Please Check the Town Website {www.bridgtonmaine.org) For Meeting Cancellation Notices.

BRIDGTON BOARD OF SELECTMEN’S WORKSHOP MEETING AGENDA

DATE: Tuesday, November 17, 2020
TIME: 3:00 P.M.
PLACE: Bridgton Town Office, 10 Iredale Street

Please join my meeting from your computer, tablet or smartphone.
https://global. gotomeeting.com/join/540353221

You can also dial in using your phone.
United States (Toll Free): 1 866 899 4679
United States: +1 (571) 317-3116
Access Code: 540-353-221
New to GoToMeeting? Get the app now and be ready when your first meeting starts:

https://global.gotomeeting.com/install/540353221

Call to Order

Pledge of Allegiance

Workshop with Bridgton Water District 3:00 P.M.- 4:30 P.M.

*Break from 4:30 P.M. —5:00 P.M.

Workshop with Community Development Committee 5:00 P.M.
a. Community Development Block Grant (CDBG) Funding

Adjourn

Board of Selectmen Page 1 of 1 November 17, 2020
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May 4, 2020
WAT-18-027

Town of Bridgton

Atin; Robert Peabody, Town Manager
3 Chase Street, Suite 1

Bridgton, ME 04009

RE: Bridgton Water District Updated Costs Sfor Lower Main Street
Dear Bob,
Water District for the Lower Main Street Water Main Replacement project, which is part of your

road reconstruction project. This letter documents our previous phone conversations and verbal
agreement regarding the shared costs of the project.

|
f
i
I am pleased to submit this letter to you that defines the financial obligations of the Bridgton ,'
!

As you are aware, the base bid for the water main portion of the project from Pratt & Sons was
$ 767,550.00. In addition to the base bid, the District work includes sharing some of the
common item costs that were jdentified within the Town’s subsection of the bid. These items
are listed as follows (values in parenthesis are Pratt & Sons bid prices for each item):

Item 637.071 Dust Control ($50,000)

Item 652.35  Construction Signs ($2,000)

Item 652.361 Maintenance of Traffic Control Devices ($30,000)

Item 652.38  Flaggers ($27,600)

Item 652.411 LED Variable Sign ($10,000)

Item 656.75  Temporary Soil Erosion and Water Pollution Control ($1 50,000)
Item 659.10  Mobilization ($150,000)

SR

The verbally agreed upon method for determining the percentage contributions for these shared
items was to use the percentage of total base bid costs for the water main and roadway
subsections (minus these shared cost items), and determine the percentage of the total cost of
each subsection. The understanding was that since the Town was adding the Bid Alternate #2 -



RE: Bridgton Water District Updated Costs for Lower Main Street Page No. 3

costs of the project, shouldn’t this amount also be shared with the District at the same 33
percent as noted above?

3. From previous verbal agreements between the District and the Town, the District has
agreed to pay the Town $10,000 for costs related to surveying of the project sites, since
the District is utilizing that information to develop their-own plans for the shared project
areas.

4. Finally, at this point the only other credit that we are waiting for relates to the elimination
of the CDBG requirements under the construction project. My understanding from the
preconstruction minutes is that the CDBG funding is not paying for any of the
construction costs for Lower Main Street, even though it was included in the original bid
documents, Therefore, I would expect the Town and the District to obtain a significant
savings from Pratt & Sons due to the elimination of the wage rates, as well as the fact that
the Contractor no longer has to provide any of the supporting documentation related to
the CDBG funding, such as weekly payroll sheets. 1 would assume that once the Town
determines/negotiates the credit due from Pratt & Sons, that the Town will then notify the
District of their share of the savings. I would recommend that the same 33 percent apply
to those savings, similar to the shared costs stated above.

In conclusion, at this point, according to my records, the District share of the project cost is
$ 905,968.00, and is expected to be reduced below that with the CDBG credit and potential

shared benefit of the completion schedule change.

I wanted to document this for the District and Town. If you disagree with any of the statements
listed above, please do not hesitate to contact me.

