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Note:  The administrative policies and procedures outlined in this compliance manual shall 
supersede all previous administrative compliance policies and procedures in place prior to, 
January 1, 2019, that may have been included in memorandums, emails, and/or other means of 
communication.  All questions or conflicts with departmental procedures need to be directed to 
the Administrative Services Division of the Community and Human Development Department at 
(915) 212-1658[LL1]. 
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Introduction 
 
 
City Relation with HUD 
 
The City of El Paso (COEP) receives federal grant funds from the U.S. Department of Housing 
and Urban Development (HUD) and maintains the HOME Partnership Program Grant (HPPG), 
Community Development Block Grant, (CDBG), Community Development Block Grant 
Revolving Loan Fund (CDBG-RLF), and HOME Revolving Loan Funds to assist low- to 
moderate-income households, provide homeless services, and improve our community.  In 
addition, the City also receives funding from the State of Texas and the Federal Government for 
the Retired Service Volunteer Program (RSVP), the Foster Grandparent Program (FGP). 
 
 
Compliance Summary 
 
This manual will outline the administrative policies and procedures with respect to all the programs 
from the Department Community and Human Development required to be monitored for the City 
of El Paso. 
 
This manual will include policies and procedures on both compliance and environmental 
monitoring.  It will focus on the most common situations encountered through project and grant 
monitoring, and environmental review procedures once an application, agreement, or contract in 
compliance with the specific program has been approved.  
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Monitoring Objective 
 
Monitoring Goals 
 
The monitoring goals that the City of El Paso follows: 
 

1. Programmatic Monitoring Goals: 

* To ensure entities being monitored achieve performance objectives and budget. 

* To ensure entities being monitored comply with all regulations governing 
administrative, financial and programmatic operations. 

 

2. Financial Monitoring Goals: 

* To review sub-recipient agencies to determine if expenditures of allocated funds are 
being made in accordance with contract requirements. 

* To review records of sub-recipient agencies to determine if systems are in place to 
properly document financial transactions, the use of allocated funds, use of program 
income, and any other contract requirements. 

 

3. Housing Monitoring Goals: 

* To ensure that HOME assisted rental properties remain financially viable, in good 
and safe condition, and are compliant with the HOME affordability requirements.   

* These requirements include reporting, recordkeeping, monitoring property 
management staff/ contractors to ensure that requirements related to annual information 
on rents, tenant income, and occupancy of HOME assisted units are met. 

 

Monitoring Guidelines 
 

Monitoring is a requirement for all entities receiving funding from Federal, State, and local 
government.  Monitoring provides clarification, reviews expectations, and ensures compliance at 
the highest level. 
 
Monitoring Process 
 
Monitoring is not a one-time occurrence.  To be an effective tool for avoiding problems and 
improving performance, monitoring must be involved as an on-going process of planning, 
implementation, communication, and follow-up.  Within the monitoring goals, the following steps 
are conducted. 
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1. Developing a Monitoring Plan 
 
The City of El Paso will develop a monitoring plan at the beginning of the program year so that 
the organization can match available resources with the needs and capacity of the entities being 
monitored.  The City will ensure that appropriate reporting mechanisms are in place to assure 
compliance in all programmatic areas.  
 
2. Risk Assessment 
 
The City must perform a financial and programmatic risk assessment to identify which entities 
being monitored require an in-depth review.  A copy of both financial and programmatic risk 
assessments are sent out to the entities awarded funding for the fiscal year and are required to 
return it back for evaluation.  The evaluation from the assessment will determine if the entity is a 
low- or high-grade risk level. 
 
Entities that will be classified as high-risk will be defined by the following and reasons to be being 
monitored within the fiscal year: 
 
 Entities are new to the grant program.   
 Entities that are receiving funding again after a gap of one year or longer from the previous 

year they were funded. 
 Entities that have experienced turnover with staff or a change in goals and direction. 
 Entities with previous compliance or performance problems.  Some examples include failure 

to meet schedules, submit timely reports, clear monitoring, and audit findings.  
 Entities providing high-risk activities (such as economic development and small business 

lending). 
 Entities performing multiple activities with multiple funding sources.  This includes new 

activities a sub-recipient undertakes. 
 HUD audit that contained concerns or findings. 
 Areas of the sub-recipient's operation where regulations have changed or been clarified. 
 Aspects of a sub-recipient's operations that led to monitoring recommendations in the past. 
 
Even entities monitored with strong past performance and minimal risk level will continue to 
receive a periodic comprehensive monitoring.  To ensure accountability, the City will attempt 
within the fiscal year to monitor all entities, whether their risk grade level is high or low. 
 
 
3. Establishing Monitoring Schedules 
 
A monitoring schedule is designed to determine which entities will be monitored for the fiscal year 
in accordance with the risk assessment.  Financial and programmatic monitoring are scheduled 
differently and are treated differently.  
 
For programmatic monitoring, high risk entities will take priority of being scheduled immediately 
to evaluate their performance to date.  Any struggles that a high-risk entity should encounter when 
monitored, gives them the flexibility and opportunity to correct it and reduce any future risks.  
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Other grade level of risk for the entities will be monitored in collaboration with the grant 
administrators/ planners that are assigned to review the entity’s program process.  The City will 
attempt to monitor all entities in the programmatic side.  Any outside variables will be factored 
into the schedule if not all entities are monitored during the fiscal year. 
 
For financial monitoring, high risk entities will also be scheduled immediately.  Other grade level 
of risk for the entities will be reviewed on a case by case matter. 
 
4. Monitoring Visit 
 
Within the monitoring schedule, a visit is scheduled with the entity with notice to visit.  The visit 
consists in reviewing documents in accordance with the written agreement between the City of El 
Paso and the entity.   
 
The compliance staff for both financial and programmatic will notify the entity a minimum of 30 
days that a monitoring visit will be schedule in their facility.  Within the notification, the 
compliance staff will prepare themselves in obtaining any documents that is needed from the entity 
to understand the program and what their scope of work requires to meet standards.  All 
communication between the Department of Community and Human Development and the entity 
should be documented and filed. 
 
During the monitoring visit, an entrance meeting will occur with the entity’s point of contact.  The 
Point of Contact normally will consist of the person in charge of the program, the executive 
director(s), and other staff members that are involve with the program.  Following the entrance 
meeting, the compliance team will conduct its monitoring of the program.  The compliance team 
concludes the monitoring with an exit meeting with the entity’s team and talk whether the program 
is compliant or not.   
 
If a follow-up visit is needed, the compliance staff will explain the purpose for the visit.  Follow-
up visits may include the following: 

 Rescheduled monitoring: due to incomplete or incorrect data 
 Non-compliance of the program and review the program’s documentation to confirm 

corrections 
 Verification of required postings 
 Face-to-face interviews with staff  

 
5. Desktop Monitoring 
 
In the event if a monitoring visit cannot be conducted in the entity’s facility, an in-house review 
or desktop monitoring is acceptable.  The entity’s point of contact to the program will continue to 
follow similar process to an on-site visit.  The entity will bring the supporting documentation for 
either programmatic or financial. 
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Supporting documentation an entity may bring are:  
 Progress reports 
 Reimbursement requests  
 Copies of audits or notices from either an Independent Public Accountant (IPA) or another 

entity such as the HUD Office of Inspector General (OIG) or the General Accounting Office 
(GAO) 

 
Desktop monitoring can be done more with financial monitoring than programmatic monitoring.  
Due to confidentiality documents that involve other federal regulations with entities, the 
compliance staff, for programmatic monitoring, should not attempt to do a desktop monitoring. 
 
On-Site/ Desktop Monitoring Detail Process 
 
Within the monitoring process, the compliance staff that conducts a financial and programmatic 
monitoring, has certain steps in preparing a monitoring visit after the monitoring schedule is 
finalized.  These steps are: 
 

1. Notification Letter  
2. Entrance Meeting  
3. Review and Conclusions 
4. Exit Conference  
5. Close Out/ Follow-up Letter  

 
1. Notification Letter 
 
In accordance to the monitoring schedule the compliance staff designed and coordinated with the 
grant administrators/ planners, the compliance staff will arrange an official date for the on-site or 
desktop monitoring visit.   
 
A formal notification letter by email and/ or postage letter (preferably both) will be sent to the 
entity a minimum 30 days prior to the visit.  The letter must will include: 
 

 The date of appointment 
 A scope of the monitoring 
 A description of the information that will be reviewed during the visit 
 Any additional information that is needed in cooperation with the grant administrators/ 

planners 
 
Within the 30-day period, the compliance staff will prepare themselves for any supporting 
documentation the entity may send in advance and will send a follow up notice to confirm the date 
of the appointment. 
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2. Entrance Meeting 
 
At the start of either an on-site or desktop monitoring, an entrance meeting is conducted with the 
now subrecipient’s point of contact to the program.  The entity has become a subrecipient once the 
written agreements with the City of El Paso have been signed and executed.  The point of contact 
varies.  It can include the sub-recipient’s executive director, members of the Board of Directors, 
the program management team (includes the program coordinator), and program staff. 
 
Introductions from both parties are done with this entrance meeting.  This will be the first face to 
face meeting both parties would encounter during a fiscal year.  Within the introductions, the 
compliance staff give the sub-recipient provide an understanding as to how the monitoring will be 
conducted and the goals for the fiscal year.  In addition to the introductions, general questions from 
the compliance staff’s evaluation may be asked to get a better understanding of the program.  
Normally, these general questions from an evaluation will be done through the programmatic 
portion of the monitoring.  Financial monitoring may or may not have general questions with the 
sub-recipient for their evaluation since the monitoring involves the finances to the program. 
 
3. Review and Conclusions  
 
Once the entrance meeting has been conducted, the compliance staff begins to review all 
documentation for either programmatic or financial to the program.  In financial monitoring, the 
compliance staff reviews the finances to the program.  In programmatic monitoring, the 
compliance staff reviews the documents relating to the program, in accordance to the written 
agreement and any additional information that the grant administrators/ planners that they believe 
needs further review. 
 
Based off the data gathered from the review, a determination will be made by identifying if the 
information is accurate and in compliance. 
 
Note taking is done within the review.  Though, the compliance staff should be cautious of what 
information is noted in their evaluation.  One example is for the compliance staff should not note 
the full name of a client and address.  Even though these notes will be kept confidential, the 
compliance staff must also oblige to the privacy regulations that the sub-recipient will state in their 
policy and procedures, and federal regulations that is incorporated. 
 
From the monitoring, the compliance staff gathers all data and notes their conclusions from the 
actual monitoring.  The conclusions are only preliminary until the compliance staff complete a 
further review in the department’s main offices and discuss with their conclusions with the grant 
administrators/ planners assigned to the program.  If the program is compliant, the conclusions are 
accepted.  If the program shows to have some discrepancy to the levels of a finding or concern that 
cannot be determined at the monitoring, discussions with the assigned grant administrator/ planner 
occurs and come to an agreement what type of discrepancy is issued.  If the program shows an 
actual discrepancy that the compliance staff can determine if it is a finding or concern, the evidence 
is provided to the assigned grant administrator/ planner to come out with an agreement on the 
discovery. 
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The preliminary conclusions is shared with the sub-recipient upon the exit conference.   
 
4. Exit Conference  
 
The exit conference the final meeting of the day of the monitoring.  The compliance staff meets 
with the sub-recipient’s point of contact and other members (if available) to discuss preliminary 
conclusions of the monitoring. 
 
The exit conference with the compliance staff must meet these objectives: 

1. Present preliminary results of the monitoring visit.  The compliance staff should 
inform them that these results are not final unless the compliance staff is 100% on 
these results. 

2. If the preliminary results are 100% positive, the compliance staff will inform the sub-
recipient the good news. 

3. Inform the sub-recipient that any conclusions made will be discussed with their 
assigned grant administrator/ planner.  If there is a deficiency that is inconclusive with 
the compliance staff, they would follow up with the grant administrator/ planner to 
discuss the results.  The sub-recipient will be notified with what the conclusions will 
come from the discussion. 

4. If the preliminary results are 100% positive that the compliance staff discover a finding 
or concern, the sub-recipient is informed. 

5. If the preliminary carries the possibility or has a deficiency {of a finding or concern}, 
the compliance staff will provide an opportunity for the sub-recipient to correct them.  
The sub-recipient will receive a non-compliance stating the evidence and within the 
written agreement, the time frame given to correct the deficiency.  The compliance 
staff will ask the sub-recipient is interested in technical assistance.  Technical 
assistance is provided by the assigned grant administrator/ planner. 

