backing materials such as cement 
board, fiber cement board or the equivalent. 
Tub replacement will include installation of a fiberglass tub and shower unit, sized to fit 
but no smaller than 60" x 30" x 72", complete with lever operated pop up drain and 
overflow, PVC waste, single lever shower diverter, shower rod and tub/shower faucet 
and a shower head with a maximum 2.0 GPM flow rate. (Note: exterior wall sections 
behind the tub shower unit must be completely air-sealed prior to installation). A 
complete shower/tub enclosure repair shall include new thermostatic pressure balance 
faucet set. If replacement of the shower pan is necessary, it shall be noted on the work 
write-up. Shower pans shall be molded fiberglass or other one-piece molded unit. All 
intersecting joints must be caulked. 
Shower stall replacement/installation will include the installation of 36" x 36" one-piece, 
fiberglass shower stall including PVC waste, molded base, metal two handle shower 
diverter, shower rod and shower head. 
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Use materials that have durable, cleanable surfaces. 
Tub End Wall 
Frame a 2" x 4", 30" wide partition at tub end for full ceiling height. Provide blocking for a 
showerhead fitting and a 2'x 2' access panel. Hang water resistant drywall, tape and finish with 
3 coats of compound. Use metal corner bead around access panel opening. Make stops for 
access panel and use four round- headed screws to install panel of 1/2" BCX plywood with 
smooth, sanded edges. 

KITCHEN 
Kitchens will have a minimum of 10 feet of countertop with base and wall cabinets (or 
dishwasher) to match. Existing cabinets with hardwood doors and face frames may be 
repaired if in good condition. All cabinets will be sound and cleanable. 
Counter tops shall be either Formica-type prefabricated units or ceramic tile, to be noted on bid 
sheet. Formica-type prefabricated units shall be manufactured from ¾” wood products with a 
glued-on plastic laminated finish, 4” coved backsplash. Also add a 4” end splash and/or cap as 
required. Alternate materials for counter top shall fall within cost range of above materials, and 
must be approved by the Project Manager and Owner. 
Appliances 
All appliances must be ENERGY STAR rated appliances and installed per manufacturers 
instruction. Eligible appliances for replacement include: 

• Electric Stove – Dispose of old stove. Install a white, black, or stainless steel, 30" wide 
electric stove including oven and electrical connections. 

• Gas Stove – Dispose of old stove. Install a white, black, or stainless steel, 30" wide, 
pilotless, gas stove including gas oven and electrical connections. 

• Refrigerator – Dispose of old refrigerator. Install an ENERGY STAR approved 2-door, 
top freezer, white, black, or stainless steel, frost free refrigerator with at least 17.5-cubic 
feet. Whirlpool or equivalent model. 

• Dishwasher – Provide and install a 24" white, black, or stainless steel, 2-cycle, built- in 
dishwasher including all alterations and connections to plumbing and electric system. 
Whirlpool or equivalent model. 
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CARPENTRY 
Cabinet Repair 
Repair base and hanging cabinets by re-hanging plumb and level and replacing missing 
hardware, doors and drawers. Securely refasten loose hardware. Clean all surfaces with heavy 
duty detergent. 
Interior Trim 
Trim both sides of interior door, including header, stops and casings. Use #2 grade pine or 
better with a minimum width of 3.5”. 
Kitchen/Bath Cabinets 
Unsafe, unsanitary, or nonfunctional cabinetry, shall be replaced. Verify access and clearance 
required for the installation of each cabinet. At all cabinet locations, coordinate the installation 
of convenience outlets, equipment, lighting fixtures, plumbing, and HVAC vents, etc. Install 
plumb, level and true. Install any required blocking in walls to receive fasteners. 
Field verify all field dimensions and clearances and minimize filler pieces at ends of cabinet 
runs. Install materials and systems in accordance with manufacturer's instructions and 
approved submittals. Install materials and systems in proper relation with adjacent construction 
and with uniform appearance. Anchor securely in place; coordinate with countertop installation. 
Adjust and lubricate hardware. Restore damaged finishes and test for proper operation. 

Kitchen Cabinets - New kitchen cabinets will meet the ANSI A208.1 and A208.2 
standard for formaldehyde content of particleboard and Medium-Density Fiberboard 
(MDF) or have exposed edges of particleboard and MDF sealed to prevent the out-
gassing of formaldehyde. Cabinets will have hardwood doors and face frames. There 
will be a minimum of 10 lineal feet of post-formed countertop with corresponding base 
cabinets and wall cabinets, and a dishwasher. Corners in countertop designs are 
permitted if factory assembled. A drawer base (12” or 15”) will be included in new 
cabinetry. A plastic laminate panel to match the countertop will be installed as a base 
cabinet to wall cabinet backsplash behind the range and extending 6 inches past the 
range on both sides, or if the range is in a corner along the side wall and trimmed with 
chrome metal edging. Low-VOC adhesives for countertops and backsplash are 
encouraged. 

Counter Tops 
Countertops showing evidence of wear, water damage, uplifting surface materials etc., should 
be replaced. Counter tops shall not have sharp exposed corners. Corners protruding in excess 
of 1-1/2" shall be rounded or chamfered (45º). For elderly residents, the front edges of the 
counters should be rolled. 
Staircase Replacement 
Remove closed staircase and dispose of in code legal dump. Resize opening to accept a 36" 
wide prefabricated staircase. Double all headers with 2" stock. Install staircase with white pine 
stepping stock treads, balusters, and railing. Apply two coats of clear finish to all exposed 
wood and trim. 
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MILDEW AND PEST 
Mold Remediation 
Comply with all EPA HUD and Occupational Safety and Health Administration (OSHA) 
regulations and laws with regard to performing mold remediation. Materials and structures 
showing signs of mold must be removed and replaced or treated per applicable regulations. 
Termites/Carpenter Ants 
Use termite-resistant building materials, or provide termite control, through physical barriers 
between subterranean termites and wood- framed structures. Physical barriers include termite 
shields, aggregate, stainless steel mesh, and plastic impregnated with a termicide. Isolate 
particularly vulnerable elements of a house, such as beneath concrete slabs on grade, long the 
interior and exterior of perimeter foundation walls, and around plumbing and wiring 
penetrations. 

SMOKE/CARBON MONOXIDE DETECTORS 
Install detectors per the IRC. Smoke detectors shall be located in each sleeping rom, on each 
level/story of the dwelling and in the hallway leading to any bedroom and carbon monoxide 
detectors must be installed within 15 feet of any bedroom door. 

RESILIENT HOME CONSTRUCTION STANDARDS 
HUD encourages CDBG-DR subrecipients to incorporate a Resilient Home Construction 
Standards for substantially damaged residential buildings or new construction/reconstruction 
that incorporate a Resilient Home Construction Standard recognized such as those set by the 
FORTIFIED HomeTM Gold Level for new construction or single family, detached homes; and 
FORTIFIED HomeTM Bronze level for repair or reconstruction of the roof; or any other 
equivalent comprehensive resilient or disaster resistant building program. Resilient standards 
when incorporated will increase a home’s resilience to natural hazards, including high wind, 
hail, and tropical storms. St Johns County will incorporate this standard into their CDBG-DR 
Housing Program where practicable. 

LEAD HAZARD HOUSING STANDARDS 
HUD’s Lead-Safe Housing Rule (LSHR), is being applied to St Johns County for all housing 
considered for rehabilitation and reconstruction measures. During the environmental review, St 
Johns County will determine the proper level of Lead-Based Paint (LBP) evaluation and any 
required LBP hazard reduction requirements. This determination will be made following 
the regulatory requirements found in 24 CFR Part 35, Subpart J (Rehabilitation). Detailed 
information concerning the requirements, whether lead-safe work practices in conjunction with 
paint stabilization, interim controls, or abatement, will be provided in the rehabilitation scope 
of work for each home. Documentation of the findings of the LBP risk assessment will also 
be provided to construction contractors.  
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Table 1. LBP Mitigation Requirements Based on Construction Cost 
 

Level of Assistance Hazard Reduction Requirements Post-
Rehabilitation Clearance Examinat

ion Requirements 

Less than or equal to 
$5,000 

Safe work practices during 
rehabilitation in conjunction with paint 

stabilization 

Yes 

More than $5,000 up 
to 

$25,000 

Interim controls Yes 

More than $25,000 Abatement and/or Interim controls Yes 

 

Contractor Responsibility for Compliance 
For rehabilitation or reconstruction of homes that are considered target housing, which 
includes housing receiving federal assistance built before 1978, and which may require 
disturbance of painted surfaces, the contractor is responsible for compliance, as a renovation 
firm certified under EPA's Lead Renovation, Repair and Painting (RRP) Rule prior to any 
other renovation activities for target housing. The EPA-certified renovation firm, utilizing a 
certified renovator and other properly trained workers, is responsible for following all applicable 
rules and regulations. 
Contractors working on LBP projects must post signs clearly defining the work area and 
warning occupants and other persons not involved in the renovation activities to remain 
outside of the work area. The signs must be posted before beginning the renovation and must 
remain in place and be readable until the renovation is completed. Before beginning the 
renovation, the contractor must isolate the work area so that no dust or debris leaves the work 
area while the renovation is being performed. The contractor must maintain the integrity of the 
containment by ensuring that any plastic or other impermeable materials are not torn or 
displaced. The contractor must also ensure that the containment is installed in such a manner 
that it does not interfere with occupant and worker egress in an emergency. 
Interim Controls 
If interim controls must be applied to a rehabilitation or reconstruction project, as determined 
by St Johns County, the RRP Rule requires a firm performing renovation in target housing to 
be certified as a lead-safe renovation firm, and an individual certified as a lead-safe renovator 
to provide on-the-job training for workers used on the project, perform or direct workers to 
follow the RRP Rule’s work practice standards, be at the job or available when work is being 
done, and perform the post-renovation cleaning verification. 
Abatement 
If lead abatement is required, as determined by St Johns County, the contractor is 
responsible for procuring a state-certified Lead Firm to conduct the abatement work using 
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an EPA-certified Lead Abatement Supervisor and EPA-certified Lead Abatement Workers. St 
Johns County’s determination will be made in compliance with HUD’s LSHR, based on the 
cost of renovation. Only those persons who are working on abatement job sites who are 
engaged in activities described as inspections, lead-hazard screens, risk assessments 
or abatements would require state certification in the appropriate discipline. 
Construction Inspections 
Estimated Scope of Repairs may change after the initial construction inspection based on 
changing environmental situations, re-assessment of damages and additional work that may 
be necessary when construction begins. This includes exacerbated roof and/or water damage 
identified after the initial construction inspection. 
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APPENDIX A: RESIDENTIAL REHABILITATION STANDARDS 
Residential Rehabilitation Standards 

File Documentation Checklist 
___Copies of Bids 
___Contractor’s License (copy) 
___Initial Inspection Report 
___Progress Inspection Report(s) 
___Final Inspection Report 
___Limited Phase I Environmental Report 
___Tier II Site Specific Report 
___Contractor Qualification Cert 
___Non-Kickback/Collusion Cert 
___Contractor’s Liability Insurance 
___Owner Contractor Agreement 
___Sub-Contractor Agreements Contract Addendum 
___Work Write-Up & Specifications Cost Estimate 
___Notice to Proceed 
___SHPO Letter 
___Change Orders 
___Contractor Payment Request(s) 
___Pre-Construction Meeting Report 
___Contract Close Out 
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SUMMARY 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew including St. Johns County 
for activities authorized under Title I of the Housing and Community Development Act of 
1974 (42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida 
CDBG-DR Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns 
County to implement programs in support of the County’s recovery from Hurricane 
Matthew. Allocations, waivers, and alternative requirements applicable to this funding are 
published in the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 
at 82 FR 5591; and November 21, 2016 at 81 FR 83254. 

The County entered into a subrecipient agreement with DEO to administer the following 
recovery programs including: 

• Housing Recovery Program 
o Homeowner Repair 

▪ Interim Mortgage Assistance Program 
o Homeowner Reconstruction 
o Homeowner Elevation 
o Homeowner Manufactured Housing Unit (MHU) Replacement 
o Homeowner Voluntary Buyout and Acquisition 

• LMI Housing Development 

• Infrastructure Program 
This document describes policies and procedures for the Environmental Review process 
for the Homeowner Repair, Elevation, and Reconstruction Program, the Interim Mortgage 
Assistance Program and the Voluntary Buyout and Acquisition Program. Information on 
the Environmental Review process for the Infrastructure Program, Public Facilities 
Program, and Permanent Supportive Housing Program are stored in the Disaster 
Recovery CDBG-DR offices. 

Of the $45,837,520 allocated to St. Johns County, $21,620,073 has been set aside for 
two programs: Homeowner Repair, Elevation, and Reconstruction Program; and 
Voluntary Buyout and Acquisition Program. Budget allocations to each program will be 
determined based on demand. St. Johns can increase or decrease funding for this 
program based on program demand and in coordination with and approval by DEO. 
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VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   01/21/2019 N/A N/A 

#2  09/26/2019 N/A N/A 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0.  
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc.  

POLICY CHANGE CONTROL 

Policy review and changes for the St. Johns County Environmental Review process are 
considered through a change control process. When policy clarifications, additions, or 
deletions are needed to more precisely define the rules by which the program will 
operate, program staff will discuss potential changes with Program and Policy Review 
Committee (“Review Committee”) for their review and consideration. Their consideration 
will include a determination as to whether the action is a policy or process issue. Actions 
identified as policy issues will require review and determination by the Review Committee. 
The issue will be discussed by the committee members at an internal committee meeting. 
The Review Committee will take a decision to approve the change, deny the change, or 
defer action on the request. If the change is approved, the Review Committee will 
communicate its decision to the Program Manager. The Program Manager disseminates 
the new policy in a communication via email to all program staff and instructs the 
Compliance Specialist to reflect the change in the next revision to written policies and 
procedures. If the Review Committee decides to deny a change, no further action is taken. 
If a change is deferred, the Review Committee will request additional supporting 
information as necessary and place the item on the agenda for consideration at the next 
meeting 
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The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Housing Program Supervisor, CDBG-DR Grant 
Administrator (who will be the Vice Chair), and the CDBG-DR Project Specialist. The 
Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and review waiver requests 
to the existing program cap to be submitted to DEO for review and consideration. 

ENVIRONMENTAL REVIEW OVERVIEW 

Purpose of an Environmental Review 
An Environmental Review is the process of reviewing a project and its potential 
environmental impacts to determine whether it meets federal, state, and local 
environmental standards; and analyzes the effect the proposed project will have on the 
people and the natural environmental components within the project area. The 
Environmental Review process is required for all HUD-assisted projects to ensure that 
the proposed project does not negatively impact the surrounding environment and that 
the property site itself will not have an adverse environmental or health effect on end 
users. Not every project is subject to a full Environmental Review (i.e., every project's 
environmental impact must be examined, but the extent of this examination varies), but 
every project must be in compliance with the National Environmental Policy Act (NEPA), 
and other related Federal and State environmental laws. Units of local government who 
are recipients of CDBG funds must complete an Environmental Review of all project 
activities prior to obligating CDBG funds. 

Statutory and Regulatory Context 
The rules and regulations that govern the Environmental Review process can be found 
under 24 CFR Part 58, Subparts A-H. The provisions of the NEPA and the Council on 
Environmental Quality (CEQ) regulations in 40 CFR Parts 1500 through 1508, and other 
State and Federal laws and regulations (some of which are enforced by State agencies) 
may also apply depending upon the type of project and the level of review required. These 
laws and authorities are referenced in the HUD and NEPA regulations. The following 
website provides additional information and assistance: 
https://www.hudexchange.info/programs/environmental-review/. 
Under Part 58, the Environmental Review can be completed by the Responsible Entity's 
(i.e., unit of general local government or the State) staff, program partners, or a hired 
consultant. However, the Responsible Entity (RE) is ultimately responsible for the content 
of the Environmental Review Record (ERR) and must make an independent evaluation 
of the environmental issues, take responsibility for the scope and content of the 
compliance findings, and make the final environmental decision concerning project 
approval. St. Johns County is the RE for the CDBG-DR funded activities, and will be 
submitting to DEO ERR documents for their review and approval throughout the grant 
period. 
The RE is also responsible for ensuring any mitigation measures or conditions for 

http://www.epa.gov/compliance/nepa/index.html
https://www.hudexchange.info/programs/environmental-review/
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approval are implemented, as well as for maintaining the ERR (24 CFR 58.4, 58.10 and 
58.38). 
In order to carry out its environmental responsibilities, the RE should designate two 
responsible parties: 

1. Certifying Officer. Acts as the “responsible Federal official” to ensure compliance 
with the NEPA and the Federal laws and authorities cited at Section 58.5 has been 
achieved. This person is the chief elected official, chief executive official, or other 
official designated by formal resolution of the governing body. The certifying officer 
must have the authority to assume legal responsibility for certifying that all 
environmental requirements have been followed. This function may not be 
assumed by administering agencies or consultants. 

2. Environmental Officer. The funding recipient should designate an Environmental 
Officer. This person is the grant administrator or the consulting engineer. The 
Environmental Officer will be responsible for writing project narrative, obtaining 
maps of the project area, soliciting comments from appropriate local, state and 
Federal agencies, and facilitating responses to comments received on the 
environmental findings. However, the recipient is responsible for ensuring 
compliance with NEPA and the Federal laws and authorities has been achieved, 
for issuing the public notification, for submitting the Request for Release of Funds, 
when required, and for ensuring the ERR is complete. 

Timing of Environmental Review 
Once a potential recipient has submitted an application or a project has been approved 
for CDBG-DR funds from the County, Part 58 requirements are applicable to the project. 
At this point the recipient (and any other project participants) must cease all project activity 
until the Environmental Review (ER) has been completed. Part 58 prohibits further project 
activities and actions from being undertaken prior to completion of the review and the 
determination of environmental clearance. For more information, visit the HUD, which 
also gives guidance for grantees on when to use conditional and option contracts for the 
purchase of real property under 24 CFR 58. 
Where a recipient (or other project participant) has begun a project in good faith as a 
private project, the County is not precluded from considering a later application for 
Federal assistance for the project, but the third party must cease further actions on the 
project until the Environmental Review process is completed. Recipients may proceed 
with the project upon receiving approval from the County, after the Environmental Review 
process has been completed for the project. However, there are certain kinds of activities 
that may be undertaken without risking a violation of requirements of Part 58. For 
example, the act of either hiring a consultant to prepare a Phase I Environmental Site 
Assessment (an investigative study for environmental hazards), or hiring a consultant to 
complete an engineering design study or plan, or a study of soil and geological conditions. 
Activities that have physical impacts or which limit the choice of alternatives cannot be 
undertaken, even with the project participant’s own funds, prior to obtaining environmental 
clearance to use CDBG funds. If prohibited activities are undertaken prior to receiving 
approval from the County, the applicant is at risk for the denial of CDBG assistance. The 
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reason is these actions interfere with the State’s and the County’s ability to comply with 
NEPA and Part 58. If prohibited actions are taken prior to environmental clearance, then 
environmental impacts may have occurred in violation of the Federal laws and authorities 
and the standard review procedures that ensure compliance. 

Environmental Review Record 
The RE must prepare and maintain a written record of the Environmental Review 
undertaken for each project, including exempt activities such as administrative costs. This 
written record or file is called the ERR and must be available for public review. 

The ERR must contain at least the following information: 

• Description of the entire project and each of the activities comprising the project, 
regardless of individual activity funding source. To the extent feasible, grantees 
are encouraged to conduct Environmental Reviews for improvements to target 
areas and neighborhoods rather than limiting the Environmental Assessment to 
just the activity being proposed or to the streets being addressed within a 
neighborhood. The review should include all potential activities and phases of 
investment planned in the future. 

• The ERR must also contain written determinations and other review findings (e.g., 
exempt and categorically excluded determinations, Findings of No Significant 
Impact). 

• The ERR shall also contain documentation that verifies compliance with NEPA and 
the Federal laws and authorities cited in compliance checklists (Tier 2s), 
Environmental Assessments, and Environmental Impact Statements. 

• Public Notices, when applicable. 

• Public comments received and responses. 

Public comments, concerns and appropriate resolution by the recipient must be 
completed prior to requesting release of funds from the State, and must be fully 
documented in the ERR. 
The following website provides access to a comprehensive list of relevant laws and 
authorities, HUD guidance, required checklists, and other tools to assist in completing 
Environmental Reviews: https://www.hudexchange.info/programs/environmental-
review/. 

ENVIRONMENTAL REVIEW PROCESS 

Projects must comply with all applicable federal, state, and local requirements. 

Determining the Level of Environmental Review 
To begin the Environmental Review process, the RE must first determine the 
environmental classification of each activity of the project. The term “project” can be 
defined as an activity or group of activities geographically, functionally, or integrally 
related, regardless of funding source, to be undertaken by the CDBG-DR recipient, 

https://www.hudexchange.info/programs/environmental-review/
https://www.hudexchange.info/programs/environmental-review/
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subrecipient, or a public or private entity. For more information, visit the HUD Exchange 
Environmental Review page. If the various activities have different classifications, the 
recipient must follow the review steps required for the most stringent classification. 

Types of Environmental Review 
This chapter will focus upon the four environmental classifications that are recognized 
under the CDBG program: 

• Exempt Activities - 24 CFR Part 58.34: 
https://www.hudexchange.info/resource/3141/part-58-environmental-review-
exempt-or-censt-format/, 

• Categorically Excluded Activities - 24 CFR Part 58.35: 
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-
format/, 

• Activities Requiring an Environment Assessment (EA) - 24 CFR Part 58.36: 
https://www.hudexchange.info/programs/environmental-review/environmental-
assessments/, or 

• Activities Requiring an Environmental Impact Statement (EIS) - 24 CFR Part 58.37: 
https://www.hudexchange.info/programs/environmental-review/environmental-
impact-statements/. 

Appendix A below highlights activities that will be undertaken with CDBG-DR funds and 
the level of Environmental Review required for each, according to 24 CFR Part 58. This 
is also available on HUD Exchange: 
https://www.hudexchange.info/resource/785/summary-table-of-levels-of-environmental-
review-and-documentation-required-in-err/ 

Exempt Activities 
Types of typical exempt activities are included in Exhibit 1. In the immediate aftermath 
of a disaster event, state and local governments can fund many activities without the 
need for an Environmental Review. These activities include: 

1) Environmental and other studies and plans 
2) Engineering and design costs 
3) Inspections and testing for hazards 
4) Supportive services for health care, housing, housing placement, day 

care, and short-term rent payment 
5) Public services related to crime prevention and health 
6) Assistance for temporary or permanent improvements that do not alter 

environmental conditions and are limited to protection, repair, or 
restoration activities necessary only to control or arrest the effects from 
disasters or imminent threats to public safety. An environmental impact 
statement, including a tiered analysis, is an exempt activity. A complete 

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/
https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
https://www.hudexchange.info/programs/environmental-review/environmental-impact-statements/
https://www.hudexchange.info/programs/environmental-review/environmental-impact-statements/
https://www.hudexchange.info/resource/785/summary-table-of-levels-of-environmental-review-and-documentation-required-in-err/
https://www.hudexchange.info/resource/785/summary-table-of-levels-of-environmental-review-and-documentation-required-in-err/
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list of exempt activities is listed in 24 CFR part 58.34(a) and the required 
HUD format for exempt activities may be found on the HUD exchange: 

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-
censt-format/. 

Categorical Exclusions Not Subject to § 58.5 
Categorical Exclusions Not Subject to (CENST) § 58.5 refers to a category of actions that 
are categorically excluded, not subject to the Federal laws and authorities referenced at 
24 CFR 58.5. These activities are listed at 24 CFR 58.35(b) and at 24 CFR 50.19(b), and 
include tenant-based rental assistance; affordable housing pre-development costs 
including legal, consulting, developer and other related costs; environmental studies; 
engineering or design costs; and other activities not listed here. The required HUD format 
for CENST activities may be found on the HUD Exchange: 
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-
censt-format/. 

Categorical Exclusions Subject to § 58.5 
Categorical Exclusions Subject to (CEST) § 58.5 refers to a category of actions that do 
not individually or cumulatively have potential for a significant effect on the environment 
(40 CFR 1508.4). Therefore, neither an Environmental Assessment nor Environmental 
Impact Statement is required. Although these actions are categorically excluded under 
NEPA, a determination must still be made as to whether they would alter any 
environmental conditions that would require a review or compliance determination under 
the Federal laws and authorities cited in § 58.5. The laws and authorities cited in § 58.5 
are independent of NEPA and include the National Historic Preservation Act of 1966, the 
Executive Orders on Floodplain Management and Wetlands Protection, and several 
HUD-specific regulations concerning the health and safety of project occupants, to name 
a few. The REs must certify that it has complied with the requirements under these laws 
and consider the criteria, standards, policies and regulations of these laws and authorities 
using the HUD required format: 
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-
format/. 

Environmental Assessment 
Those projects that are neither exempt nor are categorically excluded require an 
Environmental Assessment. Part 58 identifies those projects requiring completion of an 
Environmental Assessment under § 58.36. In addition to compliance with NEPA, the RE 
must also establish compliance with other provisions of law that further the purposes of 
NEPA, as specified in § 58.5. 

Environmental Impact Statement 
If there are potentially significant impacts from a project or activity, an Environmental 
Impact Statement is required. An Environmental Impact Statement is a detailed written 
statement (Section 102(2)(C) of NEP A and 40 CFR Part 1502) describing, analyzing, 

https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3141/part-58-environmental-review-exempt-or-censt-format/
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/
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and assessing any alteration of environmental conditions or creation of a new set of 
environmental conditions, adverse or beneficial, caused or induced by the action or set 
of actions under consideration, and the alternatives to such action or group of actions. 
The statement should include qualitative measure of importance of the environmental 
impacts. Florida DEO, as well as HUD, should be consulted as soon as possible if an 
Environmental Impact Statement is deemed necessary. 

Tiering Environmental Reviews 
Tiering, as defined in 24 CFR 58.15, is a means of making the Environmental Review 
process more efficient by allowing parties to “eliminate repetitive discussions of the same 
issues at subsequent levels of review.” Tiering is appropriate for projects where it is not 
possible, because of the nature of the activities to be carried out, to identify on the front-
end the exact geographic location of the project's activities until they are underway. In 
these situations, a tiered Environmental Review may be prepared. The concept of tiering 
or conducting Environmental Reviews of unspecified sites allows for broad reviews of 
environmental impacts at an early stage and a review of site-specific impacts when the 
site is identified. (More information on tiering is found on HUD Exchange: 
https://www.hudexchange.info/programs/environmental-review/tiered-environmental-
reviews/). Conceptually, the review procedure can be structured in three basic steps, 
outlined below. 

• Step 1: Prepare a broad-level review, area-wide (Tier 1) Environmental 
Assessment or Environmental Review for CEST if the activities are categorically 
excluded subject to Sec. 58.5 which clearly establishes: 

• The purpose of the project/activity(ies) and the geographic area where the 
unspecified sites will be located. 

• Conclusions about environmental impacts and compliance with applicable 
laws and authorities which will not change no matter where the project is 
located within the geographic area that is the focus of the area-wide 
review. Examples include floodplains, wetlands, endangered species, and 
impact categories that are not applicable or relevant. There must be 
justification of all such conclusions. 

• Where conclusions cannot be reached until a specific site becomes 
known, devise written strategies and criteria for selecting specific 
sites/activities and making certain the applicable laws and authorities are 
addressed or mitigated when the specific site is identified. Include 
justification and/or evidence demonstrating why some factors need not be 
further evaluated when the specific site is identified. This process includes 
the development of what is generally referred to as a Tier 2 checklist that 
contains any and all laws/authorities that must be determined once 
specific sites are identified and for which compliance must be determined 
on a site-by-site basis. 

• Step 2: Publish appropriate notices and Request for Release of Funds. More 
information and HUD Form 7015.15 (Request for Release of Funds and 
Certification) is available on HUD Exchange: 

https://www.hudexchange.info/programs/environmental-review/tiered-environmental-reviews/
https://www.hudexchange.info/programs/environmental-review/tiered-environmental-reviews/
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https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-
funds-certification/. 

• Step 3: Complete a Site-Specific Review (Tier 2) Checklist once specific project 
sites become known, prior to committing or expending funds, and include the 
completed form in the ERR. 

Together, the broad-level review and all site-specific reviews will collectively comprise a 
complete Environmental Review addressing all required elements. Funds cannot be 
spent or committed on a specific site or activity until both the broad-level review and the 
site-specific review have been completed for the site. 
In a tiered Environmental Review, the RE must publish a Finding of No Significant Impact 
(FONSI) and Notice of Intent to Request Release of Funds (NOI/RROF) following the 
completion of the Tier 1 review. The County is not required to republish these notices or 
submit additional Request for Release of Funds (RROF) documentation following the site-
specific Tier 2 reviews. Tier 2 documentation remains in the ERR. 

Figure 1. Abbreviated Tiered Review Flowchart 

  

https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/
https://www.hudexchange.info/resource/2338/hud-form-701515-request-release-funds-certification/
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HOMEOWNER REPAIR, ELEVATION, AND RECONSTRUCTION 
PROGRAM ENVIRONMENTAL REVIEW PROCESS 

Roles and Overall Guidance 

Roles 
St. Johns County and its contractors have different roles and support multiple parts of the 
Environmental Review process. This section identifies the key terms used to identify the 
roles and staff fulfilling those roles. 

Staff Member ER Responsibilities 
Program Manager General oversight the Housing Recovery 

program. 
Policy Analyst/Planner Provide applicant to Environmental 

Review contractor for Tier 2 upon 
application completion. Will receive Tier 2 
documents for filing and pass to Site 
Inspector and Subject Matter Expert. Act 
as point of contact for applicants. Other 
staff members may be assigned these 
responsibilities per the Program Manager 
and Policy Analyst/Planner. 

Case Managers Provide applicant to Policy 
Analyst/Planner. May assist Policy 
Analyst/Planner in their responsibilities.  

Environmental Officer (ER Contractor) Conducts Tier 1 and Tier 2 Site-Specific 
Reviews according to Federal regulations. 
Prepare all Environmental Review 
material. 

Site Inspector Incorporate any necessary construction 
activity or contingencies required per the 
findings of the Tier 2 Environmental 
Review into the work write-up and cost 
estimate  

Construction Manager Ensures that any requirements of the Tier 
2 Environmental Review are being 
adhered to. 

Subject Matter Expert (Contractor) Provide quality review of Tier 1 and Tier 2 
Environmental Review material. 
Coordinate with SJC CDBG-DR staff and 
ER Contractor conducting Tier 2 reviews. 

County Administrator or Designee Signs any necessary Environmental 
Review documents requiring a County 
representative or certifying officer. 
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St. Johns County will be the official point of contact for questions or issues that arise from 
FL DEO, construction contractors, applicants, or the public in general. 

System of Record 
The County will maintain an organized Environmental Review with both the broad-level 
and site-specific tiered reviews (the Tier 1 review and each Tier 2 checklist). The County 
will maintain one consolidated ERR that includes all Tier 1 and Tier 2 documentation. This 
document will be made available for review upon request. In addition, Tier 2 
documentation will be maintained in each case file for that associated project for ease of 
review. 

Tier 1 Process 
The Tier 1 Environmental Review process will be conducted by the County’s 
environmental contractor. They will review the project description and conduct outreach 
to any and all necessary state, local, tribal, and/or federal agencies for required under the 
appropriate environmental classification. If, for some reason, there is a response to the 
initial Tier 1 outreach which requires activities be undertaken which may change the 
environmental classification of the program, the necessary regulatory steps will be taken 
to ensure conformity with the new environmental classification. 

Tier 2 Process 
Preliminary Steps 
A Tier 1 Environmental Review will be conducted by the County’s Environmental Review 
Team (consultant). This will include a determination as to the environmental classification 
of the program, communication with necessary state, local, tribal, and/or federal agencies 
and assembly of the necessary documents and responses into the DEO recommended 
format. This will also include the publication of the RROF and confirmation it was received 
by FL DEO (or HUD). The Tier 2 site-specific analysis will be performed as each address 
is identified using the outlined strategy and checklist developed during the Tier 1 process. 
The County will utilize the same contractor that conducted the Tier 1, to complete the Tier 
2 checklists. The County will utilize its CDBG-DR consultant to review the checklists and 
pursue resolution to any issues raised in terms of compliance with laws/authorities on the 
Tier 2 checklists. Appendix B includes the Tier 1 review with a checklist (pages 6-15) and 
supporting documentation (pages 22-96), including maps. 
The Tier 1 review will indicate what topics are in compliance due to the nature of the 
project and do not require additional actions. Those items which are identified as needing 
additional actions will be addressed in the Tier 2 review for each site. 

Application Intake 
The intake team will meet daily to identify the list of applications which are eligible for 
submission for the Tier 2 review. The Policy Analyst/Planner will then review the list, edit 
as needed, and provide the list including the applicant’s name, address of the property to 
be reviewed and a copy of the Right of Entry form for each applicant to the Environmental 
Review Team. The Policy Analyst/Planner will record in the project tracking system when 



 

 14  

this information was sent to the Environmental Review Team. 
Review Daily Inflow of Applications 
The Policy Analyst/Planner will verify all information provided in the application before 
sending it to the Environmental Review Team. The application must meet eligibility criteria 
after all materials have been collected. All inspections including damage assessment, 
lead inspection, asbestos inspection, and the Tier 2 environmental site review will be 
coordinated after eligibility verification. 
Review for Accuracy and Completeness 
The Policy Analyst/Planner reviews each application for completeness by taking the 
following steps: 

• Check Documentation for Completeness. The Policy Analyst/Planner ensures 
that all of the documentation the inspectors will need to complete the 
Environmental Review was provided with the application. Any missing or 
incomplete material will be noted and must be obtained or the issue resolved 
before it is passed along to inspectors. 

• Check for Consistency. The Policy Analyst/Planner opens each document in the 
folder and reviews to ensure that the homeowner’s name and address, and the 
application number are consistent throughout. This ensures that all documents are 
for the correct application. 

• Check Right of Entry Form. The Policy Analyst/Planner reviews the Right of 
Entry (ROE) form to see if the information on the form matches the information in 
application material. If the ROE is missing or the signature at the end of the ROE 
is missing, the Policy Analyst/Planner makes a note of the discrepancy on the 
project tracking system and follows up with the applicant to secure the necessary 
document. 

Site-specific Field Visit Reviews 
Damage Assessment of each site is conducted by the Site Inspector prior to the 
Environmental Review. Data collected will be used to recommend a preliminary feasibility 
determination if the proposed project will follow a rehabilitation, rehab/elevation, 
reconstruction, reconstruct/elevation or MHU replacement process. 
Once the Environmental Review Team receives the necessary property information a 
Field Inspector visits each site to conduct an environmental field visit and survey items 
on the Tier 2 checklist form, as well as taking photographs to support their findings. The 
Tier 2 checklist evaluates the issues that remain after the Tier 1 review based on the 
policies established in that broad-level review. The checklist is found in Appendix E. 
The Policy Analyst/Planner notifies the SJC CDBG-DR staff, to coordinate with the 
Environmental Review Team staff, when applications have been verified and cleared for 
site visits. Once site visit reviews are completed, the complete Tier 2 documents are 
shared with the Policy Analyst/Planner. If there are any issues that need further 
coordination or action to be compliant with NEPA (e.g. a historic preservation 
consultation), the ERR Reviewer will notify the Policy Analyst/Planner. The Environmental 
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Review Team’s Environmental Review management personnel will send a summary of 
the issue to the Policy Analyst/Planner to report back to the Case Manager, who will then 
inform the homeowner of the pause in the Environmental Review process until the issue 
is resolved. 
Based on the initial Tier 1 findings, the following topics require analysis at the Tier 2 level. 
Historic Preservation 
The National Historic Preservation Act of 1966, as amended, particularly Section 106 and 
Section 100, mandate that agencies with jurisdiction over Federal assisted, licensed or 
approved activities afford the Advisory Council on Historic Preservation and the State 
Historic Preservation Officer’s reasonable opportunity to comment on the project’s impact 
to historic properties. All projects that have the potential to affect a historic property will 
be submitted to the State Historic Preservation Office for comment. 
The Environmental Review Team has qualified professionals to determine potential 
archeological and architectural effects. Above-ground and any land disturbing activities 
will be reviewed, evaluated by an architectural historian and/or an archaeologist 
depending on the project activities. If any additional steps need to be taken during the 
construction phase, they are specified in the Tier 2 ERR. 
Floodplain Management / Flood Disaster Protection 
In response to Executive Order 11988, Floodplain Management as interpreted in HUD 
regulations at 24 CFR Part 55, and the Flood Disaster Act of 1973. Each site will be 
reviewed to determine if the site is in the 100-year flood plain. For activities not excluded 
at 24 CFR Part 55.12 the “Eight Step Decision” making process will be conducted to 
determine if there is an alternative to funding the project in the flood plain. If there is no 
alternative to funding the site in the floodplain mitigating measures will be developed to 
minimize the effect. All actions located in the flood plain require Flood Insurance as a 
condition to funding. 
The Environmental Review Team has qualified professionals to determine potential 
floodplain effects. The entire application parcel boundary will be evaluated based upon 
the most current FEMA data using the FEMA online Flood Map Service Center 
(http://msc.fema.gov/portal/home) or equivalent GIS dataset. St. Johns County has 
recently updated the County maps and are also available on the County GIS portal at 
http://www.sjcfl.us/GIS/DataDepot.aspx. If any additional steps need to be taken during 
the construction phase, they are specified in the Tier 2 ERR. 
Wetland Protection 
Executive Order (EO) 11990 was issued “to avoid to the extent possible the long‐ and 
short‐term adverse impacts associated with wetlands as defined at Section 6(e) and to 
avoid direct or indirect support of new construction (draining, dredging, channelizing, 
filling, diking, impounding, and related activities or placement of any buildings or facilities) 
in wetlands wherever there is a practicable alternative.” In addition to compliance with EO 
11990, Proposed Action Sites located within wetlands may also be subject to permitting 
under Section 404 of the Clean Water Act. 
The Field Team has qualified professionals to determine potential wetland effects. First, 
the Environmental Review Team will identify if any wetlands, as defined by the U.S. Army 
Corps of Engineers guidelines, are located on the applicant property or near the proposed 

http://www.sjcfl.us/GIS/DataDepot.aspx
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work location. If wetlands appear to be present, the site will be surveyed by a trained 
wetlands biologist to observe and photo-document the lands surrounding the site to 
ascertain if wetland soils, vegetation, or hydrologic indicators are present. If there is no 
evidence that the project site will impact any jurisdictional water or wetland, the review 
will be complete. The findings will be noted and submitted within the Tier 2 ERR. 
Noise 
A noise analysis is not required for reconstruction and rehabilitation disaster recovery 
projects per 24 CFR 51.101(a) (3). Compliance determined in Tier 1 Environmental 
Assessment for one-to-four unit structures. 
Explosive & Flammable Operations 
Acceptable separation distance analysis requirements do not apply for disaster recovery 
projects that reconstruct or rehabilitate housing per 24 CFR 51.201. Compliance 
determined in Tier 1 Environmental Assessment for one-to-four unit structures. 
Hazardous, Toxic, and Radioactive Materials 
For new construction projects or projects that increase the number of persons exposed 
to hazards, the hazard study will be conducted as required at 24 CFR Part 51. Each site 
will be observed for evidence to contamination to soil or water. Information about prior 
uses of the site will also be considered as required at 24 CFR Part 58.5(1). 
The Environmental Review Team has qualified professionals to determine potential 
effects from hazardous, toxic, and radioactive materials. Evaluation of proposed action 
will be completed using the NEPAssist website from U.S. Environmental Protection 
Agency (EPA) and State databases. The site identifies National Priority Listed (NPL) 
sites, hazardous waste sites (RCRA), toxic release inventory (TRI), and Toxic Substance 
Control Act (TSCA) sites. The proximity to each of these sites to proposed action will be 
identified and documented. 
Airport Clear Zones 
Under 24 CFR 51 Subpart D, HUD policies prevent building homes in areas where 
airplane crashes are most frequent or most likely to occur. On January 6, 1984, HUD 
published 24 CFR 51 Subpart D entitled, “Siting of HUD-Assisted Projects in Runway 
Clear Zones at Civil Airports and Clear Zones and Accident Potential Zones at Military 
Airfields” which provided guidance on the issue. 
All proposed actions will be evaluated using existing aerial photography to determine their 
proximity to any civil airport runways. 
Endangered Species 
The proposed actions involve restoration, elevation, replacement, and reconstruction of 
existing structures on existing disturbed lands. Therefore, there is no potential for 
impacting critical habitat; however, there is the potential for threatened and endangered 
species to inhabit the structures and or the adjacent property surrounding the proposed 
actions. The Environmental Review Team has qualified professionals to determine 
potential effects to endangered species. The U.S. Fish and Wildlife’s iPac site will be used 
to make determinations. 
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Quality Review and Quality Assurance Process 
This section describes the process for making ERR review assignments and the process 
for completing initial quality assurance reviews and quality management reviews. It 
covers the process from the point at which a Field Team submits a completed 
Environmental Review to the point the Quality Reviewer signs off on the ERR and 
confirms its accuracy. There is a two-step quality review process, with an initial reviewer 
and a secondary review conducted by a “Quality Reviewer” to ensure consistency and 
accuracy across reviewers. 
Once the Tier 2 documents are sent to the County the Subject Matter Expert (consultant) 
or their designee will review the document. If there are any questions or concerns they 
will be addressed before the Tier 2 is considered finalized and the application approved 
for further activity. The Policy Analyst/Planner will record receipt, upload to SharePoint, 
of the ERR from the Environmental Review Officer (consultant) . Data recorded includes: 
▪ Date Field Team Submitted ERR for Review 
▪ ERR Review Assigned Date 
▪ ERR Reviewer Assigned To 
▪ Quality Reviewer (QR) Assigned 

The Policy Analyst/Planner will then notify the Subject Matter Expert on the completion 
of the ERR for quality assurance (QA) review. 

Record Management 
Maintaining an organized Environmental Review Record is especially important with 
regard to tiered reviews, as tiered Environmental Review Records are not complete 
without both the broad-level and site-specific tiered reviews. All site-specific reviews must 
identify the corresponding broad-level review and should be filed together (Tier 1 and Tier 
2). Failure to maintain documentation of both a broad-level and a site-specific review for 
each project is a major cause of HUD non-compliance findings that often results in 
penalties and sanctions, including the repayment of funds. 
Document the ERR as follows: 

• Include a copy of the area-wide review and strategies, with documentation 
supporting the environmental findings. 

• Place a record of each project action (i.e., site-specific) in the ERR. 

• Place evidence in the ERR documenting that the adopted strategy has been 
applied for each action. 

• Document the projects are in compliance with the other Federal requirements 
listed at Sec. 58.6. 

• Place a finding in the ERR which states that implementation of the action will not 
affect the environmental findings. 

• Any activities or sites falling outside the acceptability criteria specified in both the 
area-wide and site-specific review components must have separate Environmental 
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Reviews prepared. 

• Subsequent site-specific reviews will  require notices or approval from the State, 
regardless of whether  the certifying officer determines there are unanticipated 
impacts or impacts not adequately addressed in the prior tiered review. There must 
be written documentation of compliance before funds are committed to specific 
sites. 

• HUD generally considers the ERR valid for five years. 

INFRASTRUCTURE PROGRAM REVIEW PROCESS 

Infrastructure projects typically require an Environmental Assessment for each project. 
The process will be the same for each infrastructure project. 
Reviewer Selection 
Each infrastructure project will be assigned to a previously procured vendor conducting 
the Environmental Review in the order which they were selected and prioritized. Vendors 
were notified on their standing upon procurement approval and selection. ERs will be 
assigned to each vendor based on their predetermined ranking upon procurement. The 
program engineer will send the project along with the project description and location to 
each vendor for Environmental Review completion. 
Review Process 
Vendors will evaluate each project to determine the level of review (exempt, categorical 
exclusion, Environmental Assessment, or Environmental Impact Statement). Vendors will 
conduct the Environmental Review based on the level of review determination. Site visits 
will be conducted by the vendors to obtain any information necessary for review and to 
collect photographs of the site. Projects are anticipated to meet one of two levels of 
review, categorical exclusion subject to review or an assessment. Once the level of 
review is determined the vendors will begin the Environmental Review process and will 
contact any necessary agencies as required under the level of review. Projects 
necessitating a categorical exclusion will need to address all of the factors identified on 
HUD’s Statutory Checklist as part of the review. Projects identified as necessitating an 
Environmental Assessment will be required to address all of the factors identified on 
HUD’s Environmental Assessment Checklist. Environmental reviews must be completed 
in the HUD recommended format using HUD provided sample documents or documents 
of similar or equivalent format and content. All factors must be adequately addressed as 
identified in 24 CFR Part 58. 
The completed ERs will be sent by the vendors, in their entirety in both digital and hard 
copy format, to the County project engineer or designee. The County project engineer or 
designee will review the Environmental Review and contact the vendor with any initial 
concerns. A completed and submitted Environmental Review will also be forwarded to 
the County’s Subject Matter Expert by the County project engineer or designee for 
review. The Subject Matter Expert will contact the County project engineer or designee 
upon conclusion of their review to discuss any issues or concerns requiring additional 
information or follow-up with the vendor. Once the Environmental Review is determined 
to be complete any documents requiring signature by the County Authorized Official will 
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be signed. 
Categorically excluded projects will require the publication of a Notice of Intent/Request 
for Release of Funds (NOI/RROF) and will be subject to the 7 day public comment 
period. Assessed projects will require the publication of the Notice of Intent/RROF and 
Notice of Finding of No Significant Impact (FONSI) and will be subject to the 15 day public 
comment period. After the public comment period has elapsed the County project 
engineer or designee will send the required RROF form and proof of publication to 
DEO. The County will await authorization to use grant funds from DEO. Once the 
authorization is provided the Environmental Review is complete and will be compiled into 
a single, comprehensive Environmental Review document. The County will attempt to 
coordinate publication of notices and submittal of RROF for the infrastructure projects to 
the greatest extent possible. 
Information on categorical exclusions for infrastructure projects subject to the Federal 
laws and authorities referenced at 24 CFR 58.5 is found on HUD Exchange: 
https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/ 
Information on Environmental Assessments for Infrastructure is found on HUD Exchange: 
https://www.hudexchange.info/programs/environmental-review/environmental-
assessments/. 

MULTI-FAMILY PROGRAM (207 SITE) REVIEW PROCESS 

The County has acquired a vendor to conduct the necessary Environmental Review for 
the 207 Site. The vendor will evaluate the project to determine the level of review (exempt, 
categorical exclusion, Environmental Assessment, or Environmental Impact 
Statement). The vendor will conduct the Environmental Review based on the level of 
review determination. A site visit will be conducted by the vendor to obtain any information 
necessary for review and to collect photographs of the site. The projects is anticipated to 
require an Environmental Assessment based on the scope of work. Once the level of 
review is confirmed (assessment) the vendor will begin the Environmental Review 
process and will contact any necessary agencies as required under the level of 
review. The project will be required to address all of the factors identified on HUD’s 
Environmental Assessment Checklist. The Environmental Review must be completed in 
the HUD recommended format using HUD provided sample documents or documents of 
similar or equivalent format and content. All factors must be adequately addressed as 
identified in 24 CFR Part 58. 
The completed Environmental Review will be sent by the vendor, in its entirety in both 
digital and hard copy format, to the County project manager or designee. The County 
project manager or designee will review the Environmental Review and contact the 
vendor with any initial concerns. A completed and submitted Environmental Review will 
also be forwarded to the County’s Subject Matter Expert by the County project engineer 
or designee for review. The Subject Matter Expert will contact the County project manager 
or designee upon conclusion of their review to discuss any issues or concerns requiring 
additional information or follow-up with the vendor. Once the Environmental Review is 
determined to be complete any documents requiring signature by the County Authorized 

https://www.hudexchange.info/resource/3139/part-58-environmental-review-cest-format/
https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
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Official will be signed. 
The project will require the publication of the Notice of Intent/RROF and Notice of Finding 
of No Significant Impact (FONSI) and will be subject to the 15 day public comment 
period. After the public comment period has elapsed the County project manager or 
designee will send the required RROF form and proof of publication to FL DEO. The 
County will await authorization to use grant funds from DEO. Once the authorization is 
provided the Environmental Review is complete and will be compiled into a single, 
comprehensive Environmental Review document. 
Information on Environmental Assessments is found on HUD Exchange: 
https://www.hudexchange.info/programs/environmental-review/environmental-
assessments/. 
 

https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
https://www.hudexchange.info/programs/environmental-review/environmental-assessments/
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DEFINITIONS 

Applicant – Any individual who submits an application for assistance to the St. John 
County Housing Assistance Program. 

Community Development Block Grant Program (CDBG) 

Community Development Block Grant-Disaster Recovery (CDBG-DR) 

Council on Environmental Quality (CEQ) – An organization created by NEPA that is 
responsible for overseeing NEPA implementation. 

Damage Assessment – A process utilized to verify that damage at a property 
can reasonably be attributed to Hurricane Matthew and the quantification of 
damage that results in the dollar value and scope of repairs necessary to repair 
a structure. 

Environmental Assessment – Environmental Review prepared under the National 
Environmental Policy Act to determine whether a project requires an Environmental 
Impact Statement or a Finding of No Significant Impact (FONSI). 

Environmental Review Record (ERR) – A written record of the Environmental 
Review undertaken for each project, including exempt activities such as 
administrative costs and tenant-based rental assistance. 

Finding of No Significant Impact (FONSI) – A statement issued when environmental 
analysis and interagency review during the Environmental Assessment process find a 
project to have no significant impacts on the quality of the environment. 

United States Department of Housing and Urban Development (HUD) 

National Environmental Policy Act (NEPA) – Signed into law in January 1970, NEPA 
requires analysis, documentation of environmental impacts, and agency and public 
involvement and applies to all Federal agencies and their actions. Actions have a wide 
definition and this can include regulations, policies, projects, licensing, and permitting. 

Notice of Intent to Request for Release of Funds (NOI/RROF) – Used to request the 
environmental release of funds for Categorically Excluded projects [24 CFR Part 58, 
Section 58.35(a)] or for projects for which a Notice of Finding of No Significant Impact 
was previously issued. 

Phase I Environmental Site Assessment – An investigative study for environmental 
hazards, and is considered the first step in environmental due diligence. 

Responsible Entity (RE) – A chosen unit of general local government or the State who 
received CDBG-DR funds, who is ultimately responsible for the Environmental Review; 
a RE must make an independent evaluation of the environmental issues, take 
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responsibility for the scope and content of the compliance findings, and make the final 
environmental decision concerning project approval. 

Tiered Environmental Reviews – A means of making the Environmental Review 
process more efficient by allowing parties to “eliminate repetitive discussions of the same 
issues and to focus on the actual issues ripe for decision at each level of Environmental 
Review” (40 CFR 1502.20). By allowing for broad reviews of environmental impacts at 
an early stage and a review of site-specific impacts later, when the site is identified. 
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APPENDICES 

Appendix A: Environmental Review Process Flowchart 
Appendix A 
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OVERVIEW 
The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida to be 
distributed in federally-declared disaster counties impacted by Hurricanes Hermine and 
Matthew for activities authorized under Title I of the Housing and Community Development Act 
of 1974 (42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida 
Action Plan for Disaster Recovery. Of this amount $45,837.520 was designated for St. Johns 
County. St. Johns County entered into an agreement with Florida Department of Economic 
Opportunity (DEO) (agreement # H2338) to administer these disaster recovery funds. 
Allocations, waivers, and alternative requirements applicable to this funding were published in 
the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and 
November 21, 2016 at 81 FR 83254. 
The St. Johns County Clerk of Court and Comptroller’s Office Finance Division processes all 
financial transactions for the St. Johns County Board of County Commissioners. Finance 
Division staff perform these transactions in accordance with the Clerk’s Office procedural 
processes. St. Johns County Office of Management and Budget (OMB) staff are responsible 
for ensuring CDBG-DR funds are allocated in the County’s financial system. Disaster Recovery 
CDBG-DR staff are responsible for the management of the CDBG-DR grant and perform all 
reviews necessary to ensure expenses are in compliance with all federal, state, county, and 
programmatic requirements prior to requests for payment being submitted to the Clerk of 
Court. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   02/08/2019  NA NA  

#2  09/26/2019  NA  NA 

#3        

VERSION POLICY 
Version history is tracked in the table above, with notes regarding version changes. The date 
of each publication is also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 
Such changes would result in a version number such as 2.1, 2.2, etc. 
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PURPOSE 

This document is developed for the use by the St. Johns County CDBG-DR program and 
outlines the Financial Management requirements for the CDBG-DR program. The CDBG-DR 
program has a separate policies and procedures document for its procurement activities. All 
policies and procedures stated herein apply to the financial activities for which the CDBG-DR 
staff is responsible. The CDBG-DR Program Director, or designee, is responsible for oversight 
of the financial responsibilities for the CDBG-DR funded activities. The CDBG-DR Grant 
Administrator is the primary designee for the day to day operations of the program and will be 
responsible for coordinating with CDBG-DR staff, OMB staff, and the Clerk’s Office Finance 
Division staff to ensure that all funds are expended and managed according to the CDBG-DR 
requirements. 

RESPONSIBILITIES 

The Program Director is responsible for the entire financial operation of the CDBG-DR 
program, division, and delegates responsibility and approval authority to individuals. The 
CDBG-DR assigned staff for their respective projects and activities are responsible for 
reviewing all payment requests made by vendors, contractors and subrecipients, if any, and 
the Grant Administrator is responsible for accounting for the grant funds and working with 
OMB. The Grant Administrator, in coordination with the CDBG-DR and OMB staff will: 

1) Manage and control CDBG-DR funds and establish procedures to track all CDBG-DR 
funds. 

2) Review all payment requests from program staff, contractors, subrecipients and vendors 
to ensure payments are for eligible CDBG-DR activities and are: 

i. Allowable; 
ii. Allocable to the grant; and 
iii. Reasonable. 

3) Document payment requests from vendors and grantees with source documentation 
supporting how grant funds were spent, the national objectives achieved and any 
outcomes resulting from the expenditure. 

4) Monitor financial records and activities in conjunction with the Monitoring and 
Compliance Section of the CDBG-DR Division. 

5) Provide assistance, as needed, to internal and external monitors and auditors, including 
those of the State of Florida and HUD, to ensure compliance with all applicable CDBG-
DR regulations and requirements. 

6) Liaise with DEO to ensure federal compliance is met. 
7) Incur expenses that are in line with the Grant Award’s Terms and Conditions. 
8) Access the State of Florida’s grants management system for the purpose of completing 

requests for reimbursement of CDBG-DR funds. 
9) Record federal funds properly in St. Johns County internal financial system. 
10) Reconcile projects between CDBG-DR and St. Johns County’s internal financial system. 
11) Coordinate with OMB and Clerk’s Finance Division staff to ensure the timely draw-down 

and disbursement of grant funds. 
12) Maintain financial records of program activity including: obligations, expenditures; 

unobligated balances; national objective; and outcomes. 
13) Maintain financial records which demonstrate that CDBG-DR funds have been 



  

5 
 

administered in accordance with all applicable federal and territorial laws, rules, 
regulations, and requirements. 

