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PUERTO RICO DEPARTMENT OF HOUSING
CDBG-DR/MIT PROGRAM
GRANT COMPLIANCE PORTAL (GCP) USER MANUAL
VERSION CONTROL

VERSION
NUMBER DATE REVISED DESCRIPTION OF REVISIONS
1 October 6, 2021 Original document.
2 March 03, 2022 Administrative section updated and added section
5.4.3.
Added new sections: Request for Information,
Procurement and Contracts Modules. Minor changes
8 June 21, 2022 throughout the document. Change of portal name
through the entire document.
Added new sections: Concierge, My Profile, Request
4 June 08, 2023 Contract Courtesy Review. Edits through the

document.

Added new sections related to the URA module. Edits
5 April 4, 2024 through the document, including new definitions
related to the URA module.
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1.Glossary

Agency - State Agency or person that acquires real property or displaces a person.

Allocated - The total amount of CDBG-DR/MIT funds for activities funded under a
Subrecipient Agreement (SRA), as amended. This amount is shown in the General
Information Section of the performance report and is entered by the SRA Administrator.

Business - Any lawful activity, excluding farm operations, conducted primarily for the
purchase, sale, lease and/or rental of personal and/or real property, as well as for the
manufacture, processing, and/or marketing of products, commodities, and/or any other
personal property. This also applies to activities involving the sale of services to the public,
outdoor advertising display purposes (when the display must be moved as a result of the
project), or activities carried out by a nonprofit organization that has established its
nonprofit status under applicable Federal or State law.

Displacement Dwelling — The dwelling unit from which an occupant must relocate as a
result of a CDBG-DR/MIT funded project.

Dwelling - The place of permanent or customary and usual residence of a person,
according to local custom or law. This includes a single-family house, a single-family unit
within a two-family, multi-family, or multi-purpose property, a unit within a condominium
or cooperative housing project, a non-housekeeping unit, a mobile home, or any other
residential unit.

Dwelling Site - Land area that is typical in size for similar dwellings located in the same
neighborhood or rural area.

Grant Manager Point of Contact (POC) - The staff member assigned or authorized by the
CDBG-DR/MIT Grant Manager to serve as the point of contact for the Subrecipient
regarding a specific CDBG-DR/MIT Program SRA.

Household - A family and/or individuals who reside together in a single dwelling, including
a live-in aid, if applicable.

Indicator — The quantitative method used to demonstrate that the Key Activities have
been performed.

Key Activity — The activities necessary to carry out the Key Deliverables.
Key Objective - The major objectives the Program wants to achieve.

Move-In Notice — Any written notice provided to an occupant who began occupancy
either after the initial official submission to PRDOH for funds for a project, or the execution
of a subrecipient agreement (SRA) funding the project. This notice is intended to inform
the occupant of their expected displacement due to the project before they occupy
the displacement dwelling.

Non-Residential Occupant — A business, farm or non-profit organization allowed to
operate under applicable State and Federal laws, legally occupying a dwelling site and
maintaining good standing, as outlined in a current occupancy agreement.
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Notice of Funding Availability (NOFA) — Refers to a competitive process that informs the
public that funding is available for a specific purpose and can be requested through an

application process.

PRDOH POC - The staff member assigned or authorized by the PRDOH to serve as the
point of contact for the Subrecipient regarding a specific CDBG-DR/MIT Program SRA.

PRDOH Relocation and Anti-Displacement Policy (RARAP) — A guideline for all PRDOH
CDBG-DR and CDBG-MIT Programs to ensure compliance with HUD URA Relocation and
Acquisitions regulations.

Procurement Processes — Any process by which the Subrecipient procures goods and
services associated with their SRA.

Program or Project - Any activity or series of activities undertaken by a Federal Agency
or with Federal financial assistance, received or anticipated, at any phase of an
undertaking in accordance with the Federal funding Agency guidelines.

Project Owner — The project owner for URA purposes is the subrecipient or subrecipient’s
designated representative, responsible for the administration of URA in, its entirety, for a
specified project receiving federal funding.

Relocation Plan — A coordinated plan of occupant relocation activities, completed by
the Subrecipient’s Relocation Specialist in accordance with HUD URA regulations, and
approved by the specified CDBG-DR or CDBG-MIT Program’s POC.

Relocation Specialist - Individuals who, on behalf of the Program, communicate with
entitled persons regarding URA. This term is synonymous with Case Manager.

Repository - Space within the Grant Compliance Portal (GCP) used to file documents
from awarded procurement processes.

Request for Information (RFI) — A process for gathering information about a specific topic
in a fimely manner.

Source of Verification — The documentation used fo verify that the Indicators have been
met, and thus the activities are complete.

SRA Administrator (Back Office Administrator) — The staff member assigned or authorized
by the Grant Manager or PRDOH to administer and set up Subrecipients, Programs, and
SRAs in the Grant Compliance Portal (GCP).

Standard Operating Procedure (SOP) - A collection of policies utilized to ensure
compliance with URA HUD Relocation Regulations.

Subrecipient - Non-Federal entity that receives a subaward from a pass-through entity to
carry out part of a Federal program; excluding individuals who are beneficiaries of such
program. A subrecipient may also directly receive other Federal awards from a Federal
awarding agency. The Subrecipient is also considered the URA Project Owner.
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Subrecipient Agreement (SRA) - The agreement executed between the entity

(Subrecipient) receiving funding and the Puerto Rico Department of Housing (PRDOH)
from a PRDOH CDBG-DR/MIT Program.