Sincerely,

Boyd A. Snowden, PE
President

Cc:  Bridgton Water District
Colin Dinsmore, HEB Engineers
Scott Emery, RD



TOWN OF BRIDGTON INVOICE #1003
3 Chase St., Suite 1 DATE: 08/10/2020
Bridgton, Maine 04009

207-647-8786

TO:

Bridgton Water District
PO Box 237

Bridgton, ME 04009

LOWER MAIN STREETSCAPE PROJECT BILLING TERMS Net 30

Water District Portion of Shared Items $138,468.00

Administrative Fee (.5% of Water District’s total project cost, $906,018.) $4,530.09
| TOTAL DUE | $142,998.05 |

Please remit payment to 3 Chase St., Suite 1, Bridgton, ME, 04009 Attn: Charisse Keach, Finance Officer.

Sincerely yours,

Charisse Keach

Finance Cfficer
207-803-9957
ckeach@bridgtonmaine.org

Cc: Robert A. Peabody Jr., Town Manager
Ce: Colin Dinsmore, Project Engineer
Cc: Boyd Snowden, Water District Engineer



FULL DEPTH RECONSTRUCTION OF ROADWAY

Alterate #2 $ 395,633 Balance
Alternate #1 ) 28,450

BW Share S 138,460 S 285,623
#308.36 Reclaim S 41,940 S 243,683
Wastewater Share S 61,500 $ 182,183
|Value Engineering $ 100,000 $ 82,183
Finish 07/02/21 ] 50,000

5' of cover S 10,000

Ato D gravel S 15,000

Drainage slope $ 5,000

4' Forced main ) 10,000

Crushed Stone Fill S 10,000

Current Paving S 90,000 S 7,817
|Project Bid Award $ 1,588,588

Maine Bond Bank $ 1,355000 S (233,588)
294-7-7502 S 235,000

Capital Projects Reserve S 478,650

Contigency $ 487,879
Engineering Oversight S 95,000 S 392,879
Over All Contingency $ 392,879




F.0. BOX 236

MECHANIC FALLS, ME 04258 ™ PHONE (207) 345 3311

ing, FAX (207) 345-3313

GENERAL CRHTRACTORS
HEAVY « HIGHWAY * UTILITY « SITEWORK

April 10, 2020
RE: Value Engineering

As discussed, this morning, | have put the following list together for cost saving measures,

Change the contract completion date to 7/2/2021. Credit of $50,000.00
Allow us to install the remaining 4” FM pipe with 4’ of cover. Credit of $10,000.00
Allow us to install the 10* watermain with 5’ of cover. Credit of $10,000.00
Eliminate the “A” grairel item and allow us to use full depth type “D” gravel. Credit of $15,000.00
Eliminate the 6” U,D. item and change the S.D. pipe to U.D. in same areas. {This would be
installed per MDOT Specs) Credit of $10,000.00

Allow us to pick up and/or change slope of some drainage runs where applicable. Credit

$5,000.00 ;

L e

o

Nore of the above changes \n;ould compromise the integrity of the project. Hopefully this proposal Helps
move the project along. We look forward to building this job and many others with the Town of
Bridgton.

Sincerely,

Dan Ward

General Manager

We are an equal opportunity employer.




Town of Bridgton

Office of the Community Development Director

MEMORANDUM

To: Select Board

From: Linda LaCroix, Community Development Director

RE: 2020-2021 CDBG Program

Date: 10/16/2020

cC: Town Manager, Deputy Town Manager, CDAC Committee

The 2020-2021 Community Development Block Grant program season is upon us. Application forms are
anticlpated to be made available by County In early November, and pre-applications are due in to the
Community Development Advisory Committee by December 1, The Committee extends this invitation to
the Select Board to let the committee know of projects you would like to see done with the town
portlon of the funds, which is usually In the range of $130,000.

Attached Is background information on the program and process, including;

1. Anoverview presentation from County on program eligibility and requirements for projects,
applicants, and communities served (prepared for the 2019-2020 program year}.