14) Prepare financial reports for the State of Florida which may include: projections; and 
actual expenditures to grant awards. 

15) Perform financial monitoring of subrecipients, non-profits, or units of local government, if 
they are administering a portion of the grant funds through an agreement. 

 
The Grant Administrator will work with Clerk’s Office Finance Division staff to: 

1) Set up vendors, grantees and any subrecipients into the County’s financial management 
system. 

2) Process payment requests received from CDBG-DR staff following St. Johns County 
financial procedures. 

3) Draw-down CDBG-DR funds from the State of Florida. 
 
The Clerk’s Finance Division will: 

4) Create checks or electronic payments and remit them to the vendor, grantee or 
subrecipient. 

INTERNAL CONTROLS 

To the extent practical, the CDBG-DR Program Director will institute internal controls to 
safeguard the grant funds so that no one person has authority over the fiscal functions. To 
support a segregation of duties, the CDBG-DR Program Director, or through the Grant 
Administrator designee, will adhere to the following guidelines: 

1) Clearly establish staff roles and responsibilities and ensure they are followed. 
2) Create a division of duties so no single individual has complete control over all aspects 

of a financial transaction. In other words, the same person does not authorize payment, 
record the transaction, and sign the checks. 

3) Develop a recordkeeping system that is separate from operations. 
4) Prepare reconciliations and verifications of the Divisions CDBG-DR grant activities to St. 

John’s internal financial system. These tasks are done by employees who do not record 
information into either system. 

5) Submit financial reports to the State of Florida as outlined in the grant agreement. 
6) Adhere to the internal monitoring procedures and oversight by St. Johns Internal 

Auditor. 

TRANSACTIONS 

Funds Request Process 
The CDBG-DR Program Director works with OMB to establish a chart of accounts for use by 
the CDBG-DR program. Once the accounts are approved, The Clerk’s Office Finance Division 
will set up the accounts in the County’s internal financial system. Once the accounts are 
established in the system, the Grant Administrator will review the system to ensure that: 

1) CDBG-DR program information has been entered accurately to include: 
a. Total amount of CDBG-DR funds approved in the Action Plan broken down into 

amounts each of the program’s National Objectives. 
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b. Projected outcomes by Program Account. 
2) Reconcile the amounts in the system with the approved CDBG-DR grant amount. 
3) Notify the program staff and Accounting Technician when the accounts have been 

established and are available for use. 
 
As agreements are signed with grantees and subrecipients program staff notify the Program 
Director or designee, who will request any corresponding changes in the system to OMB and 
Clerk’s Office Finance Division to ensure availability of funds, including: 

1) Agreements are set up as activities under the program accounts ensuring that there are 
sufficient funds within the program to cover the amount of all of the agreements. 

2) Notify OMB of the agreements and contracts, verify sufficiency of grant funds and 
request the Clerk’s Office Finance Division to set up the agreement and contracts in the 
County’s system, obligating the funds for the specific activities funded by the 
agreement. 

3) Ensure that all approved requests for payment are recorded against the correct fund in 
the system. 

4) Submit the approved payment requests to the Clerk’s Office Finance Division for 
payment to grantee, subrecipient, contractor, or vendor. 

5) Follow up with Clerk’s Office Finance Division to track receipt of payment. 
 
As agreements and contracts are signed with grantees and subrecipients, program staff notify 
the Grant Administrator, who will ensure that CDBG-DR staff will: 

1) Establish an accounts payable file for all new agreements. 
2) File contract documents in the appropriate grant or subrecipient file. 
3) Review the information in the system and check it against the information in agreement 

or contract to ensure there are sufficient funds to meet the obligations. 
4) Review the documents to identify the approved timing of the payment requests. For 

example, construction contracts for residential repair may have a payout schedule at 
50% and 100% of work completion; a full reconstruction of a residential unit may call for 
three equal payments to be made with 1/3 due at completion of the foundation, 1/3 at 
dry in of the unit, and 1/3 at certificate of occupancy; and a public facility may have a 
monthly payment based on progress of construction. 

 
When pay request or invoices are submitted to the CDBG-DR program for payment, the 
program staff will: 

1) Document receipt of payment requests from vendors, contractors, or grantees and 
check to ensure that the request includes source documentation. Source documentation 
includes but is not limited to following: 

a. Purchase orders 
b. Vendor contract agreements, subrecipient agreements, memoranda of 

understanding 
c. Vendor task orders 
d. Contractor request for payment forms 

i. Construction payment requests should be accompanied by a project 
inspection report signed by CDBG-DR construction staff indicating that the 
work being billed has been completed. 
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ii. Construction payment requests for change must include the 
documentation of the approval of the change order that includes a scope 
of work. 

e. Invoices and payment requests with approvals from the program staff 
f. Receipts 
g. Employee salary and payroll records 

2) Review the pay request to ensure: 
a. There are sufficient funds remaining under the agreement to pay the request. 
b. The request has sufficient documentation to support the amount of the request. 
c. The amount of the request is: 

i. Allowable 
ii. Allocable 
iii. Reasonable 
iv. Meets the federal costs principals as identified in 2 CFR 200 Subpart E 

3) Place all source documentation in the file. 
4) Submit the recommendation for approval to the Grant Administrator along with any 

necessary supporting documentation for final disposition. 
 
When the Grant Administrator receives the recommendation from staff for approval, the Grant 
Administrator will: 

1) Review the documentation and spot check the request for accuracy. 
2) If the Grant Administrator agrees with the recommendation, the pay request will be 

approved and forwarded to the Accounting Technician for processing. 
3) The Accounting Technician records the pay request details on an internal tracking 

spreadsheet. 
4) The Grant Administrator reviews the internal tracking spreadsheet to ensure all 

payments are recorded. 
 
If the program staff or the Grant Administrator recommends declining payment, the Grant 
Administrator will: 

1) Notify (in writing) the recipient who submitted the request for payment that the request 
was declined; identify the reasons for the decision; and provide information about what 
is required in order to approve the payment and a deadline for receipt of the required 
information. 

2) Send a copy of the correspondence along with the file to the Accounting Technician for 
tracking. 

 
The Accounting Technician will track the status of the declined pay request and will record 
information to document: 

1) Written deadline for receipt of the information, communicated through correspondence. 
2) If information is received, complete a review of the documentation as noted above and 

follow the process for recommendation of payment. 

PROGRAM INCOME 
The County anticipates it may generate program income as part of the activities allowed under 
this allocation. As specified in section 28 of the DEO agreement, any program income received 
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prior to closeout shall be returned to DEO unless it can be used to fund additional CDBG-DR 
activities; as detailed in a modification to the DEO agreement executed before the 
administrative closeout. Any program income received after closeout and after the agreement 
has expired shall be returned to DEO. 
Upon receipt of any program income, the Accounting Technician will record the program 
income in the system crediting the program and activity that generated the income. The funds 
will be remitted to the Clerk of Court for deposit to the CDBG-DR account and inclusion in the 
County’s accounting system. Regardless of which program or subrecipient generated the 
program income, the use of any available receipted program income will be drawn from the 
funds available in the CDBG-DR account prior to grant funds being drawn from DEO, and 
documented on the first available fund request generated, approved, and processed by the 
CDBG-DR staff. Use of the program income will be reconciled by the Grant Administrator and 
Accounting Technician each program as part of the reporting process. All program income 
earned because of activities funded under this grant will be subject to alternate requirements of 
24 CFR 570.489(e), which defines program income. 
The Grant Administrator will report program income to DEO in the Subrecipient’s Quarterly 
Progress Report and receipted program income will be subject to applicable CDBG-DR 
regulations. Retention of program income will comply with the subgrantee agreements. 

VOIDED CHECKS 

The Clerk’s Office Finance Division will notify the Program Director of all voided checks if a 
replacement check is not issued. The Grant Administrator will work with the program staff to 
determine the cause for the non-replacement and if it represents returned funds. If it is not 
returned funds, the Program Director will determine a course of action. 

RETURNED FUNDS 

The CDBG-DR Program Director is notified of returned funds by the program staff. OMB is 
notified of the return and the funds are remitted to the Clerk’s Finance Division to be deposited 
into the grant account. The Grant Administrator utilizes the credit in an expeditious manner 
against the next available CBDG-DR draw-down of grant funds regardless of which project or 
activity responsible for generating the credit. 

RECONCILIATION 

The Program Director designates a staff member to reconcile the CDBG-DR program 
financial records with the OMB financial records at the end of each month. Any 
discrepancies noted are elevated to the Grant Administrator, who will work with the 
Accounting Technician, Clerk’s Office Finance Division, and OMB staff to identify the 
differences. Once identified changes will be made in the appropriate system. 

REPORTING 
The CDBG-DR staff reports weekly to the CDBG-DR Grant Administrator on the expenditures 
of each program funded by the Grant. Additionally, the CDBG-DR staff is responsible for 
consolidating the performance information and then reporting that information to the State of 
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Florida through the State’s system of record. The program makes this document available on 
its website to demonstrate to the public the progress of this funding. 
In addition to the internal report to management the Grant Administrator submits reports to the 
State of Florida as requested. 

RECORDKEEPING 

All financial records will be integrated with the grant files when all grant funds are expended. The 
maintenance of these final files will be the responsibility of CDBG-DR staff and will comply with 
the Records Retention requirements for the St. Johns County CDBG-DR General Policies and 
Procedures. 
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SUMMARY 
The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew including St. Johns County for 
activities authorized under Title I of the Housing and Community Development Act of 1974 (42 
United States Code (U.S.C) 5301 et seq.) and described in the State of Florida CDBG-DR 
Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns County to 
implement programs in support of the County’s recovery from Hurricane Matthew. Allocations, 
waivers, and alternative requirements applicable to this funding are published in the Federal 
Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and November 
21, 2016 at 81 FR 83254. 
The County entered into a subrecipient agreement with DEO to administer the following 
recovery programs including: 

 Housing Recovery Program 
o Homeowner Repair 

 Interim Mortgage Assistance Program 
o Homeowner Reconstruction 
o Homeowner Elevation 
o Homeowner MHU Replacement 
o Homeowner Voluntary Buyout and Acquisition 

 Low and Moderate Income (LMI) Housing Development 

 Infrastructure Program 
This document describes policies and procedures for the Housing Recovery Program. 
Of the $45,837,520 allocated to St. Johns, $21,620,073 has been set aside for several 
services provided under the Housing Recovery Program, which include homeowner repair, 
elevation, reconstruction, mobile home/manufactured housing replacement, voluntary buyout, 
and acquisition, and Interim Mortgage Assistance. Budget allocations to each program will be 
determined based on demand. St. Johns can increase or decrease funding for this program 
based on program demand and in coordination with and approval by DEO and the St Johns 
County Board of County Commissioners. The allocation from DEO and funding level for this 
program may be increased through an amendment to the subrecipient agreement. 
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VERSION HISTORY 
St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   02/08/2019  NA NA 

#2  09/26/2019 NA NA 

#3   11/20/2019 NA NA 

VERSION POLICY 
Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the primary 
version number. Such changes would result in a version number such as 2.1, 2.2, etc. 

POLICY CHANGE CONTROL 
Policy review and changes for the St Johns County Housing Recovery Program are considered 
through a change control process. When policy clarifications, additions, or deletions are needed 
to more precisely define the rules by which the Program will operate, Program staff will discuss 
potential changes with Program and Policy Review Committee (“Review Committee”) for their 
review and consideration. Their consideration will include a determination as to whether the 
action is a policy or process issue. Actions identified as policy issues will require review and 
determination by the Review Committee. The issue will be discussed by the committee members 
at an internal committee meeting. 
The Review Committee will take a decision to approve the change, deny the change, or defer 
action on the request. If the change is approved, the Review Committee will communicate its 
decision to the Program Manager. The Program Manager disseminates the new policy in a 
communication via e-mail to all Program staff and instructs the Compliance Specialist to reflect 
the change in the next revision to written policies and procedures. If the Review Committee 
decides to deny a change, no further action is taken. If a change is deferred, the Review 
Committee will request additional supporting information as necessary and place the item on the 
agenda for consideration at the next meeting 
The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Housing Program Supervisor, CDBG-DR Grant Administrator (who 
will be the Vice Chair), and the CDBG-DR Project Specialist. The Review Committee will provide 



   

7 
 

recommendations to the Chair (Disaster Recovery Director) for final approval. The Review 
Committee has authority to review and approve policy changes, render decisions on individual 
case appeals, and review waiver requests to the existing program cap to be submitted to DEO 
for review and consideration. 
Requests for a waiver exemption to the $100,000 cap will submitted to DEO on a Waiver 
Request Form. Forms will be completed and kept on file at the Intake Center. Copies will be 
emailed to DEO for review and determination. Written/e-mail responses from DEO will be 
attached to the hard copy which will be maintained with the specific case file. 

HOMEOWNER REPAIR, ELEVATION, AND RECONSTRUCTION PROGRAM 

Program Overview 
The primary focus of the Program is to assist eligible homeowners to repair, elevate, or 
reconstruct their homes. The Program also allows for the repair or replacement of damaged 
manufactured homes or mobile home units (MHUs). This program supplements other funds the 
owner has received for recovery. Federal regulations prohibit duplicative assistance. The 
Program completes a Verification of Benefits and a Duplication of Benefits (DOB) Analysis to 
ensure that Federal funds do not pay for costs paid by another source. 
Awards will be determined based on the estimated construction cost of the scope of work based 
on a standard grade of building materials. Assistance will be provided under a variety of 
housing activities including: repair and elevation; reconstruction of properties, replacement of 
manufactured houses, new construction, temporary relocation of homeowners, and interim 
mortgage payment assistance. 
CDBG-DR funds are intended to principally benefit LMI persons. Funds are allocated to 
programs in a manner that ensures that at least 70 percent of the grant amount awarded is 
expended for activities that benefit such persons. Funds will be used to address remaining 
unmet housing needs and to support the long-term recovery and restoration of housing in the 
most impacted and distressed areas. 
The primary objective of this Program is to address the unmet housing recovery needs of LMI 
households. LMI households are defined as households having an income at or below 80% 
of  HUD’s Area Median Income, adjusted for family size and updated on an annual basis, for 
St Johns County. 

National Objective 
The Program will meet one of the following National Objectives: 

 Benefit to LMI Persons 
The County’s CDBG-DR Programs, as a whole, are designed to ensure that 70% of CDBG-DR 
grant amount awarded is expended for activities that benefit LMI persons. To that end, the 
Program prioritizes assistance to LMI households. Funds will be made available for applicants 
who are not LMI to the extent funds are available and overall benefit requirements are met. 

Eligible Activities 
The eligible and ineligible categories of activities are determined by HUD. The following 
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activities under the Housing and Community Development Act of 1974 (HCDA) are eligible: 

 Clearance, Rehabilitation, Reconstruction and Construction of Buildings (including 
Housing) - Section 105(a)(4) 

 Homeownership Assistance to Homeowners at or below 80% Area Median Income 
(AMI) - Section 105(a)(24) 

 Relocation - Section 105(a)(11) 
Homeowners must meet all eligibility requirements as specified in Section 5.0 of this manual. 
Property must have been damaged by the storm per Section 5.4 of this manual. 

Ineligible Activities 
The following are ineligible activities for which CDBG-DR grant funds cannot be used: 

 Assistance for homeowners whose home was in a flood hazard zone and previously 
received Federal flood disaster assistance and failed to maintain the required flood 
insurance (see Section 3.5) 

 Forced mortgage payoffs; 

 Small Business Administration (SBA) home/business loan payoffs 

 Funding for second homes 

 Compensation payments 

Flood Insurance Requirements for Applicants Receiving Prior Disaster 
Assistance 
In accordance with the Stafford Act, applicants who are owners of property located in a flood 
hazard area, and whose combined household income is greater than 120% of AMI or the 
national median; who previously received disaster assistance after September 14, 1994, are 
required to obtain and maintain adequate and necessary flood insurance coverage. Prior to 
making an award, the Program will verify whether a homeowner has received prior disaster 
recovery assistance and maintained flood insurance, if required. This verification is completed 
in the form of a self-certification by the homeowner, on an as needed basis as it is anticipated 
that all applicants assisted will fall below 80% AMI to meet the LMI eligibility requirement. 

TYPES OF ASSISTANCE 
The Program assists eligible homeowners with funds to repair, elevate, or reconstruct their 
homes. The Program also allows for the repair or replacement of damaged manufactured homes 
or mobile home units (MHUs). The Program also provides optional relocation assistance, 
including storage of personal property, on a limited basis for those forced to move from their 
homes due to construction. 
Rehabilitation may be offered to applicants based on the extent of damage to the home. 
Replacement of MHUs will be limited to situations where local zoning/building permits, or 
Federal requirements, such as environmental regulations, will allow the replacement of the 
original, hurricane-damaged structure with a like structure. 
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This Program does not pay for “like for like” replacement. The Program will offer standard, 
basic amenities to make a home decent, safe, and sanitary. Luxury items, including but not 
limited to, granite (or other high-end) countertops, high-end appliances, stone flooring, garage 
door openers, security systems, swimming pools, fences, and television satellite dishes are not 
eligible under the Housing Program. 
Construction must adhere to Green Building standards and Resilient Home Standards as 
outlined in Section 8.23. All improvements are required to meet minimum housing construction 
standards as evidenced by compliance with local building codes. 

COST ESTIMATION AND BIDDING 
The Program will conduct an inspection that will result in a damage assessment and scope of 
work for the project. The inspection will result in an estimated cost to repair (ECR) and work 
write-up completed in sufficient detail to obtain bids or cost estimates. Rehabilitation of the 
residence must bring the property into compliance with local health, safety and building codes. 
The project costs must be reasonable and typical in the current marketplace for projects of 
similar scope. 
The Program will require cost estimators to use cost estimation software which reflects local 
building requirements and material prices. 

CONTRACTOR ASSIGNMENT 
The County will establish a pre-qualified vendor list by issuing a Request for Proposal inviting 
responses from qualified firms interested in providing rehabilitation and construction services to 
homeowners assisted by the Program. The County will assess the qualifications of firms 
proposing to offer services to Program participants. Firms deemed qualified will be placed on a 
list of pre-qualified vendors for the Program. 
When specific projects are identified, the County will prepare bid packages and distribute an 
invitation to bid to the vendors on the pre-qualified list. Bid packages will include a scope of work 
and cost estimate prepared by the Program’s Inspectors, may contain multiple project sites in 
one package to create efficiencies and cost savings. The County will accept bid proposals, 
review them for cost reasonableness and assign work to the lowest responsible bidder. A bid 
will be considered reasonable if it is no more than 15% greater than the ECR. When assigning 
contractors, the Program may look to assign clusters of work in a given area to contractors in a 
way to promote efficiency. Aligning development assignments and schedules will allow 
contractors to share materials depot to achieve savings. In some cases, a package may need 
to be awarded to a contractor who did not submit the lowest bid due to workload constraints or 
other circumstances limiting the lowest bidder’s ability to effectively and efficiently undertake the 
project. In these cases, the bid still must meet cost reasonableness requirements. 
The construction contract for each housing assistance project will run between the County and 
the contractor. County inspectors will inspect the work and approve progress payments. When 
progress payments are approved, the Program will make payment directly to the contractor.  The 
payment of any Duplication of Benefits (DOB) funds the applicant has available from unspent 
federal or insurance benefits is outlined in the DOB section of this policy.  
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CONTRACTOR PAYMENT SCHEDULE 
The Program will release award proceeds directly to the construction contractor at 30%, 60%, 
and 100% of construction completion as per the scope of work. Additional payments will be 
released as 30%, 60%, and 100% thresholds are met and confirmed by inspection. 

FLOOD INSURANCE REQUIREMENT 

Property owners assisted through the recovery program will be required to acquire and 
maintain flood insurance if their properties are located in a Federal Emergency Management 
(FEMA)-designated floodplain. This requirement is mandated to protect safety of residents 
and their property and the investment of Federal dollars. Florida will ensure adherence to 
Section 582 of the National Flood Insurance Reform Act regarding the responsibility to inform 
property owners receiving disaster assistance that triggers the flood insurance purchase 
requirement that they have a statutory responsibility to notify any transferee of the requirement 
to obtain and maintain flood insurance, and that the transferring owner may be liable if he or 
she fails to do so. Additional Florida State Building Code requirements may apply, in addition 
to local codes as applicable. 

ELIGIBLE REPAIR COSTS 
The program will assist in covering the costs to repair or reconstruct a storm-damaged 
residence, replace eligible damaged non-luxury appliances, and address environmental hazards 
such as lead and asbestos. Assistance is limited to covering eligible costs remaining after using 
any other public or private assistance provided for rebuilding. These forms of other assistance 
include but are not limited to assistance from any Federal, State, or local government program; 
private insurance proceeds; or charitable contributions. 
Construction must meet Green Building requirements (see Section 8.18.2). 
The Program will include but not be limited to the following costs: 

 Roof repair/replacement 

 Window/door repair/replacement 

 Siding repair/replacement 

 Flooring repair/replacement 

 Drywall/finishing to pre-event condition 

 Insulation 

 Bathroom repair 

 Foundation repairs 

 Kitchen cabinet replacement 

 Well/septic replacement or connection to municipal system 

 Electrical system repair/replacement 

 Plumbing repair/replacement 
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 Provision of energy efficient stove/oven and refrigerator 

 Energy efficient washers, dryers, and dishwashers 

 Bulkhead Repair where supports structure foundation, not seawalls 

 Lead-based paint testing, mitigation or stabilization, as needed 

 Asbestos testing, mitigation, and abatement, as needed 

 Mold remediation, as needed 

 Replacement of termite damaged or dry rotted wood framing to address storm damage 
are eligible costs. Any termite or dry rot damage must be documented. 

 Accessibility features for documented special needs. Rehabilitated homes inhabited by 
disabled or elderly (age 62 or older) persons must be analyzed as to the special physical 
needs of such persons. Improvements such as widened doorways, ramps, level entry 
and doorways, and grab bars in bath areas may be installed, if appropriate. Hearing and 
sight impaired adaptations should also be considered. All special needs requirements 
must be documented prior to approval. 

Additional considerations: 

 Luxury items, including but not limited to, granite (or other high-end) countertops, high-
end appliances, stone flooring, garage door openers, security systems, swimming pools, 
fences, and television satellite dishes are not eligible costs for the Program. 

 Individual Mitigation Measures (IMM) that mitigate and/or reduce risk for future disasters 
where the measures are above and beyond Federal, State, or local construction or code 
requirements, and additionally the improvements exceed those that existed prior to the 
disaster. Examples include elevation above the base flood elevation level, the addition of 
storm shutters, hurricane proof windows, roof straps, etc. as long as those improvements 
are not required to comply with local code requirements and did not exist on the housing 
unit prior to the disaster damage. 

 Required permits, if any, will be obtained by the construction contractor at his/her 
expense and will be included as part of the bid costs. 

 All electrical, mechanical, and plumbing systems must be brought up to code. 

 All homes must be equipped with a smoke detector installed in conformity with code 
requirements. If a home is to be reconstructed or a replacement home provided, the 
original home must be removed from the site. 

 Improvements must be physically attached to the house and be permanent in nature. 
Attached structures are eligible if they are under the common roof of the damaged single 
structure. 

Structures which suffered major damage will require housing reconstruction, unless the County 
determines the housing reconstruction is cost prohibited. Housing reconstruction will occur in 
the same footprint or as reasonably close as possible to the previous footprint. This will include 
a standard floorplan to be presented to and accepted by the property owner before 
agreements are signed. 
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ELIGIBLE ELEVATION COSTS 
Homes located in the 100-year floodplain that are substantially damaged must be elevated or 
otherwise mitigated in some fashion. Homes located in the 100-year floodplain regardless of 
substantially damaged will also be eligible for elevation. Homes that are reconstructed within 
the 100-year floodplain, including Manufactured Housing Units replaced with a stick-built home 
will also be elevated. All elevations will be constructed with the lowest floor at least two feet 
above the one percent annual floodplain elevation. The Program will make a determination 
about whether to repair or elevate in consultation with the homeowner. Applicants may appeal 
an award amount if the initial award is insufficient to fund elevation or reconstruction. 
The Program will pay the cost to elevate the home, where feasible and cost reasonable. HUD 
regulations require that individual home elevation be assessed to determine whether elevation 
cost reasonable in comparison to other alternatives such as buyout or drainage improvements. 
The Program will compare the cost of elevation, along with necessary repairs to bring the 
project up to code, against the cost of buyout, inclusive of all transaction and holding costs. 
The process for the determination of cost reasonableness is outlined in DEO’s Disaster 
Recovery Program Housing Guidelines. St. Johns County will work with the DEO in the 
utilization of this process for cost reasonableness determinations for projects involving 
elevations when evaluated against potential buyout. 
Eligible costs for elevating homes under the elevation program will be the costs to elevate a 
structure and its components above the base flood elevation and to bring the structure into 
compliance with applicable codes, ordinances, and standards as needed. Eligible expenses 
related to elevating homes include but are not limited to the following: 

 Disconnection of all utilities; 

 Installation and removal of beams for lifting the home; 

 Cribbing for a raised house, while the foundation is being built; 

 Building the foundation so that the lowest floor elevated with the lowest floor at least two 
feet above the one percent annual floodplain elevation. Residential structures with no 
dwelling units and no residents below two feet above the one percent annual floodplain 
must be elevated or flood- proofed in accordance with FEMA flood-proofing standards at 
44 CFR 60.3(c)(3)(ii) or successor standard, up to at least two (2) feet above the one 
percent annual floodplain; 

 Lowering the house onto the foundation; 

 Reconnecting utilities-extending lines and pipes if necessary; elevating all utilities and 
service equipment (hot water heater, furnace, outlets for electricity, etc.); 

 Providing meter reader access if necessary; 

 Improvements that are permanently fixed. 
Additions to the habitable space of the structure may be eligible for assistance only in the 
following instances: 

 Improvements must be physically attached to the house and be permanent in nature. 
Attached structures are eligible if they are under the common roof of the damaged single 
structure. 
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 Elevation of an existing deck, porch, or stairs, or construction of a new set of stairs per 
minimum code requirements. Elevation of existing deck, porch, or stairs must be 
attached to the dwelling unit. 

 Where homeowner or members of the family are physically disabled, a physician’s 
written confirmation is required before special access is included in the elevation. 
Special access will be designed to meet Americans with Disabilities Act (ADA) 
compliance and State/Local codes. 

Other eligible assistance will be provided to replace, restore, or repair the structure in the 
following instances: 

 Repair to the foundation is eligible where it is necessary for the safe elevation of the 
structure. 

 Minimum costs of exterior sheathing associated with materials damaged or removed 
during the elevation process only. Exterior finish must meet standards for National Flood 
Insurance Program (NFIP) damage resistant materials and local code. 

 Insulation for pipes when required by local codes and standards. 

 Rough grade of yard and seeding of grass if damaged by equipment during the 
elevation process or where the elevation action affects slopes. 

 Miscellaneous items such as sidewalks and driveways will be reviewed on a case-by-
case basis. Those determined to contain safety risks such as trip hazards or contain 
damaged or loose material which poses a safety risk to persons will be addressed. 
Additionally, items which pose a structural threat to the housing unit will be addressed. 

Ineligible improvements and costs include but may not be limited to: 

 Structures not considered the primary residence (e.g., detached garages, sheds, and/or 
barns). 

 Additions, expansions, or elevations of appurtenances are ineligible except as noted 
above. 

 Repair or replacement of non-essential or luxury items, such as swimming pools or 
Jacuzzis. 

 Secondary residences (e.g., summer homes and guest cottages not used as permanent, 
year-round dwellings). 

 Properties located in the regulatory floodway or on Federal leased land. 

 Landscaping costs are ineligible except as noted above. 
Labor time for sweat equity may not be paid out to recipients of elevation assistance. 

ELIGIBLE RECONSTRUCTION COSTS 
Reconstruction assistance is provided for eligible homeowners whose primary residences 
were determined to have sustained the following: 
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 Major Damage – Disaster-related damage sustained by a structure whereby the cost of 
restoring the structure located inside and outside of floodplain to its before damaged 
condition would equal or exceed 70 percent of the current fair market value of the 
structure before the repairs are completed.    

All properties in the 100-year floodplain will be elevated. The elevation cost of the structure will 
not be included in the 70 percent of current market value calculation to determine if the 
structure will be reconstructed. The feasibility of the project to proceed as a repair, repair with 
elevation, or reconstruction will be reviewed by the County for cost reasonableness. The cost 
estimate to repair the home, with or without elevation if required, will be compared to the cost 
of reconstruction and the most cost reasonable option will be selected. 
Current fair market value used in the 70 percent threshold calculation is per the valuation 
established by the St. Johns County Property Appraiser, and current at time of the award of 
assistance.  
Homeowners who have already demolished their damaged structures must provide 
documentation of the damaged structure type, square footage, and damage to the home 
caused by the storm. Homeowners should also provide any notice of condemnation, 
substantial damage notification, or any other notice of requirement to demolish. ] 
The Housing program will not allow the homeowner to make upgrades or improvements 
beyond those necessary to replace the damaged dwelling to comparable, decent, safe, and 
sanitary standards. Replacement housing must be conventional site built or new manufactured 
housing that meets HUD standards. 
Homeowners with existing mortgages on destroyed properties will be required to maintain their 
mortgages if they rebuild on the same lot. Existing liens and mortgages against the damaged 
dwelling will continue in full force. It will remain the responsibility of the homeowner-applicant 
to maintain payments with the mortgage holder during the construction of the replacement 
home. The Housing program must verify that the mortgage is current at the time of application 
and at the time of closing on the new replacement home. The Housing program must have the 
mortgage servicer complete the mortgage verification form for all mortgages. If a mortgage or 
lien on a manufactured home or lot rent is in default, the homeowner-applicant is not eligible 
for a new replacement home using CDBG-DR unless the homeowner-applicant cures the 
default prior to closing on the new replacement home. 
The new home must be on the same lot and, to the greatest extent possible, within the same 
footprint. Properties located in the floodplain must be rebuilt within the previous footprint of the 
building. The only exception is if the former home was in the floodway. In those situations, the 
home may be removed out of the floodway or elevated. A home reconstruction typically takes 
place on the same footprint as the original home. Building outside the original footprint may 
require additional environmental review. 

OPTIONAL RELOCATION ASSISTANCE 

For homeowners that must vacate their homes and relocate during reconstruction or repair, the 
program may provide optional relocation assistance. This assistance may be provided for 
homeowners that are unable to secure alternative housing on their own, as costs for optional 
relocation assistance will be included in the total project cost and subject to the maximum 
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housing assistance cap. This assistance can be made available to eligible homeowners for up 
to 5 months, with no single month of rental support exceeding fair market rent established by 
HUD for the unit size (when applying the HUD occupancy standard of 2 persons per sleeping 
room). The duration of assistance is limited to the amount of time the homeowner is unable to 
occupy the home due to construction, and can only be extended if there is a justifiable delay in 
project completion. 
 
Households with a documented need for assistance will be provided optional relocation 
assistance in accordance with the following guidelines: 

 Assistance with living expenses will be limited to payment of up to the monthly Fair 
Market Rent (FMR) established by HUD for the geographical location of the housing 
unit. 

 Homeowner applicant is responsible for locating a suitable rental unit and signing a 
written agreement with the temporary dwelling, such as under a rental landlord or hotel.  

 A temporary storage unit for large household items that need to be removed during 
construction will be provided as part of the construction contract, and the homeowner 
will be responsible for transferring belongings to the storage unit and emptying the 
storage unit contents after construction is complete. These household items will not be 
accessible to the applicant until construction is completed.  

 Costs that can be used with the temporary relocation assistance needs to be directly 
related to the moving and rental expenses required for the applicant to be out of the 
CDBG-DR funded rehabilitated dwelling under construction. These costs include: 

o Rental fees, such as hotel costs or monthly rent for a rental unit 
o Non-refundable application fees related to the rental unit 
o Utilities for the rental unit, not including any refundable utility deposit fees 
o Costs to move household items into the storage unit or the temporary dwelling, if 

needed. The Program will be providing a storage unit on the site (if required by 
the type of construction), however, homeowners may need to hire movers to 
move items from the household into the storage unit 

 Items that cannot be used with the temporary relocation assistance include any 
refundable deposits, such as refundable utility deposits or rental unit security deposits. 
These costs will be denied by the Program if submitted for proof of temporary relocation 
assistance expenditure. 

 Payment is made by reimbursement to the applicant upon proof of expense, and proof 
of payment by the applicant. The program will not make any payments directly to the 
landlord.  

 A homeowner may not receive both optional relocation assistance and mortgage 
assistance, as these would be considered duplicative benefits. 

 
Due to the nature of the Program’s LMI population, some Applicants may not be able to utilize 
the reimbursement process of the optional relocation assistance due to financial restraints 
based on their household income. Applicants who request to receive advance payment in 
order to stay in temporary housing while their property is being repaired, may fill out a form for 
financial hardship to determine if they are eligible for advance payment. 
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ELIGIBLE MHU REPLACEMENT 
The Program will cover the cost of purchase and installation to replace a storm damaged MHU 
that has sustained more than $5,000 in damage. The Program will determine the replacement 
cost of the MHU according to the square footage and layout of the damaged unit and the size 
of the family living in the unit. MHU replacement is subject to a cap of $100,000. The Program 
will adopt standardized MHU replacement options: 

 Approx. 1,200 sq./ft, 3-bedroom, 2 bathrooms 
 Approx. 900 sq./ft, 2-bedroom, 1 bathroom 

Additional housing layouts and options will be considered on a case-by-case basis by the 
Review Committee for families which may require a larger unit with more bedrooms due to 
family size and makeup. The Section 8 guidelines for unit size will be utilized to help identify 
the appropriately sized house for the household. 
The Program may offer new construction of a stick-built home on the same property in lieu of a 
replacement MHU where allowed by local building and zoning code. New construction outside 
the original footprint of the damaged home may trigger additional environmental review. 
Program activity is subject to limitations on development in floodplains and wetlands. 

ELIGIBILITY 

The Program has the following eligibility requirements: 
a) Home must be located in St. Johns County have been damaged or destroyed by 

Hurricane Matthew. 

b) Damaged home must have been owned and served as the primary residence for the 
applicant at the time of Hurricane Matthew (October 7, 2016). 

c) The unit to be rehabilitated, reconstructed, or replaced must have had no tenants living 
in the unit seeking assistance as of October 7, 2016 and re-certify that no tenants in the 
unit seeking assistance at time of application, and at time of tri-party agreement closing. 

d) A property containing a structure with 1–4 units, where the unit seeking assistance is 
owner-occupied and other units are renter-occupied are eligible given the following 
criteria: 

a. Improvements or repairs to renter-occupied units are eligible in so much as they 
are required to address a deficiency in the owner-occupied unit such as a roof 
replacement or replacement of exterior siding. 

b. Renter-occupied units are not eligible for damage recovery repairs and 
improvements except that these units must be brought up to code. 

e) Damaged home must have been covered by flood insurance at the time of the storm if 
previously funded with Federal funds requiring the maintenance of flood insurance. 

f) Applicant must be lawfully present in the United States. 

Business entities are not eligible. This includes but not limited to: Limited Liability Corporations, 
Limited Liability Partnerships, Corporations, and other similar entities. All sites must undergo a 
complete environmental review prior to any commitment of funds. Properties with 
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environmental conditions will not be permitted to proceed under housing activities unless the 
condition is corrected. No work can start on a site until the environmental assessment is 
complete. 

The County is the Responsible Entity for environmental review purposes under the 
subrecipient agreement with DEO. The County Administrator is the Environmental Certifying 
Officer and is responsible for all levels for Federal environmental review and compliance. The 
County Administrator or designee maintains the Environmental Review Record and completes 
the appropriate level of environmental review necessary for release of CDBG-DR funds. 
Environmental review contractors provide advice and support in the environmental review 
process. 

APPLICATION PRIORITY 
St. Johns County primary goal is to benefit LMI households. Applications received from 
applicants who are not LMI will be placed on a waiting list. Applications on the waiting list will 
be considered after LMI applicants are processed and approved for awards to the extent funds 
are available. 

OWNERSHIP AND OCCUPANCY 
The applicant must have been an owner and a primary occupant of the property at the time of 
the applicable disaster event, October 7, 2016. Ownership of traditionally constructed stick-built 
homes, modular homes, and immobilized mobile homes on owned land will be verified in the 
following order: 

 2016 property tax records that show the applicant owned the property at the time of the 
disaster events and matched with the most recently available tax record showing that 
the applicant currently owns the property; or 

 The applicant may provide additional documentation including, but not limited to, the 
following: 
o Deeds or other legal documents to be reviewed Application on a case-by-case basis. 

 The property title will be searched from public records as available within each 
jurisdiction when tax record does not exist. 

Ownership 
When possible, the Program will validate applicant ownership of the damaged property using 
nationally recognized third-party database services to expedite applicant processing. Any event 
of conflicting information received or submitted will be reviewed by the Program on a case- by-
case basis. 
The owner/occupant must present evidence that they own or have an ownership interest in the 
damaged structure. 
Applicants that own their damaged property and have confirmed assistance using FEMA 
Individual Assistance (IA) or SBA data for property assistance will be considered verified. FEMA 
IA data that designates applicants as "Owner" will be considered verified. 
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If applicant ownership cannot be confirmed through third-party data, applicants will be required 
to submit documentation to satisfy the ownership criteria. This documentation may include, but 
is not limited to, one the following: 
Most Common Proof of Ownership Documentation (Stick-Built) 

● Deed or official record for the home 

● Mortgage payment book or other mortgage documents 

● Real property insurance policy 

● Property tax receipts or tax bill 
Alternative Forms of Ownership documentation that may be considered: 

● Life estate deed – Must show the applicant as grantee of the damaged property (if 
transferred upon the death of another - death certificate of prior owner required); 

● Probated will/court order/judgment granting applicant an ownership interest in the 
damaged property; 

● Divorce decree – If ownership was obtained consequent to divorce the decree must 
specify the damaged property was granted to the applicant; 

● Contract for sale/deed (rent to own) – If the applicant purchased the property in a private 
owner sale via contract for deed/sale the contract must be satisfied and a warranty deed 
granting the property to the applicant must be recorded in the property records. 

● Other documentation that will be reviewed and considered on a case-by-case basis. 

Applicants must also provide evidence of property tax status, including: 

 Evidence that property taxes are current, have an approved payment plan or qualify for 
an exemption under current laws. Applicant must prove that property taxes have been 
paid or that one of the following alternatives have been met: 
o The property owner qualified for and received a tax deferral as allowed under local 

tax code. 
o The property owner qualified for and received a tax exemption pursuant to the local 

tax Code. 
o The applicant entered into a payment plan with the applicable taxing authority. 

 Support documentation verifying the tax deferral or tax exemption must be provided by 
the applicant. Any applicant that enters into a payment plan must supply a signed copy 
of the payment plan from the applicable taxing entity, along with documentation that they 
are current on their payment plan. 

Occupancy 
Primary residency will be determined through review of the following data sources and 
documentation: 

 Occupancy will be primarily verified through public records. The Program looks for a 
homestead exemption in the 2016 property tax records provided by the County from the 
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time of the storm event. If the tax records have established ownership and the County 
has granted a homestead exemption, the property is considered occupied by the 
applicant. 

 The Program uses the following hierarchy to establish occupancy (all occupancy 
documentation must be from the time of the storm event): 
o 2016 tax records demonstrating homestead exemption for the property. 

o Copy of electric, gas, water, trash, sewage, cable, or landline phone bill. The bill must 
confirm that service was provided in the month preceding or the month of the 
applicable disaster event and must match name and address on the program 
application. Bills must reflect usage of services indicative of occupancy. 

o Letter from electric, gas, water, trash, sewage, cable, or landline phone company. The 
letter must confirm that service was provided in the month preceding or month of the 
applicable disaster event and must match name and address on the program 
application. 

o Voter registration records submitted together with valid driver’s license (unexpired as 
of date of application) must match the name and address on the program application. 

o Title search results that yield proof of homestead exemption. 
For all solutions, applicants execute an Affidavit of Primary Residency certifying that the 
applicant occupied the home as their primary at the time of the disaster event event(s). 

Proof of Ownership and Primary Residence 
The applicant(s) must have owned and occupied the property as their primary residence as of 
October 7, 2016, the beginning date of the storm in the St. Johns County area and must 
currently be the owner or have an ownership interest in the property. The program verifies 
ownership and primary residency through the provision of a deed to the property and/or tax 
records provided by associated municipality from the time of the storm. Ownership and primary 
residency must be maintained until project is complete and applicant is able to occupy the 
dwelling. Ownership can be documented as follows: 

 Provide a copy of a valid deed of trust or warranty deed that is recorded in the County 
tax records which cites the applicant’s name. For MHUs, a Statement of Ownership and 
Location (SOL) may be provided. 

 For the purposes of federally funded disaster recovery programs, ownership may be 
proven in the following manner: 

o Applicants may prove ownership by providing alternative documentation and 
completing a notarized affidavit that certifies that one of the following circumstances 
applies: 
 there is nobody else who has the right to claim ownership; 
 anyone who has a right to claim ownership has agreed to participate in the 

program; or 
 anyone who has a right to claim ownership could not be located (after 



   

20 
 

reasonable attempts to contact). 
o The alternative documentation that can be provided instead of a copy of the deed 

includes (in order of preference): 
 tax receipts; 
 home insurance; 
 utility bills; or 
 other documentation deemed to be acceptable by the Program. 

o The documentation must show that the applicant was the person responsible for 
paying for these items at the time of the disaster. 

o The above-referenced alternatives are not optional and must be provided to prove 
ownership. 

Proof of residency can be provided through a homestead exemption. In the absence of a 
homestead exemption, the following hierarchy will be used to establish occupancy (all 
occupancy documentation must be from the time of the storm, in the applicant’s or co-
applicant’s name, and reference the damaged address). Applicants will provide an Affidavit of 
Ownership and Affidavit of Principal Residency plus one of the following: 

 Copy of water, electric, gas, credit card, or cable bill. The bill must confirm that service 
was provided at the time of the storm. 

 Copy of FEMA letter showing payment received for home repairs or contents or 
insurance document showing content coverage. 

 Letter from electric, gas, cable, or other utility service provider. The letter must confirm 
that service was provided at the time of the storm. 

 Other qualified documents may be presented for consideration as proof of occupancy or 
primary residency, but the acceptance of other documents is subject to approval by 
DEO and will be reviewed on a case-by-case basis. 

Special Circumstances Related to Occupancy 
The following exceptions apply under special circumstances related to occupancy: 

 Active duty military personnel who own a storm-damaged home in the County but were 
assigned to duty away from their home at the time of the storm, are currently assigned 
to duty away from their home are eligible to apply. 

o Active duty personnel who are deployed during the course of the project will 
remain eligible for participation in the program. 

 Applicants incapacitated due to illness who own a storm-damaged home in the County 
and are currently incapacitated or were incapacitated at the time of the storm are 
eligible to apply. If the applicant is currently incapacitated, an authorized legal 
representative must make application for the benefit of the applicant. 

 Applicants who were incarcerated at the time of the storm but are no longer 
incarcerated are eligible to apply for the program. If the applicant is incarcerated at the 
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time of application, the applicant must give someone Power of Attorney on his or her 
behalf. 

 Applicants who were in a nursing home at the time of the storm but are no longer in a 
nursing home are eligible to apply for the program. If the applicant is in a nursing home 
at the time of application, the applicant must give someone special Power of Attorney 
on his or her behalf. 

Special Circumstances Related to Type of Ownership  
The following exceptions may apply as special circumstances related to ownership: 
 
Purchase Contract 

 Evidence of purchase contracts must prove that an applicant was purchasing a home 
on a contract by: 

o The applicant presenting the notarized contract dated and executed prior to the storm 
for review. 

o The applicant presenting the notarized and executed contract that was filed prior to 
the storm in the conveyance records of the County. 

 Proof that a contract has been completed and title conveyed to the purchaser is 
provided by: 

o  Evidence of recordation of the title in the name of the applicant in the conveyance 
records of the County. 

o Evidence that property was transferred by a warranty deed. 
Reverse Mortgage 

 Applicants that have a reverse mortgage on the damaged property are considered the 
current owner of the property and are eligible for assistance. 

Act of Donation 
An Act of Donation is a form of property transfer without exchange or payment. An Act of 
Donation must have been made prior to the storm and be: 

 In writing. 
 Witnessed. 
 Notarized. 
 Recorded in the public record. 

Trust 
Property held in trust for the benefit of natural persons can be eligible for assistance as long as 
at least one of the occupants at the time of the storm was a current beneficiary of the Trust. 
The trustee’s powers must include the ability to affect the damaged property. If the trustee’s 
powers do not include the ability to affect the damaged property, the beneficiaries with an 
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interest in the damaged property must sign the closing documents along with the trustee. The 
following is required to confirm eligibility: 

 The applicant must provide a copy of the trust document. 
 The trust document or an abstract or extract of the trust must be recorded with the Clerk 

of the Courts. The document may be recorded post-storm if necessary. 
The applicable agreements must be executed by trustee(s) unless the trust distributes the 
property to a beneficiary, in which event the beneficiary receiving the property must execute 
the applicable agreement and occupy the residence after assistance. If the property was not 
serving as the primary residence for the current beneficiaries or trustee, the applicant(s) is not 
eligible for assistance. 

Death of Eligible Owner Occupant- Post-Storm 
The deceased owner must meet the eligibility requirements at the time of death (e.g., owned 
the home and occupied it as a primary residence at the time of the storm, incurred damage 
from the storm, maintained flood insurance if required in connection with prior Federal disaster 
assistance). Eligibility requirements including ownership, primary residency at time of storm, 
and presence of required flood insurance from prior Federal disaster assistance will be 
attributed to the deceased homeowner. The income and property tax requirements are based 
upon the current heir occupying the home. The heir is treated as the applicant and is required 
to demonstrate a legal claim to ownership of the damaged property.  

Death of Owner Occupant- Pre-Storm  

If the occupant was deceased prior to the Hurricane Matthew event, all eligibility requirements 
are the responsibility of the heir, including ownership, primary residency, income requirements, 
property tax, and mandatory flood insurance if property received prior Federal disaster 
assistance.  The heir is responsible for demonstrating their legal claim to the damaged 
property prior to any award for assistance.  

Death of Owner Occupant- After Application 

If an applicant passes away after applying for the Program, eligibility is based upon the 
deceased owner occupant. The heir will be responsible for executing any program documents 
and agreements that were not previously signed by the now deceased applicant. 

If an eligible owner-occupant dies and leaves their damaged property to a business entity, the 
application is ineligible for assistance. 

LOCATION 
Property must be located within St. Johns County. Location will be determined from property 
records. 
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TIE TO STORM 
The home must have sustained damage as a direct result of Hurricane Matthew, which took 
place between October 7 and October 10, 2016. 
Information provided by FEMA and SBA or insurance assessments may be used to verify 
disaster- related levels of damage. If the information provided by FEMA or SBA is unclear or if 
the information is not available, a Program inspector will attempt to confirm whether a home 
experienced damage within the structure. Applicants lacking FEMA or SBA verification can use 
building official reports, photos, and other documents to verify storm damage. 
Disaster damage is defined as rain, wind, falling debris (trees and tree limbs), and/or flood 
damage received as a direct result of the disaster to the damaged property plus subsequent 
damage related to the original disaster damage. 
Applicants will provide reasonable confirmation of damage to their property from the disaster at 
the application stage. Verification of a benefit paid to the applicant for damage to their property 
will be attempted using third-party data to expedite the determination process. A data search for 
information will be conducted, but not limited to, the following items: 

 FEMA (3rd party data match will suffice to prove damage, no other documentation 
needed). 

 SBA (3rd party data match will suffice to prove damage, no other documentation 
needed). 

 NFIP (3rd party data match will suffice to prove damage, no other documentation 
needed). 

If no match is identified through the displayed data searches, applicants may submit 
documentation that verifies their home received damage from Hurricane Matthew. This 
documentation may include but is not limited to one of the following items: 

 FEMA Claim Letter for housing repair demonstrating payment for structure damage 
 SBA Loan documentation demonstrating payment for structure damage 
 NFIP Claim payment for structural damage 
 Private Insurance Claim paid for structural damage 
 Litigation payment resulting from a denied Insurance Claim or potential payment due to 

pending litigation 
 Photos submitted by the applicant, and attested to as disaster damage, as part of the 

application 
The purpose of this Damage Validation is to reasonably confirm applicant eligibility in advance 
of the On-Site Damage Inspection. 
In the absence of any of the above-referenced items, a qualified Program inspector will perform 
a damage assessment complete with photos and written assessment of the damage to confirm 
the presence of disaster-related damage to the property, if existent. In the event that FEMA, 
SBA, or Insurance award letters are not available, and an inspection report is inconclusive as to 
the cause of the damage, the Housing program may provide alternative evidence, such as 
neighborhood-level media reports or documentation of damage by disaster response/relief 
organizations on a case-by-case basis to DEO for review and approval. If disaster-related 



   

24 
 

damage to the property cannot be confirmed by the damage assessment and the applicant is 
unable to provide documentation to reasonably confirm damage, the property will be deemed 
ineligible for assistance. 
If the home has been demolished the applicant must provide sufficient documentation from the 
listed items OR supply alternate documentation, such as private, certified third-party property 
inspection completed prior to the demolition of the structure. 
If an applicant was denied assistance by FEMA, assistance through the Housing program may 
still be available. CDBG-DR program prohibits the denial of assistance by FEMA to be used as 
a sole basis for the denial of CDBG-DR assistance. 

DAMAGE FROM MULTIPLE STORMS (MATTHEW AND IRMA) 
Hurricane Irma made landfall in the State of Florida on September 10, 2017, causing 
significant damage to the Florida Keys and peninsula of the State. This has resulted in the 
exacerbation of impacts in some communities that were also hit by Hurricane Matthew. Almost 
all communities that received a Public Assistance (PA) and IA declaration in 2016 received a 
2017 declaration for Hurricane Irma. This includes St. Johns County. 
In many of the communities in St. Johns County, it will be difficult, if not impossible to delineate 
impacts from these two distinct storms. Therefore, the Housing Program will assist 
owner/occupants of 1–4 unit residential properties recover from storm related damage due to 
Hurricane Matthew (including allowances for subsequent damage by Hurricane Irma; but not 
damage solely caused by Irma). As with all proposed projects, the Housing Program will have 
to document that there will be no DOB. This is especially important in areas that receive 
additional Federal assistance to address Hurricane Irma-related impacts. 
In the event that otherwise eligible property sustains damage from a subsequent storm event, 
the Program will place construction activities on hold pending a review of eligibility to perform 
repairs for the subsequent storm. Construction activities in these instances will continue only 
upon written approval from DEO and a further review of any potential DOB funds received by 
the applicant.  

SPECIAL FLOOD HAZARD AREA (SFHA) 
HUD regulations impose restrictions on development in floodways and floodplains. Elevation 
requirements apply to construction in certain areas. The Program will abide by the decisions of 
the State building code regarding elevation requirements. 
Structures designed principally for residential use and located in the 100-year floodplain that 
receive assistance for new construction, repair of substantial damage, or substantial 
improvement, as defined at 24 CFR 55.2(b)(10) will be elevated with the lowest floor, including 
the basement, at least two (2) feet above the one percent annual floodplain elevation. 
Residential structures with no dwelling units and no residents below two (2) feet above the one 
percent annual floodplain must be elevated. Houses may not be elevated beyond the required 
height based on permits.  
A Special Flood Hazard Area, or 100-year floodplain, is shown on a Flood Hazard Boundary 
Map or a Flood Insurance Rate Map as Zone A, AO, A1- A30, AE, A99, AH, AR, AR/A, AR/AE, 
AR/AH, AR/AO, AR/A1-A30, V1-V30, VE, or V. 
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INCOME ELIGIBILITY 
The Program will use current HUD-published income limits for St Johns County. The LMI 
National Objective is defined as providing a benefit to households at incomes of up to 80% 
of the locality's median income as computed on the most current HUD Income Limits. Any 
activity carried out with CDBG-DR funds that involves acquisition, rehabilitation, or 
reconstruction of property to provide housing is considered to benefit LMI persons only to the 
extent such housing will, upon completion, be occupied by such persons 

IDENTITY 
It is the intent of the Program to ensure household compliance with the Low to Moderate Income 
National Objective. The Program will confirm the identity of all applicants using nationally 
recognized third-party data may be used to validate Program eligibility. Any event of conflicting 
information will be reviewed by the Program on a case-by-case basis. 
All applicants will be required to submit documentation to prove their identity. This 
documentation may include, but is not limited to, the following: 

 Government-Issued Photo Identification (Federal or State-issued) 
 Driver's License 
 Passport 
 Military ID Card 
 Certificate of Naturalization or Permanent Resident Card 

Note: Applicants are required to submit proof of birth verification for all household members for 
identification purposes. Examples include birth certificate, passport, voter’s identification, 
driver’s license, vaccination/medical records, school records, and tax forms. 

CITIZENSHIP/RESIDENCY 
U.S. Citizens or lawful permanent residents are eligible to receive benefits under this Program. 
At least one person on the application with an ownership interest in-part or in-whole on the 
property, must be able to demonstrate U.S. Citizenship or Lawful Permanent Residence to 
ensure Program eligibility. The documentation needed may include, but is not limited to, the 
following: 

 A valid Florida Driver's License (Note: Florida requires proof of Citizenship or lawful 
permanent residency to receive a Driver's License). 

 Applicants that have confirmed assistance using FEMA IA or SBA data for property 
assistance will be considered verified since both FEMA and SBA validate legal 
residency as part of their application process. 

Applicants without a driver’s license, or FEMA IA or SBA assistance, must submit one of the 
following: 

 Resident Alien Card 
 Birth Certificate (verified against government-issued photo ID) or 
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U.S. PASSPORT OR CERTIFICATE OF NATURALIZATIONPRIMARY RESIDENCY 
All applicants must provide evidence that they owned and occupied the property for which they 
are seeking assistance as their principal residence on the date of Hurricane Matthew to satisfy 
the primary residency eligibility criteria. The Program will attempt to validate the applicant's 
primary residence address using nationally recognized third-party database services to expedite 
applicant processing. Any event of conflicting information received or submitted will be reviewed 
by the Program on a case-by-case basis. 
Additional types of documentation that may be considered as proof of primary residency 
includes, but is not limited to, the following: 

 FEMA correspondence to applicant demonstrating the applicant applied for and 
received FEMA IA for the damaged property address (Letters from FEMA). 

 For homeowners with a mortgage, most recently filed income tax return with permanent 
home and damaged property address matching or with taxpayer copy of form 1098 
attached. 

 Government-issued identification issued prior to date of the affected-storm and expiring 
after date of the affected-storm. 

 Property Tax Homestead Exemptions (including Veterans and Elderly exemptions) for 
damaged property address (confirmed with County appraisal districts). 

 Insurance documentation indicating the insured property matching the damaged 
property address as the primary residence. 

 Vehicle registration or renewal for impacted year or Certificate of Title issued for vehicle 
in impacted year with the applicant’s name and damaged property address listed. 

 Receipt of government benefits received for at least one month between the three 
months before or after the qualifying storm showing applicant’s name and damaged 
property address (Examples include: Social Security, Medicare, Low-income Energy 
Assistance Program (LIHEAP), Medicaid, WIC, and Unemployment). 

