
PY2020 CDBG Public Services Presentation 
Narrative 

Slide 1 

Harris County, Community Services Department PY2020 Request for 
Proposals Community Development Block Grant (CDBG)  
Public Service Program  Application Review  
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CDBG Public Services program, the following elements will be 
covered in today’s presentation:  Understanding Harris County, 
Application Review, Project Compliance and Tips.   
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Harris County Community Services Development is lead by Daphne 
Lemelle, Executive Director, Dr. Martin Negron, Chief Program 
Officer, Christy Lambright, Assistant Director of Planning & 
Development, Jared Briggs- Development Manager, Candace 
Stevens-Housing Analyst, Anna Hinojosa-Program Analyst, Tasha 
Hicks- Project Analyst and Shanna LeBrum-Senior Program Analyst. 
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Harris County Service Area includes the Unincorporated Harris 
County and its 12 cooperative cities.  Houston, Baytown and 
Pasadena receive their own entitlement funds  and are not included 
in the Harris County service area. *Projects serving homeless are not 
restricted by service area, but applicant must be based in Harris 
County; except homelessness prevention which must serve clients 
from Harris County’s service area. 
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Attached is a copy of the Harris County Service Area map.  The red 
areas are areas that are predetermined by HUD to be low-to 
moderate income target areas; the gray shaded areas are areas 
not included in the Harris County Service Area.  
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To better understand Harris County and it’s processes, the following 
websites are included for your use.   

• Harris County Community Services receives entitlement 
funding from the Department of Housing and Urban 
Development (HUD) the link is included for more information 
on HUD and the programs it offers.   

• Our website csd.harriscountytx.gov provides information on 
the programs and services provided by Community Services 
Department for program specific information refer to the 
funding guideline page.  

• The Consolidated plan is a 5 year planning document 
required by HUD that outlines the long-term goals, objectives 
and implementation strategies in addition to describing the 
activities the county will fund, implement and support using 
its annual federal allocation.     

• The final link, Annual Action Plan is like our report card to HUD.  
The AAP lists all projects funded for each entitlement year 



including details such as numbered served and allocation 
amounts.   
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• As an urban county, Harris County annually receives HUD 
entitlement funding for the following programs: Community 
Development Block Grant (CDBG), Emergency Solutions Grants 
(ESG) and HOME Investments Partnership Program (HOME) 

• Current PY2020 amounts are based on PY2019 allocations from 
HUD.   The amount of funding available is subject to change.  

• Harris County cannot guarantee that the federal budget for 
PY2020 will have the same amount or any funding at all for three 
programs listed above. Harris County does not know how much 
HUD will allocate or when it will allocate PY2020 funding to 
entitlement jurisdictions. 
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PY2020 Entitlement Funding continued Funding amounts are based 
on estimates from PY2019 estimates CDBG has a little over $13 
million, ESG a little over $1 million and HOME at just a little over $4 
million. 
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This table shows a breakdown of the available PY2020 CDBG 
Entitlement Funding for this RFP. The amount available for CDBG 
Public Services Activities is $800,000. 
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Harris County requires that recipients of Harris county funding must 
be in compliance with the Fair Housing Act of 1968. The Fair Housing 
Act ensures equal access to housing in all HUD programs and 
prevents discrimination against any person including the seven 
protected classes which are: color, disability, familial status, national 
origin, race, religion, and sex. 
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Some people don’t know how to identify housing discrimination. 
What you see before you is a diagram showing different ways 
housing discrimination can occur. Take a moment to look at the 
diagram and make sure that your agency and/or program is not 
engaged in housing discrimination. 
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If you believe you’ve or someone you know has received unfair 
consideration or treatment, you can file a housing discrimination 
complaint with HUD. You contact the 1-800 number listed here or 
you submit a complaint online. HUD will notify you when your 
complaint is accepted 
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Harris County requires that recipients of Harris county funding must 
be in compliance with the Final Rules on Equal Access. This rule 
applies to all Mckinney-Vento housing programs and prohibits 
discrimination based on marital status, sexual orientation and 
gender identity.  
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Along with the Equal Access Rule is a mandate for equal access in 
accordance with an individual’s gender identity. This means that a 
person shall be granted access to housing and services in 
accordance with the individuals stated gender identity. 
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CDBG Public Service applicants serving homeless are expected to 
adhere to the Harris County standards of service for Emergency 
Solutions Grants as submitted to HUD including adhering to all 
documentation requirements.   
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Here we give information on HMIS participation and reporting 
requirements. Additional guidance on HMIS data entry can be 
found in the CDBG Program Manual at the website below. Please 
note that if you are awarded CDBG funding you will be required to 
download a CSV-CDBG Caper 20 report and upload it to SAGE via 
a link that Harris County will send to all of its CDBG recipients. 
Additional details will be in award letters if selected for funding. 
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If you are selected for funding your project will move to our Grants 
Management Department. The Grants Management Department 
will develop your project and monitor your project throughout the 
year. Documentation in client files must support one of the four 
homeless definition categories. Monthly reports will need to be 
submitted, including HMIS reports. A sub-recipient orientation will be 
offered post-award by Grants Management staff. 
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Now it’s time for the CDBG PS Application Review 
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So now we have reached the actual application. You are looking 
at the first page of the application. This page includes information 
on the Guidebook and Program Specific Instructions. Under the 
Program Specific Instructions we covered some of the topics during 
the Program Compliance Overview. Therefore under the Specific 
Instructions we will cover leverage and involuntary separation that 
can be seen on the following page.  
 