2. A Milestones document outlining the required actions/activities throughout the program year.

3. A Bridgton policles and procedures manual from County detailing the milestones noted above,

Note that there have been muitiple changes to the program and requirements In this past year, most
notably of which is new contractual requirements on larger projects. If information on these details Is
desired, | will provide the Board with the bid documents plus contractual obligations directly from HUD.

| and the committee are looking forward to hearing your Ideas and to what we might be able to
accomplish this year with the set-aside. The agenda for the upcoming BOS meeting on October 27t
Includes time to speak to your inftial Ideas, but please do not hesitate to bring additional ones forward
over the next month prior to the pre-appiication deadline.

3 Chase Street, Bridgton, Maine 04009
207-803-9956 (direct line)  207-595-3560 {mobile)
LLaCrolx@BridgtonMaine.org
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Town of Bridgton
CDBG PROGRAM MILESTONES

Time Frame/Dates Activity Detafl
SPRING/SUMMER 2021 | Renegotiate contract with CCEML Stay in CCEJ or leave CCEl and return to
State’s HUD program, Currently Bridgton
receives 45% of South Portland’s set-aside
under the CCEJ. Negotiated every 3 years.
July 1,2022 | End Negotiation.
QUARTERLY CDBG Coordinator submits timesheets | Signed by Admin and direct supervisor.
for admin costs to county for
reimbursemeant.
JuLy START OF CURRENT PROGRAM YEAR | PROJECT START
July 10 | Public Service Projects
Final submission from prior year Narrative
programs; Invoices through June 30 | Beneficiary Tracking Repart
Final involce
July 20 | Public Service Projects
Admin Report
Admin reach out to current
recipients to go over required
submittals
Execute Contracts with Subrecipient
July 25 | Construction Projects
End of year reporting Current status and timeline for completion
David Bacon interview Project Start, mid-year, quarterly
Weekly Payroll forms
July 25 | Admin end of year reporting Qir 4 expenses/involces from subrecipient
AUGUST
Construction Projects
Meet with project department
Pre-construction site visit {photos)
Follow-up visits; DB Interviews
Payroli forms
SEPTEMBER
Menitor projects Construction status report
OCTOBER
Qtr 1 benefictary tracking/invoices Release payment to subrecipient
Construction Project status report
October 25 | Gtr 1 Report
NOVEMBER NEW PROGRAM YEAR APPLICATIONS
Meet with TM, Dept Heads, CDAC and
BOS re new projects
Submit application timeline to County
DECEMBER

Release Application

Past on Website, notice on FB

Host workshop (CDAC}

invite BOS

1 cumberland County Entflement Jurisdiction



Town of Bridgton | CDBG PROGRAM MILESTONES

Advise BOS of proposed projects

At BOS meeting so publicis informed

Meet with applicants to provide
guidance as needed

Reminder to open projects Qtr 2
reports due Jan 10

JANUARY

Qtr 2 Reporting _

New appllcations to County for
eligibility review

Prepare Scoresheets

Overview and scareshest training

CADC meeting

Application review meeting with CADC
and applicants

FEBRUARY

Qut to bid for construction projects

Open Mic

CADC

CADC complete scoreshieets

CADC application review meeting

Final CADC recommendations. Invita BOS.

Make recommendations to BOS

Place on BOS agenda; upload applications
to website; forward to Dept. heads and
County

Schedule Public Hearings (2} on
Applications {March)

BOS

Current program monitoring

{1) Service project; {1} Construction
project

MARCH

BOS public hearings on applications

BOS vote on proposed projects

Report vote and send application
packets ta County

Reminder to current project Qtr 3
reports due April 10

APRIL

Gtr 3 reporting from current projects

Construction projects status report

Submilt Qtr 3 report to County

Construction projects

Continue oversight

MAY

Award letters

Environmental review

File checklists

Ellgibllity documentation

Beneficiary Tracking form

JUNE

Subrecipient contracts

Verification tables and forms

Send reminder to subreciplents to
have documents in by June 10

Construction contracts

Interdepartmental Agreement
Contractor contract with town

Page |2



Town of Bridgton
CDBG Program

Policies and Procedures Guidebook



introduction:

The following document gives an overview of the Cumbrerland County Entitlement Jurlsdiction’s (CCEJ)
Community Development Block Grant entitlement {CDBG) program and outlines Bridgton’s participation
in this program. This document should be used as a guide for the management of the Bridgton CDBG
program and shouid be updated regularly based on programmatic and regulatory changes to the federal
CDBG program and to Bridgton’s administration of the program.