 Employer's Statement addressed to the applicant at the damaged home address and 
dated during the disaster time period (Examples include: pay stubs and similar 
documents). 

 Current Driver's License or Florida-Issued Identification Card showing the damaged 
home address and dated during the disaster time period. 

Primary Residency Verification Procedures: 
All documentation will be reviewed to ensure the documents include the applicant's name, the 
damaged property address, and is dated at the time of the disaster (if applicable) to reasonably 
substantiate the damaged property was the applicant’s principal place of residence at the time 
of the disaster. 

Primary Residency Exceptions 
Exceptions to this Policy include the following: 
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 An owner/occupant that is/was in the United States military and was deployed outside of 
the County, may still qualify for an award if he or she was not renting the property to 
another person. 

 An owner/occupant was temporarily living in a nursing or rehabilitation home, assisted 
living facility or other medical facility. 

ELIGIBLE PROPERTIES 
To qualify as a Program eligible structure type, the impacted home must be a single-family (1–
4 unit) dwelling, duplex, town home, modular home, or manufactured home. Structure type will 
be verified during the property damage assessment or inspection process. Recreational Vehicles 
(RV), house boats, and campers are not eligible, even if the applicant occupied one of these as 
a primary residence. 
Manufactured homes or mobile home units (MHUs) are eligible. MHU’s attached to structures 
are eligible if they are permanent in nature and under the common roof of the damaged single 
structure. MHUs on homeowner-owned land or rented pads are eligible for assistance. The 
applicant must own the MHU being replaced to receive a replacement unit. 
Applicants must agree to maintain flood insurance, if the property is located within a FEMA-
designated Special Flood Hazard Area, upon project completion. Flood insurance may be 
required in perpetuity depending on the property. Homeowner’s and flood insurance must 
each individually, at minimum, cover the cost of rehabilitation costs. Failure to maintain flood 
insurance will impact future disaster assistance. The recipient of the award will be required to 
notified future transferees in act of transfer of the receipt of the flood disaster assistance on 
property and requirement of future transferee to maintain flood insurance on property. 

Special Circumstances for Multi-Unit Unit Properties 

Duplexes 

Single Owner: Applicants who own and occupy one side of a duplex and rent the other side are 
eligible to apply to the Program. Applicants will be allowed to use the award to fund the repairs 
of both sides of the duplex. Duplexes where both units are used for rental purposes, and the 
owner is not an occupant of at least one side of the duplex, are not eligible for this Program. 
Multiple Owners: In situations where there are different owners for each unit in a duplex or there 
are joint owners who occupy separate sides, each side is treated as a separate unit and each 
owner/occupant is eligible to apply to the Program. 

Rental Units in Owner-Occupied Property 

The majority of properties assisted through the Program are anticipated to be single-family, 
owner-occupied homes. However, 2-unit, 3-unit, and 4-unit properties where an owner occupies 
one or more of the units and residential tenants occupy the other unit(s) may be eligible to 
receive assistance. 
A property containing a structure with 1–4 units where the unit seeking assistance is owner 
occupied and other units are renter-occupied are eligible given the following criteria: 
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a. Improvements or repairs to renter-occupied units are eligible in so much as they 
are required to address a deficiency in the owner-occupied unit such as a roof 
replacement or replacement of exterior siding. 

b. Renter-occupied units are not eligible for damage recovery repairs and 
improvements except that these units must be brought up to code. 

Eligible multi-unit properties must meet the National Objective of benefit to LMI persons. If the 
structure contains two units, at least one unit must be occupied by a LMI household. Structures 
with three or more units must have at least 51 percent occupied by LMI households. 
If construction renders a property temporarily uninhabitable, the affected tenant occupying a 
rental unit in the multi-unit property home may be eligible for Uniform Relocation and Real 
Property Acquisition Policies Act of 1970 (URA) protections and relocation benefits. As a 
voluntary program participant, the homeowner is not eligible for URA assistance but may be 
eligible for interim mortgage assistance. 
Applicants are prohibited from evicting existing tenants to apply for assistance. Any applicant 
found to have evicted a tenant to participate in the Program will be ineligible for assistance and 
is responsible for any damages sustained by the evicted tenant, including any temporary 
relocation costs. Applicants will be required to State on their application whether there was a 
tenant on the date of the storm. Any applicant who had a tenant in residence will be required to 
provide documentation necessary to demonstrate compliance with the Uniform Relocation Act 
and Stafford Act 414 compliance. (See Uniform Relocation Act (URA) Policy for additional 
information and requirements.) 

INELIGIBLE PROPERTIES 

The following types of properties are not eligible for assistance. 
 Properties owned by business entities. This includes but not limited to: Limited Liability 

Corporations, Limited Liability Partnerships, Corporations, and other similar entities. 
 Foreclosed properties, including properties that have an active foreclosure action filed 

by the mortgage holder. 
 Properties subject to flood insurance requirements as a result of previous Federal 

disaster assistance, where the owner failed to maintain required flood insurance. 
 Second homes. 
 Garage, sheds, and outbuildings not attached to the main dwelling unit are not eligible. 

Improvements must be physically attached to the house and be permanent in nature. 
 RV and camper trailers used as a residence. 
 Houseboats used as a residence. 
 Homes that are used for both residential and commercial purposes. 
 Housing units located where Federal assistance is not permitted by Federal regulation 

(floodways) or within runway clear zones of either a civil of military airport. 
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LEVEL AND TERMS OF ASSISTANCE 
Homeowner Assistance is limited to a maximum cap of $100,000. This includes any assistance 
provided under the Rehabilitation, Reconstruction or Elevation categories. Housing assistance 
is provided for: 

 Rehabilitation 
 Rehabilitation with elevation 
 Reconstruction of properties that were substantially damaged from the storm and where 

repair is no longer cost reasonable 
 Repair or replacement of Manufactured Homes or Mobile Housing Units (MHUs) 

MHUs that require more than $5,000 in repairs from the storm will be replaced. 

Repair of such homes is deemed not to be cost reasonable. An MHU with less damage may 
be eligible for repair assistance, at the discretion of the Program, if it is no more than five (5) 
years old at the time of assistance and requires no more than $5,000 in hard and soft cost to 
repair. The MHU must meet HUD minimum property standards and local building codes and 
standards upon completion. MHU rehabilitation costs that exceed $5,000 will require 
replacement. Replacement of MHUs will consist of replacing the MHU with another MHU or 
stick-built home that will meet only the current needs of the family or individual. Cost 
reasonableness analysis will determine whether MHU is replaced with a stick-built home. 
MHUs that were constructed prior to 1994 are not eligible for repairs per the DEO Action Plan. 
The intent of the $100,000 funding cap is to equalize the funding available for different 
activities and choices. In cases of demonstrable hardship or where local housing markets 
warrant an increase of the cap, the Housing program will allow additional funds. Request for 
assistance beyond the maximum cap will need to be reviewed and approved by DEO on a 
case-by case basis. 
As discussed in Section 2.2, the Program and Policy Review Committee has authority to 
review potential waivers to the existing program cap to then be submitted to DEO for review 
and consideration. 
The Review Committee may grant waivers to existing program caps due to unusually high 
construction costs, site conditions, and other extenuating circumstances. 

ACCOUNTS FOR DUPLICATION OF BENEFIT (DOB) FUNDS 

If funds from the applicant, from duplicative awards or other sources are required to complete 
the project, the applicant must deposit the funds in a DOB account at a financial institution 
selected by St. Johns County. The purpose of the DOB account is to ensure that all funds 
required to complete the project are available. Applicants may not deposit funds into the DOB 
account for construction activities such as upgrades, additions, or other unnecessary activities. 
 
The Program will use the County’s financial institution to serve as DOB account agent for the 
program. The applicant will receive an eligibility letter and DOB Acknowledgement Form. The 
letter and acknowledgement letter include instructions to contact the Case Manager to make 
an appointment to receive instructions for transferring funds to a DOB account to be managed 
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by the County. During the DOB review appointment, the Case Manager will explain the 
calculation of the DOB and the process for transferring funds to the DOB account. The Case 
Manager will contact the financial institution managing DOB accounts to establish an account 
for the necessary applicants on an as needed basis. The Case Manager will provide the 
applicant with a form containing acknowledgement of receiving explanation of DOB 
calculations, instructions on the DOB account process, and notice of the homeowner’s rights to 
cancel the account. 
 
Prior to or at the closing, the County will execute a Housing Assistance Agreement. The 
Housing Assistance Agreement is a tri-partite agreement with the applicant, St. Johns County, 
and the construction contractor. The agreement establishes the provisions for the DOB 
account and the responsibility of the applicant to provide the funds as payment to the 
construction contractor before program funds are used. The applicant will provide a Cashier’s 
Check or initiate a wire transfer in the amount of any required homeowner funds to the 
financial institution to be deposited in the DOB account. Once construction begins, the Case 
Manager will communicate with the applicant to provide payment instructions for any funds 
associated with the DOB account. Confirmation of receipt of payment by the construction 
contractor will be verified by the Case Manager and documented by copies of canceled 
checks. 
All applicants must agree to sign a number of documents to receive assistance. These 
documents are fully explained in later sections and in the legal documents executed at contract 
signing or closing. This includes revised documents necessary to acknowledge changes post-
closing. Failure to comply with this requirement will allow the program to determine the 
documents are administratively signed (acceptance without homeowner signature). The 
applicant may challenge the signing under the appeals process. 
 
Applicants must acknowledge that any overpayment of benefit will be subject to recapture and 
are required to sign a Subrogation Agreement prior to any assistance being provided. 
Applicants must comply with all applicable Federal, State, and local requirements. 

PRE-AWARD VERIFICATIONS 
Applicants are responsible for providing truthful, accurate and complete applications to the 
Program. However, prior to making an award, the Program is responsible for reviewing each 
applicant file to verify all information is complete, applicant eligibility is verified, and all benefit 
calculations are completed correctly. This will be done by the Case Manager. 

AWARD ACKNOWLEDGEMENT LETTER 

An award letter will be sent to the applicant for signature once the following steps have been 
successfully completed: 

 Completed application 
 Submission of all required documents 
 DOB analysis completed 
 Tier 2 environmental review completed 
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 Property inspected, and scope of work determined 
The award letter provides the applicant with information about their potential eligible award, 
award calculation, their damage assessment documentation, and the appeals process. The 
letter will include a DOB Acknowledgment indicating the amount of homeowner funds, if any, 
which need to be deposited into a DOB Account with the financial institution selected by St. 
Johns County. 

PRE-SIGNING REQUIREMENTS 

Prior to receiving an award, applicants will: 
1. Sign an affidavit stating that they still own the damaged property and that they have not 

received notices of default or seizure related to taxes, mortgage, or title. 
2. Have an affirmative obligation to notify the Program if they receive notice of default or 

seizure after receipt of award from the Program. 
3. Resolve all appeals issues. 
4. Provide a copy of current flood insurance declaration page or declination letter. 
5. Execute a subrogation agreement 

COMPLAINTS 
The goal of St. Johns County is to resolve complaints in a manner that is both sensitive to the 
complainants concerns and to achieve fair results. Regardless of the complaint, program staff 
members will treat the issue with respect, be able to respond to the complainant about the 
complaint’s status, and handle the issue quickly, within 15 working days if practicable. 
Information on how to file a complaint will be available at the program offices and included on 
printed materials as well as be available on the flood recovery website. 
Informal Complaints 

Complaints that are brought forward in an informal manner—orally or revealed in the process 
of addressing another issue—will be addressed where possible regardless of the source of the 
complaint. Informal complaints or appeals can be made by registrants and applicants by phone 
or in person with a Case Manager at the Restore St. Johns office located at: 

Health and Human Services Building 
200 San Sabastian View 
Room 2206 (Egret Conference Room) 
St. Augustine, FL 32084 

If a resolution cannot be met through the informal process and a registrant or applicant 
believes that the Program’s determination of their funding award calculation, eligibility status, 
or construction workmanship is incorrect/does not meet standards, they can request a Formal 
Appeal Form from their Case Manager. 
The method to address informal complaints involves notifying the person submitting the 
complaint of the formal complaint process. Issues which can be addressed through verbal 
discussion without necessitating a formal complaint process will be done so. This will be 
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decided upon by the case worker. 
When responding to an informal complaint, the County staff will obtain all pertinent information 
from the complainant, including the issue raised, the name of the complainant (if possible) and 
associated contact information, and any other information regarding the complaint. If no name 
or contact number is provided, then that will be noted and placed in an informal complaint 
file—either electronic or hard copy. This communication will indicate that the complainant was 
notified of how to file a formal complaint. 
Formal Complaints 

Formal complaints must be submitted utilizing the Formal Complaint Form available through 
the Restore St. Johns Office. The applicant will be notified of the complaint process and the 
availability of the Formal Complaint Form. 
Any complaint that does not included the contact’s name and associated contact information 
will not be treated as a written complaint. Any concern or complaint must originate from a 
person attempting to register with the program as an applicant, contractor, or other direct party. 
Any complaint forwarded to St. Johns County from Florida Department of Economic (DEO) or 
U.S. Department of Housing and Urban Development (HUD) will also be considered a written 
complaint. 
Complaints may be submitted in the following ways: 
Mail:   St. Johns County 

Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

E-mail:   cdbgdr@sjcfl.us 
Hand Deliver:  St. Johns County 

Restore St. Johns 
Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

Required Documentation 

1. Every formal complaint will be entered into the project tracking 
system and maintained as either an electronic or hard copy file. The 
project tracking system will note any complaints and their potential 
resolution. 

2. Once the complaint is entered in the tracking system, the Program 
Manager or their designee will determine if the complaint has standing 
by determining the following: 

a) The complainant is a registrant or applicant, contractor, or direct 
party. 

b) Associated contact information has been provided. 
c) The complaint is relevant. 

mailto:cdbgdr@sjcfl.us
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3. If the complaint is valid, the Program Manager or a designee will 
perform the following steps: 

a) Review and/or investigate the complaint. 
b) Once the complaint has been resolved, or if it needs more work 

than can be done at the local program level, refer the complaint 
to the Program Manager to seek resolution. 

c) Provide documentation regarding the final result and resolution 
to St. Johns County if applicable. 

d) Provide a copy of this policy relating to investigation and 
resolution to the complainant and to each person who is subject 
of the complaint. 

e) Notify the complainant of the results, or if longer than 15 days, 
provide a status of the review process. 

f) Close the complaint. 
Fair Housing Complaints 
Persons alleging a violation of fair housing laws will be referred to St. Johns County’s local 
contact and process to file a complaint. St. Johns County will retain a log and record of all fair 
housing inquiries, allegations, complaints, and referrals. In addition, St. Johns County will 
report suspected non-compliance to HUD. 

APPEALS 
Appeals 
Throughout the process, decisions will be made on an application and/or project to be 
delivered. The decisions are made based on statutes, codes of Federal regulation, local 
administrative code, State and local guidelines as they are interpreted by the program. This 
policy guides the process for the applicant or contractor appealing decisions made by the 
program staff. 
Appeals Policy: 

1) Grounds to appeal a decision. This appeal process is available to an Appealing Party 
under the following ground: 

a. Eligibility Determination 
b. One of the inputs that influences the Award Determination, such as DOB 
c. Scope of Work 
d. Quality of Construction 

An applicant must submit a Formal Appeal Form within: 
a. 15 days from the date of the Award Letter or Ineligibility Letter; or 
b. 10 days from receipt of the Scope of Work; or 
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c. 3 days from interim or final inspection approving quality of construction. 
Any appeal that does not included the contact’s name and associated contact 
information will not be treated as a written appeal. Any appeal must originate from a 
person attempting to register with the program as an applicant, contractor, or other 
direct party. Any complaint forwarded to St. Johns County from U.S. Department of 
Housing and Urban Development (HUD) will also be considered a written complaint. 
Appeals may be submitted in the following ways: 
Mail:   St. Johns County 

Restore St. Johns, Room 2206 
200 San Sebastian View 
St. Augustine, FL 32084 

E-mail:   cdbgdr@sjcfl.us 
Hand Deliver:  St. Johns County 

Restore St. Johns, Room 2206 
200 N San Sebastian View 
St. Augustine, FL 32084 

e. A contractor may only appeal the issues related to one of more of the following: 
i. Draw payment 
ii. Failure to meet benchmark construction deadlines 

2) Appeal of Local Program Decision. An Appealing Party must complete and submit a 
Formal Appeal Form with the Program Manager to request a hearing before the 
Program and Policy Review Committee within (10) ten days from date of the staff 
response. This request should be sent to the Restore St. Johns, 200 San Sebastian 
View, Room 2206, St. Augustine FL, 32084. 
The written appeal must include specific information relating to the challenge of the staff 
decision. The appeal and the application file shall be made available to the Program 
and Policy Review Committee upon receipt of an appeal. The Program and Policy 
Review Committee shall respond in writing to the appeal not later than the fifteenth (15) 
working day after the date of receipt of the appeal. The response may take one of the 
following actions: 

a. Concur with the appeal and make the appropriate adjustments to the staff's 
decision; or 

b. Disagree with the appeal and provide the basis for rejecting the Appeal to the 
Appealing Party. 

The response may exceed the fifteen (15) day maximum when an applicable program 
policy is currently under review for revisions, and those revisions may impact the 
decision of the appeal. In those instances, the written response to the Appeal will be 
provided no later than the fifteenth (15) working day after a substantial revision of a 
policy is complete.  
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3) Appeal of Program and Policy Review Committee decisions. If the grievance is not 
resolved to the satisfaction of the program participant at this level, the aggrieved party 
can submit a written request for a hearing before the St. Johns County, Assistance 
County Manager within ten (10) days from date of the Program and Policy Review 
Committee response. This request should be sent to Restore St. Johns, 200 San 
Sebastian View, St. Augustine FL, 32084. The aggrieved party is entitled to a hearing 
before the St. Johns County, Assistance County Manager. This hearing represents the 
final level of appeal at the local level. The Project Manager will provide the complainant 
with the written finding/decision from the Assistant County Administrator. 

CONFLICT OF INTEREST 
No employee, officer, or agent shall participate in the selection, award, or administration of a 
contract supported by a Federal award if he or she has a real or apparent conflict of 
interest. Such a conflict would arise when the employee, officer, or agent, any member of his 
or her immediate family, his or her partner, or an organization which employs or is about to 
employ any of the parties indicated, has a financial or other interest in or a tangible personal 
benefit from a firm considered for a contract. The officers, employees, and agents of the 
County shall neither solicit nor accept gratuities, favors, or anything of monetary value from 
contractors or parties to subcontracts. 
All Program staff are required to make a full disclosure to the Project Manager of any interests, 
relationships, and holdings, which could potentially result in a conflict of interest. Potential 
conflicts of interest may include relationships with neighbors, acquaintances, friends, family 
members, and other members of the community. As soon as a project team member becomes 
aware of a current or prior relationship or familiarity with a potential applicant they are required 
to immediately notify the Project Manager. The Project Manager will ensure project team 
members do not process or interact with applications where the potential conflicts of interest 
exist. 
This separation of responsibility will ensure an unbiased approach to the processing of all 
applications and final eligibility determinations. The goal is for every citizen to have confidence 
their application is being processed with expedient efficiency and integrity. In the event a 
potential or actual conflict is reported, the Project Manager will review the circumstances in 
depth and be responsible for determining the course of action to be taken if a conflict is found 
to exist. If a team member has any doubt as to whether a current or prior relationship poses a 
potential conflict of interest, they should escalate the matter to the Project Manager for 
guidance. 
If staff become aware of a potential conflict of interest that an employee may have but is 
unaware of, staff members must immediately notify the Project Manager. The team member in 
question, with the potential conflict of interest, will then be removed from processing or 
interacting with the applicant, their application or any other materials or procedures related to 
that applicant. Another staff member will be assigned to responsibilities for that specific 
applicant which the team member in question had a conflict of interest with. 
If a staff member knowingly engages in a project where there may be a conflict of interest, that 
team member will immediately have responsibilities to that project removed. They will then be 
subject to the County’s disciplinary code which may include; 
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Verbal Warning - Usually given for a first-time infraction that that is not serious in 
nature. Documentation, by use of the Corrective Action form, must be made and sent to the 
Personnel Services Department for inclusion in the employee’s personnel file. 
Written Warning - Usually given to an employee for a repeated violation or when such behavior 
impacts operational readiness. Written warnings must be documented on the Corrective Action 
form and sent to the Personnel Services Department for inclusion in the employee’s personnel 
file. 
Suspension or Other Action - This type of discipline is a more severe action that may be used 
to continue investigations and/or attempt to change the behavior of an employee. Suspensions 
are issued when it is determined that a second warning would not suffice or that an incident is 
too severe for a warning, yet management does not exercise dismissal. Employees may be 
suspended without pay for up to five (5) days. Suspensions may vary in length as determined 
by management. At the request of the Department Director, the County Administrator may 
approve an extension of a suspension if court action is pending against the employee. 
Termination - Employment may be terminated after progressive disciplinary steps have failed 
or when any incident occurs that is serious or egregious in nature. An employee may be 
discharged at any time without using progressive steps if the employee commits an offense for 
which immediate discharge is specified as a penalty or, if in the County’s judgment, the 
employee’s continued employment would be contrary to the professional image of the County 
or its employees. The Personnel Services Director or designee must be consulted prior to the 
dismissal of any employee. 
St. Johns County reserves the right to impose discipline not in accordance with these policies if 
it determines such action is necessary due to the nature of the circumstance. 

OPERATING PROCEDURES 

Deadlines 
Deadlines will relate to the dates upon which the application period will close, tri-party 
agreements must be executed, and construction activities must be completed. Additional 
deadlines for other Program activities not included in this list may also be established. This 
manual will be updated as those deadlines are established. 

OUTREACH 
See separate Outreach Plan for policies and procedures regarding outreach. 

INITIAL PROGRAM REQUIREMENTS 

Requirements to Receive Assistance 
All applicant(s) must agree to the following to receive assistance: 

 Sign a release so that information provided by the applicant(s) can be shared with State 
and Federal agencies and certain third parties in order to verify information given to the 
program. The applicant and co-applicant are required to sign the release (unless one of 
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the eligible owners has provided Power of Attorney to the other to represent them, then 
the eligible owner does not need to sign release). 

 Agree to verification of their ownership status from date of storm through project 
completion (Certificate of Occupancy), the amount of disaster-related damage to the 
home, and assistance received by all previous sources. 

 Swear to the accuracy and completeness of all information provided to the program 
under penalty of law. 

REGISTRATION 

All applicants are required to complete the Program Registration form to check basic eligibility 
criteria. A hard copy of the Registration Form must be completed and submitted to St. Johns 
Disaster Recovery staff. Completed Registration Forms will be provided to Case Managers for 
inclusion into the program’s tracking system. DEO may require upload of Registration Data into 
the online Subrecipient Enterprise Resource Application (SERA) system. These procedures 
will be updated and clarified as DEO provides additional guidance. Registrations can be 
submitted in person at the Intake Center, emailed to the Intake Center or mailed to the Intake 
Center. Completed registrations forms submitted to the Intake Center will be assigned an 
identification number which will be used to track the applicant through the life of the project. 
Intake Center staff will review submitted registrations and make a preliminary eligibility 
determination. Registrants will be deemed to be eligible or ineligible. Case managers will 
generate letters to respondents notifying registrants of their status: eligible with invitation to 
apply, eligible but placed on waitlist due to priority ranking, or ineligible due to income. (See 
sample letters in Appendix.) Registrants deemed eligible will receive a letter notifying them of 
the next steps and any material they may need as part of their impending application interview. 
Qualified registrants will then be contacted by phone by a Case Manager to secure a date and 
time for their application interview. 
Registrants will be notified of their status within 2–3 weeks of the registration submittal. Longer 
notification times, possibly extending to 4 weeks, may occur in the early stages as intake 
demands may remain high and program functions are finalized. Registrations will be 
processed on a first come, first served basis. 

APPLICATION INTAKE 
Applicants are will be required to complete the application during the application interview at 
the Intake Center. Other reasonable accommodations may be available as needed. 
Consultation will be scheduled, to the greatest extent possible, in the order in which the calls 
are placed. All appointments will be scheduled by the Case Managers through a calendar 
program such as Outlook Calendar. The in-person consultation will include the submission of 
the application and all supporting documentation to verify income, ownership, DOB, citizen 
status and other required criteria. Applications will be advanced as they are completed which 
may result in registrants being advanced out of the first come first served order due to a lag in 
the application completion process. This will allow those applicants who have efficiently 
gathered all necessary materials to proceed with the program and prevent a stall as other 
applicants fail to provide necessary documents in a timely and efficient manner. 
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All applicants must sign the Program’s Consent and Release, Fraud Acknowledgement, and 
other program-related documents as needed, in each applicant’s particular situation. All 
required documentation must be submitted in person during the appointment with a Case 
Manager. All owner/occupants should be listed on the program application. All 
owner/occupants must sign all program forms. If an owner/occupant is not present at intake, 
the owner/occupant’s signature may be obtained a later date and submitted to the Program. 
Only one owner/occupant is required to execute the tri-party agreement. Examples of the 
application forms are contained in Appendix A. 
All owner/occupants and non-occupant owners should be listed on the program application. All 
owner/occupants must sign all program forms. Owners who are not occupants are not required 
to sign any program forms or provide any income or other documentation but will be required 
to sign an additional property owner acknowledgement document. The Program is not liable for 
any dispute arising between owner/occupants and non-occupant owners. 
Once a person has completed an application, he or she will then be an applicant to the 
program. From that point forward, applicant(s) must abide by all Program policies and 
procedures outlined in this manual. 

INTAKE CENTER MANAGEMENT 
The Case Managers will be responsible for coordinating the assignment of applicants under 
the supervision of the Program Manager. To the extent feasible, assigned Case Managers will 
work with the applicant from application initiation through completion and referral to the County 
for eligibility determination. The Project Manager will attempt to assign, staff that speak the 
preferred language of the applicant whenever possible. Where this is not possible, a language 
line or interpreter will be used. 
The Project Manager will monitor caseload work for each Case Manager to help ensure that 
work is being distributed as evenly as possible. Cases may not be distributed evenly as other 
program management responsibilities may be assigned which limit the ability to evenly 
distribute cases. The SERA as well as the County’s tracking system will allow the Project 
Manager to track caseload size and progress for each Case Manager. This will also ensure 
that more labor-intensive applicants receive the attention they require to complete the 
application process. 
The Project Manager will provide direct supervision to Case Managers in the Center. The 
Project Manager will also work with County staff in performing spot file reviews to verify that 
the Case Managers have a clear understanding of the process and requirements. The Project 
Manager is also responsible for securing additional training and “refresher” trainings based on 
the findings of the QA/QC process. 

INTAKE CENTER 

Location and Hours of Operation 
There will be a central Disaster Recovery Intake Center located at the St Johns County Health 
and Human Services building, 200 San Sebastian View Suite 2206, St. Augustine, FL. 
Standard business hours for Intake Center are: 
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Monday–Friday 
8:30 A.M. to 5:00 P.M. 
(Excluding County Holidays) 

 At the County’s discretion, business hours may be reduced or extended. Weekend hours may 
be available at certain times with County approval. Any variations to core business hours will be 
posted at the facility and on the www.sjcfl.us/restore website. 
The Center will have individual computer workstations for each Case Manager, interview 
areas, a Project Manager’s office, conference room space, a reception/waiting area, a play 
area for children and access to men’s and women’s restrooms. The Center is located on or 
near public transit and is barrier-free and accessible. 
Program staff may also make home visits to gather registration and application information in 
person as necessary. 

SERVICES AVAILABLE AT THE DISASTER RECOVERY INTAKE CENTER 
The central Disaster Recovery Intake Center will be fully staffed with a Project Manager and 
Case Managers. The Center will have several computer stations available for Case Managers, 
the Program Manager, and other staff member to utilize. The Center will have scanning 
capacity so sensitive documents can be immediately scanned and returned to the applicant. 
Case Managers will be available to assist citizens with registrations and applications, either in 
person or by telephone. Citizens can call the main telephone number (904) 209-1280 for 
directions to the Intake Center or to request a home visit. 
An “I speak” form will be available at the Intake Center for non-English speaking persons who 
may need assistance. Spanish speaking persons will be assisted by Spanish speaking County 
staff. The County will secure auxiliary aids or interpreters within two days of request or as 
otherwise required for persons who speak a language other than Spanish. 
Assistance will also be available to applicants who may have a disability and need help to 
complete the survey or application process. The County will secure auxiliary aids or 
interpreters within two days of request or as otherwise required. 
Case Managers will provide referral services to nonprofit service agencies for applicants that 
require supplemental services to assist them with their recovery. 

PERSONAL IDENTIFIABLE INFORMATION  
The following document handling practices are designed to protect applicant Personally 
Identifiable Information (PII). Staff will receive annual training on the proper handling of PII. 

Document Intake 
Applicants will be able to submit documents through the following methods: 

1. Emailed to centralized inbox for disaster recovery staff to distribute (e-mail provided on 
as-needed basis) 

2. Physically received and scanned by a Case Manager at the Intake Center site, or when 
applicable, at an Applicant’s home 
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The Program will provide an acceptable document checklist, to identify what is considered 
complete and legible, to help avoid submission of inadequate documents. All letters and 
communications regarding eligibility will be generated and sent by the Program. 

DOCUMENTS PROCESSING 
Applicant Portal Processing 

 DEO may require the uploading of documents into the SERA system. Appropriate 
procedures will be provided when this process is finalized. 

E-mail Processing 
 If the Case Manager receives the document directly, he/she will be responsible for 

inclusion in their case file and possible upload to SERA. Case Managers will review 
submitted documents within two business days after the Case Manager receives the 
emailed documents, and notify the applicant of any issues 

 If documents are found to be inadequate, the Case Manager will reach out to the 
applicant to inform them of the issue and request the applicant resubmit the correct 
documentation. All applicant contacts should be documented in the file. All documents 
received at the Intake Center will be uploaded to the applicants file, this includes 
documents that may be incomplete or irrelevant. 

On-Site Processing 
 Any documents received on-site will be scanned and uploaded by the Case Manager 

within two business day. All documents provided in person to at the Intake Center will 
be immediately uploaded and returned to the applicant. Hard copies of documents will 
be maintained in applicant file folders in the Intake Center. In the event that an applicant 
sends or produces an original document, they will be contacted and asked to come to 
the Intake Center to retrieve the document or will return the document to them via 
certified mail. 

 If documents are found to be inadequate, the Case Manager will make a note in the 
tracking system and will then reach out to the applicant to inform them of the issue and 
request they resubmit the correct documentation. All applicant contacts will be 
documented in the file. 

Fax 
 Fax documents for Applications will not be accepted. 

Workstations/Shared Facilities & Equipment 
 Sensitive information must be properly secured at all times when not in use. Locking 

cabinets, desk drawers, overhead bins and secured access areas should be used to 
store sensitive information. 

 Computer terminals should be cleared of client information at the end of each day, and 
locked or logged off when left unattended. 
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 Common areas such as copiers, faxes, printer, etc., should be checked periodically and 
cleared of any documents. 

 All presentations and documents should be removed from conference rooms after use. 
 After business hours, attention should be placed on ensuring that desktops, offices, 

mail-bins, in-boxes, fax machines, printers, copiers, etc. that are not in a secured limited 
access area are free of sensitive information and that drawers, cabinets and storage 
sites are locked. 

 Electronic equipment including but not limited to laptops, cellphones, or any other 
device that may house sensitive information should not be left unattended and should 
be password protected. 

 Employees should be alerted not to store any sensitive information on their individual 
hard drives but rather on the network drives. 

 Dedicated printer must be in a secured area or secured after business hours. 
 All files containing hard copies of registrant/applicant material will be stored in a filing 

cabinet in a locking closet. This closet will be closed and locked when no staff are 
tending the Intake Center. The Intake Center is a secure office which will be locked 
whenever there are no staff member present in the office. 

ACCESS 
Persons with Disabilities 
The Intake Center is barrier-free and ADA compliant. This includes restroom facilities. 
If someone is unable to travel to an Intake Center, either a Case Manager or other disaster 
recovery staff, will make a home call or other assistance (online and/or telephone) will be 
provided to facilitate applicant completion of the application process. 
Some persons who are deaf or hard of hearing may prefer or request to use a family member 
or friend as an interpreter. However, family members or friends of the person will not be used 
as interpreters unless specifically requested by that individual and after an offer of an 
interpreter at no charge to the person has been made by the Intake Center. Such an offer and 
the response will be documented in the person’s file. If the person chooses to use a family 
member or friend as an interpreter, issues of competency of interpretation, confidentiality, 
privacy, and conflict of interest will be considered. If the family member or friend is not 
competent or appropriate for any of these reasons, competent interpreter services will be 
provided. 

NOTE: Children and other residents will not be used to interpret, in order to ensure 
confidentiality of information and accurate communication. 

Language Assistance 
All vital documents (including registration, application, and all required forms) will be made 
available in the following languages: 

 English 
 Spanish 
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An “I Speak” form will be available at the Intake Center. 
Applicants may sign the required documents in their native language but will be required to 
sign the English versions of all forms and application documents. 

Other Assistance 
Residents and applicants with hearing and or sight impairments will be provided with 
assistance upon request. The County will secure auxiliary aids or interpreters within two days 
of request or as otherwise required. All online documents will be 508 compliant. 

APPLICANT COMMUNICATIONS 
The Program will ensure that all applicants have updated information regarding the status of 
their application and award. The Program will use various methods of communication including 
but not limited to the following: 

 Phone calls 
 Written correspondence (e-mail, direct mailings) 
 In-person meetings 

Applicants requiring special accommodations at the Intake Center or who wish to inquire about 
accommodations at the Intake Center can contact the Intake Center. 
Additional detail can be found in the Outreach Plan. 

SPECIAL NEEDS APPLICANTS 

Necessary accommodations will be made to ensure that eligible elderly persons and persons 
with special needs can successfully participate in the program. These accommodations could 
include the use of American sign language, oral presentation of documents, and home visits by 
the Case Managers if the applicant is unable to come to the Intake Center. 
The Intake Center will provide barrier-free access and accommodations for persons with 
disabilities. The rehabilitation or reconstruction of homes of special needs applicants will 
include any necessary physical adaptations. 

APPLICANT RESPONSIBILITIES 
Applicants are advised that additional information may be required for the Program to properly 
calculate the award amount and that applicants should maintain all records, receipts, invoices, 
and other documentation related to any repairs, construction, or clean-up of the damaged 
home. The Program reserves the right to request additional documentation and the applicant is 
obligated to be responsive to these requests and produce such documentation, when 
requested. This obligation continues even after all repairs have been completed and all award 
funds have been distributed to the applicant. 
Applicants applying to the Program for assistance have the responsibility to keep the Program 
informed of current contact information and to update their records if their income situation 
changes. Applicants are responsible for actively participating in the process and providing 
access to their property for damage assessments, lead-based paint/asbestos testing, and 
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construction progress inspections. The Program will make every attempt to remain in contact 
with each applicant via phone, e-mail and U.S. Postal Service written correspondence. 
However, if applicants show a demonstrated pattern of unresponsiveness, the Program will 
institute a communication due diligence procedure, after which applicants will be notified that 
their continued participation in the program may be in jeopardy. The due diligence procedure 
includes: 

1. Three consecutive unreturned phone calls, where “unreturned” means no response 
within 24 hours or a period specified by the Program; 

2. E-mail notification of attempted phone calls and request for applicant contact; and 
3. U.S. Postal Service notification via certified mail with return receipt required. 

Failure for an application to be completed within 30 days of first notice (including weekends 
and holidays) will trigger intake staff to change the status of application to “inactive”. An 
inactive status is given to an applicant that has failed to provide requested documents within 
30 days of first notice. An “Inactive Application” notice will be sent to the applicant informing 
them their application is now inactive. All inactive applications will not be eligible for 
assistance. The notice will have instructions for applicant to appeal the status change. Intake 
staff will document all efforts to contact applicants about their incomplete status. 
Applicants that are unable to demonstrate a clear title ownership of the damaged property may 
be allowed an extended period, up to a maximum of 1 year, to complete the necessary legal 
and/or probate actions necessary to clear the title. Applicants are required to provide the 
Program with periodic status reports and documentation to show active progress in resolving 
the title issues. 
Applicant(s) agree not to transfer the damaged home or any interest in the damaged home, 
whether voluntarily or involuntarily, until the rehabilitation or reconstruction to be performed 
under the program has been completed. 

Special Instructions to Applicants who have Secured a Contractor 
Those applicants that already have a builder under contract should be advised that they must 
stop construction until they receive word from the County. 

ELIGIBILITY DETERMINATION 

When an application is complete, the Case Manager reviews documentation to support the 
applicant’s threshold eligibility. After verifying eligibility, the Case Manager will update the 
System of Record for each eligibility item, cross-referencing the approval with the relevant 
document verifying eligibility. 
If no documentation or inadequate documentation exists on file, the Case Manager will 
determine whether the information is misplaced or whether the applicant must be contacted in 
an attempt to supply the necessary documentation. The Case Manager will continue verifying 
eligibility for all threshold criteria for which documentation exists and will update their calendar 
to remind them on a weekly basis to follow up on obtaining the missing documentation. 
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AWARD DETERMINATION 
The Program determines the award amount by calculating the estimated cost of repaired 
damages and/or total repairs needed based on the property inspection less the DOB an 
applicant received for the same purpose but did not use. For applicants who are disabled, a 
review and analysis of the cost reasonableness of any potential special accommodations, not 
in the standard repair estimate, may be made. Upon completion of the review and analysis of 
the cost, the applicant will receive a determination regarding inclusion of each item in the final 
repair estimate. 

DAMAGE ASSESSMENTS AND STANDARD GRADE MATERIALS 

The Program completes damage assessments to determine the total repairs necessary for 
each property. The inspections will be conducted by a Site Inspector utilizing DEO or County 
historical data plus hurricane factor. Site Inspectors are required to include an inspection for 
work already completed as well as prospective repairs needed to complete the home in their 
inspection. 
In its estimates, the Program will use prices for standard grade of materials to determine the 
value of total repairs needed for each property. The Program will then use standard grade 
materials for the rehabilitation or reconstruction of an eligible home. 

DUPLICATION OF BENEFITS 
Under the requirements of "The Robert T. Stafford Disaster Assistance and Emergency Relief 
Act" (42 U.S.C. 5121, et seq.), as interpreted and applied by HUD, the Program must consider 
certain aid received by applicants in determining the amount of assistance which can be 
awarded. St. Johns County will conduct DOB analysis using State administrative records and 
databases accessible through its disaster recovery programs. 
The following are sources of funding assistance provided for structural damage and loss that 
may be considered a DOB and under Federal law must be deducted from the assistance 
provided: 

 FEMA Individual Assistance for Structure (IA) 
 FEMA NFIP and/or Increased Cost of Compliance (ICC) 
 Private Insurance 
 Small Business Administration (SBA) 
 Charity 
 Any other funding source that may duplicate assistance 

Federal regulations require the Program to conduct a DOB analysis to ensure that (1) 
applicants do not receive more Federal funds than needed, and (2) Program funds are used to 
meet a need that still exists after considering other funds received. 
A DOB occurs when: 

 A beneficiary receives assistance, and 
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 It comes from multiple sources (examples: private insurance, FEMA, NFIP, non-profits, 
etc.), and 

 The total assistance amount exceeds the need for a particular recovery purpose. 
Applicants must report all third-party assistance they have received toward repairing the 
damages to their homes. This includes proceeds from both flood and homeowner’s insurance, 
ICC, FEMA assistance, loans from the SBA, and any assistance from other government or 
private nonprofit sources. Any funds applicants received from these sources for repairs to the 
damaged residence must be considered when the amount of the Program award is 
determined. If the applicant receives DOB funds after closing on the award, another DOB 
analysis will be conducted and may result in funds being subrogated back to the Program. 
In accordance with the Stafford Act, the Program will use the following framework to assure 
that any funds provided by the Program are not a DOB: 
Step 1: Identify the total need for assistance prior to any assistance being provided 
Step 2: Identify all potentially duplicative assistance received or to be received 
Step 3: Deduct assistance determined to be duplicative 
Step 4: Determine the maximum eligible award (Step 1 less step 3) 
Step 5: Determine the Program cap (if applicable) 
Step 6: Determine a Final Program Award (cannot exceed the program cap) 

FEMA Individual Assistance (IA) 
The Program will verify the FEMA IA amount provided by the FEMA database. If an applicant 
can provide documentation demonstrating that the FEMA IA amount provided by the FEMA 
database includes non-structural related amounts or “general use” amounts, the 
documentation provided by the applicant will be used to adjust the FEMA IA payout amount. 
The documentation provided by the applicant must come from FEMA. 

National Flood Insurance Program (NFIP) And Increased Cost of Compliance (ICC) 
Payments 
The Program will verify if an NFIP claim payment for loss due to Hurricane Matthew was 
provided to an applicant using third-party data. In the event of a match, the verified amount 
paid will be used to determine if a DOB exists and may be deducted from the amount the 
applicant is eligible to receive. Payments for contents or other expenses that are not related to 
structural loss are not deducted from the applicant's award. 
The program will determine DOB regarding ICC funds for elevation and/or demolition activities. 
If the Housing program is unable to determine the amount/or purpose of the ICC proceeds 
using documentation provided by the applicant, such documentation will be provided to the 
CDBG-DR program supervisor for final determination. 

Private Insurance and Wind Insurance 
All private insurance settlement amounts for loss to dwellings are considered a DOB and may 
reduce the amount of disaster assistance for which an applicant may be eligible. Private 
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insurance payments for anything other than the damaged structure (contents, fences, storage 
sheds, etc.) are not deducted from the applicant's award. 
Private Insurance and Wind Insurance Required Documentation: 

 Validated external data source information 
 Insurance Policy Declarations page 
 Insurance award or claims letter (if applicable) and Insurance/Benefit Certification. 

Private Insurance and Wind Insurance Verification Procedures: 
Insurance proceeds are determined and verified by the Program by contacting the insurance 
company and verifying proceeds if confirmed data is unavailable from a third-party data 
source. If the Program is unable to obtain a response from the insurance company within two 
weeks, it will use the amount provided by the applicant on the insurance/benefit certification, 
after documenting efforts to verify with the carrier. 
If an applicant is able to provide documentation demonstrating that the insurance proceeds 
amount provided by the insurance company includes items not covered in the home evaluation 
or not paid to cover structural loss, the Program will use the documentation provided by the 
applicant to adjust the private insurance payout. The documentation provided by the applicant 
must come from the insurance company which issued the payments or an order from an 
administrative proceeding or court of competent jurisdiction. 

Small Business Administration (SBA) 
If the SBA has approved loan funds, the assistance is considered a DOB, and the amount 
received by the homeowner must be deducted from the disaster assistance award. The SBA 
assistance amount will be determined and verified by Housing program through the SBA 
database. If the Housing program is unable to verify the SBA qualifying loan amount through 
the SBA database, the County will use the qualified loan amount provided by the applicant at 
the time of application. If an applicant is able to provide documentation demonstrating that the 
SBA amount provided by the SBA database includes amounts not loaned to cover structural 
loss, the Housing program will use the documentation provided by the applicant to adjust the 
SBA loan amount. The documentation provided by the applicant must come from SBA. 
SBA loans that are offered but declined by the applicant are no longer considered duplicative 
assistance. 
SBA Required Documentation (if applicable): 

 SBA 3rd-party data set 
 SBA award letter (if applicable) 

SBA Verification Procedures: 
SBA awards will be determined and verified by the Program through the SBA database. See 
SBA Hardship section for details on benefit calculation. If it is not possible to verify the SBA 
qualifying loan amount through the SBA database, the Program will use the qualified loan 
amount provided by the applicant at the time of application. If an applicant can provide 
documentation demonstrating the amount provided the SBA database includes amounts not 
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loaned to cover structural loss, the Program will use the documentation provided by the 
applicant to adjust the SBA loan amount. The documentation provided by the applicant must 
come from SBA. 

Charity 
Charity Required Documentation (if applicable): 

 Documentation provided by a nonprofit organization 
Charity Verification Procedures: 
The Program will contact the charity agency and verify the value of any assistance provided for 
structural repairs. The applicant is required to provide the program with a “Release of 
Information” to enable the program to secure documentation from the charity. If an applicant 
can provide documentation demonstrating the amount provided by the nonprofit agency, the 
Program will use the amount provided by the applicant. 

Rehabilitation Expenses 
Applicants will be able to deduct from their DOB, insurance, SBA, and FEMA amounts spent to 
repair their home due to damage by the disaster. 
Examples of Allowable Eligible Repair Expenses: 

 Structure repairs (roof, foundation, electrical, plumbing, and windows) 
 Limited debris removal 
 Mold remediation 
 Labor, material, and equipment rental to permanently or temporarily repair the damaged 

residence (carpeting, cabinetry, appliances, flooring, fixtures, doors, walls, and ceilings) 
 Demolition costs 
 Installation of wells, cisterns, septic tanks, cisterns, electricity, HVAC, and plumbing 
 Grading or leveling of property 
 Rental of Disposal and Removal Equipment (backhoes and dumpsters) 
 Other costs or expenses associated with repairing, stabilizing, or reconstructing the 

property 
 Tree/shrub removal if tree/scrub blocked access to the home or presented a safety 

hazard 
 The following more specific examples considered to be allowable activities: 

o Tarps 
o Building supplies 
o Siding 
o Sewer/septic 
o Paint 
o Weather head 
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o Water heater 
Required Repair Expenses Documentation: 

 Receipts (if applicable) 
 Paid invoice(s) 
 Validation by Construction Inspector 

Repair Expenses Verification Procedures 
A Program inspector must determine with reasonable assurance that any repairs claimed for 
DOB offset were made after the date of the event and will document confirmed repairs with a 
written assessment, cost estimate and photographs. 
Copies of receipts that support repairs to the home may be provided to the Program to 
document eligible expenditures in support of the inspection. All receipts will be reviewed for 
fraud and/or post-dating. Invalid receipts will not be included in cost of repairs. Applicants will 
be required to document repairs made to the home if a construction inspector is unable to 
validate the repairs on-site. Where duplicative funds for the same purpose are identified but 
the homeowner did not use the funds for their intended purpose, these funds will be counted 
toward DOB. 
Funds will also be evaluated for duplication of activity. Funds provided for the repair of a 
structure are not counted toward DOB if the structure is now being replaced as they are not the 
same activity. Additionally, if funds were provided to assist with limited roof repairs they do not 
count as DOB for an entire roof replacement as the DR funds are not for the same activity. 

Contractor Fraud 
If an applicant was a victim of contractor fraud, the amount paid to the contractor will not be 
counted as a DOB. The following documentation is required to allow the Program to determine 
if any amount paid to a contractor can be excluded in the DOB calculation: 

 Police report or complaint dated before the date of the application 
 Proof of cancelled check (if applicable) 
 Bank payment reflecting payment (if applicable) 
 Contract between applicant and contractor, if applicable 

Reported contractor fraud will be verified through review of the police report and complaint. If 
no amount is included in the complaint, the applicant will complete an affidavit to accompany 
the complaint that lists an amount to reduce the DOB total. In scenarios where a police report, 
complaint, or contract, are not available, information provided by the applicant will be reviewed 
on a case-by-case basis. 

Forced Mortgage Payoff 
In the event an applicant's mortgage requires any insurance proceeds to be applied to reduce 
the lien balance, the mortgage holder (not the homeowner) is considered to have legal control 
over those funds making the homeowner legally obligated to use insurance proceeds for that 
purpose. 
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Under these circumstances, the amount of the insurance proceeds required by the mortgage 
company to be applied to the mortgage balance will be excluded from the DOB calculation. 
To be considered for exclusion, the applicant must provide a copy of the correspondence or 
letter from the mortgage company on company letterhead and signed by an authorized 
representative stating the applicant was required to use the disaster assistance funds for this 
purpose. This will demonstrate they were required to apply the insurance proceeds to their 
mortgage balance. 

Legal Fees 
Legal fees/expenses incurred by the applicant due to litigation related to an insurance policy 
claim for the named disaster will be excluded from the DOB calculation. 
To be considered for exclusion, an applicant must submit the following documentation: 

 Evidence of payment to a legal firm (Attorney Fee and Expense Statement) 
 Settlement agreement (if applicable) 

The Program will review submitted documentation and verify if the amount paid to the Attorney 
can be excluded and reduce the DOB. 

Temporary Living Expenses 
Funds spent by an applicant for temporary housing from the date of the storm, which can be 
established by the Program can be deducted from the DOB total. 
Temporary Living Expenses Required Documentation: 

 Hotel receipts, apartment leases, rental agreements, rental receipts, and/or proof of 
payment for other temporary living arrangements. 

Temporary Living Expenses Verification Procedures: 
 A calculation of all monthly payments made by the applicant may be necessary. If 

sufficient documentation for Temporary Living Expenses is provided, the DOB total will 
be reduced. 

Requirement to Maintain Flood Insurance 
If the damaged home, reconstructed home or replacement home is located in a Special Flood 
Hazard Area, any insurable structure on any part of the property shall, always, be insured 
under a policy of flood insurance in the amount of the lesser of: (i) the full insurable value of 
the structure as determined by the applicable property insurer, or (ii) the maximum amount 
available for the structure under the NFIP, or a successor program. Failure to maintain 
insurance may result in applicant(s) being ineligible for future disaster relief. Upon the sale or 
transfer of the property, applicant(s) will, on or before the date of such transfer, and as part of 
the documents evidencing such transfer, notify all transferees in writing of the continuing 
obligation to maintain flood insurance on the property. If the applicant(s) fail to provide such 
notice, applicant(s) may be liable to the United States for future disaster assistance related to 
the property. All program applicants will be required to execute a covenant that will be 
recorded in the public records and will attach to the property. 
Evidence that the damaged home (or reconstructed home) is covered by any required flood 
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insurance must be provided at the tri-party agreement execution and again before the final 
disbursement of funds. A declaration sheet describing the coverage from the applicant(s) 
insurance company will be sufficient evidence to satisfy this requirement. If flood coverage is 
required, but not available due to the disrepair of the damaged home, applicant(s) must submit 
a declination letter from the insurer at the Grant Agreement Execution. The applicant must also 
provide proof that he/she obtained flood insurance once construction has been completed, 
prior to release of final payment. 

AWARD CALCULATION 
The formula below is how the Program will calculate an applicant’s award. 

1. Identify eligible scope of completed construction work. 
2. Identify all potentially duplicative assistance to be deducted out of completed work. 
3. Deduct assistance determined to be duplicative. 
4. Identify eligible repair costs/need for prospective work. 
5. Identify all potentially duplicative assistance remaining. 
6. Deduct assistance determined to be duplicative. 
7. Determine maximum allowable CDBG-DR award. 
8. Apply applicable award tier to determine program award amount. 

Eligible Repair Costs/Need 
The Program will determine an eligible repair estimate using information from the inspection. 
The repair estimate will be valued based on economy/standard grade materials and industry- 
standard labor costs. 

Calculating Potential DOB 
If an applicant is receiving a rehabilitation award, then the full DOB will be accounted for at the 
time of the rehabilitation award calculation. The DOB check will be completed prior to the 
signing of the construction contract and again prior to the processing of the final draw of funds. 
All unexpended DOB funding must be accounted for prior to the applicant receiving a Program 
award. Applicants participating in the Program, must utilize all DOB funding prior to accessing 
funding. 
Any non-duplicative funds will be accounted for as recognized by HUD. Specific exclusions will 
not reduce the CDBG-DR awards to the homeowner. These exclusions include: 

 Funds for a different purpose or general, non-specific purpose 
 Funds for same purpose, different (eligible) use 
 Funds not available 
 Private loans 
 Other assets or lines of credit 

SUBROGATION 
All duplicative funding received must be remitted to the Program, regardless of when it is 
received. The applicant will be required to sign a Subrogation/Assignment instrument at the tri-
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party agreement closing which requires applicant to return duplicative assistance received 
after the receipt of the award if such duplicative assistance was not considered in the award 
calculation. If applicants receive additional funding for the same purpose as the Program 
award (permanent repair to storm-damaged home) after the Program award is executed, the 
applicant is required to remit the additional funding to the Program. By accepting the award, 
applicants agree to remit any duplicative funds to the Program, whenever received. A copy of 
the Program’s subrogation agreement can be found in Appendix C. 
The Program will develop procedures for recovering funds subject to recapture. 

QUALITY ASSURANCE AND QUALITY CONTROL (QA/QC) 
The Program Manager or designee, reviews 100% of Case Manager files to ensure they are 
correct in their eligibility determinations and required documentation. 

INSPECTIONS AND ENVIRONMENTAL REVIEW 

Program Site Inspectors will schedule a site visit with applicants to conduct a preliminary 
inspection of the site. The purpose of this inspection will be to confirm information provided on 
the application and to confirm storm damage. The inspector will complete a form indicating that 
the property is in conformity with information provided on the application and that there 
appears to be damage from Hurricane Matthew. The Site Inspector will collect information for a 
work write-up. The Site Inspector will send the work write-up materials to a cost estimator who 
will develop the rehabilitation cost estimate. 
Construction Inspectors will conduct site visits, confirm work completion for invoices, review 
change orders, assist with contractor/homeowner disputes, and coordinate with construction 
contractors hired by the County to complete housing repair, reconstruction, elevation, and 
demolition. The Construction Manager ensures that contractors act in accordance with 
program policies and procedures, adhere to standards of performance, and follow safety 
policies. If requested by the County, the Construction Manager may participate in managing 
the reimbursement process to ensure that building requirements are being met and contractors 
are paid properly. 
The Site Inspector will coordinate a site visit with the applicant at the property to be addressed. 
To the greatest extent possible the Site Inspector will coordinate their visit with the site visits by 
lead and asbestos inspectors so as to minimize the number of separate site visits. The Site 
Inspector will conduct the inspection to collect information for the development of cost 
estimates for work incurred prior to application and work remaining, identification of possible 
code violations, mold hazards, and health and safety risks. They will also take into 
consideration Green Building standards and resilient construction where feasible. 
The Program will utilize a tiered environmental review process outlined in the Program 
Environmental Policy and Procedures. Any significant findings will be referred to the 
Environmental Review Unit and consultants to address. 

CONSTRUCTION STANDARDS 

Housing that is rehabilitated with CDBG-DR funds must meet all applicable local and State 
codes, rehabilitation standards, ordinances, and zoning ordinances at the time of project 
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completion. The Florida State Building Code must be used as required and where appropriate. 
All rehabilitation projects must comply with all applicable State and local housing construction 
standards and code requirements and if there are no such standards or code requirements, 
the housing must meet the minimum construction standards. All deficiencies identified in the 
final inspection must be corrected before final payment is released. Construction standards are 
defined in the County’s Construction Standards Policies and Procedures document. Housing 
that is constructed or rehabilitated with CDBG funds must meet all applicable local codes, 
rehabilitation standards, ordinances, and zoning ordinances at the time of project completion. 
International Residential Code (IRC) (with windstorm provisions) and International Building 
Code (IBC) which will be used as required and as appropriate. 
If the unit to be assisted was built prior to 1978 and the type of assistance offered will be 
rehabilitation, the assisted unit will be tested for the presence of lead-based paint. If present, 
the removal of lead-based paint will be considered in the costs of rehabilitation under the 
Abatement cap as described in the General Guidelines. Lead paint inspection provides two 
benefits: 

 The costs of abatement are considerable and must be factored into the cost estimates 
for rehabilitation. 