Subrecipient Contract Manager (Subrecipient or User) — The staff member assigned to
report on the Subrecipient’s projects or activities funded under a CDBG-DR/MIT Program
SRA.

Target — The goal for each of the Indicators.
Timeline — Expected completion date or timeframe.

Uniform Relocation Act (URA) - Uniform Relocation Assistance and Real Property
Acquisition Policies Act of 1970 (URA), as amended, 42 U.S.C. § 4601 et seq.

Utility Costs - Expenses for electricity, gas, other heating and cooking fuels, water, and
sewer.

The remainder of this page was intentionally left blank.
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2.Infroduction

This user guide is designed to assist those who administer and manage grant funds of the
Community Development Block Grant - Disaster Recovery (CDBG-DR) Program and the
Community Development Block Grant - Mitigation (CDBG-MIT) Program. Subrecipient
activities under these programs will be reported and monitored through the Grant
Compliance Portal (GCP). Created for the Puerto Rico Department of Housing (PRDOH),
this portal will be used by Subrecipient Contract Managers, Program Managers Points of
Contact (POC), Grant Manager POC, PRDOH POCs, and Subrecipient Agreement (SRA)
Administrators to report on and monitor the use of program funds.

Through the GCP portal, Subrecipients will
complete and submit reports of program
and SRA progress. In addition, through the
portal Subrecipients will have additional ‘
support, which includes requesting EPARTMENT OF h
procurement courtesy reviews, submitting HOUSING ‘
procurement processes for publication,
and requesting information to the
programmatic area.
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Grant Compliance Portal

Access to the GCP portal will require user
login credentials. If you do not have login Log in to your account
credentials, please send an e-mail to:
helpdeskpr@hornellp.com with a copy
(cc:) to your Program POC.

Email Address

In the GCP portal, accomplisnments for
Key Deliverables and Activities, schedule
changes, program income, and other

transactions involving grant funds will be
monitored for compliance. As such, it is
important that subrecipients familiarize
themselves with the system and maintain Figure 1

updated records at all times. In addition,

the user must be familiar with the Subrecipient Manual terminology for a better

understanding of this manual. The glossary at the beginning of this manual contains
definitions of terms specific to the GCP portal.

Remember me Forgot password?

Explanations of how to use the portal are organized in three separate User Manuals (SRA
Administrator, Subrecipient Contract Manager, and GM POC/PRDOH POC User Manuals)
according to the user role.
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To access GCP portal, go to the following URL:

https://horne2.outsystemsenterprise.com/GrantCompliancePortalLayout/Login.aspx

Enter the assigned credentials
i. Username:
ii. Password:

Upon login, the landing page you will see depends on your assigned role. As a
Subrecipient you will land on My Profile.

The nofification bell, as shown below, will notify the user when a report is approved,
returned for corrections, the contract or procurement package was reviewed, and the

inquiry was closed, among others.

Gonzalo Tamez @
&S english B= Espaniol

Figure 2

Created by Adelinag Gamez at: 0

Report Approved

Report MOCA-123456-2022-8 was Approved..

Report Approved

Report MOCA-123456-2022-8 was Approved

Report Approved

OCA-123456-2022-8 was Approved..

Report Returned

Report MOCA-123456-2022-8 Returned.

22:08:43

Report Approved

Report MOCA-123456-2022-8 was Approved

Created hy: Gabrigla Godino at: 08/24/2022

22:07-41

: PROCUREMENT LISER at: 08/24/2022
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4.Sign Out - GCP

To sign out, simply click your username in the upper right-hand corner of the screen. This
is the exit or log out button. Note, that below the sign out button, users may select the
English or Spanish version of the portal, merely click on the flag icons as shown on Figure
3.

Gonzalo Tame

e e & English B= Esgiol

Reports

166 o & | Bunwomamd | § T o9

Programs Start Date End Date
— & Download Reports
) Subsecipient M““"" PROOH
Subreciplent Name Program Agreement Title Report Status Report Period e Contract i paint OF
utlos Manager i Contact
Contact
D0 pecdrest Subrecipient Rale Subrecipient o i':l";oj:
ctis spee s oy et % r§ 2
B wie E o @ @ =
roqram aqreement o o
1t R ::’"l?'f: 3
Panding firs iy 01 202 I
o
oo B i nva @ @ <« ®
May 31 2021
UUUS0ESCTEST SUDIECISiENt Kale recipient I i'::")?‘:‘
ood fost 5 aE =
e . EE O ow ® @ « s
Apr 30 202
Start Date
0234234 Julgi 2021 @ @
12162 End Date

Figure 3

The remainder of this page was intentionally left blank.
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5.My Profile

The GCP portal Subrecipient profile is a new addition to the platform. This section is the
landing page for the Subrecipients and shows important information regarding the
organization, feam members, agreements, self-certifications, insurances, and supporting
documents.