But before we move to the next page I want to make mention of 
the Guidebook. The Guidebook has useful information that includes 
policies that apply to all funding types and organizations. Read your 
guidebook prior to completing your application. It will help to 
answer many questions that may come up when you are 
completing your application. The RFP due date is Monday, June, 
24th at 2pm. 
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Next we have the application checklist. Review the following list of 
documentation requirements.  Three hard copies (two originals and 
one copy) and an electronic PDF bookmarked copy of application 
(including original format) and budget forms in Excel format (see 



PY2020 Guidebook for instructions on creating a tabbed PDF), with 
copies of all attachments on a USB memory stick is required for 
submittal.  All hard copies submitted must include the following 
attachments in the stated order.  Applications that do not contain 
all the required information will be considered INCOMPLETE. 
 

Slide 21 

On page 2 of the application, begin by selecting original or copy; 
then select a priority (1, 2 or 3).  You are allowed to submit up to 3 
applications.  
 
Exhibit A: Application Information will need to be completed in its 
entirety including Tax ID number and DUNS number.  
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On this page, we ask for pertinent staff information.  We are asking 
for Name, Title, Phone number and Email for the Program Contact, 
Finance Contact, Application Contact and Authorized Contact.  As 
noted, the Authorized Contact will be the person signing your 
contract.  
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In the first section of the application, you were asked to complete 
the Conflict of Interest Disclosure form. On the left is the first page of 
the Conflict of Interest form. You will need to identify any possible 
conflict of interest you may have between your agency and Harris 
County and/or your agency and any other party. If you do not have 
a conflict of interest with Harris County and/or another party you will 
complete the first page of the form stating that no conflict of interest 
exists. However, if you do check that you have a conflict of interest, 
you will complete the additional pages located on the right side  
detailing the conflict of interest. Make sure you sign all pages where 
indicated.  
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On page six of the application, we are asking more questions about 
your service area.  Please provide details (ex: street names, zip 
codes and key maps).   
 
At the bottom, if your facility is located within the City of Houston (or 
other HUD jurisdiction) we need to know how your organization will 
ensure service to Harris County residents for the portion of the 
project funded by HCCSD including transportation.   
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Exhibit B:  Here’s where we’re looking to find out how your project 
will meet one of our PY2019-2023 Consolidated Plan Measurable 
Objectives.  Please choose from objectives 1-9, the objective that 
best describes your project.  Project need and beneficiaries: You 
may select either low income or Presumed benefit population.  
Please check off all applicable items of description.  Lastly, we are 
asking that you provide a community statement of need for your 
agency’s service.  
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We have reached Exhibit C of the application which is asking for 
your Organizational Experience. What I would like to discuss on this 