Background:

In 2005, Cumberland County started the process of qualifying to become an Urban County under the
U.5. Department of Housing and Urban Development’s {HUD) qualification system. By quallfying as an
Urban County, the CCEJ would receive a direct annual entitlement of CDBG funds based on HUD's
formula allocation. At the time, the City of Portland and the City of South Portiand both were recelving
direct CDBG entitlements through HUD. The remaining 25 towns and cities in Cumberland County all
participated in the State’s CDBG program. In orcer for Cumberiand County to qualify as an Urban
County, they needed a certain percentage of the municipalities to sign on to their entitlement
jurisdiction (the CCEJ). During these negotiations with the municipalities, the Town of Bridgton was
offered a set-aside of the CCE)’s CDBG annual allocation. It was negotiated that Bridgton would recsive &
set-aside of 45% of South Portland’s set-aside through the CCEJ.

As part of the Urban County renewal process through HUD, every three years the CCEl sends written
notice to all participating municipalities informing them of their option to remain part of the CCEl or
return to the State’s CDBG program. South Portland is the one exception to this pracess, if they choose
to leave the County program, they would return to a direct entitlement from HUD. It Is also important to
note that the City of Portland choose not to participate in the CCEl, they has continued to receive a
direct entitlement from HUD since the formation of the CDBG program in 1974, The Town of Brunswick
chose to remain part of the State’s CDBG program. The City of Westbrook Joined the CCE) in 2010,The
CCEl currently has 25 participating municipalities.

The Cumberland County and each participating municipality within the CCEl have the right to
renegotiate the terms of the agreement to participate every three years. If a non-participating
municipality chooses to join {ie. The City of Partland or the Town of Brunswick) they may join at any
time. If a CCEl participate would like to ieave the CCEJ, they must do so at the time of renegotiations.

The Town of Brldgton and Cumberiand County’s next opportunity to renegotiate the terms of Bridgton’s
participation in the CCEl or leave the CCEl and return to the State’s program will be in the
spring/summer of 2021 with a start date of the outcome from the negotiations on July 1, 2022, Between
2007 and 2020, the terms of Bridgton's participation In the CCEJ CDBG program have not changed.



CDBG Overview:

The Community Development Block Grant entitlement program provides annual grants on a formula
basls to entitled cities and counties to develop viable urban communities by providing decent housing
and sultable living environment, and by expanting economic opportunities, principally to low and
moderate Income persons.

All projects undertaken with CDBG funds, must need one of the following National Objectives: {1)
Benefit low-to-moderate income persons; (2) Aid in the prevention or elimination of slum or blight; {3)
meet a need having a particular urgency.

in addition to meeting a National Objective, all activities must be considered an eliglble activity
according to A full list of CDBG l.aws and Regulations can be found on the
page.

General Administration of the CDBG Program:

The Cumberland County Community Development Director and CDBG coordinator are responsible for
direct management of all CCE} projects, excluding Bridgton and South Portland. The Director and
Coordinator are also responsible to programmatic reporting, monitoring, and correspondence with HUD.
The South Portland CDBG coordinator and the Bridgton CDBG administrator are responsible for the
direct management of all projects jocated within their Jurisdictions. Frequent, open, and consistence
coordination is required between the County staff, the Bridgton CDBG Administrator, and the South
Portland CDBG Coordinator.

Bridgton CDBG Administration

The Bridgton CDBG administrator is responsible for the oversight of the Bridgton CDBG program and
direct management of all CDBG recipients within the town of Bridgton. The administrator is responsible
for understanding the CDBG programmatic progress, rules and regulations. The administrator is also
responsible for communicating this process, rules and regulations to the Town of Bridgton BOS, and all
CDBG subreciplents within the Town.