My Organization b
My Team v
Agreements Executed b4
Organization Policies Self Certifications N4
Insurance Policies and Certificates M
My Documents N
Figure 4
' ~\ & '
My . . : !
Organization Generzl information regarding the entity.
. S . S
My Team Team members who have roles assigned in the execution
of the agreement.
Agreements 3 dA b PRDOH and the Enti
Executed xecuted Agreements between and the Entity.
f Organizations [ The Subrecipient must certify compliance through the
Policies Policies Self Certifications required in the Agreement
. Self Certifications . Exhibit. *Only one per entity
™\ ~ -
Insurance Policies All subrecipients must submit the insurance policies and
and Certificates certificates required in their Agreement with PRDOH.

The section collects documentation uploaded by the
Subrecipient.

My Documents

Figure 5
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o In the My Documents section, within My Profile, the Subrecipient will be able

=9 fo upload important documents of their entity. As an example, the

ggﬁ Subrecipient will upload the Procurement Policies and Procedures
Compliance Self-Certification, among others.

6.Reports

My Profile
Subrecipient Reports
Procurement and Contracts

Subrecipient Request For Information
(RFI's)

&
HOUSING “@ Grant Compliance Portal

Concierge

Figure 6

When you log in as a Subrecipient Confract Manager, you will land on My Profile. Through
the "Hamburger Menu”, the Subrecipient has the option to select Subrecipient Reports.
From this location, a Subrecipient will be able to view reports created by and populated
with Subrecipient information. The dashboard shows all reports and their current status.

The remainder of this page was intentionally left blank.
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Reports

166 8 5 o) 35 D) 9 (O] 43 «

& Download Reports

Grant
Subrecipient i PRDOH
Program Manager
Subrecipient Name Program Agreement Title Report Status Report Period Contract Point Of
Manage Point Of
anager ontac
Start Date
Apr 012021 N
7 3
£nd Date N/A @ ) e 9

Apr30 2021
AN AN

1 I T

Figure 7

The Reports dashboard allows you to see specific Subrecipient Agreement Performance
Reports for each Program you are assigned to and their status, as well as which Program
Manager, Grant Manager, and PRDOH POCs are assigned, and a timeline of actions that
have been taken on specific confracts.

The dashboard shows all reports and their current status. You can also filter reports by the
Report Status column. Subrecipients can add or edit information for the report. The
Program Manager, Grant Manager, and PRDOH POCs can review, comment, send back
for corrections, or recommend approval.

You can search for a particular Subrecipient by Subrecipient name, Subrecipient
Conitract Manager, Program Manager POC, Grant Manager POC or PRDOH Grant
Manager. You can also filter reports by the Report Status. Subrecipients can learn the
status of their report in the approval process in the Report Status column.

The boxes under the word “Reports” allow the Subrecipient to quickly see
how many reports are in “Draft”, “Returned for Correction”, pending
review by a POC, or “Approved”.

For further detail on the different statuses, please refer to the diagram below (Figure 8).
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eThe Performance Report is in a draft state pending completion by the
Subrecipient for submission to Grant Manager POC and PRDOH POC for
review and eventual approval.

Pending Progrqm eThe Subrecipient has submitted the Performance Report and such report is
q awaiting the review of the Program Manager POC. *Only for Programs with
Manager Review Program Managers.

Pendlng Grani eThe Subrecipient has submitted the Performance Report and such report is
MG nager ReVieW awaiting the review of the Grant Manager POC.
Pendina PRDOH eThe Subrecipient has submitted the Performance Report and such report has
€ d g, O been reviewed and approved by the Grant Manager POC. The report is
ReV|eW now pending final approval from the PRDOH POC.

eFither the Grant Manager POC or the PRDOH POC have outstanding

Returned For comments or questions on the data reported by the Subrecipient in the
" Performance Report. The report is pending revision or corrections by the
Corrections Subrecipient to then resubmit to Grant Manager POC and PRDOH POC

review queue.

Complefed » The report has been submitted and approved by all parties.

Figure 8

As shown in Figure 7 above, Subrecipients can add data and edit their own reports by
clicking on the link below their name - SRA ID Code - or they can click on the Edit icon to
the right of the entry. Clicking on the Revision History icon shows all the changes and
approvals for the report so far. Figure 9, shows all the changes and approval for the report
so far.

February Report (2021-654321-2021-2)

Pending Grant Manager Review @ 03/02/2021 14:48:08

By Gonzalo Tamez

03/02/202112:57:41 9 Returned for Correction
By Gabriela Godino

Pending Grant Manager Review O 03/02/202112:66:15

By Gonzalo Tamez

03/02/2021 12:61:62 9 Returned for Correction
By Gabriela Godino

Figure 9
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Whenever a report is Returned for Correction, it is recommended that the
Subrecipient review, make the corrections (if any), and resubmit as soon as
possible. This will quicken the subsequent review process.

Clicking on the Edit Icon will take you to the General Information section of the report
with pre-populated report period start and end dates. This page contains general
information about the SRA and various POCs. Confirm you are editing the proper report
and click Next at the bottom of the page.

#
= wowine | W@ crm campiores fors)

Report id Code * Report Perlod Start Report Period End

Subrecipient and Agreement Information

Figure 10

Prior to commencing information and/or data entry on any report, make sure
you are on the correct report for the reporting period you want to work on.

This information is found in the boxes fitled: “Report Period Start” and “Report
Period End".

Report Period Start Report Period End

03/01/2022 03/31/2022
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Clicking Next will bring you to the Administrative section of the report.