 The health risks to residents, particularly children, may be severe so any presence of 
lead-based paint in an assisted unit, even one that is to be reconstructed, must be 
reported so that the residents may seek appropriate medical attention. 

Sites must also be tested for asbestos as required under Florida Department of Environmental 
Protection. Certified inspectors must conduct site testing and identification of materials which 
may contain asbestos. The work write-up will include any considerations for asbestos 
abatement based upon State thresholds triggering abatement. Any on-site monitoring and 
clearance will also be required during and after construction. 
Sites containing lead and/or asbestos cannot have general contracting work active which may 
conflict, inhibit, pose additional risk, or cause additional cost for the abatement and removal of 
those materials. Contractors who violate this standard will be required to immediately remedy 
and known or discovered issues. Health or safety risks pertaining to improper handling, 
containment or uncertified labor handling materials must be addressed and resolved within 4. 
Uncertified laborers are not permitted to be handling or removing materials unless regulations 
permit them to handle “sealed” or “contained” contaminants. Contractors may have the work 
site suspended, pay withheld or may be removed from a project or from the program entirely if 
violations to these regulations occur. 
A pre-construction conference between the assisted homeowner, contractor, and the Housing 
Program representative will be conducted to ensure that all parties are in agreement about 
the work to be completed. The pre-construction conference will consist of two parts: 

 The first part deals with basic contract and procedural issues: begin and end dates of 
the contract; terms of the contract; payment schedules and procedures; inspection 
procedures and requirements; responsibilities of the contractor and the assisted 
homeowner; change order procedures; payment requests and procedures; lead-based 
paint requirements; role of the County; complaint and conflict resolution procedures; 
and other programmatic procedures. 
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 The second part will consist of a walk-through of the house for rehabilitation assistance. 
All parties should understand how the work will proceed. Instructions will be given 
regarding clean-up by the homeowner prior to the work, and the contractor after the 
work. 

Site and Development Restrictions 
A. Housing that is constructed or rehabilitated with CDBG-DR funds must meet all 

applicable local codes, rehabilitation standards, ordinances, and zoning ordinances at 
the time of project completion. IRC (with windstorm provisions) and IBC must be 
used as required where appropriate and when they do not conflict with the Florida 
building code. All rehabilitation projects must comply with Florida building code and all 
applicable local codes and ordinances. 

B. All other CDBG-assisted housing (e.g., acquisition) must meet all applicable State 
and local housing construction standards and code requirements. 

C. If a conflict between Federal, State, and local regulations should occur, the more 
stringent regulation will be followed. 

Green Building 
The Program requires a Green Building standard for new construction of residential buildings 
and replacement of substantially damaged residential buildings. Replacement of residential 
buildings includes reconstruction (i.e., demolishing and rebuilding a housing unit on the same 
lot in substantially the same manner) and may include changes to structural elements such as 
flooring systems, columns, or load bearing interior or exterior walls. 
For rehabilitation of non-substantially damaged homes, the Program follows the guidelines 
specified in the HUD CPD Green Building Retrofit Checklist, available at 
https://www.hudexchange.info/resource/3684/guidance-on-the-cpd-green-buildingchecklist/. 
The Housing program will be built with emphasis on high quality, durable, sustainable, and 
energy efficient construction methods and materials. Construction will, to the greatest extent 
possible and where financially feasible, follow the Resilient Home Construction Standard 
strongly encouraged by HUD. All construction will meet an industry- recognized standard such 
as those set by the FORTIFIED Home™ Gold level for new construction of single-family, 
detached homes; and FORTIFIED Home™ Silver level for reconstruction of the roof, windows, 
and doors; or FORTIFIED Home™ Bronze level for repair or reconstruction of the roof; or any 
other equivalent comprehensive resilient or disaster resistant building program. Construction 
will meet the FORTIFIED Home™ Bronze level standard for roof repair or reconstruction for 
homes that are not substantially damaged. FORTIFIED Home™ is a risk-reduction program 
providing construction standards for new homes and retrofit standards for existing homes, 
which will increase a home’s resilience to natural hazards, including high wind, hail, and 
tropical storms. Insurers can provide discounts for homeowner’s insurance for properties 
certified as FORTIFIED. Property owners may contact their insurance agent for current 
information on what discounts may be available as a result of adherence to the Resilient 
Home Construction Standard. 
In addition, construction will follow Green Building requirements and minimum standards 
including: 
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 Construction standards will be based on the Florida building code and the Florida 
Energy Code and must meet or exceed applicable requirements. 

 Construction and reconstruction will comply with the Green Building Standard for all 
new construction of residential buildings and for all replacement of damaged residential 
buildings under at least one of the following programs: 
o ENERGY STAR 
o Enterprise Green Communities 
o LEED (iv) ICC–700 National Green Building Standard 
o U.S. Environmental Protection Agency (EPA) Indoor AirPlus (ENERGY STAR a 

prerequisite) 
o Any other equivalent comprehensive Green Building program acceptable to HUD 
St. Johns County prefers that contractors conform to EPA Indoor AirPlus standards but 
will accept construction which adheres to any of the programs listed. 

 For rehabilitation construction, the State will follow the Green Building Retrofit Checklist 
to the extent applicable to the rehabilitation work undertaken, including the use of mold 
resistant products when replacing surfaces such as drywall. When older or obsolete 
products are replaced as part of the rehabilitation work, rehabilitation is required to use 
ENERGY STAR-labeled, WaterSense-labeled, or Federal Energy Management 
Program (FEMP)-designated products and appliances, or other equivalent. 

 Where practicable and as outlined in the DEO Housing Guidelines, components of the 
Weatherization Assistance Program (WAP) may be incorporated into the minimum 
standards. 

 If a conflict between Federal, State, and local regulations should occur, the more 
stringent regulation will be followed. 

County will require a warranty period post-construction for housing with all work being 
performed by the contractor guaranteed for a period of one year. 

Lead-Based Paint 
The presence of lead-based paint in housing units constructed prior to January 1, 1978, is a 
concern in any housing rehabilitation or demolition project and must be addressed. Housing 
units assisted with disaster recovery funding must comply with the Federal regulations in 24 
CFR Part 35 and be addressed as part of the environmental review of the project. The Housing 
Program is required to include an assessment of the presence of lead-based paint in their 
environmental documentation submitted to DEO. If lead-based paint is present, the safe 
containment, mitigation or removal and disposal of the lead-based paint must be addressed. 
The subparts of 24 CFR 35 that apply to the Disaster Recovery program are: 

 Subpart A—Disclosure of Known Lead-based Paint and/or Lead-based Paint Hazards 
Upon Sale or Lease of Residential Property 

 Subpart B—General Requirements and Definitions 
 Subpart J—Rehabilitation 
 Subpart K—Acquisition, Leasing, Support Services, or Operation 
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 Subpart R—Methods and Standards for Lead-Based Paint Hazard Evaluation and 
Reduction Activities 

Exemptions to 24 CFR 35 Subparts B, L, K and R are described in 24 CFR 35.115: 
 Residential construction that was completed on or after January 1, 1978; 
 A zero-bedroom dwelling unit, including a single room occupancy dwelling unit; 
 Housing exclusively for elderly or persons with disabilities, unless a child under the age 

of six resides or is expected to reside in the dwelling unit; 
 Residential property in which all lead-based paint has been identified, removed, and 

clearance has been achieved in accordance with the requirements outlined in 24 CFR 
115(5); 

 An unoccupied dwelling unit or residential property pending demolition that will remain 
unoccupied until demolition; 

 Property or a part of a property that will not be used for human residential habitation, 
except entryways, hallways, corridors, passageways, or stairwell serving both 
residential and nonresidential uses in a mixed-use property shall not be exempt; 

 Any rehabilitation that does not disturb painted surfaces; 
 Emergency actions immediately necessary to safeguard against imminent danger to 

human life, health, or safety, or to protect property from further damage (occupants 
must be protected from exposure to lead in dust and debris generated from the 
emergency actions to the extent practical); or 

 Property seized by a Federal law enforcement agency, which the agency has owned for 
less than 270 days. 

In addition: 

 Subpart K does not apply if assistance being provided is for emergency rental 
assistance or foreclosure prevention assistance. This exemption expires no later than 
100 days after initial payment or assistance. 

 Required evaluation or lead-based paint hazard reduction or lead-based paint 
abatement on an exterior painted surface is delayed due to weather conditions or 
unsuitable conventional construction activities. 

 If requested by the State Historic Preservation Office, property is listed or has been 
determined to be eligible for listing on the National Register of Historic Places or 
contributing to a National Register Historic District, interim controls and maintenance 
and reevaluation must be conducted as required in 24 CFR 35.115(13). 

For more information, please review 24 CFR 35.115. 
 
Subparts B, J K, and R are referred to as the Lead Safe Housing Rule. The Lead Safe Housing 
Rule requires different approaches to addressing lead-based paint hazards in different housing 
rehabilitation projects based on the amount of funding assistance. The funding levels are: up to 
and including $5,000 per unit, more than $5,000 up to and including $25,000 per unit and more 
than $25,000 per unit. The method for calculating these threshold amounts can be found in 24 
CFR 35.915 and the applicable evaluation and hazard reduction requirements are located in 
24 CFR 35.930. 
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Asbestos 
HUD does not have specific regulations related to asbestos as it does for lead-based paint. 
However, it has been determined by Florida Department of Environmental Protection that the 
Housing Recovery Program is subject to State asbestos laws for residential construction. This 
will require preliminary testing and identification of asbestos material in the house. Material 
which tests positive for asbestos must be handled and disposed of according to local 
regulations. The site must have a clearance test performed and passed when asbestos 
abatement work is complete. 

Mold 
HUD does not have specific regulations related to mold. Nonetheless, to ensure housing units 
are decent, safe, and sanitary, which is a HUD requirement, housing rehabilitation projects 
need to determine if mold is present. Mold can be a significant problem in homes that receive 
water damage due to a qualifying storm event. The United States Environmental Protection 
Agency has published two useful guides on mold and clean-up: “A Brief Guide to Mold, 
Moisture and Your Home” and “Mold Remediation in Schools and Commercial Buildings.” 

The site inspection will be conducted to identify any potential mold and will include language to 
address mold discovered in the property. Any visible mold must be cleaned or removed, and 
any mold discovered during construction must be addressed through appropriate measures. 
Areas suspected of mold by the inspector or areas where the inspector was informed of mold 
by the applicant will be visually inspected. Any signs of mold will be noted in the work write-up. 
The method of addressing the mold depending on the severity and location of the mold will be 
at the discretion of the inspector. Mold resistant construction material will be utilized to the 
greatest extent possible. 

Additional information can be found at: http://archives.hud.gov/news/2004/pr04-087.cfm. 

  

http://archives.hud.gov/news/2004/pr04-087.cfm
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CDBG-DR GENERAL REQUIREMENTS 

Cross-Cutting Federal Requirements 
Use of CDBG-DR funds is subject to cross-cutting Federal requirements concerning financial 
management, environmental review, labor standards, acquisition, relocation and fair housing. 
These requirements are described in the Administrative Policy and Cross-Cutting Federal 
Requirements Manual. 

Reporting Requirements 
St. Johns County shall maintain accurate files and records on each applicant and shall retain 
all pertinent documentation for the grant between DEO and St. Johns County. Compliance will 
be maintained in accordance with the reporting requirements under the CDBG-DR regulations. 
This includes all information and reports as required under St. Johns Contract with DEO and 
demographic data and other information on applicants and awardees. 
County will collect and report data relevant to Affirmatively Furthering Fair Housing and Civil 
Rights compliance. The reporting requirements will include, but not be limited to the following: 
For each program activity requiring a direct application by an individual or non-institutional 
entity: 

 Applicant household’s income. 

 Household’s income as a percentage of area median family income as defined by HUD. 

 The race and ethnicity of the head of household. 

 The household’s familial status. 

 The presence or non-presence of a household member with a disability. 
For each activity providing housing or housing assistance that is not directly linked to a 
specific beneficiary: 

 The cost of the housing unit to the applicant and to the occupant. 

 The maximum qualifying household income as a percentage of area median family 
income as defined by HUD. 

 Restrictions regarding the age or familial status of occupants. 

 The presence or absence of designs or services that make the housing unit accessible to 
an individual with a disability and the number of fully accessible units. 

County has established procedures to periodically report on goals and compliance with Section 
3 as required by 24 CFR Part 135 and the contract between DEO and the County. 

CLOSE-OUT 

Project Close-out: Once the construction work is completed on each project, County will do a 
final inspection of all work to ensure that construction is complete and meets local code 
requirements. The Program Manager will be required to ensure that documents are complete, 
signed, and maintained in each project file. 
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The Administrative Close-out Report, Form SC-62, must be submitted to DEO within 45 
calendar days of the Agreement termination date, in compliance with Rule 73C-23.0051 (5), 
F.A.C and the terms of this Agreement. 
The County shall close-out its use of the CDBG-DR funds and its obligations by complying with 
the close-out procedures in 2 CFR § 200.343. Activities during this close-out period may 
include, but are not limited to: making final payments, disposing of program assets (including 
the return of all unused materials, equipment, unspent cash advances, program income 
balances, and accounts receivable to the grantee), resolution of outstanding audits, and 
determining the custodianship of records. 
Notwithstanding the terms of 2 CFR 200.343, the County shall transfer to the DEO any CDBG-
DR funds on hand at the time of expiration and any accounts receivable attributable to the use 
of CDBG-DR funds, further, any real property under the County’s control that was acquired or 
improved in whole or in part with CDBG-DR funds (including CDBG-DR funds provided to the 
County in the form of a loan) shall be treated in accordance with 24 CFR 570.503(b)(7). 

PROGRAM INCOME 

The Housing program anticipates it may generate program income (as defined at 24 C.F.R. § 
570.500(a) or in the Federal Register Guidance governing the CDBG-DR funds) as part of the 
activities allowed under this allocation. Should any funds be generated, recovery of funds 
including program income, refunds and rebates will be used before drawing down additional 
CDBG- DR funds. These amounts will be tracked and recorded. 
The Housing program shall report to DEO all program income generated by activities carried 
out with CDBG-DR funds made available under this Agreement as part of the County’s 
Quarterly Progress Report, Form SC-65. The County shall use program income in accordance 
with the applicable requirements of 2 C.F.R. part 200, 24 C.F.R. part 570.504, 24 CFR 
570.489(e), 83 FR 5844, F.S., chapter 73C-23.0051, F.A.C. 
The accounting system requires grantees to use program income before drawing additional 
grant funds. Housing program will be required to report program income quarterly and will be 
subject to applicable regulations and Community Development Program Directives. Program 
income generated after close-out shall be returned to DEO. Program income generated prior to 
close-out shall be returned to DEO unless the program income is used to fund additional units 
of CDBG-DR activities, specified in a modification to this Agreement, and duly executed prior 
to administrative close-out. 
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DEFINITIONS 

100-Year Flood Plain – The geographical area defined by FEMA as having a one percent 
chance of being inundated by a flooding event in any given year. 

500-Year Flood Plain –The geographical area defined by FEMA as having a 0.2 percent 
change of being inundated by a flooding event in any given year. 

Acquisition – The utilization of CDBG funds to acquire real property. Acquisition-only is 
typically not considered a complete activity in the Program and must be combined with 
another eligible use (i.e. new construction). 

Applicant – Any individual who submits an application for assistance to the St. John 
County Housing Assistance Program. 

Area Median Income (AMI) – The median (middle point) household income for an area 
adjusted for household size as published and annually updated by the U.S. Department 
of Housing and Urban Development. Once household income is determined, it is 
compared to HUD's income limit for that household size. 

Area of High Minority Concentration – A census block group that consists of 65% or 
more of minorities. Minorities include all racial and ethnic population groups other than 
“White, non-Hispanic (Anglo)”. 

Area of High Poverty Concentration – A census block group that consists of 35% or 
more of the residents living in poverty. A household that meets the U.S. Census Bureau’s 
poverty threshold is considered to be at or below poverty level for the Disaster Recovery 
Program. 

Base Flood Elevation (BFE) – Base Flood Elevation as determined by the FEMA 
Agency. The relationship between the BFE and a structure’s elevation determines flood 
insurance premiums. The Federal Register sets the minimum elevation requirements for 
homes that will be assisted with CDBG-DR funding and which require elevation. HUD has 
determined that structures designed principally for residential use and located in the 100-
year floodplain that receive assistance for new construction repair of substantial damage 
or substantial improvement must be elevated with the lowest floor, including the 
basement, at least two feet above the BFE. 

Community Development Block Grant Program (CDBG) 

Community Development Block Grant- Disaster Recovery Program (CDBG-DR) 

Common Area Under Roof – The total area under the common roof is primarily interior, 
conditioned spaces, and for single-story homes, equal to the footprint of the house. The 
term is also synonymous with the eligible area. In addition, exterior spaces such as 
detached porches and garages are not considered in the eligible area. 
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Damage Assessment – The process utilized to verify that damage at a property can 
reasonably be attributed to Hurricane Mathew and the quantification of damages that 
results in the dollar value and scope of repairs necessary to repair a structure. 

Demolition – Clearance and proper disposal of dilapidated buildings and improvements. 

Disability – For the purposes of the Program, “disability” is consistent with Federal law 
under The Social Security Act, as amended, 42 U.S.C. §423(d), The Americans with 
Disabilities Act of 1990, as amended, 42 U.S.C. §12102(1)-(3), and in accordance with 
HUD regulations at 24 CFR §§5.403 and 891.505. 

Duplication of Benefits – The Robert T. Stafford Disaster Assistance and Emergency 
Relief Act (Stafford Act) prohibits any person, business concern, or other entity from 
receiving financial assistance from CDBG Disaster Recovery funding with respect to any 
part of a loss resulting from a major disaster as to which he has already received financial 
assistance under any other program or from insurance or any other source. 

Estimated Cost of Repair (ECR) – A documented line item by line item estimate of the 
damages observed during an on-site visit to an applicant’s property that quantifies the 
materials and labor necessary to repair observed damages. 

Family – A household composed of two or more related persons. The term family also 
includes one or more eligible persons living with another person or persons who are 
determined to be important to their care or wellbeing, and the surviving member or 
members of any family described in this definition who were living in a unit assisted under 
the HOPWA program with the person with AIDS at the time of his or her death. 

FEMA-Designated High-Risk Area – Areas designated by FEMA as vulnerable to 
significant wind and/or storm surge damage and areas located in 100-year flood zones. 
These areas will be identified during the environmental review process for each 
participating jurisdiction. 

Homeowner Assistance Activity – The utilization of CDBG-DR funding to rehabilitate 
or reconstruct disaster -damaged homes in order for the applicant to remain in the original 
home at the original home site. The home to be assisted must have been owner-occupied 
at the time of the storm. 

Household – A household is defined as all persons occupying the same housing unit, 
regardless of their relationship to each other. The occupants could consist of a single-
family, two (2) or more families living together, or any other group of related or unrelated 
persons who share living arrangements. For housing activities, the test of meeting the 
low to moderate income objective is based on the LMI of households. 

Household Income – Adjusted gross income as defined for purposes of reporting under 
Internal Revenue Service (IRS) Form 1040 series for individual Federal annual income 
tax purposes. herby known as “adjusted income”. 
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Housing and Urban Development (HUD) – United States Department of Housing and 
Urban Development. 

Increased Cost of Compliance (ICC) – Structures damaged by a flood may be required 
to meet certain building requirements to reduce the risk of future flood damage before the 
structure can be repaired or rebuilt. To help cover these costs, the NFIP includes 
Increased Cost of Compliance coverage for all new and renewed Standard Flood 
Insurance Policies. ICC is a DOB if a structure owner requests reimbursement or 
additional assistance for elevation, demolition, flood-proofing, or relocation—one of the 
four options available under ICC—and has already received an ICC benefit under the 
NFIP. 

Individual Mitigation Measures (IMM) – Activities designed to mitigate and/or reduce 
risk beyond the pre-disaster condition of a housing unit when the activities are above and 
beyond Federal, State, or local construction or code requirements. In accordance with 
HUD's guidance, repair and rehabilitation of housing units, and the payment of flood 
insurance are not IMM activities. Examples of IMM activities include elevation above the 
BFE level, or the addition of storm shutters, disaster proof windows, roof straps, etc. as 
long as those improvements are not required to comply with local code requirements and 
did not exist on the housing unit prior to the disaster damage. 

Low and Moderate Income (LMI) National Objective – Activities which benefit 
households whose total annual gross income does not exceed 80% of AMI, adjusted for 
family size. Income eligibility will be determined and verified in accordance with adjusted 
gross income requirements using procedures as stated in the Technical Guide for 
Determining Income and Allowances, 3rd Edition (HUD-1780-CPD). The most current 
income limits, published annually by HUD, shall be used by the County to verify the 
income eligibility of each household applying for assistance at the time assistance is 
provided. 

 Very low: Household’s annual income is up to 30% of the area median family income, 
as determined by HUD, adjusted for family size. 

 Low: Household’s annual income is between 31% and 50% of the area median family 
income, as determined by HUD, adjusted for family size. 

 Moderate: Household’s annual income is between 51% and 80% of the area median 
family income, as determined by HUD, adjusted for family size. 

Major Damage – Damage of any origin sustained by a structure whereby the cost of 
restoring the structure located inside and outside of floodplain to its before damaged 
condition would equal or exceed 70 percent of the current fair market value of the 
structure. 

Manufactured Housing Unit (MHU) – A structure, transportable in one or more sections 
which, in the traveling mode is 8 body-feet or more in width, or 40 body-feet or more in 
length, or when erected on-site, is at least 320 square feet, and which is built on a 
permanent chassis and is designed to be used as a dwelling with or without a permanent 
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foundation when connected to the required utilities, and includes the plumbing, heating, 
air-conditioning, and electrical systems contained therein. Manufactured Housing Units 
were formerly known as mobile homes. 

Modular Housing – A home built in sections in a factory to meet State, local, or regional 
building codes. Once assembled, the modular unit becomes permanently fixed to one 
site. 

Most Impacted and Distressed (MID) Areas – Areas of most impact as determined by 
HUD or the State using the best available data sources to calculate the amount of disaster 
damage. 

New Construction – A replacement home that substantially exceeds the original footprint 
on the existing lot (if permitted) or the construction of a new home in a new location. 

National Flood Insurance Program (NFIP) – When the Program refers to NFIP in the 
context of eligibility or DOB, the Program is referring to private and public flood insurance 
programs that cover structural repairs resulting from flood damages. 

Not Suitable for Rehabilitation – St. John County defines “not suitable for rehabilitation” 
as one of the two following definitions: 

1. Residential properties that have experienced repetitive losses under FEMA’s NFIP. 

2. Dwellings that are considered substandard and do not meet the recovery program’s 
housing rehabilitation standards and/or Federal, State, local code requirements shall 
not be deemed suitable for rehabilitation, as determined by the program and 
consistent with program guidelines. The determination may be established based on 
the calculation that the cost of rehabilitation is close to or exceeds the cost to 
reconstruct. 

Pre-Disaster Fair Market Value – The land and dwelling value for parcels, as determined 
by the Housing program, prior to the disaster 

Property Casualty Insurance – Insurance that covers structural repairs to a home as a 
result of wind, fire, hail, wind-driven rain, tornado, hurricane, or natural disaster, other 
than flood. 

Program Design – The selection and development of programs and activities. The 
Program Design must include the type of housing activities that will be offered by the 
County, as well as how the Program will be marketed, how Fair Housing Objectives will 
be achieved, and how funding will be prioritized. 

Reconstruction – Demolition and rebuilding of a stick-built or modular housing unit on 
the same lot in substantially the same footprint and manner. Activity also includes 
replacing an existing substandard manufactured housing unit (MHU) with a new MHU or 
a stick-built home that will meet only the current needs of the family or individual. The 
number of units on the lot may not increase and the total square footage of the original, 
principal residence structure to be reconstructed may not be substantially exceeded; 
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however, the number of rooms in a unit may be increased or decreased. 

Rehabilitation – Repair or restoration of housing units in the disaster-impacted areas to 
applicable construction codes and standards. 

Replacement – Demolition, removal and replacement of a damaged MHU with a new 
MHU or a stick-built home in substantially the same footprint. 

Second Home – Properties that served as second homes at the time of the disaster, or 
following the disaster, are not eligible for rehabilitation assistance or housing incentives. 
A second home is defined as a home that is not the primary residence of the owner, a 
tenant, or any occupant at the time of the storm or at the time of application for assistance. 
HUD has established an alternative requirement for second homes that may allow 
assistance in limited circumstances coordinated with HUD. 

Slum and Blight National Objective – Activities which help to eliminate slums and 
blighted conditions. Use of this National Objective is limited due to its inability to contribute 
toward the overall requirement for 70% of funding to benefit low to moderate- income 
beneficiaries. It must be justified in the application for funding and the restrictions of its 
use will be expressly detailed in the contract between the DR grantee and the County. 
Slum and Blight activities must meet the criteria of one of the three following categories: 

 Prevent or eliminate slums and blight on an area basis; 

 Prevent or eliminate slum and blight on a spot basis; or 

 Be in an urban renewal area. 

Substantial Improvement – As defined in 24 CFR 55.2(b)(10) and as applicable to the 
Housing Recovery Program, substantial improvement means any repair, reconstruction, 
modernization or improvement of a structure, the cost of which equals or exceeds 50 
percent of the market value of the structure either before the improvement or repair is 
started or if the structure has been damaged, and is being restored, before the damage 
occurred. Substantial improvement determinations are made by local code enforcement, 
permitting, building and / or floodplain officials. The program will abide by these 
determinations. 

APPENDICES 
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Appendix D: Green Building Standards 
Appendix E: Program Income Certification 



   

64 
 

Appendix F: Duplication of Benefits Questionnaire 
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Appendix H: Construction Draw Request Process: For Use of a Program-Assigned 
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 OVERVIEW 
This document describes St Johns County’s policy regarding calculating household 
income as well as approved income documents for eligibility and verification for the 
CDBG-DR program. 

 VERSION HISTORY 
 St. Johns County CDBG-DR Intake Center Policies and Procedures 

Version  Date  Page  Description  

#1   02/05/2019 NA NA 

#2 09/26/2019 NA NA 

#3        

 VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. 

 CALCULATION OF INCOME 
Per the threshold requirements of the Action Plan and the requirements of the Register, 
St. Johns County primary goal is to benefit low- to moderate-income (LMI) households. 
All applicants must meet income eligibility criteria in order to be eligible for assistance 
under the LMI priority. In order to meet this eligibility requirement, applicants must be 
LMI with a total household annual gross income that does not exceed the 80% Area 
Median Family Income (AMFI) for St. Johns County, adjusted for family size, as 
published annually by HUD.  
Per the State’s Action Plan, LMI households are grouped into the following 
classifications: 

• Very low income – has an annual income at 30 percent or below the area median 
income; 
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• Low income – has an annual income at 31 percent to 50 percent of the area 
median income; and 

• Moderate income – has an annual income at 51 percent to 80 percent of the area 
median income. 

The annual gross household income will be determined and verified in accordance with 
24 CFR Part 5 requirements. The Housing Program will use HUD’s “CPD Income 
Eligibility Calculator” to calculate the income eligibility of applicants. The CPD Income 
Eligibility Calculator is an interactive tool that will allow intake staff to enter the requested 
data and the calculator will generate a summary of results for each Applicant. Intake staff 
will then print out the summary and include it as part of the beneficiary's file. The calculator 
is a tool to help the Housing Program calculate income, but it does not verify income. The 
Housing Program will also collect documentation from each Applicant to verify household 
income. 
St. Johns County may be required to provide income information into the State of Florida’s 
SERA site. This is the State’s online Applicant tracking system for Irma and Matthew. 
Currently, the County is processing applications through manual intake and verification in 
coordination with the CPD calculator for income verification. Changes to the income 
verification process through the utilization of SERA per the request of DEO will be tracked 
in this document. 
The Housing Program will do a “snapshot” of the household’s current circumstances to 
project future income. The Housing Program will assume that today’s circumstances will 
continue for the next 12 months, unless there is verifiable evidence to the contrary. Actual 
rate of pay will be used to determine annual gross income for household members. Rate 
of pay will be multiplied by the projected hours that will be worked within the next 12 
months to calculate the annual gross income. Income and asset calculations will follow 
guidance provided in the Tool #4: Income Certification Guide available through the HUD 
Disaster Recovery Toolkits. Income and asset calculations and verification will be 
performed in accordance with the “Technical Guide for Determining Income and 
Allowances for the HOME Program”. This is a self-study guide that provides calculation 
explanations and describes what sources of income/assets must be included or excluded 
when conducting income/asset verification. 
The Housing Program is calculating a household’s annual income. Per HUD, annual 
income is defined as follows: 

1. All amounts, monetary or not, that go to or are received on behalf of the family 
head, spouse or co-head (even if the family member is temporarily absent), or any other 
family member; or 

2. All amounts anticipated to be received from a source outside the family during 
the 12-month period following admission or annual recertification effective date. 
Annual income includes all amounts that are not specifically excluded by regulation. 
Annual income also includes amounts derived (during the 12-month period) from assets 
to which any member of the family has access. 
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 VERIFYING INCOME 
In verifying income, the Housing Program uses source documentation as evidence of 
annual income including review of documents and third party verification. A 
summarization of these forms are as follows: 
Direct Income 

1. Employment Income (including self-employment) 
a. Documentation: most recent W-2, minimum of 3 months (6 bi-weekly) 

consecutive pay stubs; verification form from employer. 
2. Income Maintenance Payments (welfare, Social Security, SSI, disability income, 

pensions) 
a. Documentation: Current or recent check stubs with date, amount, and 

check number; award or benefit letter; most recent quarterly pension 
account statement. 

3. Cash Gifts or Payments 
a. Documentation: Cash receipts; bank statements. 

4. Alimony or Child Support 
a. Documentation: Most recent court letters or requests, copy of most recent 

check recording the date, amount, and check number, or a recent printout 
from the court depository or State Disbursement Unit that processes the 
payments. 

5. Unemployment Compensation 
a. Documentation: Copies of checks and records; benefits notification letter. 

6. Welfare Payments 
a. Documentation: Written verification form welfare department. 

7. Other Income (any) 
a. Bank statements. 

8. Zero Income: 
a. Documentation: Applicant certification of zero Income. 

Income from Assets 
1. Dividend and Savings Account Interest Income 

a. Documentation: Copies of current bank statements, bank passbooks, 
certificates of deposit, copies of form 1099, broker’s quarterly statement. 
(enough information must be provided to project income for next 12 
months). 

2. Individual Retirement, 401K, Keogh accounts, and pensions 
a. Documentation: Copies of the most recent statements detailing account 

assets. 
3. Stocks, Bonds, Treasury Bills, Certificates of Deposit, Mutual Funds, and 
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Money Market Accounts. 
a. Account statements detailing account assets. 

4. Net Income for a Business 
a. Documentation: Form 1040 with schedule C, E, and F; financial business 

statement; rental property checks, lease and receipts for expenses, or IRS 
Schedule E. 

5. Lottery and/or Gambling Winnings 
b. Documentation: Payout receipts indicating date, source, and amount; 

bank statement. 
6. Interest from Sale of Real Property 

c. Documentation: Copy of the contract; Notarized statement of interest from 
sale of real property; Verification form completed by an accountant, 
attorney, real estate broker, the buyer, or a financial institution which has 
copies of the amortization schedule from which interest income for the 
next 12 months can be obtained. 

7. Personal Property Held as an Investment 
a. Documentation: Most recent appraised value of property. 

8. Lump Sum Payments (insurance settlements, inheritances, proceeds from the 
sale of property) 

d. Documentation: Copy of the insurance settlement agreement; Notarized 
letter form lawyer or estate manager identifying Applicant’s name, 
inheritance amount, and date; Copy of will or legal document identifying 
inheritance which includes identifies Applicant’s name, inheritance 
amount, and date; Sales agreement. 

All documents provided by the Applicant for verification of income will be copied and 
placed in the Applicant’s file to accompany their income calculation documentation. 
Income documentation will be obtained through the application process. The Applicant 
will provide information on sources of income and assets as part of the application 
interview. Source documentation will be obtained and third party verification will be used 
for current employment income as well as on occasions that source documentation is 
not available. 
Applicants will be provided a list of any additional documentation needed at the time of 
the application interview and will have 15 days to return documentation before their 
application will be moved to an inactive status. Additional time may be provided for 
documentation that is not readily available to the Applicant, on a case-by-case basis. 

 INCOME ELIGIBILITY DETERMINATION 
Application files that have had all required documents submitted will undergo an 
eligibility review to include income eligibility and calculation. The Case Manager will 
conduct the eligibility review and complete the Income Verification Form for each 
application. The Income Verification Form is a worksheet designed to collect all income 
and asset details in preparation of utilization of the CPD Income Eligibility Calculator. 
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The Case Manager will complete the Income Verification Form and enter complete 
information in the CPD Income Eligibility Calculator. Once completed, a print-out of the 
24 CFR Part 5 Annual Income Calculation will be printed and placed in the Applicant’s 
file. A peer review will be conducted to ensure accuracy of the income determination. 
Income eligibility will be updated as required to ensure the Applicant is eligible at the 
time of assistance. 
 

 APPENDICES 
Appendix A- Technical Guide for Determining Income and Allowances for the HOME 
Program 
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SUMMARY 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew including St. Johns County for 
activities authorized under Title I of the Housing and Community Development Act of 1974 (42 
United States Code (U.S.C) 5301 et seq.) and described in the State of Florida CDBG-DR 
Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns County to 
implement programs in support of the County’s recovery from Hurricane Matthew. Allocations, 
waivers, and alternative requirements applicable to this funding are published in the Federal 
Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and November 
21, 2016 at 81 FR 83254. 

The County entered into a subrecipient agreement with DEO to administer the Infrastructure 
Recovery Program including the following projects: 

• Armstrong Road Stormwater Management Improvements  

• Avenue D Stormwater Management Improvements 
• Cypress Road Stormwater Management and Drainage Improvements 
• Hastings Sewer System Improvements 
• Lake Maria Sanchez Stormwater Management Improvements and Flood Protection 
• Oyster Creek Stormwater Management and Drainage Improvements 
• South Orange Street Stormwater Management and Drainage Improvements 

This document describes policies and procedures for the Housing Recovery Program. 

Of the $45,837,520 allocated to St. Johns, $9,892,742 has been set aside for several 
infrastructure projects listed above. Budget allocations to each project were determined based 
on estimations when the projects were initially identified. Project costs are not anticipated to 
change significantly based on the existing project cost estimations. 

VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   02/08/2019 NA NA 

#2  09/27/2019 NA NA 

#3        
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VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0.  
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the primary 
version number. Such changes would result in a version number such as 2.1, 2.2, etc. 

POLICY CHANGE CONTROL 

Policy review and changes for the St Johns County Infrastructure Program are considered 
through a change control process. When policy clarifications, additions, or deletions are 
needed to more precisely define the rules by which the Program will operate, Program staff will 
discuss potential changes with Program and Policy Review Committee (“Review Committee”) 
for their review and consideration. Their consideration will include a determination as to 
whether the action is a policy or process issue. Actions identified as policy issues will require 
review and determination by the Review Committee. The issue will be discussed by the 
committee members at an internal committee meeting.  
The Review Committee will take a decision to approve the change, deny the change, or defer 
action on the request. If the change is approved, the Review Committee will communicate its 
decision to the Program Manager. The Program Manager disseminates the new policy in a 
communication via email to all Program staff and instructs the Compliance Specialist to reflect 
the change in the next revision to written policies and procedures. If the Review Committee 
decides to deny a change, no further action is taken. If a change is deferred, the Review 
Committee will request additional supporting information as necessary and place the item on 
the agenda for consideration at the next meeting 
The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Infrastructure Program Manager, CDBG-DR Grant Administrator 
(who will be the Vice Chair), and the CDBG Entitlement Program Manager. The Review 
Committee will provide recommendations to the Chair (Disaster Recovery Director) for final 
approval. The Review Committee has authority to review and approve policy changes, render 
decisions on individual case appeals, and review waiver requests to the existing program cap 
to be submitted to DEO for review and consideration. 

INFRASTRUCTURE PROGRAM 

Program Overview 
The primary focus of the program is to provide CDBG-DR funding assistance for 
infrastructure rehabilitation and improvement projects. Infrastructure projects must have been 
impacted by Hurricane Matthew and must be an eligible activity as defined by HUD. This 
program supplements other funds which may be available to conduct these projects. In some 
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cases, no additional funds are available and therefore the CDBG-DR funds are the sole source 
of funding for the project. 
Specific infrastructure projects were identified during the development of the Unmet Needs 
Assessment through an evaluation conducted in coordination with County and municipal 
agencies as well as Voluntary Organizations Active in Disaster (VOAD). A week-long meeting 
was held in the County’s admin building. Over 20 representatives from various County 
departments (public works, EOC, HHS, Utilities, and others). The City of St Augustine also 
submitted possible projects for consideration. Disaster recovery staff requested projects from 
municipal and County staff as well as local VOADs. Disaster recovery staff also evaluated areas 
impacted by the storm and gathered potential project data based on its analysis and as offered 
and submitted by the County and municipal agencies and VOADs. Potential projects submitted 
to the disaster recovery program were evaluated against several criteria, which included: 

• HUD activity eligibility 
• Meeting a National Objective 
• Geographic location 
• Confirmation of tie-back 
• Shovel ready 

Once a list of projects was assembled it was presented to the Board of County 
Commissioners for review and approval. 
CDBG-DR funds are intended to principally benefit Low and Moderate Income (LMI) persons. 
Funds are allocated to programs in a manner that ensures that at least 70 percent of the grant 
amount awarded is expended for activities that benefit such persons. Funds will be used to 
address remaining unmet infrastructure needs and to support the long-term recovery and 
restoration of infrastructure in the most impacted and distressed areas. 
The primary objective of this program is to address the unmet infrastructure recovery needs 
in (LMI) qualified service areas. LMI qualified areas are those areas where 51% of the 
households or greater are LMI qualified. St. Johns County, however, is considered an “upper 
quartile exception community” under HUD regulations. As such, based on HUD analysis, 
activities with area-wide benefits meet the LMI National Objective if 43.39 percent of the 
residents in the area served by the activity are low- and moderate-income. 

National Objective 
The program will meet the following National Objective: 

• Benefit to LMI Persons 
The County’s CDBG-DR Programs are designed to ensure that 70% of CDBG-DR grant 
amount awarded is expended for activities that benefit LMI persons. To that end, the program 
prioritizes assistance to projects with LMI qualified service areas. Projects providing an area-
wide benefit must meet the 43.39% exception criteria previously described. 

Eligible Activities 
The eligible and ineligible categories of activities are determined by HUD. All activities and 
potential projects must be compliant with CDBG National Objectives per 24 CFR 570.208 
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and CDBG Eligible Activities per 24 CFR570.201 through 570.207. The following activities 
under the Housing and Community Development Act of 1974 (HCDA) are eligible for public 
facilities and improvements: 

• Acquisition 
• Construction 
• Reconstruction 
• Rehabilitation (including removal of architectural barriers to accessibility) 
• Installation 

All infrastructure projects will be compliant with these activities. All infrastructure projects 
must be public projects, with privately owned projects not being eligible for program funding. 
Under the Infrastructure Recovery Program, infrastructure will be defined to include: 

• Roads 
• Bridges 
• Stormwater management systems 

o Conveyance systems (swales, storm sewers) 
o Curbs/gutters 
o Outfall areas 
o Retention/detention ponds 
o Facilities utilized to manage, clean, and convey stormwater include 

storm/septic combined systems 
o Stabilization materials and structures for stormwater conveyance 
o Berms 
o Dams 
o Other facilities or structures intended for the handling and conveyance of storm 

water 
o Other Low Impact Development stormwater management systems 

• Sidewalks 
• Potable water lines 
• Potable water pumping, handling, cleaning facilities, and structures 
• Sanitary sewer lines 
• Sanitary sewer pumping, handling, cleaning facilities, and structures 
• Other infrastructure facilities and structures as determined by County staff 

 

ELIGIBILITY REQUIREMENTS FOR INFRASTRUCTURE PROGRAM 
All activities to be funded in whole or in part with CDBG-DR funds must be found to be eligible 
under Title I of the Housing and Community Development Act. 
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Geographic Location 
Any infrastructure project to receive funding under the Infrastructure Recovery Program must 
be located within the legally recognized boundaries on St. Johns County, Florida. This includes 
all municipalities that may be located within the County boundaries and all unincorporated 
areas within the County. 

Meeting a National Objective 
All projects in the Infrastructure Recovery Program must meet the LMI National Objective. 
Infrastructure projects are anticipated to have to meet the LMI Area Benefit criteria. Other LMI 
benefit criteria may be identified as needed based on the nature and purpose of the project. 
LMI Area Benefit projects must identify the potential service area of the activity. This can be 
defined using Census designated boundaries, direct service area if known (i.e., waterline 
which serves a specific municipality or neighborhood) or an estimated service area. It must be 
proven that the area is primarily residential to utilize the LMI Area Benefit. Where specific data 
cannot be utilized such as Census data or other existing income information, a survey may 
need to be conducted. 

Census data – Service areas may be able to be defined by Census geographic 
designations such as Census Tracts or Block Groups. When this data is used the most 
recent HUD provided data defined by Census geography designation must be used. 
The LMI information for these geographies must cumulatively meet the County 
Exception Criteria percentage. 
Survey data – If a service area cannot be reasonably defined by a Census designated 
geographic identifier (census tract, block group) then a survey may need to be 
conducted. If a survey needs to be conducted, the County will develop a survey 
methodology based on HUDs guidance for developing and conducting income surveys. 
The methodology will be presented to DEO for review and approval. Upon approval by 
DEO the County will develop a notification letter, survey, and information form as part of 
the survey process. The County will mail the notification letter and the survey to all 
potential residential households identified in the service area. This will be conducted a 
minimum of one week (approximately 7 days) prior to conducting door-to-door surveys 
and will notify residents of the upcoming survey. It will also inform individuals of the 
purpose of the survey and describe the project in question which may be undertaken in 
the service area. Staff to conduct the door-to-door surveys will be identified at least one 
week before the door-to-door surveys are to occur. Areas identified for survey may be 
evaluated by a site visit and evaluation ahead of time to determine the survey route and 
identify any potential dangers or other issues. Surveys will be conducted in a team of at 
least two program and/or County staff members. While conducting the survey staff will 
provide residents with the survey along with the information form describing the purpose 
of the survey and a project description. Residences which do not wish to complete the 
survey or who are not available will be noted for later evaluation of survey results. 
Residents who refuse to complete the survey will be assumed to not be income eligible 
and noted as such. Residents who were not available at the time of the survey will have 
the information form and survey mailed to them again along with a self-addressed 
envelope for them to complete and return to the County. A determination will be made 
based the response to the mailed surveys as to whether or not additional efforts need to 
be made. Once the County determines that no other efforts should be made the surveys 
will be evaluated to determine potential LMI eligibility of the area. 
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Maps and related service area information, such as a written determination and justification of 
the service area, will be included in the specific project folder. 

Tie-Back 
Any project identified under the County’s Infrastructure Program must respond to a direct or 
indirect impact from the Hurricane Matthew (DR-4283) disaster event. All projects will be 
evaluated to determine whether the infrastructure involved in the project and subject to CDBG-
DR funding was impacted by the associated storm event. Evidence of tie-back which the 
County will utilize include: 

• Photographic evidence from the storm event. 
• Reports or other notification from Federal, state, county, or municipal officials indicating 

impacts from the storm event. 
• Federal, state, county, or municipal storm damage summary reports, road closure 

listings, or other storm related reporting 
• Verified reporting by residents or witnesses. Must be documented and signed by 

residents providing information. 
• Newspaper or other media reporting indicating impacts from the storm event. 
• Flood modeling which indicates inundation/flooding at the site of specific infrastructure 

projects, particularly for stormwater management systems. 
Evidence of tie-back such as reports, staff documentation, or maps will be included in the 
specific project folder. 

Expenditure of Funds 
All projects will be evaluated to determine if the project can be completed and CDBG-DR funds 
fully expended within the expenditure period for those funds. Project construction must be able 
to be completed and finalized within the required time period to be eligible for consideration. 
Projects utilizing funds described in Federal Register Volume 82, Number 150 must have their 
funds fully expended within 6 years of HUD’s execution of the grant agreement unless 
otherwise revised by HUD, as requested by DEO. All projects require an estimated work 
schedule indicating a time schedule for project completion. This schedule will be refined once 
a contractor is selected and a construction schedule is provided by the contractor. In order for 
the project to be initially eligible it must be determined or confirmed, by County staff, that an 
estimated project schedule will meet the expenditure of funds time requirement. All 
work/construction schedules must indicate completion within the expenditure time period. In 
order to ensure the timely expenditure of funds projects will also be evaluated for scale, 
complexity, and cost. Complications with factors such as these may inadvertently put 
expenditure time requirements at risk. 

Funding of Last Resort 
The Infrastructure Program will evaluate each project to ensure that CDBG-DR funds are used 
only as the recovery funding source of last resort. Projects developed and/or funded by St. 
Johns County will be reviewed for applicability and eligibility against other Federal disaster 
recovery funding before being considered for CDBG-DR funding. All other potential funding 
sources must be confirmed and documented, in accordance with DEO provided policy and 
procedures for Duplication of Benefits (DOB) recordation, before a CDBG-DR funding amount 
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will be determined. CDBG-DR funds will not be used as repayment for other funding 
expenditures but may be used as match for infrastructure recovery projects. 

Duplication of Benefits 
All infrastructure projects must be evaluated to determine potential DOB issues. A DOB occurs 
when financial assistance received from one source is provided for the same purpose for 
which CDBG-DR funds are provided (in accordance with Section 312 of the Stafford Act and 
HUD guidance in the November 16, 2011 Federal Register Notice (FR-5582-N-01)). As part of 
the Funding of Last Resort analysis, all infrastructure projects will also be evaluated to identify 
any and all other funding which may warrant a DOB. This includes both funds currently 
available and funds which may be made available in the future for the same project. Some of 
these funding sources include but are not limited to: 

• Federal Emergency Management Agency (FEMA) National Flood Insurance Program 
(NFIP) 

• U.S. Army Corps of Engineers (USACE) 
• U.S. Department of Transportation, including the Federal Highway Administration 

(FHWA) 
• Federal Transit Administration (FTA) 
• Florida Department of Transportation (FDOT) 
• Federal Economic Development Agency (EDA) 
• Federal Emergency Management Agency (FEMA) 
• U.S. Food and Drug Administration (FDA) 
• Private Insurance 
• Increased Cost of Compliance (ICC) 
• State of Florida state grants/loans 
• Philanthropic funds 
• Any other funding source that may duplicate assistance 

ENVIRONMENTAL REVIEW 
All infrastructure projects must undergo an environmental review as required and described in 
24 CFR Part 58. Once a project is identified and funding is confirmed the project will be 
forwarded to the designated Environmental Review (ER) vendor. The ER process is described 
in detail in the County’s Disaster Recovery Environmental Review Policies and Procedures 
document. Please reference that document for ER process. All necessary ERs must be 
completed before construction funds are expended and before any “choice limiting actions”, as 
defined by HUD, are made. This includes the signing of any required documents by authorized 
County staff, accommodation, and inclusion of requests or requirements by any agencies or 
groups as part of the consultation process, posting, and submittal of any necessary Finding of 
No Significant Impact (FONSI), Notice of Intent/Request for Release of Funds (NOI/RROF) 
documents, submittal of ER documents to DEO (as may be requested) and receipt of RROF 
approval from DEO. Any costs expected to be incurred for exempt activities related to 
implementation of the infrastructure projects will be undertaken upon written pre-approval by 
DEO. Any additional environmental actions that may be required which substantially change 
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expenditure timeline or increase the cost of the project may make the project ineligible for 
funding. 

CONTRACTOR PROCUREMENT 
This County will procure architecture and engineering services, as needed, for infrastructure 
projects. Procurement of architecture and engineering services may occur through the 
publication of a Request for Qualifications. The County will also publish a Request for Proposal 
for construction for each infrastructure project identified by the County. Procurement for all 
Infrastructure Recovery Program projects are subject to the procurement regulations 
established under 2 CFR Part 200. Procurement will be conducted to comply with Federal, 
state, and local requirements. Procurement must meet public procurement requirements and 
occur in a fair and open process. All RFQs/RFPs will be conducted in conformity with HUD 
requirements for public procurement. This will include publication of the RFQ/RFP through the 
Onvia-Demand Star online advertising systems as well as in a paper of local circulation. The 
County will also work with Career Source Florida for the potential provision of the RFQ/RFP for 
distribution to contractors who may utilize procurement services through Career Source 
Florida. The details of the County’s procurement process are provided in the County’s 
procurement guide and the supplemental addendum policy and procedure document for the 
CDBG-DR program. 
Projects will be awarded to vendors/contractors based on the criteria established in the 
County’s procurement guide and the supplemental addendum policy and procedure document 
for the CDBG-DR program. Vendors/contractors who are awarded an infrastructure project will 
be required to read and sign a contract with the County providing specific requirements, 
obligations, and responsibilities of both the County and the contractor. Refusal to sign the 
contract will result in termination of award and the next eligible contractor will be selected for 
award. 

CONSTRUCTION SERVICES 
Construction services consist of three primary components: preconstruction, construction, and 
close-out. This includes all activities which occur after the bid has been awarded and contracts 
between the County and the contractor have been signed. All projects will be evaluated before 
the preconstruction phase begins to ensure that the project is prepared to proceed. This 
evaluation will include a final review of any plans or specifications, confirmation of 
environmental clearance, verification that all land ownership and right-of-way issues are 
resolved and confirmation that all other programmatic requirements are met. Any issues 
pertaining to these items must be resolved before construction begins. 

Preconstruction 
All infrastructure projects will require a mandatory preconstruction meeting. This meeting will 
include the contractor, CDBG-DR staff, architect/engineer and any County or municipal staff 
engaged in the project. The meeting will take place at the project site if possible and 
reasonable. During the preconstruction meeting, the following items will be addressed: 

• Labor compliance (Davis-Bacon and related regulations) 
• Payroll reporting 
• Section 3 requirements 
• Project signage 
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• Site safety 
• Work schedule 
• Payment/invoicing procedures 
• Change orders 
• Inspection reporting 
• Permitting 
• Discuss any issues identified as part of the project evaluation before preconstruction 

Any issues or concerns regarding the project before construction should be raised and 
addressed at this meeting. 

Construction 
This phase of the project begins after the issuance of the notice to proceed and after the 
preconstruction meeting. Both of these items had to have occurred to move to the construction 
phase. This phase will include all construction related activity and the required monitoring for 
compliance oversight associate with those activities. Disaster recovery staff will be responsible 
for monitoring each project to ensure it conforms with the provisions of the contract established 
between the County and the contractor. Disaster recovery staff will also monitor each project to 
ensure compliance with any Federal requirements associated with construction of the project 
and the utilization of CDBG-DR funds. Projects which have other funding sources secured by 
other entities such as local municipalities will require that those entities assume responsibility 
for compliance with their associated funding sources. The Infrastructure Program Manager or 
designee and/or Construction Inspectors provided by the County’s CDBG-DR vendors will 
conduct site visits, confirm work completion for invoices, review change orders, assist with 
technical consultation, and coordinate with construction contractors hired by the County to help 
ensure the timely completion of the project. The Infrastructure Program Manager or designee 
and/or Construction Inspectors ensure that contractors act in accordance with program policies 
and procedures, adhere to standards of performance, and follow safety policies. The County 
CDBG-DR vendor will also provide assistance with overall compliance and monitoring of the 
projects. 

Invoicing – All project invoicing and change orders will take place during the 
construction phase. Invoicing may occur in one of two methods depending on the 
estimated time schedule for completion of the project. Contractors will submit invoices 
to the Infrastructure Program either on a monthly basis or at the 30%, 60%, and 90% 
completion points with 10% being held in reserve to be paid upon project completion. 
The 10% to be held in reserve will be applicable to both invoicing methods. The County 
will decide as to the necessary invoicing method to be agreed upon and secured in the 
construction contract between the County and the selected contractor. Invoices will be 
submitted to the Infrastructure Program Manager and the Project Manager for review 
and confirmation of work completed. The Program Manager will review the invoice with 
the County’s technical service provider to ensure compliance and to verify completion of 
work as needed. Upon approval of the invoice by the Infrastructure Program Manager 
and the technical service provider, the Infrastructure Program Manager will forward the 
invoice to accounting staff for review and processing. The invoice will then be forwarded 
to the Grant Manager or Program Director for review and approval. Upon approval it will 
be sent to the Clerk’s Office Finance Division for processing and  payment.  
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Change Orders – All change orders must be submitted to the Infrastructure Program 
Manager for review. Change order may then be submitted to the County’s CDBG-DR 
vendor for technical review. Change orders must be approved by the Program Manager, 
Program Grant Manager, and the Disaster Recovery Director. 

The construction phase will conclude after final payment has occurred, all County inspections 
have been conducted and passed and the disaster recovery program staff inspect and certify 
the project as complete. 

Contractor Payment Schedule – The Program will release award proceeds directly to 
the construction contractor either on a monthly basis or at 30%, 60%, and 100% of 
construction completion as per the scope of work and the contract between the County 
and the contractor. 

Close-Out 
Close-out will occur once the construction is complete and all drawdowns of CDBG-DR funds 
have occurred. Both the County and disaster recovery staff must have conducted all necessary 
inspections and these inspections must have passed in order for close-out to occur. This 
phase will include the completion and submittal of any required close-out or reporting 
documentation required by DEO. Official close-out will have occurred upon DEO’s confirmation 
that all reporting is complete and that all funds for the project are expended. 