The Bridgton CDBG adminlstrator is required to keep a timesheet of hours spent on the management of
the CDBG program. These timesheets should be submitted on a quarterly basls to the County Staff at
the same time the Town requests reimbursement of admin costs. Timesheets should include a signature
verification fram both the adminlistrator and thelr direct supervisor.

Bridgton may use up 20% of their set-aside on the eligible administration and planning activities. A list of
eligible administration and planning activities can be found in the HUD regulation under
and



Month By Month Gulde

The following should be used as a month by month checklist for the Bridgton CDBG Administrator, This
Is a working document and should be updated by the County and Bridgton on an ongoing basis. The
guide begins with sur concurrent program year, which starts july 1. It is important to note that although
our program year begins July 1, many of the programmatic requirements for the curmrent yearand its
activities that begin as of July 1, will take piace in May and June of the prior program year.

July 2020

1. For Public Service Projects: All prior year {(Program Year 2019) subreciplents must submit a final
report to the Bridgton CDBG administrator no later than July 10, Final invoices for the year can
contain billable work up to June 30", Any work completed after fune 30 will not be expected
under the prior program year agreement. The following documents should be Inciuded in the
final report:

Written narrative closing out the subrecipients grant. This should include information
such as how the grant went, if they met, exceed, or fell short on their goals and why. If
they are receiving another CDBG grant, for the upcoming program year (i.e. 2020), they
should explain If they plan to do anything differently in the coming year.

Final beneficlary track report- this report should Include Quarter 4 as well as a summary
of all beneficiaries for the entire year. All subrecipients should use and summit the Exce!
beneficlary tracking form that the Town of Bridgton provides to the subrecipient at the
beginning of the program year.

Final invoice- This should be for expenses in Quarter 4 (April-lune). Back up
documentation, Including proof of payment, receipts, payroll, timasheet, atc, should be
included with each subrecipients Invoice.

The Bridgton {DBG Administrator should review all documents provided by the
subrecipients. The administrator should then review the Public Services Activity
Checklist for each individual project. If all documents on the checklist are in the
subrecipients folder, then final payment and a notice of grant completion should be sent
to the subreciplent. The Bridgton administrator should have this complete by July 20 in
order to get Bridgton’s Quarter 4 documents to the County by July 25%,

The Bridgton CDBG Administrator should follow up with all PY2020 subrecipients,
particularly any new subrecipients or new programs and make sure they understand
how to complete the beneficiary tracking forms. This is important to do in July so that
the subrecipient is not incorrectly filling out the forms for the entire 1% quarter.

The Bridgton CDBG Administrator should be in contact with subrecipients on a regular
basls. This could be monthly depending on the subrecipient’s needs or once each
quarter when your subrecipient submits their beneficlary tracking and involces.

2, For Construction Prajects: All prior year subreciplents {this Includes Town of Bridgton
departments) should submit an End of the Year report summarizing the current status of the
canstruction project and the timeline for project completion.



a. Fallow up with any project that is currently under construction. Fortultous Davis Bacon
Interviews should be conducted by the CDBG administrator or Bridgton’s DB Interview
designee. Ata minimum DB interviews are to be conducted once at the start of the
project, again mid-way through and at the end of the project. Additionally, whenever
new subcontractors appear onsite. The interviews should happen at least one a month
for the duration of the project.

b. Forall projects currently under construction, remind the contractor to submit payroll
forms to the Bridgton CDBG Administrator on a weekly basis, or at minimum, once a
month. Na invoice can be paid to a contractor until all payroli forms have been
submitted and verified for correct payment to all emplayees. — See

3. End of Year Reporting: The Bridgton CDBG Administrator will submit Bridgton’s Quarter 4
Report to County Staff no later than July 25% each year, if the report deadline falls on a
weekend, the report is due the following business day (the report is normally due July 25, but
luly 25 falls on a weekend In 2020 thereby the report will be do this year on the 27th). The
following documents should be Included in the End of Year Report:

a. Year-end admin report and Quarter 4 admin expenses for the CDBG administrator.
b. Year-end reports and Quarter 4 invoices, including backup, for each subreciplent.