page is the listing of staff members that will be involved with your 
project. Please make sure that the persons listed in this table are also 
on your organizational chart. Make sure that the job descriptions 
that you submit for the positions listed in your organizational chart 
are up to date and accurate. Also, make sure that the resumes 
submitted for the persons listed in this table state their current job 
title and accurately reflects their current job duties. 
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Financial capacity, here we would like to know if you are receiving 
any additional funding for the project with which you are proposing 
that will be used as leverage.  On the chart, list the funding source, 
leverage amount, status (approved or pending) and it’s award 
date if applicable.   
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When filling out your work plan, state the activities that you will 
engage in to provide the services described in your project 
description. Think of it this way. The project description is the what? 
And the work plan is the how. How will you carry out the activities to 
assist your clients. 
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This portion of the presentation asks about the 
partnership/collaborations that you have in place.  Please list them 
here including any documentation of support; for example MOU’s 
or letters of support.   

Slide 30  

This section should be completed by projects serving the homeless 
only:  we are looking for information on your current participation 
with HMIS and any of the mainstream programs you currently 
participate in. 
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Attached are the instructions for completing the CDBG PS budget 
pages.  Please read instructions thoroughly, remembering to 
complete all applicable bright yellow cells, the gray cells will auto 
populate.  

Slide 32 

Let’s begin with the chart at the top, I have entered 400 for number 
of unduplicated persons and 210 for the number of low-income 
persons that Laugh-N-Learn Academy will serve totaling 53%.  The 
gray areas auto-populate; however, it’s important to remember 
that your number must be over 51% low to moderate income.   
 
Entity-wide financial questionnaire:  you are to answer each 
question with either yes or no, adding additional comments when 
necessary.   
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This is the Personnel Detail Page of the Budget. On this page you will 
list any staff positions that you would like to fund for any activity that 
you want to fund for your proposed project. You will fill in information 
in the yellow cells only. All other cells are locked. Be sure to include 
your leverage and the source of your leverage. Notice there are two 
tables for 2 service activities. It is not a requirement that you have 
two service activities. It is included in case you want to include two 
service activities for funding. 
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This is the Non-Personnel page of the budget section.  You will input 
information in the categories that you are asking to fund for your 
project. Again you will only be able to input information in the yellow 
cells. When inputting information in your chosen categories make 
sure you include the calculations used to obtain the requested 
funding amount. 
 
Remember, when in doubt apply the RADAR concept.  Costs should 
be Reasonable, Allowable, Documented, and Allocable in order to 
be Reimbursed! 
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Combined Activity Budget- Here we have the Combined Activity 
Budget. For the Combined Activity Budget you will need to fill in the 
yellow cells for each activity that you are requesting to fund. You will 
list the activity, unit description, unit calculation and the number of 
units to be provided. Let me take a moment to explain the unit 
description, unit calculation and number of units provided. 
 
Say for example that you are requesting funding for Learning –n- 
Laugh Academy, a summer day camp and your activity is 
Imagination Station. You would list Imagination Station as your 
Activity. You then may choose to use (1 youth) as your unit 
description which would describe how you define your units. Now to 
calculate the number of units to be provided you would take your 
unit description and multiply it times the number of days, weeks or 
months that you would provide Imagination station, then times that 
number times your number of clients. 
 
In this example, you have 1 day of academic development and 
field trips as the unit description, the unit calculation is 1 day X 60 
days X 400 youth= 24,000 units. So therefore you would input 24,000 
in the number of units to be provided and enter the calculation in 
the yellow cell designated for unit calculation. 

Slide 36 

Now we have reached the Budget Summary page.  You will input 
the name of your project, the name of your service activity and the 
source of your leverage. The other cells will auto-populate based on 
the information that was entered in the Personnel and Non-
Personnel budget pages.  
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You will also need to do a 12 month breakout of your request for 
funding at the bottom to show how you plan to spend your 
requested funding. 
Include in your Budget Narrative any extra information that you 
were not able to fit in your budget cells that you may want to add; 
including calculations, descriptions and anything else that you feel 
is necessary. 
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Please visit Harris County Purchasing Department to access all 
applications through BuySpeed.  The website address will take you 
to the BuySpeed page.  Once you register you may access our RFPS 
by selecting Open Bids on the BuySpeed page and searching for 
the Job # that is provided on this slide, for your reference the job 
number is #19/0187.  You will need to register to ensure you receive 
any updates/addendums.    
 