6. Any questions or comments the sub-recipient may have regarding the monitoring.  If 
there are questions the compliance staff is unable to answer, they would follow-up 
with the sub-recipient to give an answer.  The answers may come from the assigned 
grant administrator/ planner or any level of management or staff. 

 
The compliance staff should maintain notes on the exit conference to document what was 
discussed.  At the end of the conference, there should be a clear understanding of the areas of 
agreement and disagreement about the staff’s monitoring results.  The meeting concludes 
informing the sub-recipient will receive a close out letter within 30 days.  This close out letter is 
only if the sub-recipient is compliant for the fiscal year.  Otherwise, if the sub-recipient is non-
compliant, a letter of non-compliance is sent out by management, and will follow in accordance to 
the written agreement how many days to correct the non-compliance. 
 
5. Close Out/ Follow-Up Letter 
 
If the sub-recipient is compliant, a close out letter will be sent out by management.  This close out 
letter will address to the head of the entity and state the program is compliant for the fiscal year.  
The letter is sent out by both email and post mail.  When the close out letter is sent out by email, 
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the assigned grant administrator/ planner is included.  This assures them the status of the program 
is compliant. 
 
If the sub-recipient is non-compliant, a letter of non-compliance is sent out by management.  The 
non-compliance letter will address the findings and concerns with a detailed corrective actions 
and/or specific recommendations. 
 
Additional information into findings and concerns continue in this manual under section 4: Non-
Compliance. 
 
In accordance to the written agreement, the sub-recipient will have a certain amount of days to 
correct the non-compliance.  Within the time frame, all written agreements will have stated that 
the sub-recipient have a maximum of 30 days to respond to the non-compliance. 
 
After the City receives the response letter, the compliance staff will follow up with the sub-
recipient on the corrective action status. 
 
Once the sub-recipient notifies the department that the findings have been resolved, a follow-up 
will be scheduled.  The compliance staff will send out a follow-up monitoring letter to schedule a 
date review the corrections.  The follow up letter must correspond to the time frame given in 
accordance to the written agreement between the City and the sub-recipient. 
 
Sub-Recipient IPA Audits (Financial Monitoring Only) 
 
According to OMB Circular A-133, any public agency or non-profit organization that 
cumulatively expends $300,000 or more in Federal funds in a year must have an independent 
audit performed, consistent with the Single Audit Act of 1984.  In most cases, these audits are 
performed by an Independent Public Audit (IPA).  These audits will provide another source of 
information on the monitored entities. 
 
The IPA are helpful in reviewing how entities being monitored allocate expenses across multiple 
Federal sources being used.  They establish for the monitored entity, a system to track their 
financial reports, and review if they are meeting the standards and requirements of the Department 
of Community and Human Development program. 
 
Inter-Department Monitoring 
 
If City department is receiving grant funding for a program, that department cannot monitor 
themselves due to conflict of interest.  The department must find an independent monitor that does 
not work for that department and audit the program. 
 
Example: If the Parks and Recreation Department receive grant funding for a certain program and 
they have a compliance team that monitors, the department’s compliance team cannot monitor the 
program due to conflict of interest.  The department must find an independent monitor outside 
their department to conduct the audit. 
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Records 
 
All documents relating to monitoring will follow all rules and regulations to recordkeeping stricken 
by the City of El Paso, State of Texas, and all federal agencies. For information on record 
management, please visit the federal agencies webpage the program is utilizing and the City of El 
Paso Records Management webpage. 
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1.0  Financial and Programmatic Monitoring 
 
As previous discussed in this manual, the following explains a more in-depth of the monitoring 
conducted for both financial and programmatic. 
 
 
Financial Monitoring 
 
The contract compliance monitoring performed by the Department of Community and Human 
Development Accountant (DCHD) staff is different from the annual audit required to be performed 
by a Certified Public Accountant according to the Single Audit Act.  Only agencies with over 
$750K in federal expenditures are required to have a single audit.  Monitoring is not an audit of 
the agency, but rather is focused on the administration of the program.  The purpose of monitoring 
is NOT to catch entities being monitored making mistakes; instead, monitoring is to point out 
areas of improvement. 
 

1. Monitoring Sample: Entities being monitored will be based on one or more of the following: 
 

• Risk Assessment:  A risk assessment analysis will be utilized to determine if a sub-
recipient will be required to have a monitoring conducted for the fiscal year. 

• One sub-recipient from each program (i.e., ESG, HOPWA, HHSP) 
• New entities being monitored to the program 
• Numerous discrepancies in monthly reimbursements submitted to the Department of 

Community and Human Development. 
 

2. Schedule appointment: The DCHD monitor will contact the agency to arrange for monitoring.  
Programmatic and fiscal monitoring may or may not be scheduled concurrently.  In some cases, 
it may be necessary to perform a follow-up monitoring visit. 

• Written notification will be mailed one week prior to its scheduled monitoring with a 
list of financial records to be reviewed.  The records requested in the monitoring letter 
and working area should be prepared and ready when the DCHD Accountant arrives at 
the agency. 

• The DCHD Accountant may conduct a desktop review and may require the agency to 
submit documents to the office. 
 

3. Entrance Conference: Monitors may meet with or call the Agency Director to answer any 
questions regarding the monitoring process. 

• Meet with staff responsible for preparation of reimbursement requests, payroll, and 
maintaining accounting records. 

• Request information and supporting documents for the reimbursement request, such as 
payroll information. 
 

4. Reimbursement Request:  The DCHD Accountant will request records selected for 
monitoring and discuss record keeping methods with staff who maintain them.  Copies of 
certain documents and records may be made for purposes of preparing the report. 
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The records that will be reviewed by the DCHD Accountant include, but are not limited to: 
 

 Time and Attendance Reports (Time Sheets or Timecards) 
 Spreadsheets supporting the computation for the reimbursement requests 
 Balance Sheets 
 Income Statements 
 General Ledgers 
 Payroll Journals 
 Quarterly Tax Returns (Form 941/TWC) 
 Invoice Copies 
 Bank Statements 
 Bank Reconciliations 
 Any additional items (vouchers, financial reports, records, etc.) needed to verify 

transactions. 
 

5. Documentation and Data Acquisition: Cash Match: From the documents stated in 
Reimbursements Request, the following will be used to monitor the cash match: 
 

• Time and Attendance Reports (Time Sheets or Timecards) 
• Spreadsheets supporting the computation for the reimbursement requests 
• Balance Sheets 
• Income Statements 
• General Ledgers 
• Payroll Journals 
• Quarterly Tax Returns (Form 941/TWC) 
• Invoice Copies 
• Bank Statements 
• Bank Reconciliations 
• Any additional items (vouchers, financial reports, records, etc.) needed to verify 

transactions. 
 

6. Analysis: The DCHD Accountant will check the agency documents and calculations for 
compliance, correctness, and audit trails. 
 

A. Salaries – The DCHD Accountant will: 
 

• Verify that the salary costs requested for reimbursements are allowable under 
the terms of the contract. 

• Review time and attendance reports for time billed to the entitlement grant and 
verification of reports by supervisor. 

• Check to see if there is a clear audit trail between the time and attendance 
reports, payroll register, general ledger accounts, federal and state reports, and 
Profit & Loss statement. 

• Test computation for gross amounts, deductions, and net payments. 
• Verify canceled checks for amounts and endorsements. 
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• Verify employees’ time from time reports to the time reported to the entitlement 
grant on the Employees’ Monthly Time Report (See Appendix B-4) 

B. Fringe Benefits – The DCHD Accountant will: 

• Verify employer’s quarterly tax reports. 
• Verify payments made to the bank for payroll taxes. 
• Verify health insurance policy. 
• Select insurance invoices to verify that the amounts requested for 

reimbursement apply only to entitlement grant employees. 
• Verify fringe benefits costs from payroll register to general ledger accounts. 

C. Property and Equipment (if applicable) – The DCHD Accountant will: 

• Verify invoices and payments. 
• Verify purchase of equipment is in agreement with general ledger account and 

financial reports. 
• Ensure that purchased equipment is allowable. 
• Verify calculation of depreciation. (if applicable) 
• Make physical inspection of equipment. (if applicable)  

D. Other Operating Expenses – The DCHD Accountant will: 

• Examine invoices and related canceled checks 
• Review invoices for approvals and account distribution. 
• Determine if the costs are allowable. 
• Verify agency’s line item costs to amounts requested for reimbursement. 
• Verify that amounts requested for reimbursement agree with posted general 

ledger accounts and other financial statements. 
 

E. Revenue – The DCHD Accountant will: 

• Provide supporting evidence of cash journals and trace posting to general ledger 
accounts. 

• Trace bank activity to cash receipts journal. 
• Trace amounts disbursed by City to ensure reconciliation of funds received by 

the agency. 
 

F. Audit – The DCHD Accountant will: 

• Review the of agency’s audit for the most recent Fiscal Year End. 
• Conduct an analysis to determine if the prior year’s monitoring findings have 

been corrected and are not being repeated. 
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G. Overall Accounting Review – The DCHD Accountant will: 

• Review the process used to record the various transactions and determine its 
effectiveness. 

• Review the balance sheet to verify the cash balance against the ending cash 
balance per the bank reconciliation. 

• Review the actual transactions and their supporting documentation, 
determining eligible reimbursement expenses.  For an expenditure to be 
considered eligible for reimbursement, the following requirements must be met:  

1. An expenditure must be for the current funding period. 
2. Be a line-item on the proposed budget. 
3. Have available funds for that line-item. 
4. Be an expenditure related to an entitlement grant activity, as applicable. 

• Review the overall agency performance to determine if it is within compliance, 
according to the contractual terms and conditions. 

• Cash match review will apply the same reimbursement review procedures. 

7. Exit Conference: The DCHD Accountant will call or meet with the Agency Director to discuss 
tentative results of monitoring.  The Agency Director may invite staff and/or members of 
management deem appropriate. 

• Discuss findings, if any, and methods of correcting each individual deficiency. 
• Discuss concerns, if any, and methods of correcting concerns. 
• Discuss any observations made regarding the agency, offer technical assistance 

where applicable. 
• Answer any questions the Director or staff may have. 
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Programmatic Monitoring 

The programmatic compliance monitoring is performed by the compliance division of the 
Department of Community and Human Development.  The purpose of the compliance division’s 
monitoring is to verify that the entity’s grant program is following the written guidelines set in the 
written agreement with the City of El Paso and HUD. Any deficiency discovered within the 
monitoring is to point out to the entity and help them resolve and improve the situation immediately 
before any serious consequences stated in the written agreement may occur. 

The compliance staff begins the programmatic monitoring for a program by first notifying the sub-
recipient a 30-day notice the program will be monitored.  The notification of a program is loosely 
based off the risk assessment that was issued to the sub-recipient and returned prior to the deadline, 
and discussions with the grant administrators/ planners to when a certain program will or should 
be monitored.  The compliance division’s attempted goal is to monitor all programs funded during 
the fiscal year.  This goal should not be tainted with any attempts of monitoring all programs within 
the fiscal year for the reason of “just completing all.”  Each monitoring should take time into 
consideration of making sure that the sub-recipient is receiving a fair and reasonable review. 

Within the notification, to help advance the monitoring process move quicker, the compliance staff 
will request certain documentation from the sub-recipient to be submitted by email or post mail 
(though email is strongly considered) instead of requesting copies during the day of the monitoring.  
This documentation will include: the program’s policies and procedures, an updated copy of the 
entity’s insurance that includes a Certificate of Liability with the City of El Paso as an additional 
insurer, a copy of the organizational chart, and any document that is available to review without.  
The compliance staff should not request copies of the sub-recipient’s files on clients by email or 
post mail.  The City of El Paso shall respect all federal privacy regulations that the entity has on 
its clients.  A client’s file shall be reviewed in-person. 

The day of the monitoring, the compliance staff will have an entrance meeting with the sub-
recipient’s point of contact.  The point of contact may include additional members of the entity 
that are interested in participating in the meeting.  The meeting will include introductions and 
general questions the compliance staff will ask from their monitoring evaluation.  Followed from 
the entrance meeting, the compliance staff will begin the monitoring. 