FEDERAL REQUIREMENTS, 
Davis-Bacon Act – The Infrastructure Program Manager or designee will conduct labor 
compliance activities in accordance with Federal Davis-Bacon, and related Acts, requirements. 
The Davis-Bacon Act will apply to all infrastructure projects undertaken by the County. The 
Davis-Bacon Act requires that workers be paid at least minimum wages established by the 
Department of Labor. Compliance activities will include verifying that payrolls are submitted 
weekly and that they contain comprehensive and accurate information. Staff will verify that 
accurate labor categories and wage determinations are identified and conduct required on site 
wage interviews. 
Section 3 – The Infrastructure Program Manager or designee will conduct activities and 
provide oversight to ensure compliance with Section 3 requirements. Section 3 is a provision of 
the Housing and Urban Development Act of 1968 whose purpose is to ensure that employment 
and contracting opportunities generated by certain HUD financial assistance shall, to the 
greatest extent feasible, and consistent with existing Federal, state, and local laws and 
regulations, be directed to low- and very low income persons. Section 3 is intended to ensure 
that when employment or contracting opportunities are generated from CDBG-DR funds, 
preference should be given to low and very low income persons or business concerns residing 
in the community where the project is located. In order to help ensure compliance with Section 
3 requirements the Infrastructure Program Manager or designee will provide information and 
guidance to contractors awarded CDBG-DR funded projects. This will include contact 
information with the regional Career Source Florida office to assist in the identification and 
potential hiring of Section 3 qualified employees and subcontractors as may be needed by the 
prime contractor. Staff will also provide contractors with a link to the Section 3 Business 
Registry to assist in the identification of Section 3 qualified firms. 
Contract Work Hours & Safety Standards Act – The Infrastructure Program Manager or 
designee will conduct activities and provide oversight to ensure compliance with the Contract 
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Work Hours & Safety Standards Act. Workers shall not work more than 40 hours/week unless 
they get overtime and projects must comply with Federal safety standards. Reference: 40 
U.S.C. Chapter 47. 
Copeland Anti-Kickback Act – The Infrastructure Program Manager or designee will conduct 
activities and provide oversight to ensure compliance with the Copeland Anti-Kickback Act. 
Compliance will include ensuring that labor payments occur once a week and that only 
permissible payroll deductions will occur. The weekly payroll requirement applies to all 
contractors and subcontractors on construction projects that are over $2,000. The weekly 
payroll requirement does not apply to any County employees (they are considered “force 
account” labor and this does not apply). Reference: 40 U.S.C. §3145 and 18 U.S.C. §874. 
Fair Labor Standards Act – The Infrastructure Program Manager or designee will conduct 
activities and provide oversight to ensure compliance with the Fair Labor Standards Act which 
requires compliance with Federal minimum wage and overtime requirements. Reference: 29 
CFR Parts 510 to 794. 
Architectural Barriers Act – The Architectural Barriers Act (ABA) requires that buildings and 
facilities that are designed, constructed, or altered with Federal funds, or leased by a Federal 
agency, comply with Federal standards for physical accessibility. ABA requirements are limited 
to architectural standards in new and altered buildings and in newly leased facilities. 
Reference: 42U.S.C. §§ 4151 et seq. 
Americans with Disabilities Act – The Americans with Disabilities Act (“ADA”) prohibits 
discrimination on the basis of disability in employment, State and local government, public 
accommodations, commercial facilities, transportation, and telecommunications. It also applies 
to the United States Congress. Reference: 42 U.S.C. 12101 et seq. 
Section 504 – Section 504 states that "no qualified individual with a disability in the United 
States shall be excluded from, denied the benefits of, or be subjected to discrimination under" 
any program, service, or activity that either receives Federal financial assistance or under any 
program or activity conducted by any Executive agency. Reference: 29 U.S.C. §794 
Flood Disaster Protection Act of 1973 – Any projects identified as being located in a FEMA 
recognized special flood hazard area can only occur if the community in which the project is 
situated is participating in the National Flood Insurance Program (see 44 CFR parts 59 through 
79), or less than one year has passed since the FEMA notification regarding such hazards. If a 
project is located in one of these areas the County must obtain flood insurance protection as a 
condition of the approval of financial assistance. The Flood Disaster Protection Act of 1973 (42 
U.S.C. 4001-4128) as amended by the National Flood Insurance Reform Act of 1994 (Pub.L. 
103-325, 108 Stat. 2160) prescribes the duration and dollar amount of flood insurance under 
Sections 3 and 102 of the Act. Section 582(c) of the Community Development and Regulatory 
Improvement Act of 1994 mandates that "...The requirement of maintaining flood insurance 
shall apply during the life of the property, regardless of transfer of ownership of such property" 
(42 U.S.C. 5154a). 

MONITORING AND COMPLIANCE 
St. Johns County will conduct ongoing compliance and monitoring oversight through the life of 
the Infrastructure Recovery Program. Disaster recovery staff will provide technical assistance 
to contractors through the life of each infrastructure project. Monitoring and technical 
assistance will be focused on the following objectives: 
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• Reviewing and monitoring funded projects for compliance with Federal regulations, 
funding requirements, and program policies and procedures 

• Providing guidance for continuous improvement of program delivery 
• Assistance in identifying and preventing issues 
• Setting program performance standards 
• Completing and providing necessary reporting for DEO 
• Ensure the quality of the financial management process 

Ongoing compliance will be conducted by the Infrastructure Program Manager, Infrastructure 
Project Manager, the CDBG-DR Program Manager, and the Subject Matter Expert. 
The monitoring team will include the Infrastructure Program Manager, the CDBG-DR Program 
Manager, Grant Manager, and the Subject Matter Expert. Their monitoring responsibilities will 
include but not be limited to: 

• Review the program’s fiscal controls and accounting procedures for compliance with 
County, State, and Federal regulations. 

• Policy & Compliance - Examining the Infrastructure Program’s compliance with HUD, 
DEO, and County regulations. 

• Crosscutting Requirements - Investigating the Infrastructure Program’s compliance with 
crosscutting Federal rules and regulations such as Davis-Bacon, labor standards, the 
ABA, the Americans with Disabilities Act, and other Federal requirements. 

The Infrastructure Program Team will be responsible for addressing any inconsistencies and 
discrepancies identified by the disaster recovery monitoring team. 

PROGRAM INCOME 
Any funds which may be recaptured through subrogation of DOB will be recorded as program 
income. This may occur when other funding assistance for the same infrastructure project is 
provided to the County for an infrastructure project after CDBG-DR funds have been allocated 
to the project. In this case the additional funding is considered duplicative and must be 
accounted for as part of the DOB process. These funds will be collected by the County and 
designated as program income for the disaster recovery program. Program income collected 
under the Infrastructure Program will be returned to DEO for processing. 
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OVERVIEW 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida to be 
distributed in federally-declared disaster counties impacted by Hurricanes Hermine and Matthew 
for activities authorized under Title I of the Housing and Community Development Act of 1974 
(42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida Action Plan 
for Disaster Recovery. 
HUD allocated $45,837,520 in CDBG-DR funding for recovery programs in St. Johns County 
(SJC). St. Johns County has entered into an agreement with Florida Department of Economic 
Opportunity (agreement # H2338) to administer these disaster recovery funds. 
Allocations, waivers, and alternative requirements applicable to this funding were published in 
the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and 
November 21, 2016 at 81 FR 83254. 

This program is designed to provide relief for those people impacted by Hurricane Matthew while 
addressing recognized impediments to affirmatively furthering fair housing as required under the 
Fair Housing Act. Assistance will be provided under a variety of housing activities including: 
repair and elevation; reconstruction of properties, replacement of manufactured houses, 
temporary relocation of homeowners, mortgage payment assistance, and buyout and acquisition 
for redevelopment. St. Johns County residents can apply for the CDBG‐DR funds by visiting 
www.sjcfl.us/restore. 
Intake for the Housing Program is conducted and processed by a program management 
consultant under the direction of St. Johns County Disaster Recovery Department. The 
application process will require each Applicant to sign a consent/release form that permits the 
Program to obtain third-party data required to support their eligibility. The program will review 
completed registration forms, assistance applications, and all supporting documentation 
submitted to determine if the Applicant meets the eligibility criteria for assistance from the 
Housing Program. 
Eligibility Requirements include: 

• Property must be an owner-occupied single family (1–4 unit) home in St. Johns County 
that was damaged or destroyed by Hurricane Matthew. 

• Property was owned by and served as the primary residence of the Applicant at the time 
of the storm (October 7, 2016). 

• Household must meet income eligibility requirements  
• Applicant must be lawfully present in the United States. 
• Participants must fully complete Registration Form and, if  the registration indicates they 

may meet the above criteria, an Application. 
The goal is to ensure every Applicant who seeks assistance from the Intake Center is assisted 
promptly with care, courtesy, and respect. Intake staff members must ensure that the facilities 
are kept clean and orderly and that all standards are upheld in an effort to provide excellent 
service to the Applicants. Intake staff must ensure that all visitors are signed in upon arrival and 
photo identification is verified to confirm Applicant identity. Staff will be available through the 
eligibility determination process to answer any questions Applicants may have. 
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VERSION HISTORY 

St. Johns County CDBG-DR Intake Center Policies and Procedures 

Version  Date  Page  Description  

#1   01/21/2019 N/A N/A 

#2  09/26/2019 N/A N/A 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0.  
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 
Such changes would result in a version number such as 2.1, 2.2, etc. 
 
POLICY CHANGE CONTROL 
Policy review and changes for the St. Johns County Appeals Process Policies and Procedures 
are considered through a change control process.  

1. When policy clarifications, additions, or deletions are needed to more precisely define the 
rules by which the Appeals Process for the Homeowner Repair, Elevation, and 
Reconstruction and the Buyout Programs will operate, Program staff will discuss potential 
changes with the Program and Policy Review Committee (Review Committee). The 
Review Committee will determine whether the change is a policy change or a process 
change.  
The Review Committee includes the following representatives: 

• Housing Program Supervisor 
• CDBG-DR Grant Administrator (who will be the Vice Chair)  
• CDBG-DR Project Specialist. 

2. Policy changes require review and determination by the Review Committee. The Review 
Committee will discuss the policy change at an internal committee meeting. The Review 
Committee will approve the change, deny the change, or defer action on the request.  

a. If the change is approved, the Review Committee will communicate its decision to 
the Program Manager. The Program Manager will disseminate the new policy in a 
communication via email to all Program staff and instruct the Policy 
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Analyst/Planner, or other designee, to reflect the change in the next revision to 
written policies and procedures.  

b. If the change is denied, no further action is taken.  
c. If a change is deferred, the Review Committee will request additional supporting 

information as necessary and place the item on the agenda for consideration at 
the next meeting 

The Review Committee meets biweekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions.  
The Review Committee will provide recommendations to the Chair (Disaster Recovery Director) 
for final approval. The Review Committee has authority to review and approve policy changes, 
render decisions on individual case appeals, and review waiver requests to the existing program 
cap to be submitted to the Department of Economic Opportunity (DEO) for review and 
consideration. 

DISASTER RECOVERY INTAKE CENTER 

Location: Health and Human Services Building  
200 San Sebastian View, Suite 2206 

   St. Augustine, FL 32084 
   904-209-1280 

OPERATING HOURS 

Standard business hours for Intake Center are: 
Monday–Friday 
8:30 A.M. to 5:00 P.M. 
(excluding County holidays) 
 
At the County’s discretion, business hours may be reduced or extended. Weekend hours may 
be available at certain times with County approval. Any variations to core business hours will be 
posted at the facility and on the CDBG-DR website. 

PROGRAM DEADLINES 
The Housing Program is designed to be flexible and accommodate Applicants with extenuating 
circumstances. The intent of the deadlines is to expedite recovery and establish timelines for 
residents to apply for funds. 
 

ENTRANCE/EXIT SECURITY 

The following rules were created to provide a secure environment for the staff as well as the 
protection of all Applicant personal information. Program staff must adhere to the following at all 
times: 
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• Under no circumstances should anyone be in the facility alone. This is both to ensure the 
employees’ personal safety as well as protect the integrity of the information stored and 
maintained in the facility. 

• Homeowners are not allowed access to restricted work areas inside the facilities. 
• All visitors to the facility are required to sign in upon arrival. 
• All County, State, HUD, Consultant, or any of its duly authorized representatives have a 

photo identification badge with them at all times at intake centers and job sites. 

INTAKE AFTER HOURS SECURITY 

The following procedures are to be followed for prior to departure at the end of the work day: 
• Ensure everyone has exited the facility. 
• Secure all entrances and windows. 
• Ensure all case file documents are secured and nothing with personally identifiable 

information has been left on any desk, table, or copy machines. 
• Secure and lock away all laptops, tablet computers, iPads, and all other mobile internet 

access portals. 
• Ensure all entrances are locked and properly closed after exit. 
 

Intake staff will provide an emergency point of contact to the Housing Program Supervisor in the 
event of any issues that may arise. This information will only be used in the event of an 
emergency. Intake staff should immediately notify the Intake Center Program Manager in the 
event of any site security issues. 

MEETING SAFETY AND SECURITY 

Due to the circumstances of the Applicant’s recovery situation, they can feel forgotten, frustrated, 
impatient, or angry. To ensure safety of our staff the following rules MUST be adhered to: 

• There will always be at least two staff members present for any closed‐door meeting. This 
not only ensures the personal safety of the staff, but also ensures a third‐party witness in 
case of miscommunication or misunderstandings during the meeting. 

• Home visits REQUIRE a call to designee upon arrival at the home, and again immediately 
after departure from the home. The designee is the staff member’s direct supervisor or 
another person assigned the role of designee. 

• Home visits REQUIRE that a working cell phone be on and available during the meeting. 
• If a customer becomes angry and is perceived to be out‐of‐control such that a staff 

member becomes concerned for their safety, the staff member should leave and 
immediately call 911. 

PROTECTING APPLICANT PRIVACY  

The Intake Center is handling large amounts of personal and private data, and the Housing 
Program must ensure that all data is securely handled and protected. The intake staff will enact 
necessary measures to ensure personally identifiable information (PII) of all Applicants is 
safeguarded to avoid release of private information. If a contractor or employee should 
experience any loss or potential loss of PII, the program shall be notified immediately or no later 
than 24 hours of the breach or potential breach. 
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If the program is notified of loss or potential loss of PII, immediate efforts will be undertaken to 
ensure the recovery of said information. 
Documentation provided by the Applicants is considered PII and must be safeguarded for the 
security of the homeowner. To ensure the security of this information the following rules MUST 
be adhered to: 

• Print only the documents necessary to process the applications. 
• Ensure all printed documents are secured at all times. 
• All disposition of records will comply with Florida administrative code. 
• Properly file all hard copies of case files and/or documents in a secure area when not in 

use. A locking mechanism must be in place where the files are stored. 
• Original documents used to support the homeowner application are scanned in the 

presence of the Applicant and returned. 
• The password protection protocol on computers, cellphones, and tablets must be followed 

at all times. 
• To protect the privacy of PII, no recordings or photos of intake activities will be allowed. 

The protection of PII is an absolute and fundamental requirement of this program. 

MAINTAINING A SAFE WORK SPACE 

• All work locations must be kept clean and orderly. 
• Ensure all spills, drips, and leaks are cleaned up immediately. 
• Place trash in the proper receptacles. 
• Report all injuries sustained in the workplace immediately to your supervisor. 
• Report any unsafe condition or acts to your supervisor. 

FAIR HOUSING AND LIMITED ENGLISH PROFICIENCY 

The Housing Program, including its intake operations, are designed to ensure the programs 
comply with applicable laws regarding Fair Housing and providing services to those with Limited 
English Proficiency (LEP), consistent with County’s Language Access Plan. The purpose of the 
Plan is to ensure that LEP persons are given meaningful access to services so that they can 
effectively participate in and benefit from federally funded activities and programs. 
All qualified and potential clients are entitled to an equal opportunity to use and benefit from the 
program services and its contracted service providers. This includes reasonable 
accommodations to ensure that programs and services are equally accessible. All registration 
and application forms are available in English, and if requested, a Spanish version will be 
provided. 
Auxiliary aids or language interpreters will be available for use by clients, potential clients, 
employees, and Applicants with impaired sensory, manual, or speaking skills in each phase of 
the service delivery (e.g. telephone inquiries, requests, intake interviews, counseling, and 
complaints, etc.) at no cost. All request for auxiliary aids or language interpreters will be 
documented. Documentation of request will include date, time, contact information, and type of 
request. Special arrangements may be required to accommodate auxiliary aids or language 
interpreter services, which can extend the application review process. Intake meetings and 
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personal consultations should be conducted in the Applicant's preferred language and forms and 
the intake application should be reviewed and discussed with the aid of a translator. 

COMMUNICATION STANDARD 

All communication (in-person and via telephone, mail, text, and emails) with Applicants must be 
professional and pleasant. Any communication from elected officials, the media, and/or 
attorneys should be directed to County staff. Any substantive contact with these individuals will 
be handled by the County, unless directed otherwise. No contractor or subcontractor’s personnel 
may make public statements about the program without first coordinating and clearing such 
communication with the County. 
Intake staff will document all communication with Applicants within the case file throughout the 
life of the project. All entries should include appropriate language describing the nature of the 
communication, delivery method, and the date it occurred. No entries should be written in a 
negative tone. If an Applicant is rude, vulgar, or offensive on the telephone, e-mail, or in-person, 
intake staff is not obligated to continue the conversation. If unruly Applicant is present, intake 
staff should notify their supervisor immediately to defuse the incident. If the Applicant is on the 
telephone, intake staff should immediately notify their supervisor of the Applicant’s name, 
telephone number, and details concerning the incident. The supervisor should call the Applicant 
as soon as possible but no later than 24 hours after the initial conversation to come to a solution. 

PRIVACY PROTECTION OF INFORMATION RECORDED IN PHYSICAL 
COPY 

All locks will be routinely checked to make sure they are in working order. Keys to Intake Center 
will only be given to authorized personnel and staff. Intake staff is responsible for making sure 
facility is secured in the evenings or when left vacant. The Housing Program will store all paper 
documents and applications containing sensitive information in locked drawers or file cabinets. 
Possession of keys to locked drawers and filing cabinets will only be given to authorized 
personnel. 

APPLICATION PRIORITY SCHEDULE 

St. Johns County’s primary goal is to benefit low to moderate income (LMI) households. 
Applications received from Applicants who are not LMI will be placed on a waiting list. 
Applications on the waiting list will be considered after LMI Applicants are processed. 
 

CALCULATION OF INCOME 

The annual gross household income will be determined and verified in accordance with 24 CFR 
Part 5 requirements. The Housing Program will use HUD’s “CPD Income Eligibility Calculator” 
to calculate the income eligibility of Applicants. The CPD Income Eligibility Calculator is an 
interactive tool that will allow intake staff to enter the requested data and the calculator will 
generate a summary of results for each Applicant. Intake staff will then print out the summary 
and include it as part of the beneficiary's file. The calculator is a tool to help the Housing Program 
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calculate income, but it does not verify income. The calculator should not replace the 
documentation collected by the Housing Program. 
 
The Housing Program will do a “snapshot” of the household’s current circumstances to project 
future income, using an assumption that today’s circumstances will continue for the next 12 
months, unless there is verifiable evidence to the contrary. Actual rate of pay will be used to 
determine annual gross income for household members and the Housing Program will utilize 3rd 
party verification from the employer. Rate of pay will be multiplied by the projected hours that 
will be worked within the next 12 months to calculate the annual gross income. Income and asset 
calculations will be performed in accordance with the “Technical Guide for Determining Income 
and Allowances for the HOME Program”. This is a self-study guide that provides calculation 
explanations and describes what sources of income/assets must be included or excluded when 
conducting income/asset verification. 

COMPLAINT/APPEALS PROCESS 

The Complaint/Appeals process is fully explained in the ineligibility letters. Resolution of 
complaints will be addressed sensitively and fairly. Compliant/Appeal process will be thoroughly 
documented throughout the program in order to give Applicants an opportunity to participate. 
The Housing Program will maintain clear and respectful method of communication with all 
Applicants. Intake staff will notify CDBG-DR County staff immediately upon receipt of formal 
complaints regarding a program decision (Appeals). All complaints will be handled in accordance 
with the general policies and procedures. Intake staff will track and document all complaints and 
appeals received during the program. 

PROGRAM INTAKE/ASSISTANCE 
All potential Applicants will inquire about the Housing Program by contacting the St. Johns 
County Disaster Recovery Department or the Intake Center. Information will be available through 
the Intake Center in-person, by phone, and or e-mail. All potential Applicants who wish to seek 
assistance through the Housing Program must submit a completed Registration Form. Once a 
person has successfully completed the Registration Form, he or she will then be considered to 
be an Applicant. The Intake Center and County staff will review registration forms and provide 
Applicant a preliminary eligibility determination. Notification of eligibility will be conducted in the 
order the forms were received. 

APPLICANT TRACKING 
All Applicants will be given an application number that will be used as a unique identifier 
throughout the life of the program. The application identification number will be assigned to 
Applicant upon receipt of Registration Form. Intake staff will use the application number on all 
correspondences and will be the primary method to identify the Applicant. The Housing Program 
will have a tracking system in place to manage applications at the various stages of the intake 
process. The following shows the typical steps in the assistance process. 
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The Housing Program will ensure that multiple methods of communications are provided to the 
Applicant regarding the status of their application. Methods of communication will be consistent 
for all program Applicants and shall include e-mail, letter, and telephone. Status updates shall 
be available throughout the process 
The program will ensure that information related to the status of applications will be provided in 
a timely manner. Applicant may submit status inquires via e-mail, telephone, mail, or in-person 
regarding the status of their application. Status update inquires will be handled within 24 hours 
of their receipt. 

ELIGIBILITY REVIEW 
Intake staff may call an Applicant based on their preliminary review to set up in-person 
consultation to complete the full application for assistance, collect documentation to support and 
verify for eligibility. In-person consultation will be scheduled, to the greatest extent possible, in 
the order in which the calls are placed. All appointments will be scheduled by intake staff through 
a calendar program such as Outlook Calendar, and added to the project calendar in the system 
of record. 
The in-person consultation will include all supporting documentation to verify income, current 
proof of ownership, proof of ownership at the time of the storm, current primary residency and 
at time of the storm, duplication of benefits, citizenship status, and other required criteria. The 
intent of the in-person consultation is to help make a potentially complicated process 
understandable and less stressful on the Applicant. Staff will be available at every step to answer 
any potential questions that may arise. All applications will be received and processed by intake 
staff who will collect, record, and file all necessary documents. 
Intake staff will go through the supporting documents provided by Applicant and identify all 
relevant information needed for the case file. Original documents used to support the 
homeowner application will be scanned in the presence of the Applicant or copies made and 
returned immediately.  
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Applicant will be given an opportunity to provide any missing supporting documentation after the 
consultation. Only completion and submission of all required forms and supporting 
documentation will be considered as application for program benefits. 
Intake staff will prepare an Application Additional Documents Needed form for all applications 
that were not completed at the end of the consultation. The notice will identify any action items 
that are pending before the application is considered complete. The notice will establish a 15-
day (includes weekends and holidays) deadline from the date of the notice to respond and 
provide the necessary information to complete the Assistance Application. Applicant will have 
the opportunity to schedule additional application assistance consultations as needed. 

Failure for an application to be completed within 30 days of first notice (including weekends and 
holidays) will trigger intake staff to change the status of application to “inactive”. An inactive 
status is given to an Applicant that has failed to provide requested documents within 30 days of 
first notice. An “Inactive Application” notice will be sent to the Applicant informing them their 
application is now inactive. All inactive applications will not be eligible for assistance. The notice 
will have instructions for Applicant to appeal the status change. Intake staff will document all 
efforts to contact Applicants about their incomplete status. 

DAMAGE ASSESSMENT PROPERTY INSPECTION 
As applications are being processed, Damage Assessment eligibility inspections will be 
scheduled by intake staff through a calendar program such as Outlook Calendar. Inspector/Cost 
Estimator will be responsible for verifying property damage, taking photographs compiling a 
progress report, and collecting information to complete a work write-up/cost estimate. 
Homeowner will need to be present during the inspection to answer any questions staff may 
have. 
CDBG-DR appropriation laws require a direct relationship between the disaster and the housing 
project to be undertaken. In cases of damage, photographs, work write-ups, and supporting 
documentation is acceptable. Inspector/Cost Estimator will identify what eligible CDBG-DR 
related activity is the best fit for the household in accordance to the Housing Policies and 
Procedures. The work write-up will serve as scope of work and will include a cost estimate. 
Applicant will be required to approve the work write-up and cost estimate performed by the 
Inspector/Cost Estimator and will be included in the case file. 
 

VERIFICATION OF DOCUMENTS AND DUPLICATION OF BENEFITS CHECK 
Intake staff will be responsible for verifying information provided in the application and will use 
source and third-party documentation to verify information on application as needed. The intake 
staff will do a preliminary review of the duplication of benefits (DOB) of all Applicants. The 
Department of Economic Opportunity (DEO) will be responsible for providing access to DOB 
information held by the State. The final DOB review will be performed by DEO. 
All supporting documents must match Assistance Application submitted by the Applicant. 
Discrepancies between the supporting documents and the application will be identified and 
flagged by intake staff. If needed, intake staff will contact Applicant for further clarification. 
Applicant will have the opportunity to submit additional documentation addressing the 
discrepancies that are identified. Typographical errors on the application can be handled by 
intake staff on a case-by-case basis if the supporting documentation was provided during intake. 
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Changes to application that could affect eligibility determination will require Applicant written 
consent (e-mail, letter, or in-person). All discrepancies and requested changes will be 
documented within the case file. 
 

ENVIRONMENTAL REVIEW 

The purpose of the environmental review process is to analyze the effect a proposed project will 
have on the people and the natural environment within a designated project area and the effect 
the material and social environment may have on a project. 
The Housing Program must prepare and maintain a written record of the environmental review 
undertaken for each project. This written record or file is called the Environmental Review Record 
(ERR), and it must be available for public review upon request. Environmental Review will not 
be completed until the Applicant is deemed eligible for assistance. 
 
Environmental Consultation will be scheduled, to the greatest extent possible, in the order in 
which Applicants are deemed eligible. . The County’s environmental consultant will perform the 
environmental reviews. Applicant will be notified whether their presence will be required. 
All environmental reviews will be submitted to the DEO for review and approval. Case file must 
contain DEO approved ERR. Environmental review of CDBG-DR Housing projects is required 
before any funds obligated to any individual project. The County CDBG-DR staff will coordinate 
all scheduling and contact of homeowner Applicant for their environmental contractor.  
 

AWARD DETERMINATION 
Upon a full review of the Assistance Application and all supporting documents, intake staff will 
make an eligibility determination. Eligibility determination will be based on all information 
obtained during the application and review process.  
Award calculation will be performed by first identifying Applicant’s total need. The Applicant’s 
total need for assistance will be established by using information obtained during application 
review and the work write-up performed by the Inspector. Intake staff and the State will identify 
all assistance determined to be duplicative during the DOB review. Intake staff will subtract all 
assistance found to be duplicative from the total identified need to establish the final award. 
Applicant will be responsible for providing funding to cover gaps in funding caused by DOB. 
 

Sample Award Determination 
Applicant Total Need $100,000 
Assistance Determined to be Duplicative $30,000 
Final Award $70,000 

 
The SJC CDBG-DR program staff will schedule an environmental review of the property using 
the County environmental consultants. The property will need a completed environmental review 
before any funds are actually obligated. Intake staff will provide documentation necessary for 
completion of the environmental review to SJC CDBG-DR staff, to be forwarded to the County’s 
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environmental contractor.  County will solicit bids through the County Pre-Qualified construction 
contract to perform the scope of work identified in the work write-up. Upon successful completion 
of the environmental review and selection of contractor to perform scope of work, Intake staff 
will draft the tri-party agreement using the template approved the County, and schedule the 
closing for the purpose of executing the assistance agreement, and obtaining all other 
documentation signatures from the Applicant. All ineligible applications will have the opportunity 
to appeal the decision as described in the CDBG-DR Eligibility Determination notice and in the 
program policies. 

LEAD BASED PAINT/ASBESTOS INSPECTION 
Whenever Federal funds, such as CDBG-DR, are used to assist housing built before 1978, steps 
must be taken to address lead hazards. All housing units assisted with CDBG-DR funds must 
comply with the regulations found at 24 CFR Part 35. Owner-Occupants must be notified of the 
results of any lead hazard evaluation work or the resumption of lead-based paint or lead hazards 
by the environmental contractor that performed the inspection. A copy of this notice must be 
provided to owner-occupants within 15 days of the evaluation. A copy of this notice will be 
included in the case file. Assessment/evaluation methods include visual assessments, paint 
testing, and risk assessments that must be done by qualified professionals. Lead-based 
evaluations will be performed during the scheduled environmental review process. A copy of the 
lead-based paint evaluation will be included in the case file. Single Family (built) units verified 
for rehabilitation will be tested for the presence of asbestos for those components where 
reconstruction and or repair will take place. A certified contractor may conduct the inspection 
work, testing, on-site air monitoring, and clearance per FL DEP and local regulatory 
requirements. 

CLOSING 
A Tri-Party meeting will be held between the participants (County, Homeowner, and Contractor). 
The purpose of the closing is to document the assistance and the participant’s obligations under 
the CDBG-DR program. This is also an opportunity to ensure participants understanding of the 
program obligations. The assistance agreement will be provided to all participants prior to the 
closing to allow an opportunity to review the agreement prior to execution. The assistance 
agreement will be executed by participants during the closing. The housing agreement will 
contain but not be limited to the financial mechanism to pay for the assistance, the calculation 
of award, program requirements, and the terms and conditions as they relate to the DOB. All 
Applicants will be provided informational Lead Hazard Information Pamphlet during the Tri-Party 
meeting.   
 

The Applicant will be responsible to provide the gap in funding caused by a DOB, if appropriate, 
at closing. Applicant will provide the duplicative assistance gap funding directly to the County via 
certified cashier’s check. Additional funds provided by Applicants will be deposited in a DOB 
fund account to be used during the construction of the home. Intake staff will make a copy of the 
check and add it to the casefile. County will track the funds internally and will be paid to contractor 
upon completion of work. 
Upon execution of all parties, intake staff will process the assistance agreement and provide 
electronic copies to all parties via mail, in-person, or e-mail. Execution of the assistance 
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agreement will allow staff to move forward with the identified CDBG-DR eligible assistance 
activity. 

CONSTRUCTION ASSISTANCE MANAGEMENT 
CDBG-DR management consultant will be responsible for managing all projects. For applicable 
construction projects, a pre-construction meeting will be held with Applicant and construction 
contractor right after the closing. The pre-construction meeting will go more in-depth about 
project details and construction schedule. details such as color of paint, carpet, tile, roof, etc., 
will be provided to Applicant for their review and approval. 
Before construction begins, County will issue a Notice to Proceed to begin work. Inspectors will 
inspect work to verify conformity with the scope of work and document progress inspections. All 
progress inspections, invoices, and change orders must be documented in the Applicant file. 
Inspector will ensure all CDBG-DR program guidelines are being followed. All invoices and 
change orders for construction will require County staff and owner approval. Staff will verify that 
invoices are billed for work actually performed and that any change orders are for unforeseen 
circumstances and are cost reasonable. Upon completion of the project, Inspector will issue a 
final inspection. Final inspections will include photos of the completed work. Before final payment 
can be made, County staff and owner must accept the work that was performed. 
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SUMMARY 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew including St. Johns County 
for activities authorized under Title I of the Housing and Community Development Act of 
1974 (42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida 
CDBG-DR Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns 
County to implement programs in support of the County’s recovery from Hurricane 
Matthew. Allocations, waivers, and alternative requirements applicable to this funding are 
published in the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 
at 82 FR 5591; and November 21, 2016 at 81 FR 83254. 
The County entered into a subrecipient agreement with DEO to administer the following 
recovery programs including: 

• Housing Recovery Program 
o Homeowner Repair 

▪ Interim Mortgage Assistance Program 
o Homeowner Reconstruction 
o Homeowner Elevation 
o Homeowner Manufactured Housing Unit (MHU) Replacement 
o Homeowner Voluntary Buyout and Acquisition 

• Low to Moderate Income (LMI) Housing Development 

• Infrastructure Program 
This document describes policies and procedures for the Interim Mortgage Assistance 
Program. 
Of the $45,837,520 allocated to St. Johns, $21,620,073 has been set aside for several 
services provided under the Housing Recovery Program which include homeowner 
repair, elevation, reconstruction, mobile home/manufactured housing replacement, 
voluntary buyout and acquisition, and Interim Mortgage Assistance. Budget allocations to 
each program will be determined based on demand. St. Johns can increase or decrease 
funding for this program based on program demand and in coordination with and approval 
by DEO and the St Johns County Board of County Commissioners. 
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VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   02/08/2019 NA N/A 

#2  09/26/2019 NA NA 

#3        
 

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc. 

POLICY CHANGE CONTROL 

Policy review, and changes for the St Johns County Housing Recovery Program are 
considered through a change control process. When policy clarifications, additions, or 
deletions are needed to more precisely define the rules by which the Program will 
operate, Program staff will submit a Policy Change Request Form or a Request for 
Decision Form for internal review by the Program and Policy Review Committee (“Review 
Committee”). Within the Review Committee, two members will separately perform a 
review to verify that all relevant information and any supporting documentation are 
included in the request. Upon concurrence by these two members that the request raises 
a policy issue rather than a process issue, the Policy Change Request Form or Request 
for Decision Form is forwarded to the Review Committee for consideration. The requests 
are compiled and brought before the entire Review Committee for a final policy change 
determination. 
The Review Committee will take a decision to approve the change, deny the change, or 
defer action on the request. If the change is approved, the Review Committee will 
communicate its decision to the Program Manager. The Program Manager disseminates 
the new policy in a daily communication via to email to all Program staff and instructs the 
Compliance Specialist to reflect the change in the next revision to written policies and 
procedures. If the Review Committee decides to deny a change, no further action is taken. 
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If a change is deferred, the Review Committee will request additional supporting 
information as necessary and place the item on the agenda for consideration at the next 
meeting 
The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The 
Review Committee will consist of the Housing Program Supervisor, CDBG-DR Grant 
Administrator (who will be the Vice Chair), and the CDBG-DR Project Specialist. The 
Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and grant waivers to the 
existing program cap on assistance. 

INTERIM MORTGAGE ASSISTANCE PROGRAM OVERVIEW 

Because of damage from Hurricane Matthew, many households have been, currently are, 
and will be unable to inhabit their primary residences. Many of these displaced families 
are struggling to pay the mortgage on the still damaged home while trying to pay for 
unforeseen interim housing costs. This has been and continues to be a financial burden 
that homeowners try to bear. 
Many households have been displaced and faced with paying the costs of both their 
primary mortgage and their temporary living residences. These homeowners have been 
living with an increased burden of the costs of daily life and their own recovery efforts. 
Many of these homeowners have already expended all of their Federal Emergency 
Management Agency (FEMA) resources, exhausted available mortgage forbearance, 
and utilized whatever rental assistance was provided by their insurance companies. The 
housing program wants to prevent families from going into default on their mortgage 
payments and help them navigate away from possibility of foreclosure. The housing 
program has developed this program to cover the short-term mortgage costs so that the 
homeowner does not lose their home as a result of the storm. 
Upon approval of the applicant for participation in a St. Johns County Housing Program 
and execution of an assistance agreement to complete work to their home, applicants 
may also apply to the program to receive Interim Mortgage Assistance (IMA) payments. 
All applications for assistance must be accompanied by the following documentation: 

1. Mortgage statement or mortgage summary statements listing the damaged 
address. Statements should detail the terms of the mortgage (principal interest 
rate, monthly payment amount, tax and insurance escrow, name, and address of 
mortgagor). 

2. Receipts, invoices, cancelled checks, or other written proof of payments for all 
monthly mortgage payments made during the applicant’s displacement period. 

3. Current Rental or Lease Agreement for the temporary dwelling unit. Rental or 
lease agreements should include the details of the agreement (rental address, 
monthly, payments, rental terms). 

4. Proof of Rental Payments for each month of displacement that IMA assistance is 
concurrently sought. 
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5. Signed Consent and Release Form. 
6. Signed Duplication of Benefits (DOB) Disclosure Form. 

ELIGIBILITY REQUIREMENTS 

This program will serve LMI Income households Eligibility requirements for IMA include 
the following: 

• Applicant has been determined to be eligible for assistance from the St. Johns 
Homeowner Repair, Elevation, and Reconstruction Program. 

• Homeowner’s primary residence is uninhabitable as a result of the storm and 
therefore the homeowner is experiencing or has experienced increased monthly 
housing expenses (e.g., rent). 

• Applicant is deemed eligible and is approved for assistance from the St Johns 
County Disaster Recovery Housing Program. 

• Applicant has an outstanding mortgage loan on their primary residence, which was 
damaged by the storm, and is not in foreclosure. 

• Applicant can provide documentation that they are currently making payments for 
both the damaged property and temporary property. 

• Applicant can demonstrate that other payments do not constitute a DOB. 

• Homeowner shall be required to maintain flood insurance on the property if the 
property is located within a 100-year floodplain or Special Flood Hazard Area 
designated by FEMA, commencing within 30 days of Final Acceptance of the work. 

• Homeowner agrees that he or she shall occupy the property as the principal and 
primary place of residence during the term of the assistance agreement. 

• Homeowner will comply with all the CDBG-DR requirements to receive assistance 
as descried in the Housing Program eligibility requirements. 

RENTAL LEASE AND PAYMENT DOCUMENTATION 

A rental lease agreement for each displacement period is required. A valid lease will be 
a notarized typed lease or a lease template with the following information: 

1. Name of landlord 
2. Name of tenant (tenant should be a deeded owner of the damaged 

property) 
3. Rental property address 
4. Term of lease 
5. Monthly rent amount 
6. Printed name and signature of landlord and tenant 

Rent Proof of Payment can be in the form of: 
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1. Cancelled check (front and back, with endorsed back showing payment to 
landlord) 

2. Wire/bank transactions showing rent payment made by applicant to the landlord 
listed on lease 

3. Official financial institution document with a copy of the front of check showing the 
post date when funds were deducted from bank account. 

4. Official ledger from a hotel, trailer company, or commercial apartment showing 
monthly rent payments 

5. Notarized cash receipt on program approved cash receipt template. Monthly rent 
is recognized based on first and last day of each month (if rent is paid in cash, 
request the IMA Cash Receipt template from your case manager) 

If staying in a hotel, Airbnb, or trailer, an official ledger/receipt showing stay period and 
monthly payment may be used as lease and proof of rent payment. 

MORTGAGE DOCUMENTATION 

Proof of mortgage payment for each displacement month the for which the applicant is 
seeking assistance will be required. A valid proof will be in the form of a mortgage 
statement, mortgage transaction history (amount due and date, and amount paid), or 
home equity loan statement showing the following information: 

1. Name of financial institution 
2. Name of mortgagor 
3. Property address 
4. Mortgage account number 
5. Monthly payments (principle, interest & escrow) 

If escrows are paid separately, escrow statement and proof of payment must be 
submitted along with mortgage statements. Escrow statements would be the following: 

1. General Tax Statement for the months of displacement 
2. School Tax Statement for the months of displacement 
3. Village or Town Tax Statement for the months of displacement 
4. City Tax Statement for the months of displacement 
5. Property Tax Statement for the months of displacement 
6. Homeowner Insurance Declaration for the months of displacement 

Mortgage payments made by check or automatic deductions from a bank account must 
be accompanied by the statement/bill being paid. If submitting proof of mortgage 
payment in the form of check, ensure: 

1. Cancelled checks have a copy of the front and back of check, with back of check 
endorsed showing payee information. Payee would be the financial institution 
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identified on the accompanying mortgage statement. 
2. Official financial institution document with a copy of the front of check showing the 

post date when funds were deducted from bank account. 

DUPLICATION OF BENEFITS 
In accordance with the Stafford Act, applicants may receive assistance only to the extent 
that they have a disaster recovery need that is not otherwise met by insurance or other 
types of assistance. DOB is calculated for IMA is based upon third-party verification of 
rental and/or mortgage assistance received from insurance carriers, FEMA, and other 
sources. 
The County will require each applicant to attest to all previously received assistance 
utilizing the duplication of benefits form related to the disaster and sign a subrogation 
agreement to account for any disaster related assistance received in the future. Third-
party verification will be utilized to confirm any potentially duplicative assistance and this 
verification will be stored in the system of record. 
Any duplicative assistance provided during the same timeframe and purpose of IMA will 
be deducted from the applicant’s IMA award amount. Non-disclosure of duplicative 
payments may result in an applicant’s ineligibility for assistance and/or repayment of 
previously provided assistance. 

AWARD CALCULATION 
The County will calculate the applicant’s IMA amount using the monthly mortgage 
payment less any assistance determined to be duplicative. Homeowner will be required 
to prove that they incurred both the mortgage payment and temporary housing payments 
for any month in which they are seeking assistance utilizing the approved mortgage 
documentation, as previously outlined. 
Reimbursement can be provided going back for a maximum of six (6) months prior to the 
homeowner’s application date to the IMA program. Applicant is not eligible for IMA 
coverage for a given month if they received other temporary housing assistance for that 
same month from another source, (e.g., FEMA rental assistance, including Temporary 
Shelter Assistance, DHAP, or Insurance). 
After all duplicating benefits are subtracted out the total need, the IMA remaining 
assistance needed is calculated by the County. The final calculation will clearly document 
that the award does not exceed the assistance cap. If the remaining need is in excess of 
the assistance cap, the final award will be reduced accordingly and noted in the applicant 
file. 

INTERIM MORTGAGE ASSISTANCE CAPS 

The assistance amount is the monthly mortgage costs (interest, principal, taxes, and 
escrow), to a maximum $1,500 per month. Interim Mortgage Assistance is limited to a 
maximum cap of $27,000  and may pay for no more than 18 months of monthly mortgage 
cost. The cap and limit on months of assistance includes any retroactive IMA assistance 
received. 
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PERFORMANCE MILESTONES 

In order to receive interim mortgage assistance payments, the homeowner must act in 
accordance with performance milestones established by the Program. Performance 
milestones include responding to communications from the Program in a timely manner 
but taking no longer than 10 days to respond. As well as, granting access to the property 
as needed for inspection and rehabilitation work, and taking active steps to complete the 
rehabilitation work and file closeout as requested by the Program. 
The Case Manager working with the applicant in the qualifying program will be assigned 
to handle IMA activities for the applicant. The case manager will confirm the applicant’s 
active status in the qualifying program and adherence to ongoing milestones for 
performance. When an applicant fails to meet the agreed performance milestone, the 
applicant will be notified by letter and email. If, after 30 days, the applicant has not come 
into compliance with the performance milestones, a second letter and email will be sent 
indicating that IMA assistance will be discontinued, and payments terminated 
immediately. An applicant who comes into compliance will resume active status, receiving 
payments, with no extension of the 18-month period of assistance. 

PAYMENTS 

Assistance will be paid as direct reimbursement for payments made to the applicant’s 
mortgage lender. All mortgage payments will be by reimbursement only. IMA payments 
can cover up to those portions of the monthly mortgage payment amount, not to exceed 
$1,500 including principal, interest, taxes, and insurance which are paid directly to the 
lender. The reimbursement will be issued once the homeowner provides a statement 
showing the mortgage payment, e.g., a bank statement that confirms the withdrawal or a 
statement from their mortgage company confirming payment was received. IMA 
payments will cover those portions of the monthly mortgage cost that were paid. 
Payments will cover ongoing obligations on first mortgages, including seller-financed 
mortgages, in place at the qualifying event. Assistance with mortgage payments on 
second and third mortgages, in place at the qualifying event, will be considered on a case 
by case by basis where the owner can demonstrate that mortgage proceeds were used 
for home improvements. Assistance will cover past, current, and future debt service 
obligations. IMA Program will follow internal policies and procedures which will include 
but are not limiting to insuring that payments are made on time, eligibility is determined 
and is deemed reasonable and that all payments are verified and vetted through the anti-
fraud policies that are practiced 

MONITORING AND COMPLIANCE 

Program Management and Programmatic staff will follow internal policies and procedures 
for the IMA Program which will include but are not limited to ensuring that eligibility is 
determined and is deemed necessary and reasonable and that all payments are verified 
and vetted through the anti-fraud policies that are adopted by the Program. 
The program will be monitored regularly for compliance by the quality assurance/quality 
control team to ensure program integrity. Early monitoring will take place within the first 



 

 10  

month of the program deployment to identify potential risk areas and prevent minor issues 
from becoming systemic problems throughout the program. 
During the assistance and compliance period, the homeowner is required to maintain 
ownership and primary residency at the damaged property. If the homeowner sells the 
damaged property prior to meeting the requirements of the program, he or she will be 
responsible to repay these funds back to the Program. The recapture of the grant funds 
will be processed as returned grant funds and returned to DEO, who will return the funds 
to the County’s housing program (prior to close out of the program) to be awarded to other 
eligible County homeowners. 
If the homeowner dies during construction or during the compliance period, the heir is not 
responsible for the Program agreements if the grant benefits a person of low and 
moderate income. 
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GLOSSARY 

100-year flood plain – The geographical area defined by FEMA as having a one percent 
chance of being inundated by a flooding event in any given year. 

500-year flood plain – The geographical area defined by FEMA as having a 0.2 percent 
change of being inundated by a flooding event in any given year. 

Acquisition – The utilization of CDBG funds to acquire real property. Acquisition-only is 
typically not considered a complete activity in the Program and must be combined with 
another eligible use (i.e. new construction). 

Applicant – Any individual who submits an application for assistance to the St. John 
County Housing Assistance Program. 

Area Median Income (AMI) –The median (middle point) household income for an area 
adjusted for household size as published and annually updated by the United States 
Department of Housing and Urban Development. Once household income is determined, 
it is compared to HUD's income limit for that household size. 

Area of High Minority Concentration – A census block group that consists of 65% or 
more of minorities. Minorities include all racial and ethnic population groups other than 
“White, non-Hispanic (Anglo)”. 

Area of High Poverty Concentration – A census block group that consists of 35% or 
more of the residents living in poverty. A household that meets the US Census Bureau’s 
poverty threshold is considered to be at or below poverty level for the Disaster Recovery 
Program. 

Base Flood Elevation (BFE) – Base Flood Elevation as determined by the Federal 
Emergency Management Agency. The relationship between the BFE and a structure’s 
elevation determines flood insurance premiums. The Federal Register sets the minimum 
elevation requirements for homes that will be assisted with CDBG-DR funding and which 
require elevation. HUD has determined that structures designed principally for residential 
use and located in the 100-year floodplain that receive assistance for new construction 
repair of substantial damage or substantial improvement must be elevated with the lowest 
floor, including the basement, at least two feet above the BFE. 

CDBG – Community Development Block Grant. 

CDBG-DR – Community Development Block Grant-Disaster Recovery. 

Common Area Under Roof – The total area under the common roof is primarily interior, 
conditioned spaces, and for single-story homes, equal to the footprint of the house. The 
term is also synonymous with the eligible area. In addition, exterior spaces such as 
detached porches and garages are not considered in the eligible area. 
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Damage Assessment – The process utilized to verify that damage at a property can 
reasonably be attributed to Hurricane Irma and the quantification of damages that results 
in the dollar value and scope of repairs necessary to repair a structure. 

Demolition – Clearance and proper disposal of dilapidated buildings and improvements. 

Disability – For the purposes of the Program, “disability” is consistent with federal law 
under The Social Security Act, as amended, 42 U.S.C. §423(d), The Americans with 
Disabilities Act of 1990, as amended, 42 U.S.C. §12102(1)-(3), and in accordance with 
HUD regulations at 24 CFR §§5.403 and 891.505. 

Duplication of Benefits – The Robert T. Stafford Disaster Assistance and Emergency 
Relief Act (Stafford Act) prohibits any person, business concern, or other entity from 
receiving financial assistance from CDBG Disaster Recovery funding with respect to any 
part of a loss resulting from a major disaster as to which he has already received financial 
assistance under any other program or from insurance or any other source. 

Estimated Cost of Repair (ECR) – A documented line item by line item estimate of the 
damages observed during an onsite visit to an applicant’s property that quantifies the 
materials and labor necessary to repair observed damages. 

Family – A household composed of two or more related persons. The term family also 
includes one or more eligible persons living with another person or persons who are 
determined to be important to their care or wellbeing, and the surviving member or 
members of any family described in this definition who were living in a unit assisted under 
the HOPWA program with the person with AIDS at the time of his or her death. 

FEMA-Designated High Risk Area – Areas designated by FEMA as vulnerable to 
significant wind and/or storm surge damage and areas located in 100-year flood zones. 
These areas will be identified during the environmental review process for each 
participating jurisdiction. 

Homeowner Assistance Activity – The utilization of CDBG-DR funding to rehabilitate or 
reconstruct disaster -damaged homes in order for the applicant to remain in the original 
home at the original home site. The home to be assisted must have been owner-occupied 
at the time of the storm. 

Household – A household is defined as all persons occupying the same housing unit, 
regardless of their relationship to each other. The occupants could consist of a single 
family, two (2)or more families living together, or any other group of related or unrelated 
persons who share living arrangements. For housing activities, the test of meeting the low 
to moderate income objective is based on the LMI of households. 

Household Income – Adjusted gross income as defined for purposes of reporting under 
Internal Revenue Service (IRS) Form 1040 series for individual Federal annual income tax 
purposes. herby known as “adjusted income”. 

HUD – United States Department of Housing and Urban Development. 
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Increased Cost of Compliance (ICC) – Structures damaged by a flood may be required 
to meet certain building requirements to reduce the risk of future flood damage before 
the structure can be repaired or rebuilt. To help cover these costs, the National Flood 
Insurance Program (NFIP) includes Increased Cost of Compliance coverage for all new 
and renewed Standard Flood Insurance Policies. ICC is a duplication of benefits if a 
structure owner requests reimbursement or additional assistance for elevation, 
demolition, flood proofing, or relocation—one of the four options available under ICC—
and has already received an ICC benefit under the NFIP. 

Individual Mitigation Measures (IMM) – Activities designed to mitigate and/or reduce 
risk beyond the pre-disaster condition of a housing unit when the activities are above and 
beyond federal, state, or local construction or code requirements. In accordance with 
HUD's guidance, repair and rehabilitation of housing units, and the payment of flood 
insurance are not IMM activities. Examples of IMM activities include elevation above the 
base flood elevation level, or the addition of storm shutters, disaster proof windows, roof 
straps, etc. as long as those improvements are not required to comply with local code 
requirements and did not exist on the housing unit prior to the disaster damage. 

Low to Moderate Income (LMI) National Objective – Activities which benefit 
households whose total annual gross income does not exceed 80% of AMI, adjusted for 
family size. Income eligibility will be determined and verified in accordance with adjusted 
gross income requirements using procedures as stated in the Technical Guide for 
Determining Income and Allowances, 3rd Edition (HUD-1780-CPD). The most current 
income limits, published annually by HUD, shall be used by the County to verify the 
income eligibility of each household applying for assistance at the time assistance is 
provided. 

• Very low: Household’s annual income is up to 30% of the area median family income, 
as determined by HUD, adjusted for family size. 

• Low: Household’s annual income is between 31% and 50% of the area median family 
income, as determined by HUD, adjusted for family size. 

• Moderate: Household’s annual income is between 51% and 80% of the area median 
family income, as determined by HUD, adjusted for family size. 

Major Damage – Damage of any origin sustained by a structure whereby the cost of 
restoring the structure located outside of floodplain to its before damaged condition would 
equal or exceed 70 percent of the fair market value of the structure before the damage 
occurred. 

Manufactured Housing Unit (MHU) – A structure, transportable in one or more sections 
which, in the traveling mode is eight body-feet or more in width, or 40 body-feet or more 
in length, or when erected on site, is at least 320 square feet, and which is built on a 
permanent chassis and is designed to be used as a dwelling with or without a permanent 
foundation when connected to the required utilities, and includes the plumbing, heating, 
air-conditioning, and electrical systems contained therein. Manufactured Housing Units 
were formerly known as mobile homes. 
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Modular Housing – A home built in sections in a factory to meet state, local, or regional 
building codes. Once assembled, the modular unit becomes permanently fixed to one 
site. 

Most Impacted and Distressed (MID) Areas – Areas of most impact as determined by 
HUD or the state using the best available data sources to calculate the amount of disaster 
damage. 

New Construction – A replacement home that substantially exceeds the original footprint 
on the existing lot (if permitted) or the construction of a new home in a new location. 

National Flood Insurance Program (NFIP) –When the Program refers to NFIP in the 
context of eligibility or duplication of benefits, the Program is referring to private and 
public flood insurance programs that cover structural repairs resulting from flood 
damages. 

Not Suitable for Rehabilitation – St. John County defines “not suitable for rehabilitation” 
as one of the two following definitions: 

1. Residential properties that have experienced repetitive losses under FEMA’s NFIP. 

2. Dwellings that are considered substandard and do not meet the recovery program’s 
housing rehabilitation standards and/or federal, state, local code requirements shall 
not be deemed suitable for rehabilitation, as determined by the program and 
consistent with program guidelines. The determination may be established based on 
the calculation that the cost of rehabilitation is close to or exceeds the cost to 
reconstruct. 

Pre-disaster Fair Market Value – The land and dwelling value for parcels, as determined 
by the housing program, prior to the disaster. 

Property Casualty Insurance – Insurance that covers structural repairs to a home as a 
result of wind, fire, hail, wind-driven rain, tornado, hurricane, or natural disaster, other than 
flood. 

Program Design – The selection and development of programs and activities. The 
Program Design must include the type of housing activities that will be offered by the 
County, as well as how the Program will be marketed, how Fair Housing Objectives will be 
achieved, and how funding will be prioritized. 

Reconstruction – Demolition and re-building of a stick-built or modular housing unit on 
the same lot in substantially the same footprint and manner. Activity also includes 
replacing an existing substandard MHU with a new MHU or a stick-stick-built home that 
will meet only the current needs of the family or individual. The number of units on the lot 
may not increase and the total square footage of the original, principal residence structure 
to be reconstructed may not be substantially exceeded; however, the number of rooms in 
a unit may be increased or decreased. 

Rehabilitation – Repair or restoration of housing units in the disaster-impacted areas to 
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applicable construction codes and standards. 

Replacement – Demolition, removal and replacement of a damaged MHU with a new 
MHU or a stick-built home in substantially the same footprint. 

Second Home – Properties that served as second homes at the time of the disaster, or 
following the disaster, are not eligible for rehabilitation assistance or housing incentives. A 
second home is defined as a home that is not the primary residence of the owner, a tenant, 
or any occupant at the time of the storm or at the time of application for assistance. HUD 
has established an alternative requirement for second homes that may allow assistance 
in limited circumstances coordinated with HUD. 

Slum and Blight National Objective – Activities which help to eliminate slums and 
blighted conditions. Use of this National Objective is limited due to its inability to contribute 
towards the overall requirement for 70% of funding to benefit low to moderate- income 
beneficiaries. It must be justified in the application for funding and the restrictions of its use 
will be expressly detailed in the contract between the DR grantee and the County. Slum 
and Blight activities must meet the criteria of one of the three following categories: 

• Prevent or eliminate slums and blight on an area basis; 

• Prevent or eliminate slum and blight on a spot basis; or 

• Be in an urban renewal area. 

Substantial Damage – Damage of any origin sustained by a structure located within the 
floodplain whereby the cost of restoring the structure to its before damaged condition 
would equal or exceed 50 percent of the fair market value of the structure before the 
damage occurred. 

Substantial Improvement – As defined in 24 CFR 55.2(b)(10) and as applicable to the 
Housing Recovery Program, substantial improvement means any repair, reconstruction, 
modernization, or improvement of a structure, the cost of which equals or exceeds 50 
percent of the market value of the structure either before the improvement or repair is 
started or if the structure has been damaged, and is being restored, before the damage 
occurred. Substantial improvement determinations are made by local code enforcement, 
permitting, building and / or floodplain officials. The program will abide by these 
determinations. 

Urgent Need National Objective – An urgent need that exists because existing conditions 
pose serious and immediate threat to health/welfare of community, the existing conditions 
are recent or recently became urgent (typically within 18 months), and the County cannot 
finance the activities on its own because other funding sources are not available. 
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OVERVIEW 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida to 
be distributed in federally-declared disaster counties impacted by Hurricanes Hermine 
and Matthew for activities authorized under Title I of the Housing and Community 
Development Act of 1974 (42 United States Code (U.S.C) 5301 et seq.) and described in 
the State of Florida Action Plan for Disaster Recovery. 
 