August

1. Meet with the Bridgton department that will be responsibie for the uproming projects for the
year [PY2020 Sidewalk Project). Make sure everyone is on the same page for the project
timeline and the CDBG requirements for the project.

2. Conduct pre- construction site visits of the project and take photos. Summer time is a great time
to take photos of the sites it allows for a clear picture of what work will be done,

3. Continue to follow up with any project that is currently under construction. Fortultous Davis
Bacon interviews should be conducted by the CDBG administrator or Bridgton’s DB Interview
designee. The interviews should happen at least one a month for the duration of the project.

4. Remind contractors to submit their payroll forms to the CDBG Administrator on a bl-weekty
basis, or at minimum, once a month. No invoice can be paid to a contractor until all payroll
forms have been submitted and verified for correct payment to all employees.

September

1. Continue to monitor all construction projects
2. Send reminder emalls to all public service projects that Quarter 1 reports are due by October 10.

October

1. For Public Service Projects: collect and review the Quarter 1 beneficlary tracking reports and
involces. Once all of the documents have been reviewed for accuracy and completion, the CDBG
administrator should release payment to the subrecipients.

2. Follow up with all open construction projects and collect Quarter 1 (or quarter 5 for
construction projects only) status update reports.



3. Submit Bridgton’s Quarter 1 report to County staff no later than October 25, This report should
include a memo of what expenses you are requesting reimbursement for. Including the abave,
two items mentioned in bullet points one & two, as well as Bridgton’s COBG Administrator
admin expenses and back up.

November

1. Coordinate with County Staff on the creation of Bridgton’s 2021 CDBG application. The
application will change slightly every year. Bridgton administrator should conduct a meeting
with the Town manager, and department heads to discuss possible applications that the town
would like to submit.

2. Submit to County Staff Bridgton’s CDBG application timeline for 2021. This should include the
following items:

a. Release date of the application
b. Voiuntary Application workshop (at the request of the town of Bridgton Staff, this will
replace Bridgton’s Mandatory Applicants meeting that has taken place in previous
years).
¢ CDAC and BOS— meeting dates:
i. Overview of the CDBG application and score card meeting (January)
il. Review of applications (January)
fii. Applicant open mic meeting (January or early February)
iv. Scoresheet due date
v. Final review and recommendation meeting {February)
vi. BOS Meeting, public comment hearing, & approval of the CDBG recommendations
(Early March) — Bridgton needs give the County their final recommendations no
later thar March 26% of each year{ March 26, 2021)

December

1. Release Bridgton’s upcoming program year (2021) CDBG Application
2. Host a Voluntary Application Workshop

a. The Bridgton CDBG administrator should coordinate with County Staff to make ensure
someone from the County can attend the meeting and help to answer any CDBG
eligibility questions.

b. A reminder email about the workshop, strongly encouraging all Interested organizations
to attend the meeting should be sent out to all prior CDBG applicants and any
organization that has shown an interest in applying for CDBG funds.

3. The Town Manager should infarm the Bridgton BOS of all applications the town will be
submitting prior to the application deadline and review by the CDAC,

4. Schedule times to meet with any applicant needing technical assistance with completing their
application.

5. Send reminder emalls to all open CDBG projects that Quarter 2 reports are due January 10,



Januvary

1. Quarter 2 Reporting:

For Public Service Projects: collect and review the Quarter 2 beneficlary tracking reports
and Invoices. Once all of the documents have been reviewed for accuracy and
completion, the CDBG administrator should release payment to the subrecipients.

i. Compare each subreciplents goals from their contract & application with what
they have accomplished to date. They should have accomplished % of thelr goal
by the end of the second guarter, If the subrecipient Is behind their target,
schedule a meeting with them to discuss the Issue,

il. Compare each subrecipients total drawdown to the overali project budget, if
the subrecipient is well behind or ahead of 1/2 belng drawn, schedule a meeting
to discuss the issue,

Follow with all open construction projects and collect Quarter 2 {or quarter 6) status
update reports.