In accordance with the written agreement, most documents reviewed within a client’s file are: 

 The number of units reported 

 The eligibility of a client 

 Organization 

 Any documentation that is required to be included in the file in accordance with the 
scope of work agreed between the City of El Paso and the entity. 
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The compliance staff will attempt to review the entire fiscal year.  The review could be a sample 
size of each month and one month reviewed as a whole, sample sizes of all months (if the number 
of clients and units of service is astronomically high), or all of the months for the fiscal year.   

The compliance staff will verify and determine the number of units/ households match with the 
supporting documents the City of El Paso receives, verify and determine the client’s income equals 
to or is lower than the 80% of the median income for the Standard Metropolitan Statistical Area, 
determine if the sub-recipient is providing only the direct services that are stated in the written 
agreement, the correct eligibility certification is being utilized dated within 12 months of the 
sample service date, filled out completely, and signed by the client. 

The client must reside within the El Paso city limits.  The following zip codes lie partially or 
completely outside the city limits. 

The following zip codes DO NOT meet entitlement grant requirements. 

 

 

 

 

 

 

 

Zip Code 79938 will be reviewed to determine if it is still within the El Paso city limits. 

 

Overall, the compliance staff will review all provisions stated in the written agreement between 
the sub-recipient and the City of El Paso. 
 
Facility Monitoring: 
 
In addition to financial and programmatic monitoring that the Department of Community and 
Human Development conducts during the fiscal year, the compliance staff conducts other grant 
funded projects that entitle a different type of monitoring.  These other projects that the Department 
of Community and Human Development are in collaboration with other city departments 
(specifically with Capital Improvement Department) work with entities that receive funding for 
facility renovations.  Facility renovations can be defined in multiple type of projects.  These 
projects can be a roof renovation to a building to a complete renovation of a facility.  The facility 
project is specific in accordance to the CDBG or ESG grant fund. 
 
Once the project completes its construction or renovation, the compliance staff coordinates with 
the assigned grant administrator/ planner with the requirements the sub-recipients must follow for 
the duration of the agreement.  One required document that is requested from the entity will be an 
Annual Utilization Report and the Race and Ethnicity Income Report. 

Anthony                79821 Socorro                  79927 

Canutillo       79835 N. Upper Valley    79932 

Fabens                  79838 Horizon   79928 

Ft. Bliss      79918, 79906 San Elizario           79849 
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The Annual Utilization Report is a report used by the department to collect information on specific 
reporting requirements that are reported to HUD.  Information on this report includes: the nature 
of activities at the sub-recipient’s facility, the number of individual serviced based of the number 
of clients served per activity, which HUD National Objective being used and if they are achieving 
it (e.g. Low Moderate Area, Low Moderate Limited Clientele), the facility’s hours of operation, 
how the sub-recipient promotes the facility’s usage, and the clientele’s race and ethnicity 
 
The Race and Ethnicity Income Report is a report that captures the race and ethnicity of the clients 
served. 
 
These two documents are sent out to the entity around the middle of December of each year.  The 
deadline for the entity to complete is January 31st of each year. 
 
Most of the monitoring is based on an X amount of years after the project is completed, AND a 
total of 5 years of monitoring review.  The five (5) years is the minimum.  Additional time can be 
added.  For every $100,000 borrowed, an additional year is added to the five years.  If any 
amendments are made during the time period of the monitoring, the duration of the monitoring 
may be restarted.  This depends on the verbiage stated in the amended written agreement between 
the City and the entity. 
 
The compliance staff shall attempt to monitor the entity the coordinated month that the Release of 
Lien the City holds with the entity.  Supporting documents will be requested within the monitoring.  
{See a copy of the monitoring evaluation form to review which supporting documents the assigned 
grant administrator/ planner wishes for the compliance staff to review}.  These supporting 
documents shall be requested for the compliance staff to receive days in advance before visiting 
the facility. 
 
The monitoring visit will consist of the compliance staff following up with the entity with general 
questions and follow up questions from the supporting documents provided.  This monitoring 
consists of the compliance staff visiting the facility and reviewing the renovated or constructed 
area where the grant funds were used. 
 
After conclusion of the monitoring visit, the compliance staff will follow the same protocols to a 
programmatic monitoring with an exit conference meeting and monitoring report. 
 
Once a facility project is in the final monitoring cycle, the City will gather all information of the 
monitoring to review if the entity was compliant during the time period.  If the entity was compliant 
during the time period, the compliance staff will notify the assigned grant administrator/ planner 
once the final monitoring has been completed to coordinate and proceed the process of Release of 
Lien within the City’s policies and procedures. 
 
  



 Community + Human Development Compliance Manual P a g e  |  2 0  

Exit Conference:  
 
After reviewing the documents for the program’s compliance, the compliance staff will conduct 
an exit conference meeting with the sub-recipient to present preliminary conclusions from the 
monitoring.  The conclusions are only preliminary because the compliance staff still must 
communicate with the assigned grant administrator/ planner with the conclusions discovered. 
 
If the compliance staff are uncertain that there is deficiency that would classify non-compliance, 
the discussion with the assigned grant administrator/ planner will determine if the situation is 
deemed compliance or non-compliance.  In this scenario, the compliance staff will let the sub-
recipient know the situation, but will follow-up with a definitive conclusion.   
 
If the compliance staff is 100% certain that there is non-compliance, the sub-recipient is told of 
the non-compliance directly in the exit conference, and that they must correct the deficiencies 
within the time frame given in the written agreement.  A recommendation of technical assistance 
will be offered to the sub-recipient.  Technical assistance shall be conducted with the grant 
administrator/ planner taking the lead in providing the guidance needed.  Compliance staff will be 
available at the discretion of the grant administrator/ planner.  Technical assistance is a form of 
educating the sub-recipient in improving the program.  The assigned grant administrator/ planner 
and management will be notified of the situation.  A non-compliance letter written by management 
will be sent out to the sub-recipient stating the necessities per the written agreement.  A follow-up 
monitoring will be rescheduled once the sub-recipient has corrected its deficiencies.  If the sub-
recipient continues to be non-compliance, the assigned grant administrator/ planner, contracts 
administrators, and management (including the Director) will discuss any matters. 
 
If the compliance staff is 100% certain that the program is compliant the sub-recipient is told 
during the exit conference.  The assigned grant administrator/ planner is notified about the 
conclusions.  A close out letter is sent out by management. 

 

For a desktop monitoring, the exit conference meeting will occur the same day as the desktop 
monitoring.  The assigned grant administrator/ planner may be available to participate in the exit 
conference meeting to listen to the preliminary conclusions.  Those conclusions will be discussed 
with the sub-recipient present. 
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Monitoring Reports 
 
Monitoring Reports:  Compliance staff has 30-days after the completion of the exit conference 
meeting/ desktop review to submit to the sub-recipient a written report of the final results of the 
monitoring visit. 

 
• If the fiscal or programmatic monitoring results in no findings or concerns, a close out 

letter will be sent commending the agency and no further action is needed on behalf of 
the agency. 

• If there are any findings, they will be listed and fully identified, along, with corrective 
actions that are highly recommended.  A written response from the agency is required, 
otherwise, additional penalties that are stated in the written agreement will be enforced. 

• If there is any concerns, they will be listed and fully identified, along with corrective 
actions that are recommended and included a deadline. 

• Technical assistance will be recommended, and the grant administrator/ planner will 
conduct it. 

• Additional information on concerns and findings, sees Section 4: Non-compliance of 
this manual. 

 
Response to Monitoring Report: If the sub-recipient received a letter stating discrepancies of 
either findings or concerns, the entity must submit a written response within 30 days to the date of 
the letter.  The letter is addressed and mailed to: 

 
Nicole M. Ferrini, Chief Resilience Officer 
c/o Project Compliance 
Department of Community + Human Development 
801 Texas, 3rd Floor 
El Paso, TX 79901 
 

The response should list each individual finding and/ or concern and a satisfactory response should 
be listed for each.  Copies of any documentation to back up the response to the findings need to be 
included. 
 
DCHD Review of Agency Response letter:  Upon receipt of the sub-recipient’s written response 
to the monitoring report from the non-compliance, the compliance staff will inform the assigned 
grant administrator/ planner and their supervisor, the management team, and contracts 
administrator’s team.  All will review the letter and determine if the agency’s reply to the non-
compliance and validate if it is sufficed. 
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The sub-recipient will: 

• Address the findings and/or concerns, and satisfactorily corrected them.   

 

The City will: 

• Send a response letter stating a follow-up monitor to review the corrections.  Once the 
compliance staff can confirm that the corrections were made, a close out letter will be 
sent to the sub-recipient.  Otherwise, if the corrections were not corrected, the 
compliance staff will discuss with management, contract’s administrator’s team, and 
the assigned grant administrator/ planner for further actions.  The Director must be 
addressed of the situation. 

 

Audit Report: The audit report must state that the audit was made in accordance with the 
provisions of OMB Circular No. A-133, “Audits of States, Local Governments, and Non-Profit 
Organizations,” in addition to the Generally Accepted Audition Standards in “Government A1 
Auditing Standards.”   

 
At a minimum, the single audit report should be made up of the following reports: 
 

• The auditor’s report on the financial statements of the recipient, and a set of the 
financial statements themselves. (General Requirements) 

• The auditor’s report on Schedule of Federal Assistance.  The federal expenditures must 
be shown for each federal assistance program. 

• The auditor’s report on the study and evaluation of internal controls systems.  The 
report should identify significant internal accounting controls and any controls 
designed to provide reasonable assurance that federal programs are being managed in 
accordance with laws and regulations.  Likewise, the report should identify the controls 
not evaluated and the material weaknesses identified as a result of the evaluation. 

• The auditor’s report on compliance with the laws and regulations that may have 
material effect on each major federal program. 

• The auditor’s report on compliance with certain specific requirements of non-major 
programs. (if required) 

• The auditor’s report on the schedules of findings and questioned costs.  (Only if it is 
not presented directly in the compliance reports) 

• The auditor’s report on fraud, mismanagement, abuse, or illegal acts.  (if any) 

 
Each contract specifies the period within which audits must be turned in at the close of the fiscal 
year or the close of the contract.  Two copies of the audit, any separate management letter, and the 
agency’s response thereto must be submitted within the time frame allowed by the contract. 
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Note: The Grantee shall conduct, through an independent auditor acceptable to the City, a single 
audit of its activities when the Grantee expends $750,000 or more in a year in Federal awards, in 
compliance with OMB Circular A-133.   
 
The Grantee’s auditor shall prepare a Certificate of Audit to be provided to the City.  The 
Certificate of Audit, along with the corresponding management letter and the Grantee’s responses 
must be submitted within six months after the end of the Grantee’s fiscal year. 
 
Failure of the Grantee to provide the required Certificate of Audit to the City within the time period 
required will constitute a breach of the contract and will be cause for termination of the contract 
by the City.   
 
If the Grantee expends less than $750,000 in a year in Federal awards, the City will require no 
single audit of the Grantee’s activities, and the funds received under this contract shall not be 
utilized for this purpose.  However, the Grantee must have an external audit of their financial 
statements conducted to ensure ability to demonstrate fiscal responsibility to the City.  
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2.0 Housing 

 
First Time Home Buyer Monitoring (FTHB) 
 
The First Time Home Buyer Program is intended to assist low to moderate income individuals and 
families in achieving their goal of homeownership as well as to promote affordability.  
 
The city website under the Department of Community and Human Development present more 
information for individuals that wish to participate in the First Time Home Buyer Program. 
 
First Time Home Buyer is primarily monitored through:  

1.) Loan  
2.) Residing at the residence assisted  
3.) Home insurance requirements 

 
The homeowner participating in the First Time Home Buyer program is required to maintain the 
loan in good standing, while residing in the home (see affordability period diagram) and have a 
current and valid homeowner’s insurance policy.  Loan servicing staff monitor the FTHB 
participants by ensuring the original homeowner on the HOME agreement and Deed of Trust is 
the recipient of the subsidy.  Should the homeowner no longer be residing in the home, sell or rent 
the home within the affordability period, the debtor may be out of compliance, and a recapture as 
outlined in the Loan Processing Manual may be initiated.  Loan servicing staff will follow 
protocols regarding the compliance status if this occurs. 
 