In this section of the report, the Subrecipient can enter information on Program Income,
Procurement Processes, Notices of Funding Availability, Contracts, Equipment, and
Staffing. To enter information on any of these processes, click on the downward caret

(*v") to open it or upward caret (“A”) to close it. Administrative area Carets are:
€ November Report (2021-DR1234-2021-11) Report Status: # Draft Report Status Updated
6 J,c;r:;l::"\m‘.-
N

Figure 11

Each of the following sections can be found by clicking on the downward caret to the
right of the section.

Program Income H v

Procurement Processes
Notices of Funding Availability
Contracts

Equipment
Figure 12

The GCP Report's Administrative section can be completed in two (2) ways:

=  Completing the information required in the subsections manually.
=  Pulling (importing) data from the most recently approved report.
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How to pull data from your most recent approved report?

1. Go to the Administrative Section of your Report in GCP.

€ November Report (2021-DR1234-
2021-11)

Report Status: ¢ Draft Report Status Updated: Dec 15 2021 12:50 PM

General Information Administrative Performance Documents Submission, Review and Approval

O,

Figure 13

2. Identify the Set Previous Report button at the bottom.

€ October Report (2021-DR0000-2021-10) Report Status: # Dt ReportSatus Updted: 1 12 2022 0936 A
General Information Administrative Performance Documents Submission, Review and Approval
@ ®
Program Income v
Procurement Processes e
Notices of Funding Availability v
Contracts v
Equipment v
Staffing ™
Previous ‘ ‘ Set Previous Report ‘ Next
Figure 14

3. Pressing this button will open a pop-up window to confirm if you are sure that you
want to pull the information from the most recently approved report.

harneZ-tst.outsystemsenterprise.com says

Are you sure that you want to get the Administrative Data from the last

Approved Report for this Agreement?

Figure 15

4. Press OK to fill the Administrative section with the data from the most recently approved
monthly report.
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5. Once the subsection is filled with the data from the most recently approved report,
you may:
e Enter new information corresponding to the month of the report.
e Edit pulled data to reflect any updates for the current report.
R e Eliminate unnecessary or repetitive enftries.

Hint: Just click one time the Set Previous Report button.

The first section to be completed is Program Income. The previous month's program
income is shown adjacent to the column labeled Amount for This Period. Information
regarding Program Income is entered for the current reporting period.

Program Income \L ~

Item

Previous Report Amount Amount for This Period

Net Program Income at Start of Period
Program Income Disbursed this Period
Program Income Received this Period

Net Program Income at End of Period
Figure 16

Click in the boxes for Program Income Disbursed this Period and Program Income
Received this Period for the current reporting period. GCP then updates the Net Program

Income at the End of the Period. For more information on Program Income requirements
click here.

Next, in the Procurement Processes section, Subrecipients must provide and update
information regarding any new or existing procurement processes undertaken.

Procurement Processes

Process Type Process Id Process Name Process Purpose Process Status

Micra Purchase 12312 Not Started &

=]

Figure 17

To add a new procurement process, click New Process. The popup window in Figure 18
will appear.


https://cdbg-dr.pr.gov/en/download/program-income-policy/

Procurement Process

Agreement Contract Id * Process Id *

2021-654321 12312

Process Type *

Micro Purchase

Process Name *

.
Process Purpose *

1

Process Status *

Not Started

Figure 18
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L, Subrecipients must

:@E identify all procurement
PASAN process as part of their

monthly reporting.

Populate the fields for Process ID, Process Name and Process Purpose and make the
appropriate choice from the Process Type and Process Status dropdown menus. Click

the Save button when finished.

New Procurement Process

Agreement Contract Id * ProcessId *
0000-000002

Process Type *

- 2

Micro Purchase

Small Purchase

Invitation for Bids

Request for Proposals
Request for Qualifications
Qualifications based Selection
Non-Competitive Proposals

Process Status *

“ Cancel

Additional

\©/
=S

Figure 19

New Procurement Process

Agreement Contract Id * Process Id *

0000-000002 12312
Process Type *

Micro Purchase
Process Name *

1

Process Purpose *

Process Status *

Not Started
Pre-Solicitation
Solicitation
Offers Evaluation
Awarded
Cancelled

Procurement resources are available in the Procurement
Section of the CDBG-DR/MIT website, here.


https://cdbg-dr.pr.gov/en/cdbg-dr-procurement/
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The following two (2) tables define the options available to choose from in Figure 19.

v PROCESS TYPES v

Acquisition of supplies or services that aggregate dollar amount does not exceed
MICRO PURCHASE ten thousand dollars ($10,000) (or two thousand dollars ($2,000) in cases of
acquisitions for construction subject to the Davis Bacon Act).

SMALL PURCHASE Competitive method of procurement of goods, work and/or services that does not
exceed of two hundred fifty thousand dollars ($250,000).

Bids are publicly solicited, and a firm fixed price is awarded to the responsible
INVITATION FOR BIDS bidder whose bid, conforming with all the material ferms and conditions of the
invitation for bids, is the lowest price.

Solicitation method used under the competitive methods of procurement.
Proposal evaluation and proposer selection are based on the evaluation criteria
REQUEST FOR and factors for award as stated in the RFP. Contract award is based on the best
PROPOSALS proposal that meets the requirements of the scope of work resulting in the greatest
benefit and best value to the procuring entity, which may not be primarily
determined based on price.