HUD allocated $45,837,520 in CDBG-DR funding for recovery programs in St. Johns 
County (SJC). St. Johns County has entered into an agreement with Florida Department 
of Economic Opportunity (agreement # H2338) to administer these disaster recovery 
funds. 
 
Allocations, waivers, and alternative requirements applicable to this funding were 
published in the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 
at 82 FR 5591; and November 21, 2016 at 81 FR 83254. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   02/04/2019  NA NA  

#2  09/26/2019 NA NA 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. 

DAVIS-BACON AND RELATED ACTS (DBRA) OVERVIEW 
The Davis-Bacon and Related Acts (DBRA) apply to contractors and subcontractors 
performing on federally funded or assisted contracts in excess of $2,000 for the 
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construction, alteration, or repair (including painting and decorating) of public buildings or 
public works. Davis-Bacon Act and Related Act contractors and subcontractors must pay 
their laborers and mechanics employed under the contract no less than the locally 
prevailing wages and fringe benefits for corresponding work on similar projects in the area. 
The Davis-Bacon Act (DBA) directs the Department of Labor to determine such locally 
prevailing wage rates. The Davis-Bacon Act applies to contractors and subcontractors 
performing work on Federal or District of Columbia contracts. The Davis-Bacon Act 
prevailing wage provisions apply to the “Related Acts,” under which Federal agencies 
assist construction projects through grants, loans, loan guarantees, and insurance. If any 
portion of a contract requires DBA, then all work performed under the contract is subject 
to DBA. 
Additionally, contractors must comply with the Contract Hours and Safety Standards Act 
(CWHSSA) and the Copeland Anti-Kickback Act (Copeland Act). CWHSSA requires that, 
for any project in which the prime contract exceeds $100,000, workers be paid one-and-
one-half times their normal hourly rate for any hours worked in excess of 40 hours weekly, 
based on a work week of seven (7) consecutive days. 
The Copeland Act prohibits any person from inducing a worker on a federally funded 
project to give up any part of the compensation to which the worker is entitled. No payroll 
deductions are permitted that are not specifically listed in the Copeland Act unless the 
contractor has obtained written permission from the employee as specified in 29 CFR 3.5 
for otherwise permissible payroll deductions. 
The overtime provisions of the Fair Labor Standards Act may also apply to DBA-covered 
contracts. 
DBRA requires payment of prevailing wages and the certification and submission of 
weekly payroll reports for each week work is performed at the site of the covered work. 

APPLICABILITY TO CDBG-DR PROJECTS 

The Davis-Bacon Act requires the payment of prevailing wage rates (which are 
determined by the U.S. Department of Labor) to all laborers and mechanics on Federal 
government construction projects in excess of $2,000. Specifically, for CDBG-DR 
program projects, Davis-Bacon Related Acts will apply when: 

• CDBG-DR pays in whole or in part for any direct costs of construction 
AND the project meets one of the following thresholds: 

• Residential (housing): Property has eight or more units 

• Non-residential: Any construction work valued at more than $2,000 
Construction includes alteration and/or repair, including painting and decorating, of public 
buildings or public works. 
Davis-Bacon does not apply to single-family scattered site rehabilitation and 
reconstruction programs. Work done by a local government’s employees (force account) 
is not subject to DBA. 

SUBRECIPIENT RESPONSIBILITY 
As a Subrecipient, the County and other Funded Entities are required to 
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administer and enforce the labor standards requirements set forth in Section 
570.605 of the regulations of the Housing and Community Development Act of 
1974. 

LABOR STANDARDS ENFORCEMENT 
The County is responsible for enforcement of the DBRA requirements, including 
on-site interview of workers, review of contractor's payrolls, and conducting a pre-
construction conference. In order to meet these requirements, the County will 
have construction monitors that are responsible for end-to-end management of 
the process to include the following: 

• Developing pre-bidding requirements and contractual templates to meet all CDBG-
DR Construction and Labor Standards (which include Davis-Bacon Wage Rates). 
All bid specifications include all applicable Federal and State wage-rate 
determinations and the required labor standards provisions. 

• Conducting pre-bid conferences with potential contractors to review Davis-Bacon 
wage rates, payroll, and reporting requirements. The pre-bid conference will also 
outline all job site posters related to labor standards, safety, and applicable wage 
rates in English and Spanish. The “Contractor Guide to Davis-Bacon Wage 
Requirements and Certified Payroll Reports” will also be provided to potential 
bidders. 

• Verifying contractor eligibility. 

• Executing construction contracts. 

• Conducting pre-construction conferences and Department of Economic 
Opportunity (DEO) notification of construction start. 

• Monitoring compliance, including conducting construction site visits, worker 
interviews (at least once during the construction process), weekly payroll review, 
including the collection and prompt examination of weekly certified contractor 
payrolls and implementing corrective actions. 

• Coordinating the retention of certified payrolls for three (3) years by the County or 
other Funded Entity following completion of the project. Payrolls may then may be 
destroyed unless an investigation, disputed compliance action, or appeal remains 
outstanding. 

• Section 3 outreach and reporting. 

• Review of all Contractor requests for payment and draw request preparation. 

• Ensuring restitution of laborers not properly compensated on a project, if 
applicable. 
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FAIR LABOR STANDARDS PROVISIONS 

Fair Labor Standards Provisions are outlined in detail in the excerpt below. 
 
 
 
 

 
  



 

 7  

 
  



 

 8  

 
  



 

 9  

 
  



 

 10  

 
  



 

 11  

CONSTRUCTION CATEGORIES 
As required by DBA, the County categorizes construction work as residential, building, 
heavy, or highway work. Wage decisions are based on the category (or categories) of 
work to be performed. Each construction contract to which DBA applies contains the wage 
decision(s) for the appropriate category (or categories) of work. A separate wage decision 
for a category is not required if the value of work (as bid) in that category does not exceed 
20 percent of the total “as bid” construction cost. The actual bid cost, not the estimated 
project cost, determines whether a separate wage decision is used. If more than one 
wage decision is used, payrolls must reflect which wage decision is applicable unless all 
workers are paid at least the highest hourly rate possible under either wage decision. 

WAGE DECISIONS 
After determining the proper labor categories, the County requests a wage decision by 
submitting a wage decision request form to the DEO Disaster Recovery Grant Manager. 
A copy of this form is available on the DEO Disaster Recovery website. Since wage 
decisions are subject to modification, the wage decision request is not submitted earlier 
than 45 days prior to advertisement of the project. 
If more than one wage decision is used, bidding instructions identify which portions of the 
work are covered by each wage decision. It is not the responsibility of the contractor to 
make this determination. Lack of guidance or improper guidance may result in the County 
being liable for any wage restitution. 
The DEO Disaster Recovery program tracks wage decisions through the bidding and 
contract award phase to determine if a modification of a wage decision occurs. DEO 
advises the County if a modified wage decision may be required. The applicability of a 
wage decision modification is dependent on the bid opening date and the date the local 
government accepts the bid (i.e., the date the County awarded the bid). Ten days prior to 
bid opening, the County checks to determine if the wage decision has been modified. If it 
has been modified, all potential bidders must be notified. If a contract has been awarded 
but construction has not been initiated within 90 days of the award, the County determines 
if any modifications have been issued. If so, the contractor must be notified and adhere 
to the modified wage decisions. 
The Bidding Information and Contractor Eligibility form advises DEO of the bid date for 
review of wage decision validity. A contract should not be awarded prior to DEO’s 
verification that the contractor is eligible to participate in a federally funded contract. After 
contract execution and issuance of a notice to proceed, the County submits a copy of the 
notice and the minutes from the meeting at which the contract was awarded. A copy of 
the Bidding Information and Contractor Eligibility form is included on the DEO Disaster 
Recovery website. 

MONITORING CONSTRUCTION ACTIVITIES AND LABOR 
STANDARDS 
During project construction, the County monitors compliance with DBA, CWHSSA, and 
the Copeland Act by reviewing contractor and subcontractor payrolls. DBA applies to 
laborers and mechanics working on any project when the primary contract exceeds 
$2,000. It does not apply to supervisory staff if 80 percent of their time during the work 
week is spent performing supervisory duties. Supervisory personnel who fall below the 
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80 percent threshold are subject to DBA for non-supervisory hours worked during that 
particular work week. 
“Self-employed owners” are not exempt from DBA and must submit a payroll report 
reflecting the hours worked on the project, the type of work performed and that they are 
the owner of their business. Hourly rates need not be reported if this information is not 
known, but the amount of the subcontract should be indicated. 
Supply contracts are not subject to DBA. A supply contract is one that furnishes 
equipment, materials, or supplies with no (or only “incidental”) construction activities 
performed at the project site. Construction is “incidental” if it does not exceed 13 percent 
of the contract or subcontract price. The County collects documentation to support this 
percentage. 
During project construction, the County conducts interviews with the contractors’ and 
subcontractors’ workers to verify the accuracy of payroll information. Interviews cover a 
representative sample of each classification used by the contractor/subcontractor. On-
site interviews are conducted whenever possible, but mail interviews may be used if on-
site interviews cannot be performed. Discrepancies between information gained in the 
interviews and payroll data are resolved in a timely manner. Additionally, interviews and 
resolution of discrepancies are conducted in such a manner as to shield the identity of 
the worker(s). 
If a contractor or subcontractor is required to pay a cumulative total of more than $100 in 
back wages during the contract period, the County submits an enforcement report to the 
DEO Disaster Recovery Unit. Any corrective actions by a contractor must be documented 
in the project files. For back wages over $10, there must be a copy of the front of the 
wage restitution check and a signed acknowledgment from the worker stating the amount 
of the check and that it was received. If there are overtime violations, the County assesses 
the contractor liquidated damages of $10 per day/per worker for those who should have 
received overtime. Restitution is also required. The contractor may request waiver of 
liquidated damages through DEO. 
DEO monitors the County’s compliance with labor standards. A Labor Standards 
Monitoring Checklist is available on the DEO Disaster Recovery website. During DEO 
monitoring visits, special attention will be given to the following: 

• Ensuring payroll information is being submitted and reviewed in a timely manner. 

• Ensuring all labor classifications are included in the wage decision or have been 
conformed and/or added with DEO approval. 

• Ensuring trainee and apprentice labor classifications are applied in accordance 
with regulations for those titles. 

• The helper, trainee, or apprentice program must be certified by the Florida Office 
of Apprenticeship and Training. If trainees or apprentices are used, the contractor 
must provide a copy of the state certification to the Subrecipient and the DEO 
Disaster Recovery Grant Manager. 

• Ensuring signed authorizations are on file for any employees with “other” payroll 
deductions. 
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• Ensuring interviews have been conducted with the prime contractor’s employees 
and any subcontractor’s employees. HUD Form 11 can be used for interviews. 

• In the case of multiple wage decisions, investigating payrolls to ensure that they 
distinguish which was applied to each worker. 

• Posting the wage-rate decision in a conspicuous location at the project site and 
posting a copy of “Notice to All Employees Working on Federal or Federally 
Financed Construction Projects” (a copy of this poster and other required posters 
are available at http://www.dol.gov/whd/regs/compliance/posters/fedprojc.pdf). 

THE WAGE REQUEST PROCESS 
This process may begin before or after the environmental review of the project. 

• The Subrecipient submits the Wage Decision Request(s) to DEO. 

• Program staff gets the wage decision(s) from the U.S. Department of Labor 
website. 

• Program staff prepares and signs the letter to the chief elected official informing 
the Subrecipient of the wage decision(s). 

• Program staff routes the wage decision letter to supervisory staff for their review 
and approval. 

• After approval of the letter, program staff provide a copy for the grant file and mails 
the original letter to the Subrecipient. 

• The program staff enters a comment in the SERA system acknowledging the 
approval of the wage decision and includes the date the letter was mailed. 

• If the wage decision changes, the program staff sends a letter to the Subrecipient 
notifying the Subrecipient of the change in the wage decision. 

• The Subrecipient must notify all potential bidders of a wage determination that 
occurs 10 days prior to bid opening. If a contract has been awarded but 
construction has not been initiated within 90 days of the award, the contractor must 
be notified and adhere to the modified wage decision. 

LABOR STANDARDS ENFORCEMENT FILE 

The County maintains a "Labor Standards Enforcement" file for each construction project 
subject to labor standards provisions. All documentation is available for DEO review. 
Documentation includes requests for wage decisions, bid documents containing 
applicable wage decisions and labor standards provisions, verification of contractor 
eligibility, executed construction contracts containing applicable wage and labor 
standards provisions, pre-construction conference minutes, notification of start of 
construction, weekly payrolls, apprentice registration records, on-site employee 
interviews, and copies of correspondence, memoranda, and forms relating to the 
administration and enforcement of labor standards provisions. 
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LANGUAGE ACCESS PLAN INTRODUCTION 
This Language Access Plan (LAP) explains the actions St. 
Johns County is taking to ensure compliance with Title VI of 
the Civil Rights Act of 1964, Executive Order 13166 and U.S. 
Department of Housing and Urban Development (HUD) issued 
72 FR 6066-N-01 related to the recovery programs and 
services for Hurricane Matthew. Title VI of the Civil Rights Act 
of 1964, Executive Order 13166, and HUD’s 72 FR 2732 
require that recipients and subrecipients of federal financial 
assistance take reasonable actions to ensure meaningful 
access to their activities, programs, and services for 
individuals with Limited English Proficiency (LEP). 
St. Johns is a subrecipient to the State of Florida Department 
of Economic Opportunity (DEO) in its administration of 
Community Development Block Grant Disaster Recovery 
(CDBG-DR) funds to recover from the damaged sustained by Hurricane Matthew. This LAP 
will be incorporated and funded across all CDBG-DR programs administered by St. Johns to 
ensure that LEP persons have meaningful access to all of St. Johns’ CDBG‐DR programs and 
services. 
Per HUD’s 72 FR 2732, St. Johns conducted a Four-Factor Analysis to provide a framework to 
objectively balance the need for providing meaningful access to LEP persons without imposing 
undue burdens on St. Johns. The LAP (1) reviews St. Johns Four-Factor Analysis; and (2) 
explains the accompanying language assistance measures, training, and outreach efforts St. 
Johns developed and is implementing to ensure adequate LEP access to disaster recovery 
programs and services. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   02/08/2019  NA NA  

#2  09/26/2019 NA NA 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number. 

Limited English 
Proficiency (LEP) is 

defined as persons who 
have a limited ability to 
read, write, speak, or 

understand English and 
who may require 

language assistance with 
respect to a particular 

service, benefit, or 
encounter. 
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Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 

ST. JOHNS LANGUAGE ACCESS POLICY 
It is St. Johns policy to: (1) provide language access services to LEP individuals needing 
access to CDBG‐DR funded programs; (2) to manage and train St. Johns staff (and any 
contractors) on procedures for implementing the LAP; (3) to inform LEP individuals that 
language access services are available; and (4) to continuously monitor and evaluate the 
implementation of this plan. St. Johns will review and update its LEP when new Census data 
becomes available. 

PURPOSE OF THE LAP 

The purpose of the LAP is to provide direction on St. Johns’ LEP needs, which are identified 
below in the Four-Factor Analysis. The LAP describes how St. Johns and its partners provide 
language access services to address those limited needs. All qualified and potential clients are 
entitled to an equal opportunity to use and benefit from the programs and services of the 
County and its contracted service providers. This includes reasonable accommodations to 
ensure that programs and services are equally accessible to and equally effective for all 
qualified persons. St. Johns will take reasonable steps upon request to ensure all eligible 
applicants have adequate information and access to its CDBG-DR programs. 
St. Johns will engage in specific outreach efforts to ensure that LEP persons are aware of the 
language access services available to them. St. Johns will provide training to its public-facing 
service staff on how to implement this LAP and methods of assistance available to LEP 
individuals. Training to staff will be delivered by the CDBG-DR Program Manager. This training 
will be periodically updated and delivered as St. Johns LEP needs and language access 
services evolve. St. Johns and its partners are committed to this LAP as the appropriate 
response to meeting our LEP clients’ needs as well as complying with Title VI, Executive Order 
13166 and Final Guidance (72 FR 2732). 

FOUR-FACTOR ANALYSIS: IDENTIFYING LEP INDIVIDUALS NEEDING 
LANGUAGE ASSISTANCE 

As described in HUD’s 72 FR 2732, the starting point for ensuring meaningful language access 
is a Four-Factor Analysis that takes into account the: 

1) Number or proportion of LEP persons in the eligible service population; 
2) Frequency with which LEP individuals come in contact with the programs; 
3) Nature and importance of the service provided by the programs; and 
4) Resources available to the recipient and costs. 
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St. Johns analyzed each of the four factors below for St. Johns County: 
1. Number or Proportion of LEP Persons in the Eligible Service Population 
St. Johns estimated the number of LEP individuals living in the County using data from the 
2011–2015 American Community Survey. Specifically, St. Johns used Table 16001 “Language 
Spoken at Home by Ability to Speak English for the Population 5 Years and Over” to calculate 
the number of LEP individuals in the County. 
The table below demonstrates that approximately 91.6% of St Johns County’s 200,082 
residents speak only English. 1.27% of its residents are Spanish speakers who speak English 
“less than very well.” The final category aggregates all other language categories that speak 
English “less than very well,” because the numbers were extremely low for each language. 
1.2% of St. Johns population speaks a language other than Spanish and English at home and 
speaks English “less than very well.” 
Because the number of LEP individuals living in St. Johns County is well below HUD’s 5% 
threshold, the County is not required to translate CDBG-DR vital documents into a language 
other than English; however, the program is taking measures to provide assistance upon 
request, as described in Section 7.0 of this document. 

County Total 
Population 

Speaks Only English  Speaks Only Spanish  Speaks Other Language 
Number  Percent Number Percent Number Percent 

St. Johns 200,082 183,365 91.64% 2,545 1.27% 2,393 1.20% 

 
NOTE: Approximately 6% of St. Johns residents identify a non-English language as their 
primary form of communication at home but also indicate that they speak English “very well.” 
St. Johns is not required to offer these individuals language access services. 
2. Frequency with Which LEP Individuals Come into Contact with the Programs 
CDBG‐DR programs address St. Johns’ long‐term recovery needs by providing direct 
assistance to homeowners, tenants, landlords, non-profits, and small businesses. The LAP 
applies to services provided at the individual applicant level. 
LEP individuals will receive language assistance upon request commensurate with the 
frequency with which these individuals interact with the programs. For example, homeowners, 
renters, rental property owners, and small business owners who apply for various CDBG‐DR 
programs are likely to have frequent contact with the program and therefore are afforded 
meaningful access. This may include such interactions as completing applications, meetings 
with advisors to review applications, initial site inspections, approval of final construction 
designs, preconstruction meetings, grant award closings, and submission of receipts and proof 
of construction work. For program activities such as these, St. Johns’ strategy ensures that 
these populations have meaningful access upon request. 
Language assistance is typically not provided to public entities such as municipalities and non‐
profits that receive CDBG‐DR funding because those entities are typically not LEP. However, 
St. Johns will make language assistance available to these entities upon request. In all cases, 
St. Johns will make professional interpretation services available but may permit individuals to 
rely upon family or friends for interpretation. 
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3. Nature and Importance of the Service Provided by the Programs 
Language services are prioritized for activities, information, services, and programs with the 
greatest impact on LEP individuals. LEP outreach focuses on the programs that provide critical 
services to homeowners, landlords, renters, and small business owners and the vital 
documents1 associated with each program. Those programs that provide a means of helping 
individuals obtain or get back into damaged housing or re‐open their businesses are critically 
important to LEP individuals. 
4. Resources Available to St. Johns and Costs 
St. Johns is taking all reasonable steps to provide meaningful language access to LEP 
individuals upon request. The availability of resources, however, may limit the provision of 
language services in some instances. “Reasonable steps” may cease to be reasonable when 
the costs imposed substantially exceed the benefits. St. Johns’ LAP balances the needs of the 
LEP community with the funding resources available. 

INTERACTION WITH LEP PERSONS BY PROGRAM 
St. Johns evaluated its CBDG-DR programs based on each program’s audience and 
determined that LEP persons are most likely to come into contact with its Housing Program. 
Neither the public facilities program nor the infrastructure program are likely to require much, if 
any, interaction with LEP individuals. 
St. Johns will provide appropriate language access services for LEP persons when Substantial 
Action Plan Amendments are considered, and public Citizen Participation periods are opened. 
Table 1 below lists all of the programs, the administering agency, the intended audience for 
each program and the extent to which the program is likely to interact with and/or require 
outreach to LEP individuals. Where potential interaction with LEP persons is anticipated, the 
administering agency is responsible for providing language access services upon request. 
Applicants that indicate that they are not LEP will stop receiving LEP materials. 

Table 1. Potential Interaction with LEP Persons by CDBG-DR Program 

Program Agency Audience Potential Interaction with LEP 
Persons 

Housing Program St. Johns Homeowners, 
Renters, Landlords 

Homeowners seeking recovery 
services. Supportive Housing tenants 
and landlords in the Planned Unit 
Development (PUD) Rental Housing 
Project.  

Multi-Family Housing 
Construction 

St. Johns Public entities, non-
profit agency  

None as applicants are government 
entities. 

                                                      

 
1 A “vital document” is defined as a document that includes information regarding program eligibility requirements, 
applications and instructions, program eligibility determinations, and appeals procedures. 
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Program Agency Audience Potential Interaction with LEP 
Persons 

Public Facilities Program (State 
Road 207 Unified Service 
Center) 

St. Johns Public entities  None as applicants are government 
entities.  

Infrastructure Program St. Johns Public entities  None as applicants are government 
entities.  

LANGUAGE ASSISTANCE MEASURES 
St. Johns offers numerous language assistance measures upon request to ensure meaningful 
access to CDBG‐DR funded services, programs, and activities by LEP individuals. The 
following sections describe each language assistance measure. 

Appointment of LAP Coordinator 
St. Johns’ LAP Coordinator is the primary point of contact for all language access questions 
related to St. Johns’ CDBG-DR programs. The LAP Coordinator assigns language access 
services as needs are identified by St. Johns’ staff via phone, email, mail, or in person. The 
CDBG-DR Program Manager will function as the LAP Coordinator. 
DEO’s LAP Coordinator is the primary point of contact responsible for the implementation of 
the LAP across all CDBG-DR funded programs. This coordinator oversees and ensures that 
subrecipients comply with HUD’s language access requirements. The DEO LAP Coordinator is 
also available as a resource in identifying personnel for providing LEP services. 
St. Johns will send the name and contact information of its LAP Coordinator to the DEO LAP 
Coordinator, who will post the information on DEO’s recovery website. 
DEO indicated in their Action Plan they were in the process of identifying a LAP Coordinator. 
Once identified, contact information will be posted on the DEO’s recovery website and this LAP 
will be updated to include the information. 
If, for any reason, a Program Level LAP Coordinator is not available for a particular program, 
center, or agency, program staff should contact the DEO LAP Coordinator using the contact 
information that will be added above. 

“I Speak” Form 
To identify LEP individuals seeking access to CDBG‐DR funded services, programs, and 
activities, St. Johns is using language identification form or “I Speak” form when engaging in 
direct contact with the public. St. Johns staff are trained to use the “I Speak” form to identify 
the language needs of LEP visitors. A version of the “I Speak” Form that all Outreach staff and 
Housing Center staff have on hand will be added to Appendix 3. 

Translation of Vital Documents 
St. Johns will not translate all “vital documents” to other languages based on the small 
percentages of LEP individuals residing in the County, which are well below HUD’s suggested 
5% threshold. However, St. Johns will translate vital documents upon request or connect 
applicants with suitable alternatives, such as a professional interpreter. 
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Public Hearings and Citizen Participation Periods 
All written materials requesting input and participation from the public for any CDBG-DR 
related activity can be translated into other languages upon request. This includes materials 
distributed during Citizen Participation periods when Action Plans and/or Substantial Action 
Plan Amendments are out for public comment. 
Notices of public hearings will be translated into other languages upon request. Notices of 
public hearings will also indicate that interpreters in any languages spoken in the County can 
be made available upon request to attend the public hearings to provide interpretation services 
to attendees. This includes public hearings about CDBG-DR programs. 

Updating Hurricane Recovery Website 
DEO maintains a hurricane recovery website in English. As it is not anticipated that any 
language services will be needed or will only be needed in extremely limited amounts the 
County will either secure volunteer or procure additional language access services as needed. 
The County wishes to avoid incurring unnecessary costs related to procurement activities 
based on the result of the Four-Factor Analysis. Information for the Florida Relay 711 service 
will be provided on the County’s disaster recovery website. 

COMPLAINTS AND APPEALS 
Any person who feels that St. Johns is not in compliance with Title VI of the Civil Rights Act of 
1964, 42 U.S.C. 2000(d) and Executive Order 13166 regulations may file a complaint with the 
St. Johns LAP Coordinator if they believe they have been denied the benefits of this LAP. The 
St. Johns LAP Coordinator may be the first point of contact for any complaints or appeals, but 
the DEO LAP Coordinator must be informed of all complaints and appeals and will provide 
oversight of the complaint/appeal resolution. Complaints will be investigated pursuant to St. 
Johns Complaint procedures. 
Alternatively, complaints can be filed directly with the DEO LAP at: 
CDBG-DR@deo.myflorida.com 

Civil Rights Complaints: ComplaintsOffice04@hud.gov 

LEP program applicants wishing to appeal eligibility or other programmatic decisions may also 
contact the St. Johns LAP Coordinator, who will provide an interpreter to assist the applicant 
with the appeals process and notify the DEO LAP Coordinator of the appeal. St. Johns will 
leverage bilingual staff to provide interpretation services as needed for all appellate processes, 
all meetings related to program eligibility determinations, and all meetings with contractors and 
subcontractors. Program applicants will have access to interpretation services throughout the 
process (rebuilding, loans for rehabilitation, identification of rental units, etc.) until they have 
successfully completed the process.  

TRAINING STAFF ON THE LAP 
St. Johns will provide training for staff that interact with the public through CDBG-DR 
programs. The training ensures that these staff members understand how to provide 
meaningful language assistance services to LEP individuals and covers the following: 

• Definition of LEP persons; 

mailto:ComplaintsOffice04@hud.gov
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• State and federal regulations governing language access; 
• Basic customer service skills and telephone etiquette; 
• Cultural sensitivity; 
• Roles and responsibilities of hurricane recovery staff; 
• How to identify the language needs of an LEP individual; 
• St. Johns language access procedures, how to track the use of language services; and 
• The LAP complaints/appeals process. 

St. Johns will also incorporate LEP awareness and LAP review in new hire orientation offerings 
for employees who interact with the public through CDBG-DR programs. 

PROVIDING NOTICE TO LEP INDIVIDUALS 

St. Johns and its partners will provide notice to LEP individuals of their eligibility for benefits, 
programs, and services in a language they understand, to the maximum extent practical. All 
correspondence from St. Johns related to CDBG‐DR programs which impact individuals and 
small businesses that are sent to prospective or existing applicants includes a provision 
indicating that free language interpretation services are available by contacting a toll-free 
number that serves LEP persons in the appropriate language. The hurricane recovery 
websites have posted information about how to obtain language access services as an LEP 
person. The Housing Recovery Intake Center has the “I Speak” form posted in a conspicuous 
location so that LEP persons can immediately indicate their language needs. 
St. Johns may provide outreach services to LEP populations if they are determined to be 
necessary. All teams working on outreach will report directly to the St. Johns LAP Coordinator 
on a regular basis regarding specific LEP outreach activities and numbers of LEP individuals 
contacted (as available). St. Johns will regularly assess and maintain an accurate record of 
language assistance services in order to improve LEP outreach programs and activities in 
accordance with customer need and program resources and capacity. 

MONITORING, EVALUATING, AND UPDATING THE LAP 

On an annual basis, the St. Johns LAP Coordinator will update this LAP as needed to reflect 
any change in the plan based on the prior year’s activity and to ensure relevancy and quality 
control of language access services. St. Johns will review procedures for providing language 
access services, existing trainings, outreach activities, and the language access data to 
periodically update the language access program. This LAP can be updated as the needs of 
the LEP population and the demands on St. Johns to service this population evolve. 

APPENDICES 

Appendix 1: Definitions 
DEO LAP Coordinator: DEO employee responsible for overseeing and implementing the 
terms of the LAP. 
Federal Financial Assistance: This includes (1) grants, loans, and advances of federal funds, 
(2) the grant or donation of federal property and interests in property, (3) the detail of federal 
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personnel, (4) the sale and lease of, and the permission to use federal property or any interest 
in such property without consideration or at nominal consideration, or at a consideration which 
is reduced for the purpose of assisting the Recipient, or in recognition of the public interest to 
be served by such sale or lease to the Recipient, and (5) any federal agreement, arrangement, 
or other contract which has one of its purposes the provision of assistance. The term "Federal 
financial assistance" does not include a contract of insurance or guaranty. 24 C.F.R. § 1.2(e). 
Case Manager: Employees or contractors who process grant applications. 
Housing Intake Center: The Housing Intake Center operated by St. Johns provides 
information and assistance for applicants regarding CDBG‐DR funded programs. 
HUD: The United States Department of Housing and Urban Development. 
Interpreter: A person who translates orally from one language into another. 
Limited English Proficient (LEP) Persons: Persons who have a limited ability to read, write, 
speak, or understand English, and may be entitled to language assistance with respect to a 
particular type of service, benefit, or encounter. For the purposes of tables and maps in this 
LAP, LEP is defined as individuals over the age of 5 who speak English “not well” or “not at all” 
according to the 2010 Census. 
Language Assistance Plan or Language Access Plan (LAP): A written implementation plan 
that addresses identified needs of the LEP persons they serve. Recipients should have a 
process for continuously monitoring and updating the Plan. 
St. Johns LAP Coordinator: Subrecipient representative tasked with reporting to DEO LAP 
Coordinator, LEP and LAP request, complaints, and appeals. 
Subrecipient: An entity that assists the CDBG-DR recipient with implementing and 
administering its recovery program(s). Subrecipients/partners are generally government 
agencies or non-profits that undertake one or more activities on behalf of the grantee such as 
administering a home rehabilitation program. 
Translator: A person who translates written text from one language into another. 
Vital Document: Any document that is critical for ensuring meaningful access to St. Johns’ 
major activities and programs by beneficiaries generally and LEP persons specifically. 

Appendix 2: Citations 
Applicable Regulations 

• Title VI of the Civil Rights Act of 1964 
• Executive Order 13166: Improving Access to Services for Persons with Limited English 

Proficiency 
• 72 FR 22732, Federal Register Volume 72, Issue 13 (January 22, 2007), U.S. 

Department of Housing and Urban Development (HUD) 

LEP Population Estimates 

• United States Census Bureau, 2011 – 2015 American Community Survey 5-Year 
Estimates, Table 16001, “Age by Language Spoken at Home by Ability to Speak 
English for the Population 5 Years and Over.”  
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Appendix 3: I Speak Card 
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Appendix 4: St. Johns’ Best Practices for Interacting with LEP Individuals 
Many people who are eligible for services cannot effectively use those services because they 
are not proficient in English. Language barriers prevent us from effectively serving a large 
number of people. Breaking down these barriers will allow individuals with LEP to participate in 
the programs administered by the agency. 
The way a person with LEP communicates in English will vary from speaking no English, to 
speaking a little English, to speaking English very well. Use the following guidelines when 
communicating with a person with LEP: 

➢ Ask the person if he/she needs a translator. Use posting(s) available to determine 
language need. 

➢ If you are using an interpreter, the interpreter may lag a few moments behind what is 
being said, so pause occasionally to allow time for a complete translation. 

➢ Talk directly to the person, not the interpreter. However, the LEP person may look at the 
interpreter and may not make continuous eye contact with you. 

➢ If you know a little of the language, try using it. It may help you communicate and at 
least demonstrates your interest in communicating and willingness to try. 

➢ Do not simplify your speech or raise your voice. Speak in a normal tone. 
➢ The person’s single greatest communication need is to have access to the information 

by having the information either orally translated or provided in their language in written 
form. 

➢ Be patient and sensitive to the needs of the LEP person. 
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SUMMARY 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew, including St. Johns County 
for activities authorized under Title I of the Housing and Community Development Act of 
1974 (42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida 
CDBG-DR Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns 
County to implement programs in support of the County’s recovery from Hurricane 
Matthew. Allocations, waivers, and alternative requirements applicable to this funding are 
published in the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 
at 82 FR 5591; and November 21, 2016 at 81 FR 83254.  

The County entered into a subrecipient agreement with DEO to administer the following 
recovery programs including:  

• Housing Recovery Program 
o Homeowner Repair 

▪ Interim Mortgage Assistance Program 
o Homeowner Reconstruction 
o Homeowner Elevation 
o Homeowner MHU Replacement 
o Homeowner Voluntary Buyout and Acquisition 

• LMI Housing Development 
• Public Facilities Program 
• Infrastructure Program 

For all activities funded through the CDBG-DR program related to the Hurricane Matthew 
storm event, this document describes the Monitoring Plan for the proper oversight of 
subrecipients; partner agencies that undertake activities through an interlocal agreement; 
and ongoing rental compliance for affordable rental units throughout the period of 
affordability.  
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VERSION HISTORY  

St. Johns County CDBG-DR Monitoring Plan  

Version  Date  Page  Description  

#1   03/08/2019 N/A N/A 

#2   09/26/2019 N/A N/A 

#3        

DEFINITIONS 

Subrecipient: Any entity that receives a subaward from St. Johns County of CDBG-DR 
funds for the purpose of carrying out a portion of the Federal award.  
Interlocal Agency: A unit of local government that receives a subaward of funds from St. 
Johns County to implement CDBG-DR funded activities through an executed interlocal 
agreement. 
Non-Profit: A corporation, association, agency, or faith-based organization that has a 
non-profit status under the Internal Revenue Service code section 501(c)(3), that: 
receives a subaward from St. Johns County of CDBG-DR funds for the purpose of 
carrying out a portion of the Federal Award, or is an owner or property manager of a 
CDBG-DR funded deed-restricted property. 
Affordable Rental Housing Units: Rental Units developed through CDBG-DR funded 
activities that are required to meet continuing property standards, tenant income 
requirements, and affordable rents throughout a specified period of affordability, as 
required through deed restrictions. 

RISK ANALYSIS 

A risk analysis is conducted to measure factors specific to the Subrecipient, Non-Profit, 
or Interlocal Agency’s ability to successfully implement the grant funded activity. A copy 
of the risk analysis tool is included as an attachment to this Monitoring Plan. Upon 
execution of an agreement by St. Johns County for a CDBG-DR activity with a 
Subrecipient, Non-Profit, or Interlocal Agency, a review of the planned activity to 
determine the risk level and subsequent appropriate level of monitoring will be conducted. 
A monitoring schedule will be developed based upon the risk analysis results as follows: 

• Low Risk: Remote monitoring will be conducted within 6 months of the execution 
of the agreement. 

• Medium Risk: Remote and/or on-site monitoring will be conducted early in the 
implementation timeline of the project. 
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• High Risk: On-site monitoring will be conducted within the first quarter of the 
period of performance, as outlined in the agreement, and subsequent monitoring 
as needed. 

REMOTE MONITORING  

Remote monitoring is conducted off-site by St. Johns County staff and is a review of 
documents provided by the Subrecipient, Non-Profit, or Interlocal Agency. The steps 
followed for a remote monitoring is as follows: 

1. Notice of Monitoring: Subrecipient, Non-Profit, or Interlocal agency is contacted 
via written correspondence with a Notice of Monitoring. The notice includes 
instructions to submit documents that demonstrate compliance with the executed 
agreement and applicable Federal requirements, within a reasonable time frame 
and not less than 15 days after the notification date. 

2. Review of Documents: Staff will review the submitted documents to determine if 
the activity, program, or project is being administered in compliance with the 
associated agreement and applicable Federal Requirements. 

3. Monitoring Report: Staff will prepare a Monitoring Report within 30 days of the 
receipt of the last document received from the Subrecipient, Non-Profit, or 
Interlocal Agency. The Monitoring Report will detail any issued Findings and 
Concerns. Any Finding will reference the applicable regulations, rules, or 
agreement, and will specify a required corrective action to cure the deficiency. All 
Monitoring Reports with a Finding will require submission of a written response 
and corrective action by the Subrecipient, Non-Profit, or Interlocal Agency within 
30 days of the notice. All Concerns noted in the Monitoring Report will have a 
recommended action to improve processes and prevent future Findings in 
subsequent monitoring. 

4. Follow Up/Close-Out Letter: County staff will review all responses received from 
the Subrecipient, Non-Profit, or Interlocal Agency and determine if they adequately 
resolve the Finding and address any Concerns. A follow up letter will be provided 
which communicates the satisfactory resolution of the monitoring. 

ON-SITE MONITORING 

On-site monitoring consists of review of files and other documents such as financial 
records, reports, and policies, to review for program performance, financial management, 
and compliance with fair housing and equal opportunity laws. On-site monitoring consists 
of the following processes: 

1. Initial Contact: County staff will contact the Subrecipient, Non-Profit, or Interlocal 
Agency program staff to advise an On-Site monitoring is planned, and schedule a 
time and date for the monitoring visit. Scheduling of the visit should coincide with 
availability of Subrecipient, Non-Profit, or Interlocal Agency program staff to be in 
attendance. 
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2. Notice of Monitoring: A Notice of Monitoring letter is sent at least 30 days prior 
to the scheduled monitoring visit and provides the scope of the monitoring and a 
list of the records to be reviewed. This notice also serves to request necessary 
staff to be present, and asks that necessary workspace be made available for the 
visit. The notice should include amount of time the monitoring visit is expected to 
take. 

3. Entrance Conference: This meeting takes place upon arrival between the County 
staff person(s) conducting the monitoring and Subrecipient, Non-Profit, or 
Interlocal Agency staff. The entrance conference will include discussion of the 
purpose and scope of the monitoring. 

4. Documentation and Data Review: All records subject to the review will be 
inspected to confirm conformity with the agreement and specific grant 
requirements. 

5. Exit Conference: At the end of the monitoring visit, County staff will meet with the 
Subrecipient, Non-Profit, or Interlocal Agency staff to: 

a. Describe any deficiencies or concerns with the records reviewed: 
b. Provide the opportunity to clarify any deficiency in the records and allows 

for missing documentation to be made available. 
c. Obtain additional information or documentation from Subrecipient, Non-

Profit, or Interlocal Agency staff to clarify or support their positions: and 
d. Note any corrective actions already taken by the Subrecipient, Non-Profit, 

or Interlocal Agency to prevent future deficiencies. 
6. Monitoring Report: County staff will prepare a monitoring report within 45 days 

of the on-site monitoring visit, or receipt of any follow up documentation provided 
by the Subrecipient, Non-Profit, or Interlocal Agency. The report will detail any 
Findings and Concerns. Findings must reference the regulation of section of the 
agreement which is out of compliance and the corrective action required for 
satisfactory resolution, and will require a written response with required corrective 
action within 30 days from the date of the monitoring report. Any concerns should 
include a recommended action to improve processes to prevent future Findings in 
subsequent monitoring. 

7. Follow-Up/Close-Out Letter: After receipt of the written response, a follow up 
letter will be provided to the Subrecipient, Non-Profit, or Interlocal Agency which 
communicates the satisfactory resolution of the Finding(s) and/or Concern(s). 

AFFORDABLE RENTAL UNIT COMPLIANCE 

St. Johns County has planned to use CDBG-DR funds to construct affordable rental 
housing units, and ownership of these units will be conveyed to a Non-Profit upon 
completion of the project(s). Non-Profit owners of these CDBG-DR developed rental units 
will be required to meet continued affordability for income and maximum rents for a 
specific period of affordability, and will be required to meet minimum property standards, 
through a recorded deed restriction instrument. These affordability requirements will be 



 

 7 

monitored by St. Johns County Housing and Human Services (SJC HHS) staff, as 
designated by the Housing and Human Services Director, for the duration of the 
affordability period. SJC HHS will impose a reasonable fee to the Non-Profit owner of the 
property, or designated property manager, to cover the expense of staff time needed to 
conduct the monitoring. The fees charged will be based upon the average cost of 
performing the monitoring of the CDBG-DR assisted rental project. The basis of the fee 
will be documented and included in the project underwriting as an operational cost. The 
compliance monitoring fee cannot be charged to the tenant occupant, and is the 
responsibility of the Non-Profit owner, or designated property manager for payment to the 
County.  

Review of Income and Affordability Requirements 
At the time of initial lease-up for the completed CDBG-DR assisted rental project, the 
income and affordability requirements outlined in the executed deed restriction document 
will be demonstrated to ensure the project meets the required National Objective, and 
report accomplishments to DEO. Compliance monitoring for continued income and 
affordability review will be conducted beginning in the second year after initial lease-up of 
the project. Compliance monitoring will be conducted by Remote Monitoring, or On-Site 
Monitoring based upon the risk analysis, and in accordance with the previous steps 
outlined for these processes. The monitoring notices and reports will be addressed to the 
Non-Profit owner, and designated property manager as applicable.  

Physical Inspection of Rental Units 
Affordable rental units developed with CDBG-DR funds will undergo periodic physical 
inspections to ensure property standards are being maintained. Physical inspections will 
be conducted as part of the compliance monitoring for the duration of the affordability 
period. The inspections will be coordinated with the Non-Profit owner, or designated 
property manager, by SJC HHS staff, prior to the remote or on-site monitoring visit being 
completed. Inspection reports for units that do not pass the physical inspection will have 
a corrective action/repair required to meet the property standard. The Non-Profit owner, 
or designated property manager, will request re-inspection when the corrective 
action/repairs have been completed. If the unit fails the physical inspection a second time, 
SJC HHS may charge a re-inspection fee. Units must have a passing physical inspection 
prior to the close-out of the monitoring. SJC HHS will maintain an inspection schedule of 
the assisted rental units and document the results of the inspections in the Monitoring 
Report.  
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ATTACHMENT I - RISK ANALYSIS TOOL  
 
Awarded Agency: ________________________________________________________________ 
Program: ________________________________________________________________________ 
Project:__________________________________________________________________________ 
A subaward is for the purpose of carrying out a portion of a federal, state, or local funding award and creates a financial assistance 
relationship between St. Johns County and the subrecipient, non-profit organization, or unit of local government agency, referred to 
as Awarded Agency for the purpose of this tool. This risk assessment is a required tool that assembles and synthesizes grant related 
information to determine the level of potential liability that exists with subrecipients as indirect recipients of federal or state financial 
assistance. Under 2 Code of Federal Regulations (CFR), Subpart D §200.331(b) found in the Uniform Administrative Requirements, 
Cost Principles, and Audit Requirements for Federal Awards, St. Johns County must evaluate the risk of each Awarded Agency for 
noncompliance with federal statutes, regulations, and terms and conditions of the subaward. This risk assessment will be used to 
determine the appropriate level of monitoring for financial assistance covered by the Uniform Guidance.  

Item Criteria Low Medium High Assessment 

  Awarded Agency has experience within the past five years with same or similar types of awards or with managing federal, state, or local funds. 

1 High = Has less than one year or no experience managing this type of award.         
  Medium = Awarded Agency has 1 - 2 consecutive years of experience managing similar awards.         
  Low = Awarded Agency has 3 or more consecutive years of experience managing similar awards.         
  Results of most recent audit and/or Single Audit. 

2 
High = Material Weakness or weaknesses which indicates that there is reasonable possibility that there is or are 
material misstatements of the organization's annual or interim financial statements. 

        
  Medium = Significant Deficiency or deficiencies that merits attention by the Awarded Agency staff responsible for 

financial reporting and single audit.         
  Low = No findings or not applicable.           Performance of Single Audit or other external audit. 

3 High = No annual audit or single audit performed for agency if required.         
  Medium = Audit with one or more significant deficiency and/or material weakness.         
  Low = Audit with no findings or audit not applicable to agency.         
  As a direct recipient of subawarded financial assistance, has the Awarded Agency been monitored by another federal, state, or local agency? 

4 High = As a direct recipient of federal or state grants Awarded Agency has never has been monitored by a federal or state ag         
  Medium = Has been monitored by a federal or state agency; however, not within the past five years.         
  Low = Not applicable         
  Results of other agency monitoring. 

5 High = Monitoring resulted in finding(s) with required corrective action(s)         
  Medium = Monitoring resulted in concern(s) with recommendation(s) or performance improvement(s).          
  Low = No findings or not applicable.         
  The Awarded Agency developed or implemented new or substantially changed systems (e.g. financial accounting systems, personnel accounting systems). 

6 High = The Awarded Agency has implemented or substantially changed information systems within the past two years.          
  Medium = The Awarded Agency has implemented or substantially changed information systems within the past five years.         
           
  The Awarded Agency has previously managed subawards from St. Johns County. 

7 High = The Awarded Agency has not managed subawards from St. Johns County within the past five years.         
  Medium = The Awarded Agency has not managed subawards from St. Johns County within the past three years.          
  Low = The Awarded Agency has managed subawards from St. Johns County within the past two years.         
  Past performance of subaward from St. Johns County, if applicable. 

8 High = The Awarded Agency was unable to expend the awarded funding during the period of performance of the agreement.         
  Medium = The Awarded Agency was able to expend the awarded funding only after an extension was granted.           Low = The Awarded Agency timely expended the sub awarded funding within the original period of performance.          
  Awarded Agency performance on programmatic and financial reports for previous subaward from St. Johns County, if applicable. 

9 High = Programmatic and financial reports submitted for previous subaward contained multiple errors requiring correction.         
  Medium = Programmatic and financial reports were not submitted on time for the previous subaward.           Low = Complete and accurate programmatic and financial reports were submitted on a timely basis for previous subaward.         
  The Awarded Agency has project related personnel changes that could affect the performance of this subaward. 

10 

High = The project director and one or more key staff have been with the organization for two years or less. Key staff 
are senior staff responsible for accounting, program and financial reporting and other key areas integral to the success 
of the grant program and its outcomes. 

      

  Medium = The project director has been with the organization for over two years, however there is turnover or 
reassignment of one or more key staff responsible for accounting, program and financial reporting and other key 
areas integral to the success of the grant program and its outcomes. 

 

 

 

      

 Low = Not applicable   
  0 0 0   
Results (Printed signed copy to be kept on file)   Awarded Agency High Risk 
Awarded Agency Medium Risk 
Awarded Agency Low Risk 

CDBG-DR Staff Signature _________________________________________________________________________________________________________  Date ___________________ 
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SUMMARY 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida 
Department of Economic Opportunity (DEO). This funding is being distributed in federally-
declared disaster counties impacted by Hurricane Matthew including St. Johns County for 
activities authorized under Title I of the Housing and Community Development Act of 1974 (42 
United States Code (U.S.C) 5301 et seq.) and described in the State of Florida CDBG-DR 
Action Plan. DEO has provided $45,837,520 in CDBG-DR funding to St. Johns County to 
implement programs in support of the County’s recovery from Hurricane Matthew. Allocations, 
waivers, and alternative requirements applicable to this funding are published in the Federal 
Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and November 
21, 2016 at 81 FR 83254. 
The County entered into a subrecipient agreement with DEO to implement a Multifamily New 
Construction Program, including the following projects: 

o State Road 207 Supportive Housing Complex and Integrated Service Center- the 
construction of approximately 80 new rental housing units and service center on 
a site located on State Road 207. 

o Hastings Supportive Housing Complex and Integrated Service Center- the 
construction of approximately 80 new rental units and service center located in 
the Hastings community. 

This document describes the general program guidelines and policies and procedures for 
these projects.  
Of the $89,632,120 allocated to St. Johns, $32,000,000 has been set aside for the 
development of rental units with accompanying integrated services centers to provide services 
to the low- and moderate-income (LMI) residents of the housing complexes.  

VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   09/26/2019  NA NA 

#2  
 

  
 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0. 
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Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the primary 
version number. Such changes would result in a version number such as 2.1, 2.2, etc. 

MULTIFAMILY NEW CONSTRUCTION PROGRAMPROGRAM OVERVIEW  

The primary focus of the Program is to develop new rental housing with the purpose to 
increase the availability of affordable rental housing, while simultaneously increasing access 
to social services for low- and moderate-income persons in St. Johns County. The CDBG-DR 
funds will be used to address remaining unmet housing needs and to support the long-term 
recovery and restoration of housing in the most impacted and distressed areas. 

National Objective 
The Program will meet one of the following National Objectives: 

• Benefit to LMI Persons 
The County’s CDBG-DR Programs, as a whole, are designed to ensure that 70% of CDBG-DR 
grant amount awarded is expended for activities that benefit LMI persons. St. Johns County 
intends to meet the LMI National Objective by requiring that no less then 51% of the units in 
the multifamily structure be leased to LMI qualified households or persons. 

Eligible Activities 
The eligible and ineligible categories of activities are determined by HUD. All activities 
and potential projects must be compliant with CDBG National Objectives per 24 CFR 
570.208 and CDBG Eligible Activities per 24 CFR570.201 through 570.207. The following 
activities under the Housing and Community Development Act of 1974 (HCDA) are 
eligible for the Multifamily New Construction Program:  

• Land Acquisition 

• New Construction of rental housing units 

• New Construction of integrated service center at each housing complex 

• Relocation - Section 105(a)(11) 

CONTRACTOR ASSIGNMENT 
 Construction of the rental units will be implemented by St. Johns County, through a Request 
for Qualification (RFQ) for a design/build contractor to complete all design plans and 
specifications, and perform construction activities upon approval of final design by the County. 
The design/build contractor will be selected in accordance with current County procurement 
policies and procedures, through a solicitation performed in compliance with 2 C.F.R 200.  
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ELIGIBILITY 
The development of multifamily affordable rental housing is an eligible activity for the CDBG-DR 
funding and is included DEO’s approved Action Plan to HUD. Due to the loss of housing and 
displacement of persons during the storm event, St. Johns County will implement the 
construction of new affordable rental housing to increase the rental housing stock and meet the 
needs of low- and moderate-income renter households.   
Per DEO’s instruction, accomplishment data will be recorded as LMI housing with the 
development of the service center being incorporated as part of the multifamily housing 
development. 
 

LOCATION 

The location of each project will be within the geographical boundaries of St. Johns County. 
Location will be determined from property records. 

FEDERAL, STATE AND LOCAL REQUIREMENTS- CONSTRUCTION 

Construction will be completed to conform with State and Local Building Codes and meet all 
requirements for the federal funding source, including:  

• Florida Accessibility Code for Building Construction as adopted pursuant to Section 
553.503 Florida Statutes; 

• The Architectural Barriers Act of 1968; 
• The Fair Housing Act (24 CFR Part 100) 
• Section 504 of the Rehabilitation Act of 1973; and 
• Titles II and III of the Americans with Disabilities Act of 1990 as implemented by 28 CFR 

35. 
• Green Building Requirements; 
• Section 3 of the Housing and Urban Development Act of 1968 (24 CFR Part 135) 
• Minority- and women-owned businesses (MBE/WBE)  
• Debarment and Suspension 

 OTHER FEDERAL REQUIREMENTS  

• Fair Labor Standards and Other Related Acts; 
• Violence Against Women Reauthorization Act of 2019 
• HUD Environmental Requirements- pursuant to 24 CFR Part 58 
• Title VI of the Civil Rights Act of 1964 
• Title VII of the Civil Rights Act of 1964 
• Title VIII of the Civil Rights Act of 1968, as amended (the Fair Housing Act of 1988) 
• Recordkeeping Requirements pursuant to 24 CFR Part 570.490 
• Relocation Assistance for Displaced Persons under 24 CFR Part 570.606(b) 
• Affirmatively Furthering Fair Housing pursuant to Executive Order 12892 
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The project will also incorporate any environmental additions, changes or considerations 
resulting from consultations occurring during the Environmental Review process. 

TENANT INCOME ELIGIBILITY 

The Program will use current HUD-published income limits for St Johns County. The LMI 
National Objective is defined as providing a benefit to households at incomes of up to 80% 
of the locality's median income as computed on the most current HUD Income Limits. Income 
eligibility will be established for each household to occupy a unit set aside for occupancy by an 
LMI household prior to initial move-in, and upon re-occupancy by a new tenant household. 

Upon initial occupancy, the Partner Entity will collect documentation of the household size and 
income eligibility for each of the LMI households occupying assisted units, along with a copy 
of the rental lease indicating the term of the lease and rent charged (or to be charged) after 
assistance for each rental unit set aside for occupancy by an LMI household.   

The annual gross household income will be determined and verified in accordance with 24 
CFR Part 5 requirements. 

At least 51% of the tenant households shall be low- to moderate-income according to income 
maximums established by HUD for the St. Johns County area and updated annually. The units 
set aside for occupancy by LMI households will be considered floating units, and the Partner 
Entity is responsible for ensuring that the overall benefit meets the 51% requirement 
throughout the period of affordability. 

AFFORDABILITY 

Rents for units leased to LMI qualified households will comply with the maximum rent limits 
established by HUD for the HOME Investment Partnerships Program (HOME). These rent limits 
are updated annually by HUD and are based upon unit size.  
The maximum HOME rent the Partner Entity may charge to an LMI household is the lesser of: 

• A fair market rent consistent with existing rents for comparable units in the area calculated 
in accordance with the requirements set forth in 24 CFR Part 888, or 

• A rent that does not exceed 30 percent of the adjusted income of a family whose annual 
income equals 65 percent of the Area Median Income limits as established by HUD. 

St. Johns County is utilizing the HOME rent limit for this program because CDBG-DR regulations 
do not provide for a standard to establish an affordable rent for the LMI tenants. Use of the 
HOME rent limit in the program does not constitute the adoption of any other HOME 
requirements not specifically outlined in these policies. 

OPERATIONAL LEASE  

The County will retain ownership of the affordable housing properties and accompanying 
service centers and will lease the completely developed property to a Partner Entity through a 
long-term operational lease. 
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The partner entity will be responsible for the property management of the affordable rental 
units, and providing services at the integrated service center, in a manner that meets all 
requirements for the program. The partner entity is responsible for keeping records that 
demonstrate income eligibility of tenant households and affordable rents are charged that are 
within program requirements.   
 
The duration of the operational lease is twenty (20) years, to meet a period of affordability 
necessary to secure the availability of the affordable rental units for LMI households. 

DUPLICATION OF BENEFITS 

Under the requirements of "The Robert T. Stafford Disaster Assistance and Emergency Relief 
Act" (42 U.S.C. 5121, et seq.), as interpreted and applied by HUD, the Program must consider 
certain aid received by applicants in determining the amount of assistance which can be 
awarded. St. Johns County will conduct DOB analysis to ensure that a using State 
administrative records and databases accessible through its disaster recovery programs. 
The following are sources of funding assistance provided for structural damage and loss that 
may be considered a DOB and under Federal law must be deducted from the assistance 
provided: 

• FEMA Individual Assistance for Structure (IA) 
• FEMA NFIP and/or Increased Cost of Compliance (ICC) 
• State or Local Funds 
• Private Insurance 
• Small Business Administration (SBA) 
• Charity 
• Any other funding source that may duplicate assistance 

Federal regulations require the Program to conduct a DOB analysis to ensure that (1) 
applicants do not receive more Federal funds than needed, and (2) Program funds are used to 
meet a need that still exists after considering other funds received. 
A DOB occurs when: 

• A beneficiary receives assistance, and 
• It comes from multiple sources (examples: private insurance, FEMA, NFIP, non-profits, 

etc.), and 
• The total assistance amount exceeds the need for a particular recovery purpose. 