First Time Home Buying Affordability Period (Shown Below): 
 

HOME Funds Provided Affordability Period 
< $15,000.00 5 Years 

$15,000.00 to $40,000.00 10 Years 
> $40,000.00 15 Years 

 
Any amount for new construction and refinancing will have a 20-year affordability. 

 
Single- Family Owner-Occupied Renovation (SFOOR) 
 
Single-Family Owner-Occupied Renovation (SFOOR) is primarily monitored through:  

1.) Loan, deferment, or a combination of both  
2.) Confirmation of individuals residing at the residence assisted  
3.) Home insurance requirements 
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The beneficiary of a SFOOR participating in the program is required to maintain: 
1.) The loan in good standing  
2.) Be living in the home receiving assistance  
3.) Have a current and valid homeowner’s insurance policy 

 
Loan servicing staff monitor the SFOOR participants by ensuring the homeowner originally on 
the HOME agreement and deed of trust is the recipient of the subsidy.  Should the homeowner no 
longer be living in the home, sell or rent the home within the affordability period, the debtor may 
be out of compliance and a recapture as outlined in the Loan Processing Manual may be initiated.  
Loan servicing staff will follow protocols regarding the compliance status if this occurs. 
 
SFOOR Affordability Period (Shown Below): 
 

HOME Funds Provided Affordability Period 
< $15,000.00 5 Years 

$15,000.00 to $40,000.00 10 Years 
> $40,000.00 15 Years 

 
Any amount for new construction and refinancing will have a 20-year affordability. 
 

Monitoring Process: 
 

The Accounting and Collections staff will: 
1.) Review loan delinquencies.  
2.) Verify residence of recipient of subsidy. 
3.) Ensure current homeowner’s insurance policy is in place.  (Housing staff verifies the 
insurance policy, not Accounting and Collections staff) 

 
If there are discrepancies, the Accounting and Collections staff will notify the compliance 
supervisor. The compliance supervisor will investigate and update the Housing Program 
Manager.  The Housing Program Manager will advise the City Attorney’s Office during 
the loan committee review for follow-up on next course of action. 

 
Minor Repair 
 
Minor Repair assistance is funded on a full deferment and not subject to monitoring.  However, 
the Minor Repair recipient is bound to a promissory note where they must live in the assisted home 
for a maximum period of four years. 
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Sewer Connection  
 
Sewer connection assistance is funded on a full deferment and not subject to monitoring.  Like 
Minor Repair assistance, the sewer connection participating recipient is bound to a promissory 
note to live in the assisted home for a period of two years to four years while receiving the 
assistance. 

 

Multi-Family Rental (CHDO/ Investor) 
 
Policies and Procedures for Affordable Multi-family Rental Program Tenant File Review 
 
Overview 
 
Affordable Housing Providers (AHP) are monitored on a yearly basis by the Housing Division 
staff to verify income and eligibility requirements of all household members occupying HOME 
Investment Partnership or Community Development Block Grant (CDBG) funded multi-family 
rental units.  
 
This is to ensure the participant’s compliance with the HOME program guidelines as required by 
HUD 24CFR Part 5 Technical Guide for Determining Income and Allowances for the HOME 
Program, HOME Rule 2013, and HUD Handbook 4350.3. 
 
Master Monitoring Schedule 
 
A master monitoring schedule spreadsheet is maintained and updated by the Housing Division 
staff.  
 
The schedule provides information to include: 

1.) IDIS Number 
2.) Funding Sources 
3.) Property and Contact Information 
4.) Number of Units and Units Size 
5.) Rent, and Rent Approval Dates 
6.) Monitoring History 

 

The master monitoring schedule tracks reports such as the Affirmative Marketing and Available 
Vacancies, monitoring start and completion dates, Uniform Property Condition Standards (UPCS) 
completion to alert the Affordable Housing Providers (AHP) of the date of the next UPCS to ensure 
compliance of AHP with HUD requirements. 
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Yearly Reports 
 
Affirmative Marketing and Available Vacancies Reports are due on January 15th of each year 
reporting the previous calendar year vacancy and marketing activity.  AHP managers submit the 
annual reports with documentation as to advertising, waiting lists and other sources to identify new 
applicants/tenants.  These reports are required even when there were no vacancies during the 
reporting year. 
 
See Appendix II-1 for a sample of an Affirmative Marketing and Available Vacancy report.  This 
report is subject to change on yearly basis. 
 
A tenant file review report, Monitoring Worksheet, is completed at least once per fiscal year per 
project.  The fiscal year goes from September 1st to August 31st.  The first yearly Monitoring 
Worksheet date is established as one year after the project completion date in IDIS. 
New Investors and Community Housing Development Organization (CHDO) managers, as well 
as managers who have a new complex, but have had compliance issues with existing complexes, 
are required to submit their initial applicant files for HPD staff to review prior to signing leases.  
 
Housing Division staff provides additional training, as needed, until the file is compliant.  
 
At that time, Affordable Housing Providers (AHP) staff is notified by Housing Division staff that 
the applicant may sign a lease.  This initial rental date becomes the date for a 6- month review to 
assure tenant files are being maintained correctly.  Upon the completion of the 6-month review, 
the completion date becomes the annual tenant file monitoring date. 
 
Affordable Housing Providers are notified, in writing, 30 (thirty) days in advance to schedule 
tenant file reviews.  All complexes are reviewed at least once within the HPD fiscal year.  The 
fiscal begins on September 1st and concludes on August 31st. 
 
 
Process 
 
Tenant File Review Report: 

1. A 30-day notice is sent to the Affordable Housing Provider to coordinate a monitoring date, 
and request required files/documents to be monitored. 

2. The monitoring review begins on the date the AHP delivers the tenant files to Housing Division 
office.  There is the other option where Housing Division staff can electronically review the 
files at the Affordable Housing Provider’s office or an on-site alternate location. 

3. The review initiates the creation of a Monitoring Worksheet (MW) which contains extensive 
information, rules, and requirements for that complex. 

4. Each unit tenant file is reviewed, and findings documented on the MW.  In larger complexes, 
a random 20% of units can be reviewed.  However, if this sample determines a high error rate, 
all files are subject to review. 
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5. When corrections or additional documentation is required, the MW is used to document and 
notify the AHP by email and/or regular mail for remaining requirements for compliance.  Note: 
Certified receipt may be requested for mail. 

6. Corrections and/or additional documentation are to be provided by the due date provided by 
Housing Division staff. 

7. The Monitoring Worksheet documents:  
a. The date of monitoring 
b. IDIS date of Project Completion for Affordability Period 
c. Date(s) the Monitoring Worksheet was sent to the AHP as completed  
d. AFH contact information 
e. The number of total units and required low home rent units 
f. Continued requests for action to complete the review with a required due date unit 
number 
g. Bedroom size 
h. Household members 
i. Lease/ addendum expiration date  
j. Rent, and utilities paid by tenant  
k. Required low income units are identified 
l. Proof of income including subsidies 
m. Average Monthly Income (AMI) 

8. The Monitoring Worksheet compliance guidelines must include: 

a. Funding source 
b. Required affordability years 
c. Rents and incomes 
d. Status of Affirmative Marketing and Available Vacancies Reports 
e. Date of the next Uniform Property Condition Standards (UPCS) inspection. 

9. MW also indicates any unique requirement for the complex including CHDO Management 
Participation documentation in tenant files and/or AHP management files. 

10. Upon completion of the tenant file review, the final Monitoring Worksheet is generated to 
indicate no further information is needed.  The AHP will receive the report via email or mail. 

11. For non-compliance the Contracts Administrator, HDP Manager, Department Director will 
contact the Housing Program for a certified receipt return mail and regular mail and possibly 
email progressively at 30- day intervals of the noncompliance and any actions the City will 
impose.  The City legal department will be notified and will review the situation to see if any 
legal action is required.  Each situation will be evaluated on a case by case basis. 

12. DCHD staff files the monitoring worksheets and the following year’s review is set one calendar 
year from the initial monitoring date. 
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Tenant File Documentation 
 
1. Lease – Must be signed, initialed (when required), and dated by both the tenant(s) and the 

landlord or representative. 
2. A one-year lease is required by HUD does allow waivers. 
3. Waivers are used when another time period is recognized for the yearly lease.  The waiver 

must indicate the length of the waiver and be signed.  Notes in the tenant file or on the waiver 
will indicate the purpose of the waiver.  An example is if a one-year lease has been signed, but 
the tenant is expecting to leave town for a job but does not know when.  The document waives 
the yearly requirement and allows the tenant to rent on a month to month basis per the waiver; 
therefore, a monthly renewal lease is not required.  Original signatures are required. 

4. All occupants must be listed on the lease.  All required fields in the application must be filled 
with the appropriate information or N/A, and no spaces shall be left blank.  Original signatures 
are required. 

5. Addendum to the lease must be signed and dated by both the tenant and the landlord or 
representative.  All required fields in the application must be filled with the appropriate 
information or N/A.  Nothing should be left blank.  Original signatures are required. 

6. A current Housing voucher award letter will be in the tenant file if the tenant/family is receiving 
Section 8 assistance. 

7. Tenant Participation Plan (CHDO) may require that the documents be included in the tenant 
file such as surveys required at least renewal.  However, if there are meetings followed by 
agendas, attendance records and minutes will be required in an AHP management file and will 
be reviewed for compliance by Housing Division staff. 

8. Tenant Selection Processes that require standard paperwork to be completed by applicants such 
as a pre-application, are to be maintained in the tenant file. 

9. Income Coversheet – All household members must be listed.  Income, assets, and income from 
assets for all household members over the age of 18 must be included, except for the income 
exclusions listed in HUD 24 CFR Part 5.  The total household income must be calculated, 
entered on the form which must be signed and dated. 

10. Income Worksheet – All household members must be listed, and all income for all household 
members over the age of 18 must be included, except for the income exclusions listed on HUD 
24 CFR Part 5.  All calculations must be shown, identified as to source per the form and listed 
as income. 

11. Asset Worksheet - All household members must be listed, and all assets and income from 
assets for all household members over the age of 18 must be included, except for the asset 
exclusions listed on HUD 24 CFR Part 5.  All calculations must be shown, identified as to type 
of income and listed as income. 

12. Uniform Property Condition Standards (UCPS) – Uniform national standards established by 
HUD for housing that is decent, safe, sanitary, and in good repair, pursuant 24 CFR 5.703. 

 
Note: Additional information on responsibilities for HOME project compliance on multi-family 
rental, see Appendix II-2 and II-4. 
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Uniform Physical Condition Standards Inspections 
 
The Uniform Physical Conditions Standards (UPCS) is uniform national standards established by 
HUD for housing that is decent, safe, sanitary, and in good repair, pursuant to 24 CFR 5.703.  
These standards are newly adopted for HOME rehabilitation, acquisition, and tenant-based rental 
assistance projects in accordance with revisions made to the property standards requirements at 
§92.251. 
 
These new requirements become effective on January 24, 2015. 
 
Housing Construction Specialist is responsible to schedule and conduct UPCS inspections per the 
required process and frequency outlined. 
 
A. General Property Standards 
 
New Construction Projects. 
 
New construction projects are required to: State and local codes, ordinances, and zoning permits.  
 
Housing that is newly constructed with HOME funds must meet all applicable State and local 
codes, ordinances, and zoning requirements.  HOME-assisted new construction projects must meet 
State or local residential and building codes, as applicable or, in the absence of a State or local 
building code, the International Residential Code or International Building Code (as applicable to 
the type of housing) of the International Code Council.  
 
The housing must meet the applicable requirements upon project completion. 
 
HUD Requirements.  
 
All new construction projects must also meet the requirements described by HUD. 
 
Accessibility.  The housing must meet the accessibility requirements of 24 CFR part 8, which 
implements Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), and Titles II and III of 
the Americans with Disabilities Act (42 U.S.C. 12131-12189) implemented at 28 CFR parts 35 
and 36, as applicable.  Covered multifamily dwellings, as defined at 24 CFR 100.201, must also 
meet the design and construction requirements at 24 CFR 100.205, which implements the Fair 
Housing Act (42 U.S.C. 3601-3619). 
 