The first phase of a two-phase solicitation process used under the Qualification
Based Selection Method (QBS) and/or the Prequalification of Sources/
Prequalification List (PQL) competitive methods of procurement. Statement of
Qualifications (SOQs) evaluation and Respondent selection shall be based on the
evaluation criteria and factors for selection as stated in the RFQ.

REQUEST FOR
QUALIFICATIONS

A procurement method conducted using Request for Qualifications where the
procuring entity first selects the highest ranked respondent on technical factors
and then negotiates price.

QUALIFICATIONS BASED
SELECTION

Procurement by means of solicitation of a proposal from only one (1) source when
the item is available only from a single source; the public exigency or emergency
NON-COMPETITIVE for the requirement will not permit a delay resulting from competitive solicitation;

PROPOSALS HUD expressly authorizes noncompetitive proposals in response to a written request
from PRDOH; or after solicitation of a number of sources the competition is
determined inadequate.

v PROCESS STATUS
Not Started

The entity identifies the need to procure goods or services.

Pre-Solicitation

Phase before evaluation of any request to submit offers or quotations to the procuring entity.

Offers Evaluation

Evaluation of a response to a solicitation by the procuring entity that, if accepted, would bind the offeror or
proposer to perform the contract.
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The eligibility and evaluation of proposals/offers have concluded, resulting in the execution of a contract
between the procuring entity and selected contractor.

All solicitations may be canceled by procuring entity or by PRDOH, if the procuring entity is a Subrecipient,
before the deadline in which the offers must be submitted or received in the procuring entity if:
A. The procuring entity or PRDOH, no longer requires the goods, services or construction works solicited;
or
B. Funding is no longer available for the procuring entities' procurement of goods or services; or
C. Amendments proposed to the inifial solicitation are material and the procuring entity or PRDOH,
determines that a new solicitation would be most advantageous for the agency; or
D. Forjust cause when it is in the best interest of the procuring entity.

Clicking the Edit button will allow you to update information for an existing or ongoing
Procurement process.

Procurement Processes

Process Type Process Id Process Name Process Purpose Process Status
Micro Purchase 12312 1 1 Not Started @ W
1 record T
Figure 20

The Edit button will bring up the same screen as the New Procurement process and allows
you to make changes to the status of the process:

Agreement Contractid * Processid *

2021-654321 5555555

Process Type *

Invitation for Bids

Process Name *

Invitation for Bids on Solar PV labor
Process Purpose *

Installation of Solar PV

Not Started

Solicitation

Offers Evaluation

Awarded I
Cancelled

Figure 21
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New NOFA Process

Agreement Contract Id *
2021-DR0O000
Process Id ~

Process Name ~

Process Purpose

Process Status ~

“ ‘ caneel

Figure 22

The next report section allows Subrecipients to provide information regarding any Notice
of Funding Availability processes initiated by the Subrecipient. Click the appropriate
caret to expand the section.

Notices of Funding Availability

Figure 23

If you need to add a new Notice of Funding Availability, click New NOFA, populate the
fields for Process ID, Process Name, and Process Purpose, use the dropdown menu to
identify the process status and click Save.

The Edit button will bring up the same screen as the New NOFA process and allow you
to make changes to the status of the process.
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The NOFA section is applicable as appropriate. Not all Subrecipients will have
a NOFA process to report. If you do not have a NOFA, simply leave this
section blank.

The Contracts tab will allow you to create and report various types of executed vendor
confracts associated with activities to be carried out according to the SRA. Contracts
should only be included in reports once they have been executed by the Subrecipient.
To create a new contract, click on New Contracts which will open this popup window:

2021-DR0000
Vendor Name ~
Puerto Rico PV Installers

Unique Identifier Number Contract Number
(VEI) *
5555555555
123456789011

Project(s)

Service Type Contract Amount ~

nspection Services $100.00
Service Description

123

Date Executed

04/01/2022

Expiration Date ~

04/30/2022

Figure 24

All executed confracts must be sent to PRDOH Contracts Division within
three (3) business days from its signature. This must be done by uploading
the contract in the Procurement and Contracts section, Solicitation and
Award tab in GCP.

Populate the fields for Vendor Name, Unique Identifier Number (UEl), Contract Number (if
there is one), Contract Amount, Service Description, Execution Date, Expiration Date, and
choose the appropriate Service Type from the dropdown menu. Click Save to preserve
the contract. If you wish to edit the contract, click the Edit button.
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Contracts ~

Unique Identifier Contract ) ) Service Date Expiration Contract

Vendor N Project: s T

endor Name Number (UEI) Number rojects ervice lype Description Executed Date Amount

Puerto Rico PV Inspection AprO1 Apr 30 N
123456789011 5555555555 123 100.00 7

Installers Services 2022 2022 ¢ © o

Figure 25 |

The original popup window from Figure 25 will open and allow you to make changes.

6.3.5 EQUIPMENT

Next, you can identify Equipment purchases funded under the SRA. In the Administrative
section tab, when you click New Equipment, a popup window will appear:

New Equipment

Agreement ContractId *

2021-6564321

Equipment Name *

Quantity * Purchase Unit Value *
$0.00

Useful Life (Years) * Date Acquired *

MM/DD/YYYY

Figure 26

Populate the fields for Equipment Name, Quantity, Purchase Unit Value, Useful Life, and
Date Acquired, and click Save. If you need to edit the entry, click the Edit button, and
the same window will appear, allowing you to make changes.