SUBROGATION 

All duplicative funding received must be remitted to the Program, regardless of when it is 
received. St. Johns County has entered into an agreement with DEO to implement the 
approved activities. The Multifamily New Construction Program will be self-implemented by the 
County with all expenditures being utilized for the design, construction, and activity delivery 
costs. No funds will be provided to the Partner Agency, and St. Johns County will be retaining 
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ownership throughout the required period of affordability.  
For that reason, a subrogation agreement is not warranted for this program.  If there are any 
material changes to the implementation plan for this program which requires execution of a 
subrogation agreement, St. Johns County will take any necessary action to remain in 
compliance.  
The Program will develop procedures for recovering funds subject to recapture, if it is 
determined necessary due to the existence of a Duplication of Benefits.  

CONSTRUCTION STANDARDS 

Housing that is constructed with CDBG-DR funds must meet all applicable local and State 
codes, rehabilitation standards, ordinances, and zoning ordinances at the time of project 
completion. The Florida State Building Code must be used as required and where appropriate. 
All construction with applicable State and local housing construction standards and code 
requirements and if there are no such standards or code requirements, the housing must meet 
the minimum construction standards. All deficiencies identified in the final inspection must be 
corrected before final payment is released. Construction standards are defined in the County’s 
Construction Standards Policies and Procedures document. International Residential Code 
(IRC) (with windstorm provisions) and International Building Code (IBC) which will be used as 
required and as appropriate. 

Green Building 
Construction will follow Green Building requirements and minimum standards including: 

• Construction standards will be based on the Florida building code and the Florida 
Energy Code and must meet or exceed applicable requirements. 

• Construction and reconstruction will comply with the Green Building Standard for all 
new construction of residential buildings and for all replacement of damaged residential 
buildings under at least one of the following programs: 
o ENERGY STAR 
o Enterprise Green Communities 
o LEED (iv) ICC–700 National Green Building Standard 
o U.S. Environmental Protection Agency (EPA) Indoor AirPlus (ENERGY STAR a 

prerequisite) 
o Any other equivalent comprehensive Green Building program acceptable to HUD 
St. Johns County prefers that contractors conform to EPA Indoor AirPlus standards but 
will accept construction which adheres to any of the programs listed. 

• If a conflict between Federal, State, and local regulations should occur, the more 
stringent regulation will be followed. 

County will require a warranty period post-construction for all work being performed by the 
contractor guaranteed for a period of one year. 
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CDBG-DR GENERAL REQUIREMENTS 

Cross-Cutting Federal Requirements 
Use of CDBG-DR funds is subject to cross-cutting Federal requirements concerning financial 
management, environmental review, labor standards, acquisition, relocation and fair housing. 
These requirements are described in the Administrative Policy and Cross-Cutting Federal 
Requirements Manual. 

Reporting Requirements 
St. Johns County shall maintain accurate files and records on each applicant and shall retain 
all pertinent documentation for the grant between DEO and St. Johns County. Compliance will 
be maintained in accordance with the reporting requirements under the CDBG-DR regulations. 
This includes all information and reports as required under St. Johns Contract with DEO and 
demographic data and other information on applicants and awardees. 
County will collect and report data relevant to Affirmatively Furthering Fair Housing and Civil 
Rights compliance. The reporting requirements will include, but not be limited to the following: 
For each program activity requiring a direct application by an individual or non-institutional 
entity: 

• Tenant household’s income. 

• Tenant household’s income as a percentage of area median family income as defined 
by HUD. 

• The race and ethnicity of the head of household. 

• The household’s familial status. 

• The presence or non-presence of a household member with a disability. 
County has established procedures to periodically report on goals and compliance with Section 
3 as required by 24 CFR Part 135 and the contract between DEO and the County. 

CLOSE-OUT 

Project Close-out: Once the construction work is completed on each individual project, the 
County will do a final inspection of all work to ensure that construction is complete and meets 
local code requirements. The Program Manager will be required to ensure that documents are 
complete, signed, and maintained in each project file. 
The Administrative Close-out Report, Form SC-62, must be submitted to DEO within 45 
calendar days of the Agreement termination date, in compliance with Rule 73C-23.0051 (5), 
F.A.C and the terms of this Agreement. 
The County shall close-out its use of the CDBG-DR funds and its obligations by complying with 
the close-out procedures in 2 CFR § 200.343. Activities during this close-out period may 
include, but are not limited to: making final payments, disposing of program assets (including 
the return of all unused materials, equipment, unspent cash advances, program income 
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balances, and accounts receivable to the grantee), resolution of outstanding audits, and 
determining the custodianship of records. 
Notwithstanding the terms of 2 CFR 200.343, the County shall transfer to the DEO any CDBG-
DR funds on hand at the time of expiration and any accounts receivable attributable to the use 
of CDBG-DR funds, further, any real property under the County’s control that was acquired or 
improved in whole or in part with CDBG-DR funds (including CDBG-DR funds provided to the 
County in the form of a loan) shall be treated in accordance with 24 CFR 570.503(b)(7). 
 

MONITORING AND COMPLIANCE 

St. Johns County will conduct scheduled monitorings throughout the development life of the 
project.  The monitoring schedule will be coordinated with disaster recovery and financial 
management staff to ensure programmatic compliance, including affordability, as well as to 
monitor the financial status, waste and the timeliness of the expenditure of funds. These will 
be conducted by disaster recovery staff in coordination with financial management staff with 
reports being maintained in the disaster recovery offices.  At the conclusion of the life of the 
CDBG-DR program monitorings and compliance will be managed and conducted by the 
existing CDBG entitlement staff who are familiar with HUD regulations and requirements , 
specifically as they relate to CDBG funds.
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Area Median Income (AMI) – The median (middle point) household income for an area 
adjusted for household size as published and annually updated by the U.S. Department 
of Housing and Urban Development. Once household income is determined, it is 
compared to HUD's income limit for that household size. 

Community Development Block Grant- Disaster Recovery Program (CDBG-DR) 

Duplication of Benefits – The Robert T. Stafford Disaster Assistance and Emergency 
Relief Act (Stafford Act) prohibits any person, business concern, or other entity from 
receiving financial assistance from CDBG Disaster Recovery funding with respect to any 
part of a loss resulting from a major disaster as to which he has already received financial 
assistance under any other program or from insurance or any other source. 

Household – A household is defined as all persons occupying the same housing unit, 
regardless of their relationship to each other. The occupants could consist of a single-
family, two (2) or more families living together, or any other group of related or unrelated 
persons who share living arrangements. For housing activities, the test of meeting the 
low to moderate income objective is based on the LMI of households. 

Household Income – Adjusted gross income as defined for purposes of reporting under 
Internal Revenue Service (IRS) Form 1040 series for individual Federal annual income 
tax purposes. herby known as “adjusted income”. 

Housing and Urban Development (HUD) – United States Department of Housing and 
Urban Development. 

Low and Moderate Income (LMI) National Objective – Activities which benefit 
households whose total annual gross income does not exceed 80% of AMI, adjusted for 
family size. Income eligibility will be determined and verified in accordance with adjusted 
gross income requirements using procedures as stated in the Technical Guide for 
Determining Income and Allowances, 3rd Edition (HUD-1780-CPD). The most current 
income limits, published annually by HUD, shall be used by the County to verify the 
income eligibility of each household applying for assistance at the time assistance is 
provided. 

• Very low: Household’s annual income is up to 30% of the area median family income, 
as determined by HUD, adjusted for family size. 

• Low: Household’s annual income is between 31% and 50% of the area median family 
income, as determined by HUD, adjusted for family size. 

• Moderate: Household’s annual income is between 51% and 80% of the area median 
family income, as determined by HUD, adjusted for family size. 

Most Impacted and Distressed (MID) Areas – Areas of most impact as determined by 
HUD or the State using the best available data sources to calculate the amount of disaster 
damage. 
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VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc. 

POLICY CHANGE CONTROL 

Policy review and changes for the St. Johns County Outreach and Marketing Review 
Process are considered through a change control process. When policy clarifications, 
additions, or deletions are needed to more precisely define the rules by which the 
program will operate, program staff will discuss potential changes with Program and 
Policy Review Committee (“Review Committee”) for their review and consideration. Their 
consideration will include a determination as to whether the action is a policy or process 
issue. Actions identified as policy issues will require review and determination by the 
Review Committee. The issue will be discussed by the committee members at an internal 
committee meeting. 
The Review Committee will take a decision to approve the change, deny the change, or 
defer action on the request. If the change is approved, the Review Committee will 
communicate its decision to the Program Manager. The Program Manager disseminates 
the new policy in a communication via email to all program staff and instructs the 
Compliance Specialist to reflect the change in the next revision to written policies and 
procedures. If the Review Committee decides to deny a change, no further action is taken. 
If a change is deferred, the Review Committee will request additional supporting 
information as necessary and place the item on the agenda for consideration at the next 
meeting. 
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The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Housing Program Supervisor, CDBG-DR Grant 
Administrator (who will be the Vice Chair), and the CDBG-DR Project Specialist. The 
Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and review waiver requests 
to the existing program cap to be submitted to Department of Economic Opportunity 
(DEO) for review and consideration. 

INTRODUCTION 

This Outreach Plan provides a roadmap on how St. Johns County will inform St. Johns 
County residents of the availability of Community Development Block Grant-Disaster 
Recovery (CDBG-DR) funds to recover from Hurricane Matthew damage. The County’s 
commitment to working with local community advocacy groups and neighborhood 
organizations is a natural extension of the commitment to ensuring residents have the 
opportunity to participate in the CDBG-DR program. The County will work together with 
these groups, and through direct community engagement, to disseminate CDBG-DR 
program information throughout the St. Johns County. 
The Intake Center will be the central hub for citizens to obtain information about the 
assistance available to them through the CDBG-DR program. The Intake Center is 
located in the County’s Health and Human Services building. The Health and Human 
Services building is the central hub for social services for St. Johns County and has 
access to public transportation. 

CDBG-DR OVERVIEW 

St Johns County has entered into a subrecipient agreement with the Florida DEO to 
administer disaster recovery programs launched in response to the destruction caused 
by Hurricane Matthew, which made landfall on or about October 7, 2016. 
DEO is the grantee for U.S. Department of Housing and Urban Development (HUD) 
CDBG-DR funding. Pursuant to Public Laws 114-254 and 115-31, HUD allocated CDBG-
DR funds to the State of Florida to be distributed in the Federal Emergency Management 
Agency (FEMA)-declared counties impacted by Hurricanes Hermine and Matthew for 
activities described in the State of Florida Action Plan for Disaster Recovery. 
HUD appropriated $45,837,520 in CDBG-DR funding for St. Johns County in response to 
Hurricane Matthew. The allocations were appropriated under HUD’s Federal Register 
published on August 7, 2017 at 82, FR 38812; January 18, 2017, at 82 FR 5591; and 
Federal Register Notice published on November 21, 2016 at 81 FR 83254 (prior notice) 
that describes the allocation’s applicable waivers, alternative requirement. 
Under the subrecipient agreement between DEO and St Johns County, the County will 
use CDBG-DR funds to principally benefit Low to Moderate Income (LMI) persons in a 
manner that ensures that at least 70 percent of the grant amount is expended for activities 



5 
 

that benefit such persons. Funds will be used for housing and infrastructure activities in 
the areas most impacted and distressed as a result of the storm. 

TARGET COMMUNITIES AND POPULATIONS 

CDBG-DR funded programs are intended to primarily benefit LMI persons as defined by 
HUD. The goals of this Outreach Plan are to maximize participation in CDBG-DR funded 
recovery programs and to ensure that LMI and Limited English Proficiency (LEP) 
individuals and families have access to the services they need to recover and fully 
participate in recovery programs. 
Target Communities 
All areas of St. Johns County impacted by the storms are targeted for assistance. Areas 
identified as remote or having limited public transportation will be provided access to 
satellite locations for assistance and will be served by mobile intake operations. These 
areas are discussed below under Mobile Intake Events. 
Target Populations 
Priority for funding is given to households who qualify as LMI as defined by HUD. 
Limited English Proficiency 
Census data indicate that St Johns County has a total LEP population of 4,938 (2.5%) 
out of 200,082 total population. Of the 4,938 LEP population, an estimated 2,545 speak 
Spanish as a primary language. No other language registers LEP estimates of more than 
500 persons. Accordingly, materials will be made available in English and Spanish, with 
other translation services available upon request. 

COMMUNITY OUTREACH 

Training 
The County or its outreach contractor will provide training regarding the relevant CDBG-
DR programs and approved talking points to all contractor senior staff involved in 
management and supervision of outreach program. 
Key Messages and Materials 
The County will lead the messaging and provide approved talking points for CDBG-DR 
programs. Materials will be developed to support the outreach efforts, including posters, 
flyers, door hangers, fact sheets, paid advertisements, and social media. 
Printed materials will be available in English and Spanish, consistent with the County’s 
Language Access Plan, and the program will provide reasonable accommodations to 
requested printed material in other languages. 
Based on approved talking points and materials, the County or its contractor will develop 
scripts to be used by outreach staff. 
Partners 
To notify LMI individuals throughout the affected County and LEP audiences identified in 
the LAP as quickly as possible, the County will leverage existing partnerships, including 
organizations that represent and interact with specific target populations. Examples 



6 
 

include supportive housing and special needs providers, civil rights and consumer 
organizations, tenant and manufactured homeowner associations, municipal and County 
officials, senior citizens groups, and faith-based and cultural organizations. The County 
will also seek to engage with statewide organizations that have chapters in the County 
and can reach residents through their own communications channels. 
Outreach Strategies and Tactics 

Outreach materials including funding availability notices and instructions for how to apply 
for funds will be distributed through the following channels. 

• County recovery website www.sjcfl.us/restore will provide information on program 
offerings, eligibility, and how to access assistance. 

• County local broadcasting station (GTV bulletin board) will carry advertisements 
of funding availability and deadlines for application. 

• Email to the St. Johns County Continuum of Care (CoC) distribution list with 
information for dissemination to LMI and special needs communities. 

• Social media (Facebook and Instagram) will be used to publish general program 
announcements. 

• Outreach events at local libraries will make available printed materials and staff 
to answer general questions about the CDBG-DR program and accept 
applications. 

• Tabling and leafletting at information booths at special events, local markets, and 
farmers markets will have printed materials and present staff will be able to 
answer general questions about the CDBG-DR program. 

• Door campaigns, utility bill inserts, newspaper inserts, notices in post offices, 
libraries, tax collector offices, and posting material in public meeting spaces will 
disseminate program information broadly. 

• Home visits will be available upon request for those with limited mobility. 

The CDBG-DR program will partner with the library system and provide CDBG-DR printed 
material to be displayed throughout the different library branches. 

Monitoring and Evaluation 
Outreach activities will be monitored and evaluated on a continuous basis to ensure that 
LMI and LEP individuals are notified of the CDBG-DR programs available. The number 
of contacts made by program staff and partners within each segment of the targeted 
populations, including the geographic, demographic, and LEP constituencies, will be 
tracked. All Outreach projects will be tracked as well as presentations, tabling events, 
door-to-door outreach and other activities, the location of the activity, and any follow-up 
steps, including facilitating outreach in the appropriate language. 

Timeline 
Outreach and social media activities will begin immediately and continue throughout the 
program period. Outreach activities will be stepped up during peak periods – 
including program launches – and prior to application deadlines. 

http://www.sjcfl.us/restore
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COMMUNICATIONS AND OUTREACH MATERIALS 

The County, in collaboration with its outreach contractor, will develop materials in a 
variety of mediums to ensure that residents in the most impacted communities, including 
LMI and LEP communities, receive notification about all the CDBG-DR funded programs 
that are available to them and are prompted to apply. Materials will include: 

• Printed materials (e.g., posters, flyers, fact sheets) 
• Materials for online distribution (e.g., accessible versions of fact sheets and 

flyers) 
• Print advertisements, including notices in publications that reach LEP 

communities 
• Paid and public service announcements on broadcast and cable media 
• Content for social media 
• Press releases 
• Other materials as appropriate 

Community outreach and paid media will direct people who are still recovering from 
Hurricane Matthew to the www.sjcfl.us/restore website and Information Hotline (904) 209-
1280. The Intake Center staff will direct people to information about programs for which 
they may be eligible to apply for financial assistance. The www.sjcfl.us/restore website 
meets federal standards for accessibility. 

Text approved by the County will be adapted and translated. Spanish translations will be 
completed in-house by County translators; all other translation services will be handled 
by a single certified contractor. A glossary of terms has been developed to 
ensure that translations are culturally appropriate and consistent. Native speakers from 
the language bank or partner agency will be used for quality control for each language 
translation. The County will also collaborate with community-based organizations that 
have the skills, capability, and experience to address local language and cultural needs 
to ensure that communications and outreach materials are appropriate for the intended 
audiences. 

Outreach and communications materials will be developed according to the following 
specifications: 

• All outreach and communications materials will be translated into 
Spanish. Bilingual versions will be produced (i.e., information presented in 
English and Spanish) where possible and practical. 

• Translated text will be culturally equivalent to ensure that the materials are 
appropriate for the intended audiences. 

• Photographs and other images will be culturally appropriate for the intended 
audiences. 

The County will ensure application deadlines, legal notices for Release of Funds and 
Finding of No Significant Impact (FONSI). 

http://www.sjcfl.us/restore
http://www.sjcfl.us/restore


8 
 

The County will provide input for customization and be responsible for distribution of 
materials through outreach in LMI and LEP communities. The County will also leverage 
the social media channels of partner organizations to disseminate information approved 
by the County. Digital versions of approved materials will be saved in a cloud-based 
system for shared access by the County and its partners. 

Content 
Content for communications and outreach materials will be based on key messages 
approved by the County. As noted above, content will be customized as needed to ensure 
it is appropriate for the intended audiences in terms of culture, subject matter, and 
accessibility. All content will be submitted to the County for review and approval prior to 
production. 

Text and images will be developed in accordance with County style guides, as 
applicable. Text will be straightforward, succinct, and consistent across all 
communications mediums. Emphasis will be placed on directing applicants to the 
www.sjcfl.us/restore website. 

MEDIA 

Print: The majority of the print budget will be dedicated to newspapers with the 
largest circulation in the affected areas and targeted LMI and LEP 
communities. However, strong focus also will be placed on smaller ethnic papers that 
reach specific LEP communities. Frequency of placements in print media will vary 
throughout the campaign. Brochures in English and Spanish have been printed and 
distributed around the County. 

Cable: The County cable station GTV will run frequent public service announcements 
regarding funding availability, outreach events, and how to apply, at no cost to the County. 

Radio: PSA launched once as Intake Center opened. 

Online: Ads in online properties of major newspapers, including the St. Augustine Record 
(www.staugustine.com), as well as website publications that reach LEP communities. 

Monitoring and Evaluation 
All media outreach will be closely tracked and monitored. Methodologies include: 

• Evaluation of registrations by address using GIS 
• Ask homeowner how they heard of program upon registration 
• Recorded outreach efforts comparing to registrations via survey 

MEDIA RELATIONS 

SJC will supply information and updates to media outlets throughout the region about the 
CDBG-DR programs and FRM-funded rental units as they become available. At a 
minimum, SJC plans to issue press releases to provide notice of the following milestones: 

• Launch of CDBG-DR programs 

http://www.sjcfl.us/restore
http://www.staugustine.com/
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• Advance notice prior to closing of application periods for CDBG-DR programs 
• Confirmation when application periods have closed 
• Proposal/approval of significant amendments to the Action Plan that affect 

program structure or eligibility criteria. 

The County will work closely with media outlets throughout the area to ensure information 
is distributed as broadly as possible. Spokespeople will be available for phone interviews 
and appearances on English-language radio stations as well as radio stations that serve 
LEP communities in the impacted counties. Media events will be scheduled as time and 
circumstances permit. 

Timing and Tracking 
The media relations campaign will kick off upon launch of CDBG-DR programs. 
Monitoring of media relations will be conducted via tracking of mentions, placements, and 
impressions. 

Timeline 
January 7, 2019 Intake Center Grand Opening 

January–February 
2019 

Post Launch Multimedia Campaign  

January–February 
2019 

Booth Events  

April–June 2019 Additional Media Surge  

CONCLUSION 

This Outreach & Communications Plan supports the commitment of the State of Florida 
and St Johns County to connect LMI and LEP homeowners with disaster recovery 
programs and services related to Hurricane Matthew. The plan includes multiple 
strategies for notifying homeowners in the most impacted communities of the CDBG-DR 
programs and services that are available and prompting them to access those for which 
they are eligible. In execution of the strategies, significant resources will 
be dedicated to ensure homeowners are notified in the language that they 
understand. Outcomes and effectiveness of the plan will be closely monitored by St. 
Johns County. Resources will be re-allocated and re-deployed as needed based 
on application trends, program deadlines, and other developments to ensure that all 
target audiences are informed. 
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APPENDIX: OUTREACH PARTNERS AND LOCATIONS 

The following outreach partners and locations assist the County in promoting information 
about housing and community development programming on an ongoing basis. 

St Johns County Outreach Partners – Housing and Homelessness 
• Habitat for Humanity 
• Emergency Services Coalition 
• Alpha Omega Miracle Home 
• St. Johns Welfare Federation DBA Bayview 
• Council on Aging 
• Early Learning Coalition 
• Betty Griffin House 
• Emergency Services Homeless Coalition 
• St. Francis House 
• St. Johns Housing Partnership 
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VERSION HISTORY 

St. Johns County CDBG-DR General Policies and Procedures 

Version  Date  Page  Description  

#1   02/11/2019 N/A NA 

#2  09/26/2019 NA NA 

#3        

 
VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The 
date of each publication is also tracked in this table. The first version of this document is 
1.0. 
Substantive changes within this document that reflect a policy change will result in the 
issuance of a new version 2.0, an increase in the primary version number. Future policy 
changes will result in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the 
primary version number. Such changes would result in a version number such as 2.1, 
2.2, etc. 

POLICY CHANGE CONTROL 

Policy review and changes for the St. Johns County Outreach and Marketing Review 
Process are considered through a change control process. When policy clarifications, 
additions, or deletions are needed to more precisely define the rules by which the 
program will operate, program staff will discuss potential changes with Program and 
Policy Review Committee (“Review Committee”) for their review and consideration. Their 
consideration will include a determination as to whether the action is a policy or process 
issue. Actions identified as policy issues will require review and determination by the 
Review Committee. The issue will be discussed by the committee members at an internal 
committee meeting. 
The Review Committee will take a decision to approve the change, deny the change, or 
defer action on the request. If the change is approved, the Review Committee will 
communicate its decision to the Program Manager. The Program Manager disseminates 
the new policy in a communication via email to all program staff and instructs the 
Compliance Specialist to reflect the change in the next revision to written policies and 
procedures. If the Review Committee decides to deny a change, no further action is taken. 
If a change is deferred, the Review Committee will request additional supporting 
information as necessary and place the item on the agenda for consideration at the next 
meeting. 
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The Review Committee meets bi-weekly, as needed, to consider all pending requests 
but may meet as frequently as necessary to consider critical policy decisions. The Review 
Committee will consist of the Housing Program Supervisor, CDBG-DR Grant 
Administrator (who will be the Vice Chair), and the CDBG-DR Project Specialist. The 
Review Committee will provide recommendations to the Chair (Disaster Recovery 
Director) for final approval. The Review Committee has authority to review and approve 
policy changes, render decisions on individual case appeals, and review waiver requests 
to the existing program cap to be submitted to Department of Economic Opportunity 
(DEO) for review and consideration. 

OVERVIEW 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the State of Florida to 
be distributed in federally-declared disaster counties impacted by Hurricanes Hermine 
and Matthew for activities authorized under Title I of the Housing and Community 
Development Act of 1974 (42 United States Code (U.S.C) 5301 et seq.) and described in 
the State of Florida Action Plan for Disaster Recovery. St. Johns County (SJC) has 
entered into an agreement with Florida Department of Economic Opportunity (DEO) to 
implement recovery activities using CDBG-DR funding. 
 
St. Johns County has entered into an agreement with Florida Department of Economic 
Opportunity, agreement # H2388, to administer these disaster recovery funds, and may 
enter into subsequent agreements in the future for additional CDBG-DR funds. 
 
Allocations, waivers, and alternative requirements applicable to this funding were 
published in the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 
at 82 FR 5591; and November 21, 2016 at 81 FR 83254. 
 
Goods and services procured to carry out SJC’s recovery activities are to be conducted 
by St. Johns Purchasing Division following the County’s general procurement policies 
along with the CDBG-DR requirements in these Supplemental Policies and Procedures. 
As a subrecipient of DEO, St. Johns County is required to comply with requirements of 
2 CFR 200.318 through 200.326 to ensure full and open competition. This Addendum is 
not meant to replace St. Johns County Purchasing manual but to augment their policies 
to ensure compliance. When procuring goods and services for CDBG-DR funded 
activities, the federal requirements will supersede the St. Johns County Purchasing 
Procedure Manual in instances where there is a conflict. 

The attached exhibits outline the federal requirements and contract provisions required 
for the procurement and contracting of goods and services for all activities funded with 
CDBG-DR. 
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EXHBIT I- PROCUREMENT STANDARDS FOR FEDERAL AWARDS 

§ 200.318 General procurement standards. 
(a) The County must use its own documented procurement procedures which reflect 
applicable State and local laws and regulations, provided that the procurements conform 
to applicable Federal law and the standards identified in this section. 
(b) Non-Federal entities must maintain oversight to ensure that contractors perform in 
accordance with the terms, conditions, and specifications of their contracts or purchase 
orders. 
(c) 

(1) The County must maintain written standards of conduct covering conflicts of 
interest and governing the performance of its employees engaged in the selection, 
award and administration of contracts. No employee, officer, or agent must 
participate in the selection, award, or administration of a contract supported by a 
Federal award if he or she has a real or apparent conflict of interest. Such a conflict 
of interest would arise when the employee, officer, or agent, any member of his or 
her immediate family, his or her partner, or an organization which employs or is 
about to employ any of the parties indicated herein, has a financial or other interest 
in or a tangible personal benefit from a firm considered for a contract. The officers, 
employees, and agents of the County must neither solicit nor accept gratuities, 
favors, or anything of monetary value from contractors or parties to subcontracts. 
However, non-Federal entities may set standards for situations in which the 
financial interest is not substantial or the gift is an unsolicited item of nominal value. 
The standards of conduct must provide for disciplinary actions to be applied for 
violations of such standards by officers, employees, or agents of the County. 
(2) If the County has a parent, affiliate, or subsidiary organization that is not a state, 
local government, or Indian tribe, the County must also maintain written standards 
of conduct covering organizational conflicts of interest. Organizational conflicts of 
interest mean that because of relationships with a parent company, affiliate, or 
subsidiary organization, the County is unable or appears to be unable to be 
impartial in conducting a procurement action involving a related organization. 

(d) The County’s procedures must avoid acquisition of unnecessary or duplicative items. 
Consideration should be given to consolidating or breaking out procurements to obtain 
a more economical purchase. Where appropriate, an analysis will be made of lease 
versus purchase alternatives, and any other appropriate analysis to determine the most 
economical approach. 
(e) To foster greater economy and efficiency, and in accordance with efforts to promote 
cost effective use of shared services across the Federal government, the County is 
encouraged to enter into state and local intergovernmental agreements or inter-entity 
agreements where appropriate for procurement or use of common or shared goods and 
services. 
(f) The County is encouraged to use Federal excess and surplus property in lieu of 
purchasing new equipment and property whenever such use is feasible and reduces 
project costs. 
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(g) The County is encouraged to use value engineering clauses in contracts for 
construction projects of sufficient size to offer reasonable opportunities for cost 
reductions. Value engineering is a systematic and creative analysis of each contract 
item or task to ensure that its essential function is provided at the overall lower cost. 
(h) The County must award contracts only to responsible contractors possessing the 
ability to perform successfully under the terms and conditions of a proposed 
procurement. Consideration will be given to such matters as contractor integrity, 
compliance with public policy, record of past performance, and financial and technical 
resources. 
(i) The County must maintain records sufficient to detail the history of procurement. 
These records will include, but are not necessarily limited to the following: rationale for 
the method of procurement, selection of contract type, contractor selection or rejection, 
and the basis for the contract price. 
(j) (1) The County may use time and material type contracts only after a determination 
that no other contract is suitable and if the contract includes a ceiling price that the 
contractor exceeds at its own risk. Time and material type contract means a contract 
whose cost to a County is the sum of: 

(i) The actual cost of materials; and 
(ii) Direct labor hours charged at fixed hourly rates that reflect wages, 
general and administrative expenses, and profit. 

(2) Since this formula generates an open-ended contract price, a time-and-
materials contract provides no positive profit incentive to the contractor for cost 
control or labor efficiency. Therefore, each contract must set a ceiling price that 
the contractor exceeds at its own risk. Further, the County awarding such a 
contract must assert a high degree of oversight in order to obtain reasonable 
assurance that the contractor is using efficient methods and effective cost controls. 

(k) The County alone must be responsible, in accordance with good administrative 
practice and sound business judgment, for the settlement of all contractual and 
administrative issues arising out of procurements. These issues include, but are not 
limited to, source evaluation, protests, disputes, and claims. These standards do not 
relieve the County of any contractual responsibilities under its contracts. The Federal 
awarding agency will not substitute its judgment for that of the County unless the matter 
is primarily a Federal concern. Violations of law will be referred to the local, state, or 
Federal authority having proper jurisdiction. 
§ 200.319 Competition. 
(a) All procurement transactions must be conducted in a manner providing full and open 
competition consistent with the standards of this section. In order to ensure objective 
contractor performance and eliminate unfair competitive advantage, contractors that 
develop or draft specifications, requirements, statements of work, and invitations for bids 
or requests for proposals must be excluded from competing for such procurements. 
Some of the situations considered to be restrictive of competition include but are not 
limited to: 
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(1) Placing unreasonable requirements on firms in order for them to qualify to do 
business; 
(2) Requiring unnecessary experience and excessive bonding; 
(3) Noncompetitive pricing practices between firms or between affiliated 

companies; 
(4) Noncompetitive contracts to consultants that are on retainer contracts; 
(5) Organizational conflicts of interest; 
(6) Specifying only a “brand name” product instead of allowing “an equal” product 
to be offered and describing the performance or other relevant requirements of the 
procurement; and 
(7) Any arbitrary action in the procurement process. 

(b) The County must conduct procurements in a manner that prohibits the use of 
statutorily or administratively imposed state or local geographical preferences in the 
evaluation of bids or proposals, except in those cases where applicable Federal statutes 
expressly mandate or encourage geographic preference. Nothing in this section 
preempts state licensing laws. When contracting for architectural and engineering (A/E) 
services, geographic location may be a selection criterion provided its application leaves 
an appropriate number of qualified firms, given the nature and size of the project, to 
compete for the contract. 
(c) The County must have written procedures for procurement transactions. These 
procedures must ensure that all solicitations: 

(1) Incorporate a clear and accurate description of the technical requirements for 
the material, product, or service to be procured. Such description must not, in 
competitive procurements, contain features which unduly restrict competition. The 
description may include a statement of the qualitative nature of the material, 
product or service to be procured and, when necessary, must set forth those 
minimum essential characteristics and standards to which it must conform if it is to 
satisfy its intended use. Detailed product specifications should be avoided if at all 
possible. When it is impractical or uneconomical to make a clear and accurate 
description of the technical requirements, a “brand name or equivalent” description 
may be used as a means to define the performance or other salient requirements 
of procurement. The specific features of the named brand which must be met by 
offers must be clearly stated; and (2) Identify all requirements which the offerors 
must fulfill and all other factors to be used in evaluating bids or proposals. 

(d) The County must ensure that all prequalified lists of persons, firms, or products which 
are used in acquiring goods and services are current and include enough qualified 
sources to ensure maximum open and free competition. Also, the County must not 
preclude potential bidders from qualifying during the solicitation period. 
§ 200.320 Methods of procurement to be followed. 
The County must use one of the following methods of procurement. 
(a) Procurement by micro-purchases. Procurement by micro-purchase is the acquisition 
of supplies or services, the aggregate dollar amount of which does not exceed $3,000 
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(or $2,000 in the case of acquisitions for construction subject to the Davis-Bacon Act). 
To the extent practicable, the County must distribute micro-purchases equitably among 
qualified suppliers. Micro-purchases may be awarded without soliciting competitive 
quotations if the County considers the price to be reasonable. 
(b) Procurement by small purchase procedures. Small purchase procedures are those 
relatively simple and informal procurement methods for securing services, supplies, or 
other property that do not cost more than the Simplified Acquisition Threshold. If small 
purchase procedures are used, price or rate quotations must be obtained from an 
adequate number of qualified sources. 
(c) Procurement by sealed bids (formal advertising). Bids are publicly solicited and a 
firm fixed price contract (lump sum or unit price) is awarded to the responsible bidder 
whose bid, conforming with all the material terms and conditions of the invitation for bids, 
is the lowest in price. The sealed bid method is the preferred method for procuring 
construction, if the conditions in paragraph (c)(1) of this section apply. 

(1) In order for sealed bidding to be feasible, the following conditions should be 
present: 

(i) A complete, adequate, and realistic specification or purchase description 
is available; 
(ii) Two or more responsible bidders are willing and able to compete 
effectively for the business; and 
(iii) The procurement lends itself to a firm fixed price contract and the 
selection of the successful bidder can be made principally on the basis of 
price. 

(2) If sealed bids are used, the following requirements apply: 
(i) The invitation for bids will be publicly advertised and bids must be solicited 
from an adequate number of known suppliers, providing them sufficient 
response time prior to the date set for opening the bids; 
(ii) The invitation for bids, which will include any specifications and pertinent 
attachments, must define the items or services in order for the bidder to 
properly respond; 
(iii) All bids will be publicly opened at the time and place prescribed in the 
invitation for bids; 
(iv) A firm fixed price contract award will be made in writing to the lowest 
responsive and responsible bidder. Where specified in bidding documents, 
factors such as discounts, transportation cost, and life cycle costs must be 
considered in determining which bid is lowest. Payment discounts will only 
be used to determine the low bid when prior experience indicates that such 
discounts are usually taken advantage of; and 
(v) Any or all bids may be rejected if there is a sound documented reason. 

(d) Procurement by competitive proposals. The technique of competitive proposals is 
normally 
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conducted with more than one source submitting an offer, and either a fixed price or 
cost-reimbursement type contract is awarded. It is generally used when conditions are 
not appropriate for the use of sealed bids. If this method is used, the following 
requirements apply: 

(1) Requests for proposals must be publicized and identify all evaluation factors 
and their relative importance. Any response to publicized requests for proposals 
must be considered to the maximum extent practical; 
(2) Proposals must be solicited from an adequate number of qualified sources; 
(3) The County must have a written method for conducting technical evaluations 
of the proposals received and for selecting recipients; 
(4) Contracts must be awarded to the responsible firm whose proposal is most 
advantageous to the program, with price and other factors considered; and 
(5) The County may use competitive proposal procedures for qualifications-based 
procurement of architectural/engineering (A/E) professional services whereby 
competitors' qualifications are evaluated and the most qualified competitor is 
selected, subject to negotiation of fair and reasonable compensation. The method, 
where price is not used as a selection factor, can only be used in procurement of 
A/E professional services. It cannot be used to purchase other types of services 
though A/E firms are a potential source to perform the proposed effort. 

 (e) Procurement by noncompetitive proposals. Procurement by noncompetitive 
proposals is 
procurement through solicitation of a proposal from only one source and may be used 
only when one or more of the following circumstances apply: 

(1) The item is available only from a single source; 
(2) The public exigency or emergency for the requirement will not permit a delay 
resulting from competitive solicitation; 
(3) The Federal awarding agency or pass-through entity expressly authorizes 
noncompetitive proposals in response to a written request from the County; or 
(4) After solicitation of a number of sources, competition is determined inadequate. 

§ 200.321 Contracting with small and minority businesses, women's business 
enterprises, and labor surplus area firms. 
(a) The County must take all necessary affirmative steps to ensure that minority 
businesses, women's business enterprises, and labor surplus area firms are used when 
possible. 
(b) Affirmative steps must include: 

(1) Placing qualified small and minority businesses and women's business 
enterprises on solicitation lists; 
(2) Assuring that small and minority businesses, and women's business 
enterprises are solicited whenever they are potential sources; 
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(3) Dividing total requirements, when economically feasible, into smaller tasks or 
quantities to permit maximum participation by small and minority businesses, and 
women's business enterprises; 
(4) Establishing delivery schedules, where the requirement permits, which 
encourage participation by small and minority businesses, and women's business 
enterprises; 
(5) Using the services and assistance, as appropriate, of such organizations as the 
Small Business Administration and the Minority Business Development Agency of 
the Department of Commerce; and 
(6) Requiring the prime contractor, if subcontracts are to be let, to take the 
affirmative steps listed in paragraphs (1) through (5) of this section. 

§ 200.323 Contract cost and price. 
(a) The County must perform a cost or price analysis in connection with every 
procurement action in excess of the Simplified Acquisition Threshold including contract 
modifications. The method and degree of analysis is dependent on the facts surrounding 
the particular procurement situation, but as a starting point, the County must make 
independent estimates before receiving bids or proposals. 
(b) The County must negotiate profit as a separate element of the price for each contract 
in which there is no price competition and in all cases where cost analysis is performed. 
To establish a fair and reasonable profit, consideration must be given to the complexity 
of the work to be performed, the risk borne by the contractor, the contractor's investment, 
the amount of subcontracting, the quality of its record of past performance, and industry 
profit rates in the surrounding geographical area for similar work. 
(c) Costs or prices based on estimated costs for contracts under the Federal award are 
allowable only to the extent that costs incurred or cost estimates included in negotiated 
prices would be allowable for the County under Subpart E—Cost Principles of this part. 
The County may reference its own cost principles that comply with the Federal cost 
principles. 
(d) The cost plus a percentage of cost and percentage of construction cost methods of 
contracting must not be used. 
§ 200.324 Federal awarding agency or pass-through entity review. 
(a) The County must make available, upon request of the Federal awarding agency or 
pass-through entity, technical specifications on proposed procurements where the 
Federal awarding agency or pass-through entity believes such review is needed to 
ensure that the item or service specified is the one being proposed for acquisition. This 
review generally will take place prior to the time the specification is incorporated into a 
solicitation document. However, if the County desires to have the review accomplished 
after a solicitation has been developed, the Federal awarding agency or pass-through 
entity may still review the specifications, with such review usually limited to the technical 
aspects of the proposed purchase. 
(b) The County must make available upon request, for the Federal awarding agency or 
pass-through entity pre-procurement review, procurement documents, such as requests 
for proposals or invitations for bids, or independent cost estimates, when: 
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(1) The County's procurement procedures or operation fails to comply with the 
procurement standards in this part; 
(2) The procurement is expected to exceed the Simplified Acquisition Threshold 
and is to be awarded without competition or only one bid or offer is received in 
response to a solicitation; 
(3) The procurement, which is expected to exceed the Simplified Acquisition 
Threshold, specifies a “brand name” product; 
(4) The proposed contract is more than the Simplified Acquisition Threshold and is 
to be awarded to other than the apparent low bidder under a sealed bid 
procurement; or 
(5) A proposed contract modification changes the scope of a contract or increases 
the contract amount by more than the Simplified Acquisition Threshold. 

(c) The County is exempt from the pre-procurement review in paragraph (b) of this 
section if the Federal awarding agency or pass-through entity determines that its 
procurement systems comply with the standards of this part. 

(1) The County may request that its procurement system be reviewed by the 
Federal awarding agency or pass-through entity to determine whether its system 
meets these standards in order for its system to be certified. Generally, these 
reviews must occur where there is continuous high-dollar funding, and third party 
contracts are awarded on a regular basis; 
(2) The County may self-certify its procurement system. Such self-certification 
must not limit the Federal awarding agency's right to survey the system. Under a 
self-certification procedure, the Federal awarding agency may rely on written 
assurances from the County that it is complying with these standards. The County 
must cite specific policies, procedures, regulations, or standards as being in 
compliance with these requirements and have its system available for review. 

§ 200.325 Bonding requirements. 
For construction or facility improvement contracts or subcontracts exceeding the 
Simplified 
Acquisition Threshold, the Federal awarding agency or pass-through entity may accept 
the bonding policy and requirements of the County provided that the Federal awarding 
agency or pass-through entity has made a determination that the Federal interest is 
adequately protected. If such a determination has not been made, the minimum 
requirements must be as follows: 
 
(a) A bid guarantee from each bidder equivalent to five percent of the bid price. The “bid 
guarantee” must consist of a firm commitment such as a bid bond, certified check, or 
other negotiable instrument accompanying a bid as assurance that the bidder will, upon 
acceptance of the bid, execute such contractual documents as may be required within 
the time specified. 
(b) A performance bond on the part of the contractor for 100 percent of the contract 
price. A 
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“performance bond” is one executed in connection with a contract to secure fulfillment 
of all the contractor's obligations under such contract. 
(c) A payment bond on the part of the contractor for 100 percent of the contract price. A 
“payment bond” is one executed in connection with a contract to ensure payment as 
required by law of all persons supplying labor and material in the execution of the work 
provided for in the contract. 
§ 200.326 Contract provisions. 
The County's contracts must contain the applicable provisions described in Appendix II 
to Part 200—Contract Provisions for County Contracts Under Federal Awards. 

EXHBIT II - CONTRACT PROVISIONS FOR COUNTY CONTRACTS 
UNDER FEDERAL AWARDS 

In addition to other provisions required by the Federal agency or County, all contracts 
made by the County under the Federal award must contain provisions covering the 
following, as applicable. 

(A) Contracts for more than the simplified acquisition threshold currently set at 
$150,000, which is the inflation adjusted amount determined by the Civilian Agency 
Acquisition Council and the Defense Acquisition Regulations Council (Councils) as 
authorized by 41 U.S.C. 1908, must address administrative, contractual, or legal 
remedies in instances where contractors violate or breach contract terms, and provide 
for such sanctions and penalties as appropriate. 

(B) All contracts in excess of $10,000 must address termination for cause and for 
convenience by the County including the manner by which it will be affected and the 
basis for settlement. 

(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 
60, all contracts that meet the definition of “federally assisted construction contract” 
in 41 CFR Part 60-1.3 must include the equal opportunity clause provided under 41 
CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal Employment 
Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as 
amended by Executive Order 11375, “Amending Executive Order 11246 Relating to 
Equal Employment Opportunity,” and implementing regulations at 41 CFR part 60, 
“Office of Federal Contract Compliance Programs, Equal Employment 
Opportunity, Department of Labor.” 

(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal 
program legislation, all prime construction contracts in excess of $2,000 awarded by 
non-Federal entities must include a provision for compliance with the Davis-Bacon 
Act (40 U.S.C. 3141-3144) as supplemented by Department of Labor regulations (29 
CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally 
Financed and Assisted Construction”). In accordance with the statute, contractors must 

https://www.law.cornell.edu/uscode/text/41/1908
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/cfr/text/41/part-60-1.3
https://www.law.cornell.edu/cfr/text/41/60-1.4
https://www.law.cornell.edu/cfr/text/41/60-1.4
https://www.law.cornell.edu/cfr/text/2/appendix-II_to_part_200
https://www.law.cornell.edu/rio/citation/30_FR_12319
https://www.law.cornell.edu/cfr/text/2/appendix-II_to_part_200
https://www.law.cornell.edu/cfr/text/2/appendix-II_to_part_200
https://www.law.cornell.edu/cfr/text/41/part-60
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3141
https://www.law.cornell.edu/uscode/text/40/3148
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3141
https://www.law.cornell.edu/uscode/text/40/3144
https://www.law.cornell.edu/cfr/text/29/part-5
https://www.law.cornell.edu/cfr/text/29/part-5
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be required to pay wages to laborers and mechanics at a rate not less than the 
prevailing wages specified in a wage determination made by the Secretary of Labor. In 
addition, contractors must be required to pay wages not less than once a week. The 
County must place a copy of the current prevailing wage determination issued by 
the Department of Labor in each solicitation. The decision to award a contract or 
subcontract must be conditioned upon the acceptance of the wage determination. The 
County must report all suspected or reported violations to the Federal awarding agency. 
The contracts must also include a provision for compliance with the Copeland “Anti-
Kickback” Act (40 U.S.C. 3145), as supplemented by Department of Labor regulations 
(29 CFR Part 3, “Contractors and Subcontractors on Public Building or Public Work 
Financed in Whole or in Part by Loans or Grants from the United States”). The Act 
provides that each contractor or subrecipient must be prohibited from inducing, by any 
means, any person employed in the construction, completion, or repair of public work, to 
give up any part of the compensation to which he or she is otherwise entitled. The 
County must report all suspected or reported violations to the Federal awarding agency. 

(E) Contract Work Hours and Safety Standards Act (40 U.S.C. 3701-3708). Where 
applicable, all contracts awarded by the County in excess of $100,000 that involve the 
employment of mechanics or laborers must include a provision for compliance 
with 40 U.S.C. 3702 and 3704, as supplemented by Department of Labor regulations 
(29 CFR Part 5). Under 40 U.S.C. 3702 of the Act, each contractor must be required to 
compute the wages of every mechanic and laborer on the basis of a standard work 
week of 40 hours. Work in excess of the standard work week is permissible provided 
that the worker is compensated at a rate of not less than one and a half times the basic 
rate of pay for all hours worked in excess of 40 hours in the work week. The 
requirements of 40 U.S.C. 3704 are applicable to construction work and provide that no 
laborer or mechanic must be required to work in surroundings or under working 
conditions which are unsanitary, hazardous or dangerous. These requirements do not 
apply to the purchases of supplies or materials or articles ordinarily available on the 
open market, or contracts for transportation or transmission of intelligence. 

(F) Rights to Inventions Made Under a Contract or Agreement. If the Federal award 
meets the definition of “funding agreement” under 37 CFR § 401.2 (a) and the recipient 
or subrecipient wishes to enter into a contract with a small business firm or nonprofit 
organization regarding the substitution of parties, assignment or performance of 
experimental, developmental, or research work under that “funding agreement,” the 
recipient or subrecipient must comply with the requirements of 37 CFR Part 401, “Rights 
to Inventions Made by Nonprofit Organizations and Small Business Firms Under 
Government Grants, Contracts and Cooperative Agreements,” and any implementing 
regulations issued by the awarding agency. 

(G) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control 
Act (33 U.S.C. 1251-1387), as amended - Contracts and subgrants of amounts in 
excess of $150,000 must contain a provision that requires the non-Federal award to 

https://www.law.cornell.edu/uscode/text/40/3145
https://www.law.cornell.edu/cfr/text/29/part-3
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3701
https://www.law.cornell.edu/uscode/text/40/3708
https://www.law.cornell.edu/uscode/text/40/
https://www.law.cornell.edu/uscode/text/40/3702
https://www.law.cornell.edu/uscode/text/40/3704
https://www.law.cornell.edu/cfr/text/29/part-5
https://www.law.cornell.edu/uscode/text/40/3702
https://www.law.cornell.edu/uscode/text/40/3704
https://www.law.cornell.edu/cfr/text/37/401.2
https://www.law.cornell.edu/cfr/text/37/part-401
https://www.law.cornell.edu/uscode/text/42/
https://www.law.cornell.edu/uscode/text/42/7401
https://www.law.cornell.edu/uscode/text/42/7671q
https://www.law.cornell.edu/uscode/text/33/
https://www.law.cornell.edu/uscode/text/33/1251
https://www.law.cornell.edu/uscode/text/33/1387
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agree to comply with all applicable standards, orders or regulations issued pursuant to 
the Clean Air Act (42 U.S.C. 7401-7671q) and the Federal Water Pollution Control 
Act as amended (33 U.S.C. 1251-1387). Violations must be reported to the Federal 
awarding agency and the Regional Office of the Environmental Protection 
Agency (EPA). 

(H) Debarment and Suspension (Executive Orders 12549 and 12689)- A contract award 
(see 2 CFR 180.220) must not be made to parties listed on the governmentwide 
exclusions in the System for Award Management (SAM), in accordance with the Office 
of Management and Budget (OMB) guidelines at 2 CFR 180 that implement Executive 
Orders 12549 (3 CFR part 1986 Comp., p. 189) and 12689 (3 CFR part 1989 Comp., p. 
235), “Debarment and Suspension.” SAM Exclusions contains the names of parties 
debarred, suspended, or otherwise excluded by agencies, as well as parties declare 
ineligible under statutory or regulatory authority other than Executive Order 12549. 

(I) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) - Contractors that apply or bid for 
an award exceeding $100,000 must file the required certification. Each tier certifies to 
the tier above that it will not and has not used Federal appropriated funds to pay any 
person or organization for influencing or attempting to influence an officer or employee 
of any agency, a member of Congress, officer or employee of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal contract, 
grant or any other award covered by 31 U.S.C. 1352. Each tier must also disclose any 
lobbying with non-Federal funds that takes place in connection with obtaining any 
Federal award. Such disclosures are forwarded from tier to tier up to the non-Federal 
award. 

(J) See § 200.322 Procurement of recovered materials. 

(K) Section 3 (24 CFR Part 135) -To the greatest extent feasible, the County will extend 
contracting opportunities to designated Section 3 eligible business concerns. All Section 
3 covered contracts will include the Section 3 clause, in verbatim, found in 24 CFR Part 
135.38, and included as Exhibit III to this document. 

https://www.law.cornell.edu/uscode/text/42/
https://www.law.cornell.edu/uscode/text/42/7401
https://www.law.cornell.edu/uscode/text/42/7671q
https://www.law.cornell.edu/uscode/text/33/
https://www.law.cornell.edu/uscode/text/33/1251
https://www.law.cornell.edu/uscode/text/33/1387
https://www.law.cornell.edu/uscode/text/31/1352
https://www.law.cornell.edu/uscode/text/31/1352
https://www.law.cornell.edu/cfr/text/2/200.322
https://www.law.cornell.edu/cfr/text/24/part-135


 

EXHBIT III- SECTION 3 CLAUSE 24 CFR PART 135.38 

All section 3 covered contracts shall include the following clause (referred to as the 
section 3 clause): 
A. The work to be performed under this contract is subject to the requirements of section 
3 of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u 
(section 3). The purpose of section 3 is to ensure that employment and other economic 
opportunities generated by HUD assistance or HUD-assisted projects covered by 
section 3, shall, to the greatest extent feasible, be directed to low- and very low-income 
persons, particularly persons who are recipients of HUD assistance for housing. 
B. The parties to this contract agree to comply with HUD's regulations in 24 CFR part 
135, which implement section 3. As evidenced by their execution of this contract, the 
parties to this contract certify that they are under no contractual or other impediment that 
would prevent them from complying with the part 135 regulations. 
C. The contractor agrees to send to each labor organization or representative of workers 
with which the contractor has a collective bargaining agreement or other understanding, 
if any, a notice advising the labor organization or workers' representative of the 
contractor's commitments under this section 3 clause, and will post copies of the notice 
in conspicuous places at the work site where both employees and applicants for training 
and employment positions can see the notice. The notice shall describe the section 3 
preference, shall set forth minimum number and job titles subject to hire, availability of 
apprenticeship and training positions, the qualifications for each; and the name and 
location of the person(s) taking applications for each of the positions; and the anticipated 
date the work shall begin. 
D. The contractor agrees to include this section 3 clause in every subcontract subject to 
compliance with regulations in 24 CFR part 135, and agrees to take appropriate action, 
as provided in an applicable provision of the subcontract or in this section 3 clause, upon 
a finding that the subcontractor is in violation of the regulations in 24 CFR part 135. The 
contractor will not subcontract with any subcontractor where the contractor has notice 
or knowledge that the subcontractor has been found in violation of the regulations in 24 
CFR part 135. 
E. The contractor will certify that any vacant employment positions, including training 
positions, that are filled (1) after the contractor is selected but before the contract is 
executed, and (2) with persons other than those to whom the regulations of 24 CFR part 
135 require employment opportunities to be directed, were not filled to circumvent the 
contractor's obligations under 24 CFR part 135. 
F. Noncompliance with HUD's regulations in 24 CFR part 135 may result in sanctions, 
termination of this contract for default, and debarment or suspension from future HUD-
assisted contracts. 
G. With respect to work performed in connection with section 3 covered Indian housing 
assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act 
(25 U.S.C. 450e) also applies to the work to be performed under this contract. Section 
7(b) requires that to the greatest extent feasible (i) preference and opportunities for 
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training and employment shall be given to Indians, and (ii) preference in the award of 
contracts and subcontracts shall be given to Indian organizations and Indian-owned 
Economic Enterprises. Parties to this contract that are subject to the provisions of 
section 3 and section 7(b) agree to comply with section 3 to the maximum extent 
feasible, but not in derogation of compliance with section 7(b). 
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OVERVIEW 

The U.S. Department of Housing and Urban Development (HUD) allocated Community 
Development Block Grant-Disaster Recovery (CDBG-DR) funds to the State of Florida to be 
distributed in federally-declared disaster counties impacted by Hurricanes Hermine and 
Matthew for activities authorized under Title I of the Housing and Community Development Act 
of 1974 (42 United States Code (U.S.C) 5301 et seq.) and described in the State of Florida 
Action Plan for Disaster Recovery. 
 
HUD allocated $45,837,520 in CDBG-DR funding for recovery programs in St. Johns County 
(SJC). St. Johns County has entered into an agreement with Florida Department of Economic 
Opportunity (agreement # H2338) to administer these disaster recovery funds. 
 
Allocations, waivers, and alternative requirements applicable to this funding were published in 
the Federal Register on August 7, 2017 at 82 FR 38812; January 18, 2017 at 82 FR 5591; and 
November 21, 2016 at 81 FR 83254. 

VERSION HISTORY 

Version  Date  Page  Description  

#1   02/06/2019  NA NA  

#2   09/26/2019  NA NA 

#3        

VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0. 
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number. 
Non-substantive changes within this document that do not affect the interpretation or 
applicability of the policy (such as minor editing or clarification of existing policy) will be 
included in minor version updates denoted by a sequential number increase after the primary 
version number. 

PURPOSE 

Section 3 of the Housing and Urban Development Act of 1968 is intended to ensure that, to the 
extent feasible, low- and very low-income persons receive benefit in employment and related 
economic opportunities when such opportunities are generated by funding from the HUD. It 
also specifically encourages economic opportunities for households who are recipients of 
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government assistance for housing. The Section 3 program requires that recipients of HUD 
CDBG-DR funds, to the greatest extent feasible, provide (a) employment and training, and (b) 
contracting opportunities for low- or very-low income residents in connection with construction 
projects in their neighborhoods. 

SECTION 3 APPLICABILITY 

Projects for which Section 3 Compliance is Required 

Section 3 is triggered when the award of CDBG-DR funds for new construction and rehabilitation 
projects creates the need for new employment, contracting, or training opportunities. 
Section 3 requirements that apply to CDBG-DR Programs: 

• Section 3 applies to St. Johns County, as a subrecipient of the Florida Department of 
Economic Opportunity (DEO), as well as to any subrecipients receiving HUD funding 
exceeding $200,000. Whenever any portion of HUD funding is invested into projects 
involving housing construction, demolition, or rehabilitation, commercial/private 
improvements for economic development, or other public construction (e.g., roads, 
sewers, community centers, and public facilities), the requirements of Section 3 may 
apply, based on the guidance provided below. 