Disaster Mitigation.  Ensure that the housing must be constructed to mitigate the impact of 
potential natural disasters (e.g., earthquakes, hurricanes, flooding, and wildfires), in accordance 
with State and local codes, ordinances, or other State and local requirements, or such other 
requirements as HUD may establish. 
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Cost Estimates, Construction Contracts and Construction Documents.  The City of El Paso 
ensures that the construction contracts and construction documents describe the work to be 
undertaken in adequate detail so that inspections can be conducted.  The City must also review and 
approve written cost estimates for construction and determining that costs are reasonable. 
 
Construction Progress Inspections.  The City of El Paso conducts progress and final inspections 
of construction to ensure that work is done in accordance with the applicable codes, the 
construction contract, and construction documents. 
 
Broadband Infrastructure.  For new commitments made after January 19, 2017 for a new 
construction housing project of a building with more than four rental units, the construction will 
include installation of broadband infrastructure, as this term is defined in 24 CFR 5.100, except 
where the City of El Paso determines and, in accordance with §92.508(a)(3)(iv), documents the 
determination that: 
 

1. The location of the new construction makes installation of broadband infrastructure 
infeasible. 
2. The cost of installing the infrastructure would result in a fundamental alteration in the 
nature of its program or activity or in an undue financial burden. 

 
B. Rental Rehabilitation Projects.  
 
All rental rehabilitation that is performed using HOME funds must meet standard requirements.  
The City of El Paso has established rental rehabilitation standards for all HOME- assisted housing 
rehabilitation activities that set forth the requirements that the rental housing must meet upon 
project completion. 
 
The City of El Paso's description of its standards must be in sufficient detail to determine the 
required rehabilitation work including methods and materials.  The standards may refer to 
applicable codes or they may establish requirements that exceed the minimum requirements of the 
codes.  
 
The rehabilitation standards must address each of the following: 
 
1. Health and Safety.  The City of El Paso's standards identifies life-threatening deficiencies that 
must be addressed immediately if housing is occupied. 
 
2. Major Systems.  Major systems are structural support, roofing, cladding, and weatherproofing 
(i.e., windows, doors, siding, gutters), plumbing, electrical, and heating, ventilation, and air-
conditioning. 
 

For rental housing, the City of El Paso's standards must require the City of El Paso to 
estimate (based on age and condition) the remaining useful life of these systems, upon 
project completion of each major systems.  
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For multi-family housing projects of 26 units or more, the City's standards must require the 
City of El Paso to determine the useful life of major systems through a capital needs 
assessment of the project.  

 
For rental housing, if the remaining useful life of one or more major system is less than the 
applicable period of affordability, the City’s standards must require the City of El Paso to 
ensure that a replacement reserve is established and monthly payments are made to the 
reserve that are adequate to repair or replace the systems as needed.  
 

For homeownership housing, the City of El Paso's standards must require, upon 
project completion, each of the major systems to have a remaining useful life for a 
minimum of 5 years or for such longer period specified by the City of El Paso, or 
the major systems must be rehabilitated or replaced as part of the rehabilitation 
work. 

 
3. Lead-Based Paint.  The City of El Paso's standards require that the housing meet the 
lead-based paint requirements at 24 CFR part 35. 
 
4. Accessibility.  The City of El Paso's standards require that the housing meet the 
accessibility requirements in 24 CFR part 8, which implements Section 504 of the 
Rehabilitation Act of 1973 (29 U.S.C. 794), and Titles II and III of the Americans with 
Disabilities Act (42 U.S.C. 12131-12189) implemented at 28 CFR parts 35 and 36, as 
applicable.  

Covered multi-family dwellings, as defined at 24 CFR 100.201, must also meet the 
design and construction requirements at 24 CFR 100.205, which implements the 
Fair Housing Act (42 U.S.C. 3601-3619). Rehabilitation may include 
improvements that are not required by regulation or statute that permit use by a 
person with disabilities. 

 
5. Disaster Mitigation.  Where relevant, the City of El Paso's standards require that the 
housing to be improved to mitigate the impact of potential natural disasters (e.g., 
earthquake, hurricanes, flooding, and wildfires), in accordance with State and local codes, 
ordinances, and requirements. 
 
6. State and Local Codes, Ordinances, and Zoning Requirements.  The City of El Paso's 
standards require that the housing meet all applicable State and local codes, ordinances, 
and requirements or, in the absence of a State or local building code, the International 
Existing Building Code of the International Code Council (ICC). 
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7. Uniform Physical Condition Standards.  The standards of the City of El Paso ensure 
that, upon completion, the HOME-assisted project and units will be decent, safe, sanitary, 
and in good repair as described in 24 CFR 5.703. 
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HUD will establish the minimum deficiencies that must be corrected under the City of El 
Paso's rehabilitation standards based on inspected items and areas from HUD-prescribed 
physical inspection procedures (Uniform Physical Conditions Standards) pursuant to 24 
CFR 5.705. 
 

 
 
8. Capital Needs Assessment.  For multi-family rental housing projects of 26 or more total 
units, the City of El Paso determines if all work that will be performed in the rehabilitation 
of the housing and the long-term physical needs of the project through a capital needs 
assessment of the project. 
 
9. Broadband Infrastructure.  For new commitments made after January 19, 2017 for a 
substantial rehabilitation project of a building with more than four rental units, any 
substantial rehabilitation, as defined in 24 CFR 5.100, will provide for installation of 
broadband infrastructure, as this term is also defined in 24 CFR 5.100, except where the 
City of El Paso determines and, in accordance with §92.508(a)(3)(iv), documents the 
determination that: 

a. The location of the substantial rehabilitation makes installation of broadband 
infrastructure infeasible. 

 
b. The cost of installing broadband infrastructure would result in a fundamental 
alteration in the nature of its program or activity or in an undue financial burden. 

 
c. The structure of the housing to be substantially rehabilitated makes installation 
of broadband infrastructure infeasible. 

 
C. Ongoing Property Condition Standards 
 
The City of El Paso has established property standards for rental housing that apply throughout 
the affordability period.  These standards must ensure that owners maintain the housing as decent, 
safe, and sanitary housing in good repair.  
 
The City of El Paso's description of its property standards provide sufficient detail to establish the 
basis for a uniform inspection of HOME rental projects.  The City’s ongoing property standards 
address the following: 
 

1. Compliance with State and Local Codes, Ordinances, and Requirements.  The City 
of El Paso's standards require the housing to meet all applicable State and local code 
requirements and ordinances. 
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In the absence of existing applicable State or local code requirements and 
ordinances, at a minimum, the City of El Paso's ongoing property standards include 
all inspected items and areas specified by HUD based on HUD’s physical 
inspection procedures (Uniform Physical Condition Standards (UPCS) prescribed 
by HUD pursuant to 24 CFR 5.705.  The City's property standards are not required 
to use any scoring, item weight, or level of criticality used in UPCS. 

 
2. Health and Safety.  The City of El Paso's standards must require the housing to be free 
of all health and safety defects.  The standards must identify life-threatening deficiencies 
that the owner must immediately correct and the periods for addressing these deficiencies. 
 
3. Lead-Based Paint.  The City of El Paso's standards must require the housing to meet 
the lead-based paint requirements in 24 CFR part 35. 
 

Projects to which HOME funds were committed before January 24, 2015 must meet all applicable 
State or local housing quality standards or code requirements, and if there are no such standard or 
code requirements, the housing must meet the housing quality standards in 24 CFR 982.401. 
 
D. Required Inspections.  
 
The City of El Paso undertakes ongoing property inspections, in accordance with §92.504(d). 
 

1. On-Site Inspections and Financial Oversight.  The City of El Paso inspects each 
project at project completion and during the period of affordability to determine that the 
project meets the property standards of § 92.251. 
 
2. Completion Inspections.  Before completing the project in the disbursement and 
information system established by HUD, the City of El Paso performs an on-site inspection 
of HOME-assisted housing to determine that all contracted work has been completed and 
that the project complies with the property standards of § 92.251. 

 
3. Ongoing Periodic Inspections of HOME-Assisted Rental Housing.  During the period 
of affordability, the City of El Paso performs on-site inspections of HOME-assisted rental 
housing to determine compliance with the property standards of § 92.251 and to verify the 
information submitted by the owners in accordance with the requirements of § 92.252.  The 
inspections are in accordance with the inspection procedures that the City of El Paso has 
establishes to meet the inspection requirements of § 92.251. 

 
 
E. Inspection Frequency 
 
Property Owner Certification 
 
The property owner is required to annually self-certify to the City of El Paso, that each building 
and all HOME- assisted units in the project are suitable for occupancy, taking into account State 
and local health, safety, and other applicable codes, ordinances, and requirements, and the ongoing 
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property standards established by the City of El Paso to meet the requirements of § 92.251 by 
submitting a certified letter stating suitable occupancy compliance. 
 
Note:  The City of El Paso reserves the right to verify the self-certification through a full inspection 
based on health and safety concerns. 
 
Scheduling Inspections 
 
The on-site inspections must occur within 12 (twelve) months after project completion and at least 
once every three years thereafter during the period of affordability. 
 
Inspection procedures 
 
The City of El Paso has established written inspection procedures that include detailed inspection 
checklists, description of how and by whom inspections will be carried out, and procedures for 
training and certifying qualified inspectors.  The procedures also describe how frequently the 
property will be inspected, consistent with this section, § 92.209, and §92.504(d). (See checklist 
attachment) 
 
Inspections 
 
Inspections are based on a statistically valid sample of units appropriate for the size of the HOME-
assisted project, as set forth by HUD through notice.  For projects with one-to-four HOME-assisted 
units, the City of El Paso must inspect 100 percent of the HOME-assisted units and the inspectable 
items (site, building exterior, building systems, and common areas) for each building housing 
HOME-assisted units. 
 
All housing occupied by tenants receiving HOME tenant-based rental assistance must meet the 
standards in 24 CFR 982.401 or the successor requirements as established by HUD.  The City of 
El Paso jurisdiction must perform annual on-site inspections of rental housing occupied by tenants 
receiving HOME-assisted TBRA to determine compliance with these standards. 
 
 

Deficiencies 
 
If there are observed deficiencies for any of the inspected items in the property standards 
established by the City of El Paso, in accordance with the inspection requirements of §92.251, a 
follow-up on-site inspection to verify that deficiencies are corrected must occur within 30 days.  
 
The City of El Paso may establish a list of non-hazardous deficiencies for which correction can be 
verified by a re-inspection.  Health and safety deficiencies must be corrected immediately, in 
accordance with § 92.251.  
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The City of El Paso has adopted a more frequent inspection schedule for properties that have been 
found to have health and safety deficiencies in accordance with the Compliance in HOME Rental 
Projects Manual. 
 
In relation to deficiencies, see Chapter 6 in the Compliance in HOME Rental Projects Manual. 
 
Corrective and remedial actions 
 
The City of El Paso has procedures for ensuring that timely corrective and remedial actions are 
taken by the project owner to address identified deficiencies in accordance with the Compliance 
in HOME Rental Projects Manual.  For information on the corrective and remedial actions, see 
Appendix II-5. 
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3.0 Environmental Regulation  
 
The primary objective of the HUD environmental review is to identify specific environmental 
factors under 24 CFR Part 58 regulations that may be encountered at potential project sites and to 
develop procedures to ensure compliance with regulations pertaining to these factors.  The City 
acts as the Responsible Entity (RE) to ensure all regulations are implemented under the National 
Environmental Policy Act (NEPA). 
 
The City of El Paso programs vary in terms of the type of application, the scope of program 
activities and geography, a standard set of review documents and procedures designed to produce 
a consistent programmatic environmental review that provides for the greatest protection and 
accountability across all HUD related activities. 