Equipment A
Total Equipment: 1 New Equipment
Equipment Name Quantity Purchase Unit Value Useful Life (Years) Date Acquired
Crane a4 $36,000.00 30 Mar 15 2021 @ ]

Figure 27 T
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Finally, you can nofify the staff that have been assigned. In the Administrative section
tab, click on Add Staff and a pop-up window will appear, where you must complete the
Staff Name, Filled Position/Program Role, and Date Started fields; then click the Is Active
toggle. If a change needs to be reported, click the edit icon and use the same toggle to
inactivate staff.

Staffing ~

Total Staff: 0 — W

Staff Name Filled Position / Program Role Date Started Is Active

Mo staff to show...

Figure 28

New Staff

Agreemen t Contract Id * Date Started
2021-DR1234

Staff Name

Filled Position / Program Role

Figure 29

When you are done with the Administrative section of the report, you can advance to
the Performance section of the report by clicking Next at the bottom of the page. You
may navigate back to the Administrative section of the report by clicking Previous at the
bottom of the page.

This section pertains to Key Activities of the Subrecipient. The administrator sets up the
key activities in the GCP portal per the SRA. Subrecipients provide periodic status updates
regarding progress and performance for these activities. Upon navigating to the
Performance Section Landing page, you should see a list of Key Activities for your SRA for
the given program.
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Non-Project Specific Key Activities ~
Title Activity/Outcome Status % Complete Status
Test 1 Admin Role Activity 2 In Progress 10% Complete 4
Test 1 Admin Role New Activity Not Started 0% Complete H &
Figure 30

To edit the status of key activities, click on the Edit icon as shown in the figure above. This
leads to a page with many fields to show the status of the key activity. Each Key Activity
has its own update page that includes Mark Complete buttons in the upper right corner
(see Figure 31, below).

<

= nuéusing W) Grant Compliance Porta
»

€ 1. Identification of Subrecipient Staff H

Key Activity/Outcome Description

Agreement Contract Id Title

2021-DR1234 1. Identification of Subrecipient Staff

Associated Project

Status & Schedule ~
ious Report: This Report

Status % Complete Status % Complete
Planned Start Planned End Planned Start * Planned End

Actual Start Actual End Actual Start Actual End

Figure 31

While the Subrecipient is entering the performance data, the system automatically stores
your entries, allowing you to return where you left off if you do not complete reporting on
a Key Activity in a single session. Once you have completed reporting on all of the Key
Activity sub-sections listed below, clicking Mark Complete finalizes your entries for that
Key Activity and returns you to the Performance Section Landing Page where you can
choose to report on other Key Activities.

The left-hand side contains the Key Activity status from the previous report period, while
the right-hand side is where the Subrecipient enters new status update information.

Select the Activity Status (Not Started, In Progress, Complete), Planned Start and Planned
End dates [Enter planned start and end date] and enter Actual Start and Actual End dates
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and % Complete [Enter planned start and end date and complete percentage] field, as

appropriate. For activities marked “In Progress”, enter the completed percentage (%

Complete). The % Complete field is automatically updated to 100% when the Activity

Status is set to Complete. The Programmatic Area may provide specific guidance or
specifications towards how to fill out the percentage field.

The next section includes an update of indicators of progress toward Key Activities that
can be quantified. Enter additional quantities showing progress on these indicators for
the reporting period box on the far right. Once you have entered all updates for
indicators and the Key Activity status, and if no supporting documents need to be
uploaded, you may proceed to the Narrative subsections of the Key Activity status
update.

Indicators \ A~

Quantity in

Sources of Contractual Contractual Target Unit of i Quantity for
Indicator Title Title Previous
Verification Start End Quantity Measurement this Report
Report
Test 1 Ad
Towt 1 S D ¢ Feb 04 Feb 10 2021 100 LF o 7,000
men )
Role Indicator 1 oeuments 2021 © e :
Indicator 1
Té
Test 1 Admin Other Mar 01 Mar 22 200 sy RETI e 2,000
Role Indicator 2 Documents 2021 2021 . :
Indicator 2
Figure 32

Subrecipients can upload documents in the indicators section to support their activities.

Status & Schedule ~
Previous Report Report
Status % Complete Status % Complete

Not Started 0
Planned Start Planned End Planned Start * Planned End *

2020 18/20:

Actual Start Actual End Actual Start Actual End
Indicators ~

.

Indicator Title tior Contractuzl Contractusl Target Title Quantity in Previous Quantity for this Report Documents
Start End Quantity Report i

a. Procurement a Procurement [

b. Completed Design R ; Completed Design Package for b. Completed Design N

Package b- Completed Design Fackage - - Bid Package ]

After pressing the document icon, a pop-up window will appear, as shown in Figure 34:
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Indicator Documents x
Document Description Uploaded On Uploaded By Documen it
No support documents to show...
Section
a. Pro ment
Document t Description
Figure 34

Once you have entered all supporting documents in the applicable indicator, you may
move on to the Narrative subsections of Key Activity status update.

Providing an accurate Document Description will allow POCs to review
quickly and effectively supporting documents, thus shortening the review
process.

6.4.4 GENERAL PROGRESS NARRATIVE

The subsequent sections provide opportunities for the Subrecipient to include narratives
about the process. The first is a General Progress Narrative. In this section, the Subrecipient
should provide an overall summary of progress regarding the Key Activity.