Submit Bridgton’s Quarter 2 report to County staff no later than January 25. This report
should include the ahove two items as well as Bridgton's CDBG AdmInistrator admin
expenses,

2. Upcoming Program year (2021) CDBG Applications

b.
[
d.
e
f.
g
February
1.

a.

Send reminder email to all interested parties about the upcoming program year (2021)
CDBG application deadline

Collect and review all upcoming program year {2021) CDBG applications. Send a copy of
all applications to County Staff for eligibility review

Recreate a summary sheet for all applicants, along with grant request.

Create CDBG Scoresheet for the CDAC

Email and or print a copy of all applications and the scoresheet for the CDAC.

Host the CDAC CDBG zpplication overview and scoresheet training meeting

Host application review meeting where the CDAC reviews and discusses the applications

Open Projects: Follow up with any open construction projects, many projects go out to bid
during the winter months. It is important to follow up so that the projects are ready for
construction in the spring/summer

Upcoming program year (2021) CDBG Application process:

e

Host Open Mic for all CDBG applicants. — Attending the open mic should not be
mandatory for the applicants, but it should be strongly encouraged. A% CDAC members
{without a conflict of interest) should attend this meeting.

Collect the scoresheets from all CDAC members (without a conflict of Interest), tally the
scores and send them out to the CDAC before the final discussion meeting

Host final review and recommendation meeting

The CDAC final recommendations should be made pubilc to all applicants so they have a
change to speak at the BOS public hearings. It should also be sent along to County Staff
Place a public hearing notice in the paper with the dates of the two BOS public hearings.
This natice should be placed at least 1 week prior to the first BOS public hearing.



3. Program Monitoring:

March:

b.

The Bridgton CDBG Administrator should choose a minimum of 1 Public Service and 1
Construction project for an on-site monitoring. These are projects currently underway.
A letter should be sent to each subrecipient chosen for the monitoring. The letter should
include a list of documents that will be reviewed during the onsite visit. A template of
this letter is attached as

The Monitoring template s attached as

The Monitoring template is attached as

1. The CDBG Administrator should attend the two March BOS meetings and speak on the
upcoming program year {2021) COBG recommendations by the CDAC
Once approved by the BOS the following items should be sent to County Staff before March 26

2,

April

a
b.
c
d.

Copy of the public notice in the paper

Both meeting agenda items

Final vote and approval of the upcoming program vear (2021) CDBG recommendations
Summary of all public comment from the CDBG public comment section of the BOS
meetings — this &k a regulatory requirement, there MUST be two public hearings

A copy of the meeting minutes for both meeting (by May 1)

Send reminder ematl to all subrecipients that Quarter 3 reports are due by April 10

Quarter 3 Reporting:

For Public Service Projects: collect and review the Quarter 3 beneficlary tracking reports
and invaices. Once all of the documents have been reviewed for accuracy and
completion, the CDBG administrator should release payment to the subrecipients.

i. Compare each subrecipients goals from their contract & application with what
they have accomplished to date. If the subreciplent is behind thelr target,
schedule a meeting with them to discuss the issue.

Il. Compare each subrecipients total drawdown to the overall project budget, if
the subrecipient is well behind or ahead of 3/4 being drawn, schedule a meeting
to discuss the issue,

Fallow with all open construction projects and collect Quarter 3 {or quarter 7} status
update reports.

Submit Bridgton’s Quarter 3 report to County staff no later than April 25. This report
should Include the above two items as well as Bridgton’s CDBG Administrator admin
expenses.

2. Construction:

April tends to be a VERY busy month for construction projects. The CDBG Administrator
should be working with all open projects to make sure they have the required bid
documents, current Davis Bacon wages, CDEG boilerplate, and are following the Town
of Bridgton’s procurement policy.