For the CDBG PS application you will need to download:    
RFP Package (HC Offeror’s Note) 
Guidebook 
CDBG PS Application 
Conflict of Interest 
CDBG Public Service Budget 
 
Once you have these documents you are ready to get started. 
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Organize your case 
 Clearly state your project’s scope. 
Example Scope: “ABC Agency will use CDBG funds to pay the 
salaries of three case managers at our Main Street location. They will 
provide case management and job training services to forty 
unduplicated and formerly homeless clients.”  
 Who is my project serving?  
 Harris County Service area or Homeless?  
 How unique are you?   
 Organization requesting funding must directly serve clients and 

state the number to be served.  
 No Harris County funds for project administration. 
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Organize your case (Continued) 
 Experience of organizational staff doing the work as described 

in the proposed project.   
 What is my service unit and cost? 
 Does your organization have intake procedures that cover the 

proposed project? 
 Do you have Polices and Procedures developed for the 

proposed project?  
 Who does your organization collaborate or partner with for the 

proposed activities? 
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Organize your case (Continued) 
Attached is a copy of how your application will be scored. 
 Application Information                             5% 
 Project Information                            15% 
 Organizational Information                                25% 
  Statement of Work/Scope of Services            25%*    
 Project Budget Information                               30 % 
            Maximum Points Available          100 pts  



Homeless Services Projects Maximum              110 pts* 
Homeless and Past Performance Maximum     115 pts 
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What’s Important: Focus on how you serve Harris County Residents 
and HUD grant experience: 
 Submit all of the required attachments 
 Meet HCCSD’s leverage requirement of 25%  
 Electronic submittal of RFP should be tabbed PDF document 

including all attachments (USB drive) 
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For additional information on Leverage, we’ve provided a 
definition.  In addition, please note: 
 Leveraged funds/resources must be identified, tracked and 

verifiable 
 May come from Federal and Non-Federal sources  
 May be in the form of cash or in-kind resources  
  25% of Project total required for all CDBG PS projects  
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Have an active System for Award Management (SAM) account. 
Read the application several times, including the guidebook.  
Don’t wait until the last minute to begin completing/compiling 
information.  All items listed on budgets should directly support 
program. Use budget summary for details. Double check numbers 
for accuracy (ex: contact numbers, DUNS, total project amount). 
Make sure budget is consistent and not overstated with proposed 
activity and grant term. Answer all questions and attach all 
requested documentation; do not include extra information. Stick 
to the application guidelines! Before you apply, clear any: tax issues, 
audit findings, and negative publicity. Submit to Purchasing before 
the deadline. No late applications accepted. 
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To assist you with your application process, we are offering two 
weeks of technical assistance beginning on June 3rd and ending 
June 14th. Technical assistance is by appointment only. You may set 
an appointment for technical assistance via email at 
rfp@csd.hctx.net. Please note the last day for technical assistance is 
June 14, 2019. Harris County will be offering a round table 
application discussion session on June 5th from 1-2 pm at 8410 
Lantern Point Dr. Houston, TX 77054.  Again, please remember that 
the deadline to submit your RFP is June 24, 2019 at 2pm. Your RFPs 
are to be submitted to our Harris County Purchasing Department 
located in downtown Houston. The physical address is provided for 
you on this slide.   
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Thank you for viewing the PowerPoint presentation on the PY2020 
Request for Proposals (RFP) CDBG Public Services Program 
Application review. If you have any questions regarding any 
information provided in this PowerPoint you may contact me, 
Shanna LeBrum, by email or by phone. My email address and phone 



number have both been provided for your convenience. Thank you 
for joining us. 
 

 

 

 

 

 

 