Section 3 requirements that apply to CDBG-DR Projects: 
In conjunction with construction activity, Section 3 applies to projects that are fully or partially 
funded with CDBG-DR assistance, including projects that are financed in conjunction with state, 
local or private matching or leveraged funds, provided that the Section 3 monetary threshold 
requirements are met. In particular: 

• In conjunction with construction activities, Section 3 applies to contractors or 
subcontractors that receive contracts in excess of $100,000 for Section 3 covered 
projects/activities. Once it is determined that Section 3 applies to a project, the 
requirements apply to all contracts for construction work arising in connection with that 
project exceeding $100,000, including those not funded with CDBG-DR assistance. 
Contractors or subcontractors are required to comply with the Section 3 regulations in the 
same manner as the State; and 

• “Section 3 covered contract” includes professional service contracts, provided that the 
work to be performed is generated by the expenditure of funds in furtherance of Section 
3 covered work (e.g., housing construction, housing rehabilitation and other public 
construction), arising in connection with construction projects. Professional service 
contracts that may constitute Section 3 “covered contracts” include construction contract 
oversight, engineering, architectural, environmental, and property evaluation, 
construction progress and construction draw inspection, and prevailing wage labor 
compliance. 

The regulations should not be construed to mean that recipients are required to hire Section 3 
residents or award contracts to Section 3 businesses other than what is needed to complete 
covered projects and activities. If the expenditure of funding for an otherwise covered project 
and activity does not result in new employment, contracting, or training opportunities, reporting 
is still required. Recipients are not required to hire or enter into contracts with Section 3 residents 
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or business concerns simply to meet the Section 3 goals, as anyone selected for contracting or 
employment opportunities must meet the qualifications for the job/contract being sought. 
The County will apply Section 3 criteria and standards to “covered activities” within the following 
programs: 

• Housing Recovery Program 
o Homeowner Voluntary Buyout and Acquisition 
o Homeowner Repair 
o Homeowner Reconstruction 
o Homeowner Elevation 
o Homeowner MHU Replacement 

• State Road 207 Supportive Housing Initiative Planned Unit Development (PUD) Rental 
Housing Project 

• State Road 207 Unified Service Center (Public Facilities) 

• Infrastructure Program: Infrastructure Recovery Program 

SECTION 3 GOALS 

The County will attempt to meet the Section 3 HUD numerical goals found at 24 CFR Part 
135.30: 

• Thirty percent (30%) of the aggregate number of new hires are Section 3 residents; 

• Ten percent (10%) of the total dollar amount of all covered construction contracts are 
awarded to Section 3 business concerns; and 

• Three percent (3%) of the total dollar amount of all covered non-construction contracts 
are awarded to Section 3 business concerns. Non-construction contracts may include, 
but not be limited to, accounting, payroll, bookkeeping, purchasing, data processing, 
marketing, printing, environmental, architectural/engineering, and related. 

If the County awards CDBG-DR funds to units of local government, nonprofit organizations, 
subrecipients, or other funded entities, the County will require that the minimum numerical 
goals set forth at 24 CFR Part 135.30 be met for all covered projects or programs. The County 
will inform its subrecipients, contractors, and other funded entities of the requirements of 
Section 3, assist them and their contractors with achieving compliance, and monitor their 
performance with respect to the Section 3 objectives and requirements. 

SECTION 3 DEFINITIONS 

Section 3 Residents 
A “Section 3 resident” is: 1) a public housing resident; or 2) a low- or very low-income person, 
as further defined, residing in the metropolitan statistical area or non-metropolitan county in 
which federal funds that implicate Section 3 are expended. An individual is eligible to be 
considered a “Section 3 resident” if the annual wages or salary of the person is at, or under, 
80% Area Median Income (“AMI”) for a one-person family for the jurisdiction. 
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The County recognizes the importance of ensuring that low- and very-low income residents 
benefit from CDBG-DR projects built in their communities. Therefore, contractors are likewise 
expected to demonstrate, through their implementation actions, that Section 3-eligible 
residents are included in their hiring goals and are indeed beneficiaries of hiring policies and 
practices. 
Where possible, preference shall be provided a priority consideration in the following order: 

• Section 3 residents who live in the neighborhood of the project; 

• Participants in HUD Youthbuild programs; and 

• Other Section 3 residents, including residents of the metropolitan area or non-
metropolitan county. 

Section 3 Business Concerns 
A Section 3 eligible business concern is a business that can provide evidence it meets one of 
the following: 

• 51 percent (51%) or more of the business is owned by Section 3 residents; or 

• At least thirty percent (30%) of the business’s full-time employees include persons who 
are currently Section 3 residents, or within three (3) years of the date of first 
employment with the business concern were Section 3 residents; or 

• Evidence, as required, of a commitment by the business to subcontract in excess of 
twenty-five percent (25%) of the dollar award of all subcontracts to be awarded to 
business concerns that meet the qualifications in the above two paragraphs. 

Where possible, priority consideration will be given to the following businesses (in the following 
order): 

• Section 3 business concerns that provide economic opportunities for Section 3 
residents in the neighborhood of the project; 

• Applicants selected to carry out HUD Youthbuild programs; and 

• Other Section 3 businesses. 

SECTION 3 HIRING POLICY 

Under the County’s Section 3 Policy, subrecipients, contractors, and subcontractors are 
contractually obligated to: 
1. Conduct employment outreach to community-based agencies such as community action 
agencies, and local Housing Authorities for all new hires. 
2. Accept and give preferential employment consideration to referred Section 3 eligible 
residents who are qualified for the positions available. 
3. Provide appropriate employment outreach signage at the project site and throughout the 
project area to inform low- and very-low neighborhood residents of employment opportunities. 
4. Distribute employment outreach flyers throughout the project community and with 
community-based organizations and Housing Authorities regarding employment opportunities. 
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5. Contact local Workforce Investment Boards (WIB) to market the availability of jobs. 
The County, including contractors and subcontractors, must certify low- and very-low income 
persons as “Section 3 eligible”. “Appendix 1” provides a sample certification form. These 
requirements will also apply to any funded entities, such as “construction contract managers” 
who are engaged to oversee and manage any CDBG-DR funded projects that are considered 
“Section 3 covered contracts.” 

SECTION 3 BUSINESS OPPORTUNITY POLICY 

The County is committed to ensuring that designated Section 3-eligible business concerns 
derive economic benefit from HUD-assisted projects built in their communities. Subrecipients, 
contractors, subcontractors are likewise expected to demonstrate that Section 3 certified 
business concerns are included in the contracting goals and are economic beneficiaries of 
business and procurement policies and practices. Section 3 eligible business concerns must be 
given priority in contracting for appropriate work. 
The County will check the HUD Section 3 Business Registry online at 
https://portalapps.hud.gov/Sec3BusReg/BRegistry/What to identify any specific businesses in 
50 miles of the County Administration Building. Businesses providing services being sought by 
the County using CDBG-DR funds will be notified of opportunities. 
To be eligible for Disadvantaged Business Enterprise (DBE) certification, the business must be 
a small business as defined by the Small Business Administration standards and be 51% owned 
and controlled by one or more socially and economically disadvantaged individuals, based on 
Small Business Administration (SBA) standards and definitions. Further, per U.S. Small 
Business Administration guidelines, African Americans, Hispanics, Native Americans, Asian-
Pacific Islanders, Subcontinent Asian Americans, and women are presumed to be socially and 
economically disadvantaged. 
The County will make attempts to provide contracting opportunities (both construction and non-
construction) available to Section 3-qualifying DBEs. The County will also strongly encourage 
contractors and subcontractors to make contracting opportunities available to Section 3-
qualifying DBEs. The County will work with CareerSource Northeast Florida as part of its efforts 
to notify Section 3 businesses of potential contracts and will provide CareerSource information 
to contractors to assist in finding Section 3 qualified workers. 
The County will maintain a directory of any identified Section 3 qualifying businesses it may find 
or be notified of. These businesses may be contacted and provided the opportunity to bid or 
otherwise respond to requests for proposal, requests for qualifications, bid on contracts, and/or 
be identified as subcontractors by contractors seeking to meet the Section 3 numeric goals. 
The County, including contractors and subcontractors, must document outreach efforts related 
to Section 3-eligible business concerns. The County, including contractors and subcontractors, 
must also certify businesses/subcontractors as “Section 3 eligible.” See Appendix 2 for a 
certification to be submitted by a business indicating its Section 3 status. Further, as a condition 
for receiving an award, each subrecipient must sign a Section 3 Certification, if such award 
exceeds $200,000 (Appendix 3). 

https://portalapps.hud.gov/Sec3BusReg/BRegistry/What
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REQUIRED CONTRACT LANGUAGE AND CERTIFICATION OF BIDDER(S) 

The County and its covered contractors are required to notify potential 
contractors/subcontractors of the Section 3 requirements, and must incorporate the Section 3 
clause in all solicitations and contracts (Appendix 4). Further, for covered contracts exceeding 
$100,000, the County, its subrecipients and/or those contractors contracting directly with an 
agency or authority of the State or County must obtain the certification of bidder (Appendix 5). 

ADDITIONAL OUTREACH AND TRAINING EFFORTS 
The County also recognizes that outreach, training, and education are critical components of a 
successful Section 3 strategy. 

DOCUMENTING SECTION 3 EFFORTS 
The County will complete and submit regular reports in the form and manner required by 
Florida DEO. 
The County will take steps to receive and maintain records to document compliance with the 
Section 3 program objectives. Such records will include specific information and 
documentation to demonstrate whether the numerical goals were met and that a subrecipient, 
contractor and subcontractor carried out responsibilities properly. See Section 3 Man Hour 
Report (Appendix 6) and Contracting Compliance Report (Appendix 7). 

ENFORCEMENT – COMPLAINTS AND COMPLIANCE REVIEWS (PURSUANT 
TO SECTION 135.76) 
Any Section 3 resident or business may file a complaint alleging noncompliance with Section 3 
by a subrecipient, contractors, and subcontractors. Complaints will be investigated by the 
County; if appropriate, voluntary resolutions will be sought. 
The complainant shall have appeal rights to the Secretary of the U.S. Department of Housing 
and Urban Development concerning any agency decision. Section 3 residents and businesses 
may also seek judicial relief. Complaints must be submitted to HUD within one hundred and 
eighty (180) days of the action or omission upon which the complaints based. Complaints are 
to be filed in writing tithe local Fair Housing and Equal Opportunity (FHEO) office or the 
Assistant Secretary for Fair Housing and Equal Opportunity, U.S. Department of Housing and 
Urban Development, 451 Seventh Street, SW, Room 5100, Washington, DC 20410-2000 
A written complaint must contain: 

• Name and address of the person filing the complaint; 
• Name and address of the subject of complaint (HUD Recipient or Contractor); 
• Description of acts or omissions in alleged violation of Section 3; and 
• Statement of corrective actions sought. 

Written complaints should be filed with: 
 Name:  Joe Giammanco 

Title:  Director, Disaster Recovery and Grants 
Address:  500 San Sebastian View 
    St. Augustine, Florida 32084 
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Upon receipt of a written complaint, the County will designate person(s) to investigate the 
specific allegations of the complaint and render a finding. If it is determined that the 
subrecipient/contractor/subcontractor has functioned in such a manner as to breach the 
contractual obligations of the approved Section 3 Plan, the County will be notified of such 
findings and of the corrective measures that will be required. The County will respond to the 
complainant. 
Complaint procedures are included in the County’s Complaint and Appeal Process. 
Any Section 3 resident or business may file a complaint alleging noncompliance with Section 3 
by a subrecipient, contractor, or subcontractor. Complaints will be investigated by the County. 

SCOPE OF SECTION 3 POLICY 
This document describes the steps to be taken by the County, in connection with the use of 
CDBG funds, to comply with Section 3 of the Housing and Community Development Act of 
1968 (as amended, 12 U.S.C. 1701u). For purposes of Section 3 compliance, nothing in this 
document should be construed to neither expand the scope of Section 3 nor constitute an 
agreement by the County to undertake processes or procedures beyond those required to 
satisfy Section 3. 
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APPENDICES 

Appendix 1 – Sample Section 3 Resident Certification Form 
RESIDENT EMPLOYMENT OPPORTUNITY DATA 

Eligibility for Preference 

A Section 3 resident seeking the preference in training and employment provided by this part shall 
certify, or submit evidence to the recipient contractor or subcontractor, if requested, that the person is a 
Section 3 resident, as defined in 24 CFR Part 135.5. (An example of evidence of eligibility for the 
preference is evidence of receipt of public assistance, or evidence of participation in a public assistance 
program.) 

Certification for Resident Seeking Section 3 Preference in Training and Employment 

 

I, _____________________________________, am a legal resident of the __________________ 

___________________________________________ and meet the income eligibility guidelines for a 
low- or very-low-income person. 

My permanent address is: _________________________________________________________ 

    _________________________________________________________ 

I have attached the following documentation as evidence of my status: 

  Copy of lease     Copy of receipt of public assistance 

  Copy of Evidence of participation   Other evidence  

____________________________________________________________________________ 
(signature)      (Date) 
 
____________________________________________ 
Printed name 
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Section 3 Resident Certification Page 2 
 

 
SECTION 3 INCOME LIMITS 
 

All residents of public housing developments of the 

_____________________________ __________ Housing Authority qualify as Section 3 
residents. 

 

 Additionally, individuals residing in the ____________________ (City/County) of 
______________ 

who meet the income limits set forth below, can also qualify for Section 3 status. 

 

A picture identification card and proof of current residency is required. 

 

 

Eligibility Guideline 

Number in Household Very Low Income Low Income 
1 individual   
2 individuals   
3 individuals   
4 individuals   
5 individuals   
6 individuals   
7 individuals   
8 individuals   
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Appendix 2 – Sample Certification, Section 3 Business 
CERTIFICATION FOR BUSINESS CONCERNS SEEKING SECTION 3 

PREFERENCE IN CONTRACTING AND DEMONSTRATION OF CAPBILITY 
 

Name of Business _______________________________________________________________ 
 
Address of Business _____________________________________________________________ 
 
Type of Business:  Corporation Partnership  Sole Proprietorship  Joint Venture 
 
Attached is the following documentation as evidence of status: 
 
For Business claiming status as a Section 3 resident-owned enterprise: 
 Copy of resident lease   Copy of receipt of public assistance 
 Copy of evidence of participation    Other evidence 
  in a public assistance program 
 
For business entity as applicable: 
Copy of Articles of Incorporation   
 Certificate of Good Standing 
 Assumed Business Name Certificate  
 Partnership Agreement 
 List of owners/stockholders and % ownership of each   
 Corporation Annual Report 
 Latest Board minutes appointing officers 
 Organization chart with names and titles and brief function statement 
 Additional documentation 
 
For business claiming Section 3 status by subcontracting 25 percent of the dollar awarded to qualified 
Section 3 business: 
 List of subcontracted Section 3 business(es) and subcontract amount 
 
For business claiming Section 3 status, claiming at least 30 percent of their workforce are currently 
Section 3 residents or were Section 3 eligible residents within 3 years of date of first employment with the 
business: 
 List of all current full-time employees  List of employees claiming Section 3 status 
 PHA/IHA Residential lease less than 3  Other evidence of Section 3 status less than 3 years from date of 
employment  employment 
 
Evidence of ability to perform successfully under the terms and conditions of the proposed contract: 
 Current financial statement 
 Statement of ability to comply with public policy 
 List of owned equipment 
 List of all contracts for the past two years  

 
 
___________________________________________ 
 (Corporate Seal) 
 
Authorizing Name and Signature 
 
Attested by:_________________________________ 
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Appendix 3 - Section 3 Certification for Subrecipients Receiving More than 
$200,000 

Certification Regarding Section 3 of the Housing and Urban Development 

Act of 1968, 24 CFR Part 135 

In accordance to Section 3 requirements for awards exceeding $200,000, the undersigned certifies, to 
the best of his or her knowledge that as an applicant, this agency or its key employees: 

▪ Will ensure that employment and other economic opportunities generated by certain HUD 
financial assistance shall, to the greatest extent feasible, and consistent with existing Federal, 
State, and local laws and regulations, be directed to low- and very low-income persons, 
particularly those who are recipients of government assistance for housing, and to business 
concerns which provide economic opportunities to low- and very low-income persons. 

▪ Will ensure that notices about funding availability and for competitively awarded assistance 
involving housing rehabilitation, construction, or other public construction, where the amount 
awarded exceeds $200,000, the notice must include a statement that one of the purposes of the 
assistance is to give job training, employment, contracting, and other economic opportunities to 
Section 3 residents and Section 3 business concerns. 

▪ Will ensure the use of the Section 3 clause in all covered contracts. 

▪ Will collect information, document actions taken, and submit cumulative reports at least annually 
while the program is underway as required by the Program. 

The applicant agrees that by submitting this certification, it will obtain from all its sub-grantees and 
contractors a certification that includes paragraphs (a) to (d) above as required. 

Name of Agency: 

 

Name and Title of Official Signing for Agency: 

 

Signature of the Above Official: 

  Date Signed: 
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Appendix 4 - Contract Clause for Covered Contracts 
A. The work to be performed under this contract is subject to the requirements of Section 3 of the Housing 
and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3). The purpose of Section 3 is 
to ensure that employment and other economic opportunities generated by HUD assistance or HUD-assisted 
projects covered by Section 3, shall, to the greatest extent feasible, be directed to low- and very low-income 
persons, particularly persons who are recipients of HUD assistance for housing. 

B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR Part 135, which implement 
Section 3. As evidenced by their execution of this contract, the parties to this contract certify that they are 
under no contractual or other impediment that would prevent them from complying with 24 CFR Part 135 
regulations. 

C. The contractor agrees to send to each labor organization or representative of workers with which the 
contractor has a collective bargaining agreement or other understanding, if any, a notice advising the labor 
organization or workers’ representative of the contractor’s commitments under this Section 3 clause, and will 
post copies of the notice in conspicuous places at the work site where both employees and applicants for 
training and employment positions can see the notice. The notice shall describe the Section 3 preference, 
shall set forth minimum number and job titles subject to hire, availability of apprenticeship and training 
positions, the qualifications for each; and the name and location of the person(s) taking applications for each 
of the positions; and the anticipated date the work shall begin. 

D. The contractor agrees to include this Section 3 clause in every subcontract subject to compliance with 
regulations in 24 CFR Part 135, and agrees to take appropriate action, as provided in an applicable provision 
of the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in violation of the 
regulations in 24 CFR Part 135. The contractor will not subcontract with any subcontractor where the 
contractor has notice or knowledge that the subcontractor has been found in violation of the regulations in 24 
CFR Part 135. 

E. The contractor will certify that any vacant employment positions, including training positions, that are filled 
(1) after the contractor is selected but before the contract is executed, and (2) with persons other than those 
to whom the regulations of 24 CFR Part 135 require employment opportunities to be directed, were not filled 
to circumvent the contractor’s obligations under 24 CFR Part 135. 

F. Noncompliance with HUD’s regulations in 24 CFR Part 135 may result in sanctions, termination of this 
contract for default, and debarment or suspension from future HUD-assisted contracts. 

G. With respect to work performed in connection with Section 3 covered Indian housing assistance, Section 
7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also applies to the work 
to be performed under this contract. Section 7(b) requires that to the greatest extent feasible (i) preference 
and opportunities for training and employment shall be given to Indians, and (ii) preference in the award of 
contracts and subcontracts shall be given to Indian organizations and Indian-owned Economic Enterprises. 
Parties to this contract that are subject to the provisions of Section 3 and Section 7(b) agree to comply with 
Section 3 to the maximum extent feasible, but not in derogation of compliance with Section 7(b). 
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Appendix 5 – Certification of Bidder 
CERTIFICATION OF BIDDER REGARDING 

SECTION 3 AND SEGREGATED FACILITIES 
 
 
Name of Prime Contractor: __________________________ 
 
Project Name: ____________________________________ 
 
The undersigned hereby certifies that 
 
(a) Section 3 provisions are included in the Contract. 
 
(b) If contract equals or exceeds $100,000, HUD Form 60002 will be submitted within one 
week of the end of each calendar quarter, as well as with the final pay estimate. 
 
(c) No segregated facilities will be maintained. 
 
 
__________________________________ 
Signature 
 
__________________________________ 
Name & Title of Signer (Print or Type) 
 
__________________________________ 
Date 
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Appendix 6 – Section 3 Man Hour Report 
SECTION 3 MAN HOUR REPORT 

 
SUBGRANTEE AGENCY 

_______________________________ 
(Name of Subgrantee) 

 
CDBG-DR Contract Number: ___________________ 

 
To be submitted with each application for payment 

 
Contractor:________________________________________________________ 
 
Contract Start Date: _______________________ Contract End Date:_________________________ 
 
Report for month of: ______________________________ 
 
Identify all Section 3 residents who have performed work in connection with this project to date. All 
Section 3 employees must appear on the Certified Payroll Form, if applicable. 
 

Name 
Address 
Social 

Security 
Number 

Indicate with 
an “X” if 

Employee 
was hired 

this period** 

Referral 
Source 

Section 3 
Category 

Preference 

Number of 
Man hours 

Worked 
This 

Period 

Hire Date Termination 
Date 

 
 

      

 
 

      

 
 

      

 Attach additional page with detail if necessary 
 
For the period of this report, indicate: 
 
Total number of new hires by contractor:  
  
Total number of new hires that are Section 3 employees:   
 
Total number of man hours worked by all employees:    
 
Total number of man hours worked by Section 3 employees:   
 
Total Percentage of man hours worked by Section 3 employees:    
 
 
Signature:  
 
:  
 
Date:  
 
** Attach Section 3 Resident Certification Forms for each new hire reported. 
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Appendix 7 – Contracting Compliance Report 
CONTRACTING COMPLIANCE REPORT 

SUBGRANTEE AGENCY 

_______________________________ 

(Name of Subgrantee) 

CDBG Contract Number: ___________________ 

Contractor: __________________________________________________ 

Contract Start Date: _________ Contract Completion Date:_________   

Original Contract Amount: $_________      

Current Contract Amount (Including Change Orders): $________ 

Report for month of:___________ 

List all Section 3/MBE/WBE Subcontractors and Suppliers utilized on this contract to date. Copies of all 
subcontract/supplier agreements executed during this reporting period must be submitted with report. 

Name of 
Subcontractor/Supplier 

Indicate 
with an “X” 
if Certified 
by 
Subgrantee 
Agency 

Scope of 
Work 
Performed 

Total 
Subcontract 
Amount 
Including 
Change 
Orders 

Amount 
Paid this 
Period 

Amount 
Paid To 
Date 

Balance 
Remaining 

       

       

       

       

       

Total Amount Paid to Contractor by Subgrantee Agency: 

This Period: $     To Date: $     

Total Amount Paid by Contractor to Section 3 Business Concerns: 

This Period: $     To Date: $     

Total Amount Paid by Contractor to MBEs: 

This Period: $     To Date: $     

Total Amount Paid by Contractor to WBEs: 

This Period: $     To Date: $     

Name:       
Title:       
Date:       



St. Johns County 
Community Development Block Grant — 
Disaster Recovery 
Timekeeping Policies and Procedures 
February 5, 2019 
Revised September 26, 2019 
 
 
 
 

 
 
 
 
 
 
 



 

2 
 

TABLE OF CONTENTS 

Overview ................................................................................................................................... 3 

Version History ......................................................................................................................... 3 

Version Policy ........................................................................................................................... 3 

Purpose ..................................................................................................................................... 3 

Policy......................................................................................................................................... 3 

Procedure ................................................................................................................................. 4 

Time Entry ........................................................................................................................... 4 

Time Verification ................................................................................................................. 4 

 

  



3 
 

1.1 OVERVIEW 

This policy describes St Johns County’s requirements for timekeeping relative to time spent on 
the CDBG-DR projects. 

1.2 VERSION HISTORY 

Version  Date  Page  Description  

#1   02/05/2019  NA NA  

#2  09/26/2019 NA NA 

#3        

1.3 VERSION POLICY 

Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0.  
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 

1.4 PURPOSE 

The CDBG-DR grant is a federally funded grant that comes with strict regulatory requirements. 
St Johns County is accountable for the appropriate use of these funds. Labor costs are one of 
the largest cost types associated with the design, implementation, and delivery of CDBG-DR 
programs. Further labor costs can be associated with Program Administration, Activity Delivery, 
and Planning. The U.S. Department of Housing and Urban Development (HUD) will monitor St. 
Johns County for the timely expenditure of these funds, how the costs are allocated, as well as 
the reasonableness of the expenditures. This document is intended to provide clear guidance 
on timekeeping requirements so that all labor costs can be properly and adequately 
documented. 

1.5 POLICY 

It is the policy of St Johns County that every person, whether St Johns County employee, 
temporary hire, or subcontractor, whose labor costs will be billed against the CDBG-DR grant 
shall document his or her time accurately and timely on a timesheet. Hours claimed must be 
documented with a written description of the work performed and the application identification 
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numbers on which the person worked during that time period, where applicable. Other programs 
will also be recorded on timesheet. 
Each County employee must submit a standard County bi-weekly timesheet reflecting the 
number of hours work and what type of hours (regular, overtime, sick, vacation, holiday, leave 
without pay, training, etc.). In addition, CDBG-DR employees will submit a supplemental 
timesheet showing the breakdown of each activity in 7.5 minute increments by project and 
includes an activity description for each entry. A bi-weekly summary sheet, daily activity log, and 
County timesheet are submitted together to payroll. The County’s DR Director and Grant 
Administrator will monitor each CDBG-DR timesheet for accuracy and compliance with the 
timekeeping policy. 

1.6 PROCEDURE 

Time Entry 
1. Paper timesheets will be turned in to the CDBG-DR supervisor on a bi-weekly basis within 

the pay period. 
2. Hours spent working on the CDBG-DR program will be reported. 
3. Ensure sums at the bottom of the sheet capture all the rows on the sheet. 
4. Ensure the hours reported match your County or company timecard. 

a. No general overhead hours may be included. 
b. Include hours actually worked on the CDBG-DR program and/or other projects. 

5. Comments must be included for each day where hours are worked. 
6. Comments must contain sufficient detail regarding the tasks the individual has performed 

that day for the hours reported. If tasks were specific to a particular applicant or property, 
the comments must include the application identification number and a description of the 
work performed. 

7. Comments should be specific, including any deliverable achieved, meetings attended, or 
actions taken. 

8. Comments must be reflective of the hours allocated for the day. 
9. All employees and individuals submitting timesheets are responsible for reviewing their 

timesheets for accuracy. 
10. All employees and individuals submitting timesheets will sign their timesheets. The 

individual’s signature is an attestation that the information in the timesheets is true and 
accurate and any willful fraudulent time entry will result in disciplinary action, termination, 
and/or prosecution. 

Time Verification 
1. Each employee’s CDBG-DR timecard must be supported by their County or company 

timecard—the information must align and match. 
2. Each employee’s manager shall sign off on the bi-weekly timesheets once the information 

has been verified and prior to the employee submitting the timesheet as complete. 
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3. County or company timecards submitted as billing backup must also contain comments 
and descriptions regarding time spent. 
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1.1 OVERVIEW 
This document outlines St Johns County’s policy for Uniform Relocation Assistance (URA) for 
all housing programs utilizing CDBG-DR funding. 

1.2 VERSION HISTORY 

Version  Date  Page  Description  

#1   02/05/2019  NA NA  

#2   09/26/2019 NA NA 

#3        

1.3 VERSION POLICY 
Version history is tracked in the table above, with notes regarding version changes. The date of 
each publication is also tracked in this table. The first version of this document is 1.0.  
Substantive changes within this document that reflect a policy change will result in the issuance 
of a new version 2.0, an increase in the primary version number. Future policy changes will result 
in additional revision and issuance of a new primary version number.  
Non-substantive changes within this document that do not affect the interpretation or applicability 
of the policy (such as minor editing or clarification of existing policy) will be included in minor 
version updates denoted by a sequential number increase after the primary version number. 

1.4 INTRODUCTION 
If activities undertaken with the CDBG-DR funding cause permanent or temporary displacement 
of tenant occupants, those displaced tenants will be eligible for relocation assistance. St Johns 
County (the County) will utilize its Case Managers to provide assistance to the renter(s) 
occupying the property or who were displaced by Hurricane Matthew. If any CDBG-DR funded 
activities provide assistance to housing units, either through purchase, rehabilitation, or 
elevation, and the housing unit is rented to tenants who will be required to relocate, or if that 
property had tenants that were displaced by Hurricane Matthew, those tenants are considered 
displaced tenants who may be eligible for relocation benefits under URA. 
As a displaced tenant under URA, a tenant is eligible to receive two types of assistance: Moving 
Assistance and Replacement Housing Assistance.  
Moving Assistance can be actual, reasonable moving and related expenses reimbursement or 
a fixed payment for moving expenses determined by a schedule published by the Federal 
Highway Administration (FHWA).  
Replacement Housing Assistance can take two forms: Rental Assistance or Down Payment 
Assistance. If the displaced tenant chooses to continue to rent a dwelling, the award amount 
they are eligible for is 42 months times the difference in rent/utilities of their new home and their 
CDBG-DR assisted housing unit (including lot rent, if a mobile home unit). Rental Assistance is 
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capped at $7,200.00 for 90-day tenant occupants, except in situations where housing of last 
resort applies. Another option is for the displaced tenant to purchase a new home and receive a 
lump sum Down Payment Assistance. If the displaced tenant elects to receive lump sum Down 
Payment Assistance, their award cannot exceed what they would have been eligible for had they 
continued to rent a unit. 
The County does not anticipate the displacement of any businesses or non-profit properties to 
occur as a result of any of the County’s CDBG-DR infrastructure projects. Displacement of 
businesses or non-profits may occur as result of the development of the 207 Site. Any activities 
undertaken with the CDBG-DR funding which may cause displacement of a business or non-
profit organization will result in their eligibility for relocation payments under 49 CFR Part 24. 
A displaced business or non-profit organization is eligible for moving and related expenses. 
These expenses can be paid through two general payment options, which include payment of 
actual, reasonable, and necessary moving and related expenses or a fixed payment in lieu of 
actual, reasonable, and necessary moving costs and reestablishment expenses. Displaced 
businesses or non-profit organizations will be evaluated for appropriate payment methods as 
described in 49 CFR 24.301-306. 

1.5 PURPOSE 
St Johns County is undertaking programs funded through the U.S. Department of Housing and 
Urban Development (HUD) which may result in the relocation of businesses, non-profit 
organizations, or persons from their current residences as well as persons who were displaced 
by Hurricane Matthew. The County is providing CDBG-DR funds for Voluntary Residential 
Buyouts and other housing assistance activities under the Housing Program that would 
temporarily or permanently displace a tenant, such as a reconstruction for a rental unit. The 
County’s Housing Program may result in tenants of owner-occupied residential multi-unit 
properties being displaced as properties are acquired by the County for demolition, clearance, 
and conversion to open space. Tenants residing in multi-unit (1-4 units) owner-occupied 
residences may also be displaced in cases where reconstruction or elevation may occur 
requiring tenants to have to temporarily relocate while this construction occurs. For the 
acquisition program, the properties are being voluntarily sold to the County by the property 
owners, however, some properties contain residential rental units making the tenants eligible for 
assistance under the Uniform Relocation Act of 1970. 
Moreover, the CDBG-DR allocation funding the St Johns County CDBG-DR Programs is subject 
to 414 of the Stafford Act and 49 CFR 24.403(d). Compliance under this requires the County to 
undertake efforts to locate and qualify former tenants who were displaced by Hurricane Matthew, 
if CDBG-DR funds are invested in the formerly tenant occupied housing unit. 
St Johns County understands that it must provide the options for assistance to those who may 
be involuntarily displaced from their current residence due to programs or projects funded by 
HUD, in addition to tenants who were displaced by Hurricane Matthew. 
The process for relocation assistance for persons displaced by the CDBG-DR funded programs 
will include the following: 

• Identification of tenants to be displaced AND tenants who were displaced by Hurricane 
Matthew 

• Notification to residents of impending displacement AND tenants who were displaced by 
Hurricane Matthew 

• Notification of availability of assistance 
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• Application review 
• Work with tenants to be displaced AND those who were displaced by Hurricane Matthew 
• Temporary relocation 
• Permanent relocation 
• Record keeping 

Businesses and non-profit organizations which may be displaced must also be provided the 
option for relocation payments related to their move and relocation from the site they are being 
displaced from. 

1.6 DUPLICATION OF PAYMENT 
No person, business, or non-profit organization will receive any payment for relocation benefits 
under these regulations if they received a payment under federal, state, or local law which is 
determined to have the same purpose and effect as such payment under these regulations. The 
County is not required to conduct an exhaustive search for such other payments, only to avoid 
creating a duplication based on the County’s knowledge at the time the payment is computed. 

1.7 IDENTIFICATION OF PERSONS TO BE DISPLACED 
St Johns County’s Housing Recovery Program will keep records of all residential structures 
which contain rental units where tenants reside who may require relocation assistance under a 
Housing Program. Name and contact information for current tenants and tenants displaced by 
Hurricane Matthew will be collected during the application phase. The Case Manager will then 
work with property owners to identify those properties containing tenants who will be displaced, 
as well as properties which had tenants displaced by Hurricane Matthew. Records documenting 
the properties and persons requiring assistance must include the following: 

• Property address 
• Unit identification if applicable 
• Number of rooms in unit 
• Name of property owner (applicant) 
• Number of male and female adults in family; number of children by age and sex 
• Property type (single detached, multi-family, etc.) 
• Monthly rent 
• Names of all persons residing in the unit at the time of displacement 
• Names of all persons seeking relocation assistance 
• Certification of legal residency for all persons seeking assistance 

The County has identified only one potential non-profit organization which may be displaced as 
part of the 207 Site development project. The County will initiate discussions with the non-profit 
and keep records indicating: 

• Property address 
• Name of organization 
• Point of contact 

Additional information will be collected once any necessary inventories are conducted to help 
estimate potential relocation payments. 
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1.8 NOTIFICATION TO TENANTS 
Property owners participating in the CDBG-DR Housing Recovery Program will be required to 
identify tenants (if any) that occupied the property during the time of the storm as well as any 
current tenants during the application process. If a property owner cannot locate tenant 
information, the Case Manager or Program Manager will attempt tracking the tenant information 
using various methods such as site visits, reviewing public records of the property or tenant, 
checking project records for employment or other contact telephone numbers and conducting 
internet searches including social media sites or posting an ad in the newspaper. In the instance 
of a tenant needing tracking, all tracking processes and outcomes will be documented in a memo 
and placed in the property file. Tenant tracking will occur if a tenant cannot be located once the 
application has been submitted by the property owner at the time of initiation of negotiations 
(ION) and/or closing. As soon as feasible, the Case Manager will then ensure that tenants are 
informed of the potential displacement by providing a General Information Notice (GIN) and URA 
HUD handbook once identified, utilizing certified mail or hand delivery and the tenant will sign a 
receipt upon delivery. Once the ION has occurred between the County and the property owner, 
tenants will be provided with a Notice of Eligibility. The ION will occur at signing of pre-offer letter 
documents for acquisitions and at the signing of the application for rehab/reconstructs. The 
Notice of Eligibility should not be utilized unless the ION for the parcel has occurred between the 
County and the property owner. For acquisitions, at the time of the offer letter signing, every 
effort should be made to commence negotiations as soon as practical to prevent possible 
subsequent occupancy and/or minimize rental problems for the owner. 
Any potential businesses or non-profit organizations which may potentially be displaced will be 
provided with a GIN, URA Brochure, and be notified of the potential displacement that may occur 
as a result of a project. Once the ION has occurred between the County and the property owner 
(signing of pre-offer letter documents), business and/or non-profit tenants will be provided with 
a Statement of Benefits to be Paid.   

1.9 NOTIFICATION OF AVAILABILITY OF ASSISTANCE 
As part of the Housing Recovery Program, the Case Managers will notify all tenants who may 
be displaced or who were displaced by Hurricane Matthew by providing them with information 
informing them of the benefits and services available to them. For acquisitions, tenants residing 
in the structure at the time that negotiations are initiated between the homeowner and the County 
and those who resided there during the time of the Hurricane Matthew can be notified of the 
relocation program. Tenants who resided in the structure at the time of a written agreement 
between the County and the owner to purchase the real property and those who were displaced 
by Hurricane Matthew are fully eligible for assistance (see § 24.2(a)(15)(i) and (ii) and § 
24.2(a)(15)(iv)). The Case Manager will be in contact with all the tenants affected by the program 
to discuss their needs. The documents provided to the tenants will, at the least, provide a general 
description of the relocation program, including the following: 
1. Informs the person that he or she may be displaced for the project and generally describes 

the relocation payment(s) for which the person may be eligible, the basic conditions of 
eligibility, and the procedures for obtaining the payment(s). 

2. Indicates that any person displaced will be given reasonable relocation advisory services, 
including housing referrals, help in filing payment claim(s), and other necessary assistance 
to help the person successfully relocate. 
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3. Informs any person to be displaced from a dwelling that he or she cannot be required to move 
permanently unless at least one comparable replacement dwelling has been made available 
to the displaced person. No person will be required to move without at least 90 days advance 
written notice. 

4. Describes the person’s right to appeal the County’s determination as to eligibility for or the 
amount of any relocation payment for which the person is eligible. Describes the person’s 
right to disagree with the County’s determination to whether or not the person qualifies as a 
“displaced person.” 

Tenants will also be provided with an application for assistance for relocation costs. This 
application will act as the official request for relocation assistance. Tenants who choose not to 
complete the application will not be eligible for relocation assistance. 
Tenants who may be temporarily displaced due to construction will receive a GIN, URA 
Handbook, relocation eligibility notification, and 90-Day Notice as described above. 
In cases where a business or non-profit organization may be displaced, a meeting will be held 
with the entity to determine the impacts of the displacement. Impacts from the displacement may 
affect the method and type of repayment which may occur depending on determined costs. In 
those cases where the payment option will be payment of actual, reasonable, and necessary 
moving and related expenses, an inventory will need to be conducted by the displaced entity to 
help determine and verify potential costs and associated repayments. The appropriate 
methodology for establishing repayment as defined under 49 CFR 24.301-306 will be 
determined based on the information provided at the meeting with the entity to be displaced. 

1.10 APPLICATION REVIEW 
Housing Recovery applications will be reviewed by the Case Manager, and information provided 
by the tenants for their case files will be evaluated to determine the tenant households housing 
needs. The Case Manager providing relocation services will personally interview each 
household to be displaced. The Case Manager will then determine the household’s relocation 
needs and preference and explain the relocation payments and other assistance for which the 
household may be eligible, the related eligibility requirements, and the procedure for obtaining 
such assistance. Replacement housing payments determinations for tenants present at the time 
of the storm event and/or tenants to be displaced by the program occur once tenants submit a 
completed application. 
The Case Manager conducting the interviews and processing applications will need to gather 
data to help provide information on the estimated of the number of households to be displaced. 
Information should be gathered to allow for the comparison of available decent, safe, and 
sanitary housing in the area with the housing needs of the tenants being displaced. The 
comparison should include (1) price ranges, (2) sizes (number of bedrooms), and (3) type of 
housing single-family, multi-family, mobile home etc. Any information on special relocation 
considerations should also be gathered and evaluated such as the presence of the elderly or 
disabled or children attending school. The Case Manager will make every effort not to relocate 
households in areas resulting in children being forced to change schools unless otherwise 
requested by the displaced household. If the information reveals that the existing housing 
inventory in a specific area being impacted by displacement is insufficient, does not meet 
relocation standards, or is not within the financial capability of the displaces then measures such 
as Housing of Last Resort must be taken to address this issue. 



 

 8  

1.11 WORK WITH TENANTS TO BE DISPLACED 
Projects resulting in acquisitions/buyouts involving tenants will require Case Managers to work 
with any tenants as part of the relocation process. Case Managers for the Housing Recovery 
Program will work with displaced tenants to identify comparable replacement dwellings within a 
50-mile area of their current dwelling. A comparable replacement dwelling includes the following: 
1) Decent, safe, and sanitary (DSS), which means a dwelling that meets applicable housing 

and occupancy codes. However, if any of the following standards are not met by an 
application code, such following standards shall apply, unless waived for good cause by the 
FHWA. The dwelling shall: 

a. Be structurally sound, weather-tight, and in good repair. 
b. Contain a safe electrical wiring system adequate for lighting and other electrical 

devices. 
c. Contain a heating system capable of sustaining a healthful temperature (of 

approximately 70 degrees) for a displaced person, except in those areas where local 
climatic conditions do not require such a system. 

d. Be adequate in size with respect to the number of rooms and area of living space 
needed to accommodate the displaced household. There shall be a separate, well-
lighted and ventilated bathroom that provides privacy to the user and contains a sink, 
bathtub or shower stall, and a toilet, all in good working order and properly connected 
to appropriate sources of water and to a sewage drainage system. In the case of a 
housekeeping dwelling, there shall be a kitchen area that contains a fully usable sink, 
properly connected to potable hot and cold water and to a sewage drainage system, 
and adequate space and utility service connections for a stove and refrigerator. 

e. Contains unobstructed egress to safe, open space at ground level. If the replacement 
dwelling unit is on the second story or above, with access directly from or through a 
common corridor, the common corridor must have at least two means of egress. 

f. Displaced tenants who are handicapped must have access to a unit which is free of 
any barriers which would preclude reasonable ingress, egress, or use of the dwelling 
by such displaced person. 

2) Functionally equivalent to the displacement dwelling. The term “functionally equivalent” 
means that it performs the same function and provides the same utility while a comparable 
replacement dwelling need not possess every feature of the displacement dwelling, the 
principal features must be present. Generally, functional equivalency is an objective 
standard, reflecting the range of purposes for which the various physical features of a 
dwelling may be used. However, in determining whether a replacement dwelling is 
functionally equivalent to the displacement dwelling, reasonable trade-offs for specific 
features may be considered when the replacement unit is “equal to or better than” the 
displacement dwelling (see Relocation Manager for guidance). 

a. Adequate in size to accommodate the occupants. 
b. In a location generally not less desirable than the location of the displaced person’s 

dwelling with respect to public utilities and commercial and public facilities and is 
reasonably accessible to the person’s place of employment. 
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c. On a site that is typical in size for residential development with normal site 
improvements, including customary landscaping. The site need not include special 
improvements such as outbuildings, swimming pools, and greenhouses. 

d. Currently available to the displaced person on the private market. However, a 
comparable replacement dwelling for a person receiving government housing 
assistance before displacement may reflect similar government housing assistance. 

e. Within the financial means of the displaced person. 
3) A replacement dwelling rented by an eligible displaced person is considered to be within his 

or her financial means if, after receiving rental assistance under this rule, the person’s 
monthly rent and estimated average monthly utility costs for the replacement dwelling do not 
exceed the person’s base monthly rental for the displacement dwelling. 

4) For a displaced household who is not eligible to receive a replacement housing payment 
because of the person’s failure to meet length-of-occupancy requirements, comparable 
replacement rental housing is considered to be within the person’s financial means if the 
Uniform Relocation pays that portion of the monthly housing costs of a replacement dwelling 
which exceeds thirty percent (30%) of such person’s gross monthly household income or, if 
receiving a welfare assistance payment from a program that designates amounts for shelter 
and utilities, the total of the amounts designated for shelter and utilities. Such rental 
assistance must be paid under Section XVIII, Housing of Last Resort. 

5) All displaced persons, especially the elderly and handicapped, shall be offered transportation 
to inspect housing to which they are referred by the Case Manager. In addition, The Case 
Manager will assist with the following items: 

a. Provide current and continuing information on the availability, purchase prices, and 
rental costs of comparable and suitable commercial and farm properties and locations. 
They will assist any person displaced from a business or farm operation to obtain and 
become established in a suitable replacement relocation. 

b. Minimize hardships to persons in adjusting to relocation by providing counseling, 
advice as to other sources of assistance that may be available, and such other help 
as may be appropriate. 

c. Supply persons to be displaced with appropriate information concerning Federal and 
State housing programs, disaster loan and other programs administered by the Small 
Business Administration, and other Federal and State programs offering assistance 
to persons to be displaced. 

d. Provide referrals to appropriate agencies for displaced persons requiring social 
services, food stamps etc. 

e. Provide each expected displaced person with a Relocation Assistance Brochure. 
6) Moving costs associated with moving personal property from the existing dwelling unit to the 

new dwelling unit are eligible for relocation compensation. 
7) If a displaced tenant otherwise qualifies for the replacement housing payments except that 

they have not yet purchased or occupied a suitable replacement dwelling, A case manager 
or other program staff member will inspect the proposed dwelling. If the proposed dwelling is 
found to meet the standards set forth for decent, safe, and sanitary dwellings, the displaced 
tenant can submit a request for payment of the specific sum provided they purchase and 
occupy the inspected dwelling within the time limits specified. 
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1.12 RESIDENTIAL TEMPORARY RELOCATION 
Owner-occupied multi-unit structures receiving assistance for 
rehabilitation/reconstruction/replacement may contain tenants in units who may be displaced 
during construction. Tenants displaced in this process will be offered reimbursement for 
reasonable out of pocket expenses incurred in connection with a temporary move. Such costs 
include moving expenses and increased housing costs. To the greatest extent possible program 
staff will attempt to locate and secure temporary housing such as a hotel in order to reduce 
associated relocation costs related to securing another rental unit such as security deposits, 
transfer of utilities and utility deposits. 
Program staff may develop a schedule of moving estimates by unit size based on estimates from 
local movers to enable it to determine the reasonableness of moving costs. The County may 
utilize the URA Fixed Residential Moving Cost Schedule as it deems necessary on a case by 
case basis. 
Tenants who will be temporarily relocated will be required to submit their moving cost estimates 
to the appropriate Case Manager for approval prior to the move and will be warned that failure 
to submit an estimate ahead of time may result in the tenant not being fully reimbursed. Program 
staff will determine that the possessions to be moved and the moving costs are reasonable and 
necessary especially where only a partial move may be required. Temporarily relocated tenants 
may not need to move all of their possessions during construction and program staff reserve the 
right to determine only those items which must be moved. 
The County will provide direct payment or reimbursement for all disconnection and reconnection 
of necessary utilities, i.e., water, sewer, gas, and electricity by reimbursing the tenant for the 
cost of transferring utility services to the replacement or temporary unit. Documentation of the 
cost must be provided to program staff by the tenant or applicant (homeowner). 
The program will not provide reimbursement for new or increased security or utility deposits that 
are refundable. The County may provide advance funds for such deposits under a repayment 
agreement or may pay such deposits on behalf of the temporarily relocated tenant, provided any 
refund will be made to the County and not the displaced tenant. This will be determined on a 
case by case basis. Assistance will be provided to displaced tenants who must incur additional 
utility deposits. Costs for transferring services for telephone, cable service, or Internet access 
will also be eligible for reimbursement. 
If after relocating to a temporary unit under reasonable conditions, a tenant chooses to move to 
another temporary unit of their own volition, the County will continue to pay any reasonable 
increased housing expenses, as long as the selected unit is decent, safe, and sanitary and 
program staff were informed prior to the move so that program staff can determine that the 
increased costs are reasonable. The increased housing cost of the temporary unit initially 
occupied by the tenant, or of any unit later occupied by the tenant, should not exceed the cost 
of the decent, safe, and sanitary temporary unit identified by the program staff. The tenant will 
be responsible for any moving costs associated with moving from one temporary unit to another. 
If the County requires a tenant to move from a temporary unit (or the County agrees to the move 
from the temporary unit for good cause, e.g. health issues), the County will assist the tenant in 
locating other decent, safe, and sanitary housing and may pay all costs associated with the move 
and increased housing expenses. 
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Where a tenant is evicted for cause from a temporary unit, the tenant may not be entitled to 
continued temporary housing costs, the tenant may lose their right of return to the displacement 
site, and the tenant may not be entitled to relocation payments as a displaced person. 
If a tenant is displaced for more than one year the final rule requires that a residential tenant be 
offered permanent relocation assistance. Such tenants will be given the opportunity to choose 
to continue to remain temporarily relocated for an agreed to period (based on new information 
about when they can return to the displacement unit), choose to permanently relocate to the unit 
which has been their temporary unit, and/or choose to permanently relocate elsewhere with 
Uniform Act assistance. It is expected that temporary relocations will be rare, and for HUD 
funded projects, clearly planned for in the development of the project, and used only where a 
tenant is guaranteed a replacement unit in the project or unit from which they were displaced. 
No tenant who may be temporarily displaced from a project should be precluded from applying 
to and being considered for occupancy in the project after completion. Whenever there is any 
possibility that a temporarily displaced tenant may not be able to return to a project, the County 
will provide displacement assistance applicable to a permanent move. 
In acquisition/buyout cases where suitable long-term housing cannot be immediately identified 
and secured, temporary housing arrangements may need to be secured. The housing 
arrangements and facility must meet all the housing criteria required under Uniform Relocation 
except that it is functioning as a temporary housing solution until a more permanent solution can 
be identified. This may include, but not be limited to, the utilization of hotels for temporary 
housing. In such cases the facility must be agreeable to the household residing on-site for an 
extended period of time. 

1.13 RESIDENTIAL PERMANENT RELOCATION 
Any comparable dwelling which allows for the displaced tenant and their household to reside in 
the facility for one year or more is considered to be a permanent relocation site. Displaced 
tenants and their households are eligible for two types of assistance under URA: Moving 
Assistance and Replacement Housing Assistance (Rental Assistance or Down Payment 
Assistance). 
Moving Assistance will be calculated using either the commercial move method, the self-move 
method, or the fixed residential move method and are eligible for a moving claim reimbursement. 
Once a tenant has relocated to the replacement dwelling, The Case Manager will assist the 
tenant in submitting form HUD 40054 to the County for the reimbursement. The County may 
advance a portion of the relocation claim to cover necessary expenses such as application fees, 
security deposits or first month’s rent. 
In standard protocol, one payment will typically be processed for Moving Assistance. However, 
there may be specific cases when a displaced tenant requires two payments for Moving 
Assistance: 1) advance payment for necessary up-front costs and 2) the remaining amount of 
their moving costs. 
In determining Rental Assistance per URA HUD regulations, if the total gross monthly household 
income qualifies as low income according to the URA Low Income Limits, the County must 
compute 30% of the monthly household income and use it as one of the factors for comparison 
in the base monthly rental determination. The base monthly rental represents the amount the 
County will use as the rental amount for the displacement unit. The County will look at the lesser 
of three items: 
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The total amount for current monthly rent plus average monthly utilities; 
If the displaced person meets the low income criteria, the agency will compute 30% of the 
person’s average monthly gross household income; 
If the displaced person’s rent is paid through a State welfare program that designates an amount 
for shelter and utilities, then that amount is considered; e.g., shelter, utilities designation, etc. 
If the tenant is low income, the lesser of the three will be used to compare against present rent 
(and utilities) of market rent. If the tenant is not low income, the URA eligibility amount is the 
difference between the present rent (plus average utilities) and the replacement dwelling rent 
(plus average utilities) across 42 months. 
Per HUD regulations, Rental Assistance is to be dispersed to the displaced tenants in three 
installments, rather than one lump sum. However, if a tenant will be using URA Rental 
Assistance to purchase a home, the Down Payment Assistance is allowed to be dispersed in 
one lump sum to reduce or eliminate hardship. Rental Assistance for traditional displaced 
tenants (assistance with a new rental property) is to be dispersed in three installments. A 
payment will be dispersed to from the County to the displaced tenant every 14 months; 3 
installments over 42 months. The first installment can be processed once the tenant has signed 
a year lease with the replacement dwelling landlord/property management company, moving 
has commenced and HUD Form 40058 is submitted. 
To prompt the payments per tenant, the Case Manager will submit a payment plan (Payment 
Authorization Form) to the County to help schedule the payments to the displaced tenants. The 
Case Manager will also receive and submit the displaced tenant’s W9 to the County. Once the 
household has signed a legally binding rental agreement such as a lease or obtained ownership 
of the property such as through a mortgage on the property the household is considered 
successfully relocated and further relocation serves, outside of follow-up support services, will 
no longer be available to the tenant. 

1.14 RECORDKEEPING  
Case Managers for the Housing Recovery Program will be responsible for maintaining all files 
and documentation for tenants who were displaced by the CDBG-DR program. This includes, at 
a minimum, identification of tenants who were not assisted with relocation services. Tenants 
who were successfully assisted or began the assistance services but terminated activities on 
their own accord must have files which include the information identified in Section I of this 
document as well as their completed application. All data identifying comparable dwelling units 
must also be maintained in addition to any payment requests, evidence of payments made on 
behalf of the tenants, identification documentation and HUD forms. All files must be secured so 
as to protect the privacy of those persons and their households. 
The Project Manager for the 207 Site will be responsible for maintaining all files and 
documentation for businesses or non-profits displaced by the project. 

1.15 URA APPEALS PROCESS 
Any person(s) has a right to submit an appeal through the Housing Recovery Program if they 
disagree with the Moving Assistance eligibility amount, the Rental Assistance eligibility amount, 
or the determination of whether or not a person(s) is qualified as displaced. 
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If a person(s) wishes to appeal their Rental Assistance eligibility amount they can notify the 
program staff of their wish to appeal the amount of either assistance. In such case, program staff 
will re-review the assistance calculations for any potential errors in assistance and respond 
within 15 days of the appeal being received. If no errors are found, they will represent the amount 
of assistance to the tenant. If a tenant continues to not agree, the tenant may submit up to three 
comparable dwellings they find more compatible with their needs, under URA regulations, and 
submit to program staff to recalculate the eligibility determination. If the person(s) is considered 
low income, and continues to disagree with the County’s final decision, they may submit an 
official appeal to the HUD Field Office.  
If a tenant finds their Moving Assistance insufficient, a tenant can ask for and receive local bids 
from moving companies to submit to program staff, seeking for additional assistance. The 
decision will be determined within 15 days of being received. If the person(s) is considered low 
income, and continues to disagree with the County’s final decision, they may submit an official 
appeal to the HUD Field Office.  
If a person(s) disagrees with the determination of whether or not they have been properly 
qualified as a “displaced” person(s) or household, the person(s) can submit an official claim to 
program staff seeking an appeal of the determination, submitting any supporting documentation 
they see fit. A determination will be made by program staff within 15 days of being received. If 
the person(s) is considered low income and upon final conclusion, the person(s) does not agree 
with the decision, they may submit an official appeal to the Florida Department of Economic 
Opportunity.  
Any displaced non-profits in the 207 Site project can appeal a repayment estimate with the 
County point of contact. The non-profit can provide any additional cost estimates, evidence of 
materials, lease agreements or any other documentation relevant to the repayment calculation 
process. Materials will be reviewed by program staff for determination of their applicability 
towards the repayment estimates. If a non-profit continues to disagree with the County’s final 
determination they may submit an official appeal to the Florida Department of Economic 
Opportunity. Where the County disagrees with claims made by documentation provided program 
staff will provide a written explanation describing why the County disagrees with the claim. 
Material found accurate and relevant will be included in the repayment calculation. 
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