General Progress Narrative A

Previous Report

This Report *
BJI US| <L =it £ 9 kE & A B = l

- | Font - | Suze - A-B- /5% 2

Paragraphs: 1, Words: 1, Characters: 1

Figure 35
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The final section on the page is Anticipated Accomplishments for Next Report for the Key
Activity during the next reporting period.

Anticipated Accomplishments for Next Report A

Previous Report

XXX

This Report *

B I US| ¢| ;= := |l 2 2 22 @ (]

aa

Paraaraohs: 1, Words: 1. Characters: 2

Figure 36

When you are done reporting on a Key Activity by completing the above subsections,
be sure to click the Mark Complete button to finalize your entries and return to the
Performance Section landing page.

When you have finished reporting on the status of each Key Activity in the Performance
Section, click the Next button on the bottom of the Performance Section landing page
to advance to the Documents Section of the performance report to upload supporting
documentation.

Clicking Next takes you to the Documents section on the following screen, where the
progress bar displays green circles for completed sections (General Information,
Administrative, and Performance), and a white circle for Documents. On this screen you
can upload supporting documentation for your updates in previous sections of the
report. If you choose to upload a new document, click on New Document.
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€ February Report (2134-123421-2021-

2 Report Status: "D Returned for Correction Report Status Updated: Feb 11 2021 02:55 PM
General Information Administrative Performance Documents Submission, Review and Approval
L s ®
Section Document Description Uploaded On Uploaded By Document T

No support documents to show.,

idi “

Figure 37

|
\©/ Program POCs may require additional documentation that should be

uploaded with the reports. This section allows for document uploads that
= are not related to SRA activities.

This will open the popup window in Figure 38:

Support Document

Section *
- A

Document Description °

Draganddropafilehere

Add File

i Supported files PDF, doc, docx, ppt, pptx, xls, xlsx, jpeg,
png

Figure 38

To associate the documentation to be uploaded with a report section, click on the
Section button, and select the appropriate report section.



Project

Section *

Program Income

Acquisition Processes

NOFA Processes

Contracts

Equipment

Staffing

1. Pre-Planning Activities

2.1 Planning: Deliverable 1: Analysis report of existing ¢
onditions

2.2 Planning: Deliverable 2: Data Analysis Report
2.3 Planning: Deliverable 3: Public Engagement
2.4 Planning: Deliverable 4: Plan Development
KA TEST NTC
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Figure 39

After associating the document with the proper report section, enter a document
description that provides more specific information about the contents of the document.
To upload the file, click the Add File button and navigate to the location on your
computer where the file to be uploaded is stored. Depending on how documents are
stored in your computer you may find them in one of several folders, like the example in

Figure 40:

pen - N
|=-' ¢ Libraries » Documents »

Organize = Mew folder

. EMO 2011

| My Documents on Bianca
&2 My Site
% nas

OutlookTutor videos

'.-._ Recent Places

. Remote Desktops
| SharePoint Sites

L. Utility and KB for EMO

\. template project

Ml Desktop
= Libranies
+ Documents
. Documents

[

]

Documents ... Aiiirs b Foldar ™
Includes: 6 locations
Size Name o
summary_31-0CT-2009
NNTP
Updaters
Insight Software ik
El] 1 KE Chatlog New Meeting _ Diane Pr I
Il 1KB sitemapxml
@_] 16 KB repro steps for the school newsle
g] 6 KE  indexhtm
el 1KE Loggerxml
=R 14 KB christmas 2010 - family.docx
Bl 15KR  chrictmac M0 doce i

I | b

File name: repro steps for the school newsletter.docx

Tools ~ [ Open |v] [

This file can't be previewed because of an error in

the Microsoft Word previewer,

~ | All Word Documents (™. i
[ (docse |

Cancel ]

Figure 40
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(4 288w F=t [ Documents — iCloud & Q

Favorites Previous 30 Days
@ Documents

0 Downloads
@ Recents

POF

[ Desktop General- Certification
A, Applications docume...020.pdf templat...2021.pdf

L1

™ OneDrive - Se...
|

iCloud
& iCloud Drive
[ Desktop

February

POF PDF

Tags Certification Certification

templat...1 (3).pdf templat...2021.pdf
Media

n Music

S0 Dh At | Pp——

Options Cancel

Figure 41

(3
o

< e =t [ Documents — iCloud

Favorites Previous 30 Days
B Documents

o Downloads
@ Recents

L] _poF_
B Desktop General- Certification
A Applications LW LN templat...2021.pdf
=] OneDrive - Se...
=] Seabased

POF

February

¢ iCloud Drive
[ Desktop

POF POF

Tags Certification Certification

templat...1 (3).pdf templat...2021.pdf
Media

Photos

Opions concer | (N

Figure 42

Depending on your computer, you may see an Open (Figure 40, above) or Insert button
(Figure 42, above). If it is the Insert button, it will turn blue. Click on the Open or Insert
button to upload your file.