 

The HUD environmental review process within the City’s jurisdiction must be completed before 
federal funds can be utilized for the following programs: 
 

• Community Development Block Grant (CDBG) 
• Home Investment Partnership Program (HOME) 
• Emergency Solutions Grant (ESG) 
• Housing Opportunities for Persons with Aids (HOPWA) 
• Homeless, Housing and Services Program (HHSP) 
• Supportive Housing Programs 
• Other grants that require 24 CFR Part 58 compliance 

 

For a complete review of 24 CFR Part 58 environmental review regulations, see the City’s 
Environmental Review Policy, Procedures, and Standards 24 CFR Part 58 manual. A sample of 
attachments utilized within an environmental review will be included in this compliance manual.  
However, all attachments will be included in the Environmental Review Policy, Procedures, and 
Standards 24 CFR Part 58 manual. 
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Environmental Review Record (ERR) References 

 

Historic Preservation 

Section 106 Submissions – Need to create an account 

https://xapps.thc.state.tx.us/106Review/ 

FEMA Flood Maps 

https://msc.fema.gov/portal/ 

Wetlands 

https://www.fws.gov/wetlands/Data/Mapper.html 

Endangered Species 

https://www.fws.gov/endangered/ 

Farmlands 

https://www.nrcs.usda.gov/wps/portal/nrcs/detail/national/technical/nra/nri/results/?cid=nrcs143
_013686 

Airport Noise 

http://gis-arcgis02/communitydevelopment/ 

HUD DNL Calculations (if necessary) 

https://www.hudexchange.info/environmental-review/dnl-calculator/ 

Explosives 

ASD Calculations (if necessary) 

https://www.hudexchange.info/environmental-review/asd-calculator/ 

Airport Hazards 

https://www.epa.gov/nepa/nepassist 

Toxic / Contamination 

https://www.epa.gov/nepa/nepassist 

 

Mapping Tools 

http://gis-arcgis02/communitydevelopment/ 

** Load Google Earth on computer – IT request 
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Environmental Review Guidance 

 

HUD 

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

Environmental Review Training 

https://www.hudexchange.info/trainings/wiser/ 

Environmental Review Records Management 

HEROS – (Submit Environmental Review Records electronically) (Need to create an account) 

https://heros.hud.gov 

 

 

Environmental Review Point of Contacts 

Laura Myers 
Field Environmental Officer 
HUD – Ft. Worth Regional Office 
Ft. Worth, TX 76102 
817-978-5947 
laura.l.myers@hud.gov 
 
Belinda Briseno 
HUD-Ft. Worth Regional Office 
801 Cherry Street 
Unit 45, Suite 2500 
Fort Worth, TX 76102 
Belinda.briseno@hud.gov 
 
* Mail RROF to this individual and email copies of RROF package to this individual too. 
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4.0 Non-Compliance 
 

As stated previously within this manual, during a monitoring on a sub-recipient, the primary goal 
for the compliance staff is to be assured that the sub-recipient complies with the requirements by 
both the City and HUD.  However, a program may fail to meet the compliance standards that are 
set forth in the written agreement and go non-compliance. 

Non-compliance composes to two types: concern and finding. 

Concern 

A concern is a deficiency in the sub-recipient’s program performance that is not based on statutory, 
regulatory, or program requirements.  Corrective actions are not authorized, however, DCHD staff 
(made by the compliance staff and/ or the assigned grant administrator/ planner) will provide 
recommendations and explain to the sub-recipient that the concerns can become findings if they 
receive grant funding for the next fiscal year.  Among one of the recommendations will be 
technical assistance conducted by the grant administrator/ planner.  Technical assistance is a form 
of educating the sub-recipient in understanding and guiding them of how the program should 
present its requirements.  The grant administrator/ planner will lead in providing technical 
assistance to the sub-recipient. 

Finding: 

A finding is a deficiency in the sub-recipient’s program performance based on material 
noncompliance with a statutory, regulatory, or program requirements.  If a finding is detected, 
corrective actions or sanctions are authorized.  The compliance staff must be 100% positive during 
the preliminary conclusions that a finding is discovered to explain to the sub-recipient during the 
exit conference meeting.  In addition, the assigned grant administrator/ planner is notified.   

If there is the possibility of a finding, compliance staff must consult with the assigned grant 
administrator/ planner on the preliminary conclusions.  The compliance staff still consults with the 
sub-recipient with the preliminary conclusions of a finding, but also must explain to them that they 
will be notified on the final conclusions.  This is to get overall feedback with the assigned grant 
administrator/ planner to decide if the preliminary finding is conclusive.  Overall, whether 
preliminary or conclusive, if a finding is determined, the sub-recipient must correct it. 

Corrective actions are offered by DCHD staff to the sub-recipient to have them return to full 
compliance for the fiscal year.  It is advocated ideas into how a non-compliant program can receive 
a compliant status, in addition to improving the program.  Among the suggestive ideas will be a 
recommendation of technical assistance by the grant administrator/ planner.   
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During the monitoring on-site visit, the compliance staff will have preliminary conclusions.  The 
compliance staff must be 100% certain that non-compliance on the program has occurred.  It will 
be a discussion that will involve the sub-recipient during the exit conference meeting, and with the 
assigned grant administrator/ planner when the staff return back from the on-site monitoring that 
there is a finding and/ or concern with the program. 

A finding and/ or concern is not always 100% fully determined during a monitoring on-site visit.  
They will still notify the sub-recipient during the exit conference meeting the preliminary 
conclusions that there is a possibility of a finding and/ or concern.  The sub-recipient will receive 
a follow-up before an official notification once the compliance staff and the assigned grant 
administrator/ planner have a discussion. 

From the preliminary conclusions, the compliance staff will discuss with the assigned grant 
administrator/ planner of a possible finding and/ or concern.  Reasons to discuss preliminary 
conclusions with the assigned grant administrator/ planner about a possible finding and/ or concern 
is: 1) communication is necessary between the compliance staff and the grant administrator/ 
planners, 2) the assigned grant administrator/ planner will have a better detail understanding of the 
scope of work on the sub-recipient’s program since they work with the program coordinators on 
the goals.  The compliance staff is reviewing a program in accordance to the written agreement 
and there may be more logical reasoning into how the program does their programmatic and may 
be more acceptable than what is believed. 

The final conclusions are made within the discussion. 

If a finding and/ or concern is determined, the compliance staff notifies management the situation.  
The assigned grant administrator/ planner and their direct supervisor is included in the notification.  
The compliance staff will fully brief management after the notification, and the next steps is to 
submit a monitoring report to the sub-recipient with its conclusions.  Whether non-compliance or 
compliance, a monitoring report is sent out to the sub-recipient no less than 30 days after the on-
site monitoring.  The monitoring report, under a finding and/ or concern, the compliance staff  must 
thoroughly detail each finding and/ or concerns on the sub-recipient’s program.  The compliance 
staff, with recommendations from the assigned grant administrator/ planner, will give corrective 
actions that the sub-recipient should implement for the program to receive a compliant status.  
Technical assistance will be one of those recommendations.  The monitoring report will be sent to 
the sub-recipient by both email and postage mail. 

Within the formal letter, the Department of Community and Human Development will inform that 
the sub-recipient will have a certain of number of days window (in accordance to the written 
agreement), starting from the date of the letter, to begin an initiative action plan to address the 
findings and/ or concerns.  Once the sub-recipient has received the formal letter, they are required 
to respond to the monitor letter addressing the issues.  This is stated in the terms of the written 
agreement.  Normally, the sub-recipient will have thirty (30) days to submit a response letter.  
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However, the written agreement will state the total number of days a sub-recipient will have to 
respond back to the monitor letter.  A failure to respond to the formal monitoring letter within the 
timeframe will lead to additional penalties (i.e. suspension of future payments) by the authorization 
and approval of both the Director and the Administrative Services Manager. 

While the sub-recipient is working on corrective actions from the findings and/ concerns, both the 
compliance staff and the assigned grant administrator/ planner should review the written 
agreement with regards to the program.  Specifically, within the terms of what may occur should 
the sub-recipient continue to follow a non-compliant status.  Department staff must keep a positive 
outlook within this scenario.  Both compliance staff and the assigned grant administrator/ planner 
must consider that the sub-recipient will be able to meet the corrective actions before the deadline 
given.  By having the DCHD staff better understand the contract, they can present the department 
management options to what can occur if the sub-recipient fails to corrective the non-compliance. 

Most contract agreements will have clauses that carry penalties if the sub-recipients does not 
comply in finishing or near completion of corrective actions towards the findings and/ or concerns.   

If the sub-recipient does fail, the Director will make the final determination after collecting all the 
information from the department staff and management.  During this determination, the Director 
at their discretion could give an additional extension of time for the sub-recipient to complete its 
corrective actions.  The Director will judge the extension based off extenuating circumstances. 

Should the Director decide that all resources have been exhausted to have the sub-recipient be in 
compliant for the program, the contract will be at full breach and terminated.  The City Attorney’s 
Office will be notified that the contract is breached and to proceed to terminate the agreement.  
The City Attorney’s Office will take over the situation and update the Director and her 
management team the status. 

As previously stated, each written agreement will vary on the language in accordance to the 
program with the sub-recipient. 
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8/12/2020 Amendment. 

 

The following amendment was approved by departmental management.  This amendment of 
protocols will relate to sub-recipients failing to submit monthly reimbursement reports to the 
assigned grant administrator/ planner. 

 
 

 

  



 Community + Human Development Compliance Manual P a g e  |  4 5  

5.0 State of Disaster- National Emergency Procedures 
 

COVID-19 is classified as an infectious disease caused by a severe acute respiratory syndrome 
coronavirus strain.  It was identified in China on December 2019, and has spread worldwide where 
the World Health Organization classified in 2020 as a pandemic as more than 25 million people in 
over 187 countries and territories were diagnosed, and more than one million have died worldwide 
with the virus strain. 

 

The Department of Community and Human Development has established protocols for compliance 
during the COVID-19 pandemic and for future unforeseen State of Disaster and National 
Emergency events. 

Safety is the primary focus for both City staff and its sub-recipients. 

Once a declaration of such catastrophic event that involves city, state, and federal to declare, the 
City shall invoke any protocols for its staff and community regarding safety.  Those protocols 
could involve City department shutting down their offices to the public for the concern of everyone 
and have City staff begin working remotely from their personal homes to continue City business.  
The City will decide when offices will reopen to the public and when City staff (if any are working 
remotely) will return to their offices to continue working from their desks instead from their homes.  
This is a scenario that can occur; similar to the situation that happened Spring 2020 during the 
COVID-19 pandemic.  

During this situation, the Department of Community and Human Development compliance staff 
shall notify all sub-recipients that have been issued notifications for monitoring within the next 
days, weeks, and months that their on-site or desktop monitoring has been postponed until further 
notice.  If sub-recipients carry non-compliance issues from a current monitoring and were 
scheduled for a follow up, the Director will initiate a clause in the written agreement to extend the 
period until both local and state authorities deem the State of Emergency and National Emergency 
has been lifted. 

Since the City may declare City staff to work remotely from their homes, the Department of 
Community and Human Development will follow the ordinance set by the City, however, are 
aware that management may declare certain staff members to continue working in the department’s 
main offices due to the nature of their job duties.  Those working in the main offices, management 
are required to provide Personal Protective Equipment (PPE).  Staff working from home that need 
to go to the offices for work-related activities will require approval from management.  Work-
related activities could be City access to input or retrieve data, collect files, or job duty related 
activities that requires the necessity to make the visit. 
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Grant Programmatic Monitoring 

Once compliance staff have notified all sub-recipients that were scheduled for monitoring, a 
decision to reschedule in the upcoming weeks or months should not be considered until the 
Director to the Department of Community and Human Development receives confirmation from 
the City that will allow compliance monitoring to continue.  This confirmation will include City 
staff returning back to work in the office. 

Once the City makes the decision to have all City staff return back to work in their offices, 
management will discuss with the compliance staff the status of monitoring for the current fiscal 
year.  The department should view the current timeframe of the fiscal year and additional factors 
to where monitoring can continue.   

Factors can be: 

 Is the fiscal year near its conclusion?   

 Status of current written contracts? 

 Status of sub-recipient’s organization following the State of Disaster and/ or National 
Emergency event? 

o How long will it take the organization to recover from the event? 
o How long will it take the program that is funded to fully comply with the written 

contract agreed with the City? 

 Status of department staff from the event? 
o State of mind of the staff? 
o Physical concerns of the staff? 

 

Compliance staff will provide their recommendations in writing to management to whether or not 
continue programmatic monitoring for the fiscal year within the factors. 

 

If programmatic monitoring resumes, compliance staff shall review the calendar to schedule 
programs that will be monitored.  Depending on the timeframe of the fiscal year, a certain number 
of programs will be monitored.  The number of programs monitored could be less than the average 
normal to keep the safety measures with the staff as high priority.  Any non-compliant programs 
that were scheduled prior to the State of Disaster/ National Emergency will be scheduled first to 
attempt a close out of the monitoring. 