May

1. Award Letters
a. The Bridgton CDBG Administrator should send awerd letters to each upcoming program
year (2021) subrecipient. The Public Service Project Award Letters should request the
following:
i. Updated proof of insurance {showing insured through the next fiscal year)

. Updated budget and project goals

iii. Updated contact information

iv. A copy of any forms the organization will be using to collect beneficiary data

{e.g. intake or cilent application forms)

b. For Construction projects the Award Letters should request the following:
I. Updated scope of work (this is needed to complete the environmental reviews)
ii. Updated project timeline
fii. Updated budget
v. For any non-profits receiving a construction grant collect:
1. Updated contact information for the project manager
2. Updated proof of insurance

v,
2. Environmental Reviews
a. The Bridgton CDBG Administrator should complete an envircnmental review for all
approved upcoming program year (2021) Bridgton CDBG projects. The completed
reviews should be sent to County Staff for input into HUDs online Environmentai Review
system.-County staff is able to assist with any questions about completing the reviews or
collecting the appropriate documentation.
3. File Checkiists: Each new subrecipient should have an individualized file checklist to help make
sure that all required documentation is In their folder
a. For public service projects- See Aftochment § Public Service Checklist
b. For Construction projects through the town- Sec Atfochment 10 Town Construction
Cheodist
¢. For Construction projects through the a non-profit-

4. Eligibility Documentation: Each file should have a one page sheet stating the HUD Natfonal
Objective & Eligible Activity. to find the appropriate
eligible activity code.

a. Forpublic service projects-
b. For construction projects through the town-
Obj & Eligibility

5. Beneficiary tracking form: Create a beneficiary tracking form for all upcoming program year
{2021) public service projects. This form should include each public service projects individual
goals for the program year.



June

1. Contracts with upcoming program year (2021) Subrecipients: Once the Bridgton CDBG
Administrator has received the updated documents request in the each Award Letter, the
Administrator should create Subrecipient Contracts or interdepartmental agreements for each
subrecipient.

For non-profit public service projects-

b. Fortown operated public service projects -

¢ For Construction projects through the town-

The Bridgton CDBG Administrator will update Income verification tables, and verification forms

for the upcoming program year. Said documents must be provided to subrecipients pricr to the
start of the new program yeer. Please note income verifications change on an annual basis, for
the CDBG program this occurs usually at the end of June of each year.

Send a reminder emall to current program year (2020} Public Services projects reminding them

that they will need to submit the following documents to the Bridgton CDBG Administrator by
July 10:

Written narrative closing out the subrecipients grant. This should include information
such as how the grant went, if they met, exceed, or fell short on thelr goak and why. If
they are recelving another CDBG grant, for the current {2020) program year, they should
explain if they plan to do anything differently in the coming year.

Final beneficiary track report- this report should include Quarter 4 as well as a summary
of all beneficlaries. All subrecipients should use and summit the Excel beneficiary
tracking form that the Town of Bridgton provides to the subrecipient at the beginning of
the program year.

Final invaice- This should be for expenses in Quarter 4 (April-June). Back up
documentation, including proof of payment, receipts, payroll, timesheet, etc. should be
included with each subreciplents invoice.

Construction Project Contracts:

It is important to note that two sets of contracts need to be signed with construction projects.

1

A Contract or Interdepartmentai agreement between the Subrecipient and the Town of Bridgton.
This should be done as soon as there Is a ciear scope of work and the environmental review is
complete. Ideaily this should happen in June prior to the start of the program year.

Contract between the Contractor and the Town of Bridgton. This contract Is signed after a public
RPF has occurred. The Town must select the lowest gualified bidder.

For an example of a CDBG Construction Contract —

b. All construction bids and construction contracts MUST include the CDBG boilerplata, All

bidders are required to fill out the boilerplate, Contracts are not able to be signed untit
the Bridgton CDBG Administrator has received signed copies of all boller plate forms,
excluding the utilization form, which must be submitted when the project is complete
but before final payment is released to the contractor, —

*Note the income levels in this form change July 1, 2020