 

  



 Community + Human Development Compliance Manual P a g e  |  4 7  

If on-site monitoring is allowed for the fiscal year.  During a programmatic monitoring at an on-
site facility, Personal Protective Equipment will be required to wear.  This is for safety concerns 
of both the compliance staff and the sub-recipient.  Programmatic monitoring will consist a rapid 
pace.  A quick entrance meeting, review, and exit meeting.  This is to assure the safety of the sub-
recipient and compliance staff. 

If on-site monitoring is allowed during a State of Disaster/ National Emergency, only compliance 
staff employees that do not have “at-risk” conditions defined by the City, Federal, and health 
guidelines will be allowed to conduct monitoring.  Any employee that has “at-risk” conditions will 
not be allowed during a State of Disaster/ National Emergency to monitor on-site.  City 
departments do not want to risk liability issues if an employee with “at-risk” conditions is put in 
the situation to monitor on-site. 

If a State of Disaster/ National Emergency continues into a new fiscal year, and monitoring will 
occur, a minimum of only 20% of the sub-recipients shall be monitored to reduce risk from staff 
and follow safety protocols under City and County Health guidelines. 

 

If programmatic monitoring does not resume.  All monitoring will be cancelled for the remaining 
of the fiscal year with the exceptions of sub-recipients that hold a non-compliance within the 
current fiscal year.  Compliance staff are required to complete and close out any sub-recipients 
that have programs that hold a non-compliance.  Since all grant funded programs require 
compliance staff to visit their facility to conduct programmatic monitoring due to federal and 
health regulations, negotiation between the City and the sub-recipient may occur to attempt making 
the on-site monitoring into a desktop monitoring to reduce the high risk of safety for compliance 
staff.  In addition, compliance staff may request with management to find additional 
recommendations to help reduce the high risk of safety (i.e. shorter version of programmatic 
monitoring). 

Programmatic monitoring will resume until the new fiscal year once the State of Disaster/ National 
Emergency has been lifted. 

 

Virtual Monitoring 

Virtual monitoring will be reviewed as an available option if: 

 HUD allows and approves virtual monitoring for grant programs.  The City must confirm 
with HUD if virtual monitoring will be allowable during the untimely event. 

 The written contract between the City and sub-recipient agree as an alternative if on-site 
monitoring is unavailable 
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o If virtual monitoring is not listed in the written contract, an amendment stating 
virtual monitoring as a possible option will be required for both the City and the 
sub-recipient.   

 The City exercises the option of virtual monitoring (if stated in the written contract), 
however both parties must work together in exercising this option. 

 The City must confirm with the sub-recipient if virtual monitoring is an available option.  
The sub-recipient may or may not have the available tools to conduct a virtual monitoring.  
The City must confirm if the sub-recipient current status of availability during the time of 
a national emergency/ state of disaster.  An example of status of availability can be the 
program has been paused and staff is on leave (i.e. furloughed or terminated) during the 
time of events. 

Virtual monitoring will use a share drive (i.e. SharePoint, OneDrive).  This share drive can come 
from either the City or from the sub-recipient.  Though for security reasons, it is recommended 
that the sub-recipient provide the share drive link.  The City’s share drive will be the secondary 
option if the sub-recipient does not have a share drive to use. 

Within the share drive, the sub-recipients will submit the requested documents required for review.  
Compliance staff should not make sub-recipients submit documentation that does not relate to the 
monitoring in the share drive.  Any documentation outside the monitoring should be discussed 
with the sub-recipient in other forms of communication. 

Evaluations of a virtual monitoring should be taken the same as a regular evaluation of a normal 
monitoring.  Compliance staff will complete it before the time frame given within the written 
contract, as well to the sub-recipient in responding to the follow-up/ close out letter. 

 

Hybrid Monitoring 

Hybrid monitoring is a combination of both virtual and on-site monitoring.  Virtual monitoring 
consists of the sub-recipient submitting non-sensitive documents through a share drive and conduct 
a video-conference meeting that will consist of being the entrance evaluation questionnaire.  
During an on-site monitoring, the questionnaire is part of the entrance meeting that happens 
between compliance staff and the program coordinators.  The video-conference meeting is to 
reduce exposure during a health situation.  The on-site monitoring will have one compliance staff 
member visit the facility to review the files.  If visiting the facility is not available, the secondary 
option in reviewing the sub-recipient’s files will be in secure and safe location.  This location will 
mainly be the department’s main offices.  Compliance staff will follow the City and health 
guidelines set forth when hosting a guest in an office.  This includes cleaning the room that will 
be used and limiting the number of individuals visiting the office. 
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Hybrid monitoring will be reviewed as an available option if: 

 HUD allows and approves virtual monitoring for grant programs.  The City must confirm 
with HUD if virtual monitoring will be allowable during the untimely event. 

 The City and the sub-recipient agree to a hybrid monitoring. 

 The City must confirm with the sub-recipient if virtual monitoring portion is an available 
option.  The sub-recipient may or may not have the available tools to conduct a virtual 
monitoring session. 

 The City has an available compliance staff employee that does not carry “at-risk” 
conditions in accordance with the City and health guidelines provided.  The City must take 
into consideration if a compliance staff employee has “at-risk” conditions, any site 
monitoring is not allowed for that individual.  The City does not want to be liable for a staff 
employee to be expose during those conditions.   

 

Financial Monitoring 

The staff accountant conducts the financial monitoring.  Financial monitoring will follow similar 
process to the grant fund program monitoring.  The staff accountant monitoring protocols differ 
from the compliance staff monitoring protocols.  The staff accountant does not monitor all 
financial programs during the fiscal year.  They follow in accordance with their risk assessment 
conducted earlier to understand which programs will require monitoring during the fiscal year.   

However, if the staff accountant does have financial monitoring that requires follow-up or needs, 
they will follow the current protocols for a financial monitoring prior to the State of Disaster/ 
National Emergency event.  The staff accountant will be required to have Personal Protective 
Equipment to conduct the financial monitoring.  Financial monitoring may be allowed to be 
conducted as a desktop monitoring.  The sub-recipient will deliver the required documents the staff 
accountant will need to conduct the financial monitoring at the department’s main offices.  Once 
the staff accountant completes reviewing the documents, the sub-recipient will be notified to return 
to pick up their documents.  A quick exit conference will be conducted.  Both the sub-recipient 
staff and staff accountant will maintain safety measures during the exit conference.  The results 
will be presented, and the sub-recipient will receive their close out letter days later. 

If financial monitoring is not required after the period of events, financial monitoring will resume 
the new fiscal year. 
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Housing Monitoring 

Housing monitoring/ inspections will follow similar protocols to both grant funded program and 
financial monitoring.  Since housing monitoring/ inspections have a scheduled set on specific date 
each year, the monitoring during the State of Disaster/ National Emergency can be conducted by 
desktop monitoring and/ or virtually at 20% or at least one (1) unit.  The desktop monitoring will 
be based on the condition of the State of Disaster/ National Emergency event.  Though it will be 
highly recommended for all clients for the Department of Community and Human Development 
to submit its files electronically.  It increases safety measures.  The department recommends to its 
clients to invest in setting a cloud-based share drive to insert their files and share the link with the 
department.   

 

Housing monitoring may continue by desktop monitoring or virtual monitoring once the State of 
Disaster/ National Emergency event has been lifted.  On-site monitoring for housing may be 
considered optional if desktop/ electronic monitoring is successful during the situational event. 

If on-site monitoring/ inspection is allowed during a State of Disaster/ National Emergency, only 
staff employees that do not have “at-risk” conditions defined by the City, Federal, and health 
guidelines will be allowed to conduct monitoring/ inspections.  Any employee that has “at-risk” 
conditions will not be allowed during a State of Disaster/ National Emergency to monitor/ inspect 
on-site.  City departments do not want to risk liability issues if an employee with “at-risk” 
conditions is put in the situation to monitor on-site. 

 

State and Federal Funded Monitoring 

In the event that the state or federal government provide monetary assistance to a State of Disaster 
and/ or National Emergency, the City of El Paso and its departments under the umbrella will follow 
all rules and regulations into how funding shall be provided. 

Financial and programmatic monitoring from additional funding for a State of Disaster and/ or 
National Emergency shall follow the rules and regulations from the state and federal government.  
The State and Federal government shall decide if financial and programmatic monitoring will be 
conducted by local government compliance (Department of Community and Human 
Development). 

If compliance is allowed from another funding source, department staff that operates monitoring/ 
auditing shall follow the guidelines the state and federal government set forth.  Compliance staff 
will not oversee any projects relating to outside funding sources.  This is to keep the staff separate 
from projects that may be potentially audited at the request of the state and federal government.  
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Grant administrators/ planners should be the ones to oversee projects under state and federal 
government funding sources. 

 

Overall 

Any additional protocols relating to State of Disaster and/or National Emergency shall be 
addressed by City officials and relayed to the department’s staff. 
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IN CLOSING 
 
This manual has outlined administrative policies and procedures in collaboration with the City of 
El Paso, Department of Community and Human Development (DCHD), and U.S. Department of 
Housing and Urban Development (HUD). 
 
Every effort has been taken to make sure the information in this manual is accurate and in 
agreement with the standards given from both the City and HUD. 
 
In the event future local, state, and federal programs that the department receives, the department 
will design and implement policy and procedures, and amend this manual to incorporate the 
program. 
 
In the event a conflict exists or develops that this manual does not afford a response, visit the HUD 
website for general information and/ or ask an immediate supervisor to the corresponding area of 
compliance for a solution. 
 
The City of El Paso and the Department of Community and Human Development retains the right 
to make any changes to the materials contained in this manual from time to time to meet changing 
conditions, rules and regulations in meeting standards with HUD.  Should new rules and 
regulations occur; revisions towards this manual will be updated to meet the standards that HUD 
deems necessary to be implemented for the City and the Department of Community and Human 
Development. 
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ADDITIONAL RESOURCES 
 
HUD Resources 
https://www.hudexchange.info 
 
HEROS 
https://www.hudexchange.info/programs/environmental-review/heros 
 
EPA’s NEPAssist Website 
https://www.epa.gov/nepa/nepassist 
 
FEMA Map Service Center 
https://msc.fema.gov 
 
U.S. Fish & Wildlife Service’s Information for Planning and Consultation tool (IPaC) 
https://ecos.fws.gov/ipac 
 
Web-based Instructional System for Environmental Review (WISER) – Must be completed 
by all new staff and used as a refreshment for current staff. 
https://www.hudexchange.info/trainings/wiser/ 
 
Financial Monitoring Guide 

https://www.nationalservice.gov/sites/default/files/resource/CNCS_Financial_Monitoring_Traini
ng_508_0.pdf 

 

City of El Paso, Community and Human Development 

https://www.elpasotexas.gov/community-and-human-development 

 

Record Keeping Management 

https://www.elpasotexas.gov/information-technology/records-management 
 
https://www.elpasotexas.gov/~/media/files/coep/facilities-fleet-
maintenance/cityrecordsordinance-018176.ashx?la=en 
 
https://www.hud.gov/sites/documents/22001C11ADMH.PDF 
 
https://www.hud.gov/sites/documents/DOC_17114.PDF 
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Glossary 

1. Categorical Exclusion Subject to 58.5 (CEST):  According to 58.35(a), CEST are activities 
that do not require an Environmental Impact Statement (EIS) or Environmental Assessment 
(EA) plus a Finding of No Significant (FONSI), but do require compliance with the other 
federal environmental laws and authorities listed at 24 CFR Part 58.5 as well as the other 
requirements at 24 CFR Part 58.6. 

2. Categorical Exclusion Not Subject to 58.5 (CENST):  According to 58.35(b), CENST are 
activities that would not alter any conditions that would require a review or compliance 
determination under the Federal laws and authorities cited in 58.5.  These activities are still 
subject to the related laws and authorities of 58.6. 

3. Census Definition of “Severely Disabled”:  Persons are classified as having a severe 
disability if they: (a) used a wheel-chair or had used another special aid for six months or 
longer; (b) are unable to perform one or more “functional activities” or need assistance with 
“ADL or IADL”; (c) are prevented from working at a job or doing housework; (d) have a 
selected condition including autism, cerebral palsy, Alzheimer’s disease, senility or dementia, 
or mental retardation.  Also, persons who are under 65 years of age and who are covered by 
Medicare or who receive SSI are considered to have a severe disability. 

Note: For purposes of this definition, the term “functional activities” includes seeing, hearing, 
having one’s speech understood, lifting and carrying, walking up a flight of stairs, and walking.  
An ADL is an “activity of daily living” which includes getting around inside the home, getting 
in or out of bed or a chair, bathing, dressing, eating, and toileting.  An IADL is an “instrumental 
activity of daily living: and includes going outside the home, keeping track of money or bills, 
preparing meals, doing light housework, and using the telephone. 

4. Certified Public Accountant:  An accounting professional who has passed the Uniform CPA 
examination and other additional state certification and experience requirements.  A CPA must 
complete a college level accounting program, pass the Uniform CPA exam, and have a certain 
amount of professional work experience in accounting.   

5. CHDO:  At least 15 percent of HOME Investment Partnerships Program (HOME) funds must 
be set aside for specific activities to be undertaken by a special type of nonprofit called a 
Community Housing Development Organization (CHDO).  A CHDO is a private nonprofit, 
community-based organization that has staff with the capacity to develop affordable housing 
for the community it serves.  To qualify for designation as a CHDO, the organization must 
meet certain requirements pertaining to their legal status, organizational structure, and capacity 
and experience. 

6. Community Development Block Grant (CDBG):  A flexible program that provides 
communities with resources to address a wide range of unique community development needs.  
The program works to ensure decent affordable housing, provide services to the most 
vulnerable in local communities, and create jobs through the expansion and retention of 
business. CDBG appropriation is allocated between States and local jurisdictions called “non-
entitlement” and “entitlement” communities. 

7. Concern:  A problem noted by the compliance staff that has not yet put the sub-recipient out 
of compliance with the contract but might at some future date.  If not properly addressed, it 
can result in sanctions. 
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8. Contract Term:  This is the term during which the contract is in effect and is clearly stated in 
each contract.  Expenses requested for reimbursement must be incurred during the term of the 
contract.  Services billed as units must be performed during the contract term. 

9. Determination of Effect:  An application that needs to be filed if a property/ structure is 
determined to be listed or is eligible for listing in the National Register of Historic Places by 
the Texas Historical Commission (THC).  The application is a detailed explanation of all 
proposed construction activities-both interior and exterior in the case of renovation and 
includes plans, specifications, and photographs of the project. 

10. Documentation:  Not only must a client meet the criteria for eligibility, you must have 
documentation to prove that eligibility present in your files.  The appropriate eligibility 
certification is attached to each contract.  Documentation of income and residence must be 
obtained for each client served under the entitlement grant program and updated once every 12 
months.  Should you have a client whom you cannot document under these guidelines, the 
services cannot be counted and billed towards the entitlement grant contract.  Documentation 
should be obtained for each client prior to providing services under the entitlement grant 
contract.  If documentation is obtained for the client later, and the client was not billed for 
another funding source, previous units served to the client may be billed to this contract.  

11. Emergency Solutions Grant (ESG):  A federal program established through the Stewart B. 
McKinney Act of 1987, amended by the Homeless Emergency Assistance and Rapid 
Transition to Housing (HEARTH) Act of 2009, which places a new emphasis on assisting 
individuals and families to quickly regain stability in permanent rental housing after 
experiencing a housing crisis and/or homelessness.  The purpose of the program is to help 
improve the quality and quantity of emergency shelters for homeless persons, to help cover the 
costs of operating emergency shelters for homeless persons, to help cover the costs of operating 
emergency shelters and transitional housing, to fund essential supportive services for homeless 
individuals and families so they can access needed services to improve their situation.  The 
program is also use to fund short-term rental assistance to prevent homelessness, as well as to 
help move homeless people back into permanent rental housing.  The program can also assist 
street outreach programs to connect unsheltered homeless persons with local housing and 
supportive services. 

The funds are available annually and are awarded through the Department of Community and 
Human Development through a grant’s application process. 

12. Entitlement Grant(s):  CDBG -Community Development Block Grant Program (Annual) 
ESG – Emergency Solutions Grant Program (Annual) 
HOPWA – Housing Opportunities for Persons with AIDS (Annual) 
HHSP – Homeless, Housing and Services Program 

13. Environmental Assessment (EA):  Environmental assessment are activities that are neither 
exempt nor categorically excluded. 

14. Environmental Impact Statement (EIS):  Is known to be the highest level of review and is 
required after the completion of an Environmental Assessment (EA) that shows the project is 
determined to have a potentially significant impact on the human environment.  EIS are 
activities that are neither exempt nor categorically excluded, which exceed the threshold of 
activities requiring an Environmental Assessment (EA). 

15. Exempt:  Activities that meet the requirements of 24 CFR 58.34(a)(1) to (11) do not have to 
comply with the other provisions of law or authorities cited in 58.5 except for the applicable 
requirement of 58.6. 
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16. Findings:  A deficiency in the agency’s program performance regarding compliance with the 
Contract, HUD regulations, or DCHD policy for which sanctions or other corrective actions 
are authorized.  Findings are formally noted in the written report, and the agency is given a 
reasonable period in which to correct them. 

17. First Time Home Buyer Program (FTHB):  A program intended to assist low- and moderate-
income individuals and families in achieving their goal of homeownership as well as to 
promote affordability.  The program provides zero percent (0%) deferred loans to first time 
homebuyers purchasing a property in the City of El Paso.  The City only accepts applications 
from participating lenders and are processed on a first come, first-ready, first serve basis. 

18. Home Investment Partnership Program (HOME):  A program that provides formula grants 
to States and local communities that are often with local nonprofit groups.  The program funds 
a wide range of activities that include building, buying, and/or rehabilitating affordable 
housing for rent or homeownership or providing direct rental assistance to low-income people.  
This program is the largest Federal block grant to state and local governments designed 
exclusively to create affordable housing for low-income households. 

19. Homeless Definition:  According to the McKinney Act, a homeless person is defined as one 
who lacks a fixed regular nighttime residence and an individual whose primary nighttime 
residence is: (a) a shelter for temporary accommodation, including welfare hotels, congregate 
shelters, and transitional housing for the mentally ill; (b) an institution providing temporary 
residence for individuals intended to be institutionalized; (c) a public or private place not 
designated for, or ordinarily used as a regular sleeping accommodation for human beings. 

20. Homeless, Housing and Services Program (HHSP):  Allowable activities that include 
construction, development, or procurement of housing for homeless persons; rehabilitation of 
structures targeted to serving homeless persons or persons at-risk of homelessness; provision 
of direct services and case management to homeless persons or persons at-risk of 
homelessness; or other homelessness related activity.  The program was established during the 
81st Texas Legislature through an appropriations rider and codified during the 82nd Texas 
Legislature.  The state provides funding to the eight largest cities in support of services to 
homeless individuals and families. 

21. Household:  All persons related by blood, marriage or adoption who reside in the same 
dwelling.  This includes grandparents, aunts, adult children, siblings, etc. 

22. HUD:  The United States Department of Housing and Urban Development, funding source for 
Community Development. 

23. HUD Environmental Review Online System (HEROS):  The Office of Environment and 
Energy for HUD developed an online system for developing, documenting, and managing 
environmental reviews.  It covers all levels of environmental reviews for both Part 50 and Part 
58 projects and includes on-screen guidance for competing HUD environmental reviews. 

24. Independent Public Audit:  The independence of an auditor contracted by the parties that 
may have a financial interest in the business department being audited.  The auditor requires 
to carry out their work freely and in an objective manner.  Auditor contracted from the party 
may conduct an audit that is either internal or external or both based on the financial interests 
from the party. 
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25. Limited Clientele Designation:  The national objective of this contract is to benefit low and 
moderate-income persons.  HUD has granted a special status of “presumed benefit” to certain 
groups.  By virtue of a client being in this group, the client is presumed to be income eligible.  
The following groups are considered limited clientele:  

• Abused children 
• Battered spouses 
• Homeless persons 
• Elderly persons aged 62 years and older 
• Persons living with AIDS 
• Migrant farm workers 
• Adults meeting Bureau of Census’ definition of severely disabled persons 
•  

Note:  Limited clientele contracts clearly state this presumed benefit status.  The presumed 
benefit status is not applicable to HOPWA. 

26. Monitoring Checklist: A list of information that will vary based on the activity of monitoring.  
The checklist should identify the applicable laws and/or regulations with each activity area, 
the types of documentation required to maintain, and specify steps for site inspections and 
review of selected files. 

27. Monitoring Plan: A developed step by step process as to how compliance monitoring is 
conducted with the entities that is receiving Federal, State, and/or local funding. 

28. Monitoring Schedule: A specified date in the yearly calendar between the Compliance Staff 
and the sub-recipient when a monitoring visit will occur. 

29. Monitoring Visit: A site visit from the Compliance Staff with the sub-recipient to confirm 
that they are in full compliance based on the contract.  The staff will review during the visit to 
see if the facility has been maintained. 

30. National Environmental Policy Act (NEPA): A United States environmental law that 
promotes the enhancement of the environment and established the President’s Council on 
Environmental Quality (CEQ). 

31. National Objective:  The national objective of the entitlement grant contracts is to benefit low 
and moderate-income persons. 

32. Notice of Grant Award (NGA): A legal document given to the intended organization that 
indicates an award has been made and that funds may be requested from the designated 
Department of Health and Human Services payment system or office.  The award shows the 
amount of Federal funds authorized for obligation and the budget period for the approved 
project. 

33. Programmatic: The nature of long-term and strategic arrangement for the entity/ sub-recipient 
aimed at achieving a large-scale impact. 

34. Release of Lien (ROL): The final stage of the contract between a sub-recipient and the City 
of El Paso.  The City of El Paso holds the right to keep possession of the sub-recipient’s 
property until the debt owed is fully paid off.  Once the sub-recipient pays off the debt owed, 
the City releases the right of possession back to them. 

35. Responsible Entity (RE): The entity responsible in assuring that compliance under the 
National Environmental Policy Act (NEPA), and other related laws and all applicable 
environmental regulations.  Per HUD, the RE is held responsible for the environmental review, 
decision-making and actions.  The City of El Paso is the Responsible Entity. 
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36. Risk Assessment: An overall process of identifying any hazards or risk factors that have the 
potential of causing harm.  The strategy is to identify measures in eliminating or reducing any 
hazard or risk. 

37. Single Audit: An organization-wide financial statement and federal awards audit of a non-
federal entity that expends $750,000 or more in federal funds in one year. It provides assurance 
to the Federal government that a non-federal entity has adequate internal controls in place and 
is generally in compliance with program requirements.  Non-federal entities typically includes 
states, local governments, Indian tribes, universities, and non-profit organizations. 

38. Single-Family Owner-Occupied Renovation (SFOOR): A program that offers loans from 
the City of El Paso to help with basic home repairs.  This loan program can offer up to $65,000 
and can be repaid and/or deferred for a maximum of 30 years.  The program is primarily 
monitored through 1) loan, deferment, or both, 2) confirmation of individuals residing at 
residence assisted, and 3) home insurance requirements.   

39. Tiering: The 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.” A tiered review consists of two stages: 
a broad-level review and subsequent site-specific review. A tiered review must open with a 
complete and clear project description that defines that maximum anticipated scope of the 
project as specifically as possible. 

40. Uniform Property Condition Standards (UPCS): A set of standards used by inspectors 
working for HUD and the Real Estate Assessment Center (REAC) to assess the physical 
condition of public housing units and housing units which are insured by/assisted under various 
HUD programs.  These standards organizes properties for evaluation based on five inspectable 
areas: 1) site, 2) building exterior, 3) building systems, 4) common areas, and 5) unit.  
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APPENDIX: Housing 
 
II.1: Affirmative Marketing and Available Vacancies Report 
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II.2: Home Project Compliance Responsibilities 
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II.3: Uniform Physical Condition Standards Checklist 
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II.4: Levels of Non-Compliance from HOME 
 
Level One 

 
 
Level Two 
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Level Three 
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II.5: HUD Corrective Actions 
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APPENDIX: Environmental 

III-1: Environmental Review Process 
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III-2: Environmental Review Request Form 
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III-3: HUD-7015.16 Form 

 

 
  



 Community + Human Development Compliance Manual P a g e  |  7 1  

III.4: 8 Step Decision-Making Process for Executive Order 11988 
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III.5: Site-Specific Field Contamination Checklist 
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III.6: 8 Step Process Case Study Sample 
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III.7: HUD Form 7015.15 (updated September 2020) 
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