After you save the document, it will appear in the documentation dashboard:
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é March Report (2021_6543 21 _2021_3) Report Status: ¢ Drat Report Status Updated: Mar 02 2021 10:28 AM

General Information Administrative Performance Documents Submission, Review and Approval

@ o ®

Document

Section Description Uploaded On Uploaded By Document
Program Test Mar 02 2021 10:44 Conzalo San Juan_2016-000146_Pasec Puertz de Tierra Wayfinding Sistema de Sefalizacion y Orientacion_2015- & o
Income AM Tamez 09-26pdf

g 2016-001 - = Seft 6 6 6
Program TETETSSTSDSDISDTt Mar 03 2021 11:20 Conzalo San Juan_2016-000146_Pasec Puertz de Tierra Wayfinding Sistema de Sefializacion y Orientacion 2015 : @
Income AM Tamez 09-26,pdf

Figure 43

Now the options to download or delete the documents will appear. -?m m

Continue the above process unfil all supporting documentation for the reporting period
has been uploaded and click the Next button at the bottom of the page to advance to
the Submission, Review and Approval page.

Clicking Next takes you to the final screen where you may submit the report for review
and approval. On this page you can submit your report, view report, review
determinations and notes, and view and reply to reviewer comments. Also, the
Subrecipient must confirm the Federal Compliance Self-Certification, the Audit Self-
Certification, and the Contracts Notification Self-Certification, as shown in Figure 44.

6.6.1 SUBRECIPIENT SUBMISSION

>

Subrecipient Submission

Federal Compliance Self-Certification:

In accordance with established policies and procedures, the following reports are required to be submitted: (i) Section 3 Compliance Report, (if) MBE/WBE Compliance Report, and (iii) FHEO Compliance Report. These reports and efforts are required to be submitted as follows: (i) for the
quarter covering January through March, by April Sth, (ii) for the quarter covering April through June, by July Sth, (iii) for the quarter covering July through September, by October Sth, and (iv) for the quarter covering October through December, by January Sth.

8y dlicking "Confirm”, you, as Manager assigned to the Subrecipient Agreement for which this monthly report is being submitted, confirm the submission and compliance of 000Speedtest Subrecipient Role with the Federal Compliance Reporting Requirements set forth above for the
current (if the applicable due date has already elapsed) and previous quarters of performance.

Federal Compliance Self-Certification By Federal Compliance Self-Certification Date
Confirm
(None) (None)

Audit Self-Certification:
As per 2 CFR 200,501, a non-Federal entity that expends $750,000 or more during the non-Federal entity's fiscal year in Federal awards must have a single or program-specific audit conducted for that year. Which type of audit is conducted is an option of the non-Federal entity. Single
audits must be conducted in accordance with 2 CFR 200.514. Program-specific audits must be conducted in accordance with 2 CRF 200.507. Please select the applicable circumstance of 000Speeditest Subrecipient Role below

$750.000 have not been expended in Federal awards during 000Speedtest Subrecipient Role current fiscal year or a prior fiscal year and, therefore, no audit is required at the moment.

$750,000 have been expended in Federal awards during 000Speedtest Subrecipient Role current fiscal year or previous fiscal years and the single or program-specific audits required are in the process of being conducted in accordance with the

requirements of 2 CFR 200501

$750,000 have been expended in Federal awards during [Subrecipient Namel's current fiscal year or previous fiscal years and the single or program-specific audits required have already been completed in accordance with the

requirements of 2 CFR 200501

By dlicking “Confirm”, you, as Manager assigned to the Subrecipient Agreement for which this monthly report is being submitted, confirm that the above selected statement regarding the requirements of 2 CFR 200.501 are true and correct.
Audit Self-Certification By Audit Self-Certification Date

Confirm
(None) (None)

Contracts Notification Self-Certification:

To comply with the Contracts Notification clause of the Subrecipient Agreement, the Subrecipient must notify and provide  copy of any and all contracts related to this Agreement and CDBG-DR funds to the Contract Administration Area of the PROOH CDBG-DR Legal Division within
three (3) days of its execution. Additionally, the Subrecipient shall provide a copy of any and all subcontracts executed by its Contractors to the Contract Administration Area of the PROOH CDBG-DR Legal Division within three (3) days of its execution.000Speedtest Subrecipient
Role below

By dlicking "Confirm”, you, as Manager assigned to the Subrecipient Agreement for which this report is being submitted, confirm that you have notified and provided copy of any and all contracts related to this Agreement and CDBG-DR funds to the PRDOH CDBG-DR Legal Division,
Contracts Administration Area.

Contracts Notification Self-Certification By Contracts Notification Self-Certification Date Confirm
(None) (None)

Figure 44
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= January, April, July, and October: Federal Compliance -

»  Thereporting month will determine how many Self-Certifications will appear:
@ July: Audit
~ Every month: Contracts E

“General Information Administrative Performance Documents Submission, Review and

Approval
@ © O

Subrecipient Submission ~

Submit for Review and Approval
(None) (None)
Grant Manager Point of Contact ~
PRDOH Point of Contact »
Review Comments b d

Figure 45

Clicking Submit for Review and Approval will send your report to the Grant Manager and
PRDOH POC for review. Please note that you will no longer be able to edit the contents
of the performance report, unless a reviewer returns the report for corrections.

€ February Report (2134-123421-2021-
Report Status: D Returned for Correction Report Status Updated: Feb 11 2021 02:55 PM
General Information Administrative Performance Documents Submission, Review and Approval
© o O
Subrecipient Submission ~
Submitted By: Submitted On: > . .
Gonzalo Tamez Feb 08 202101:21PM D A aa

Figure 46

R, You cannot submit a report while there is an open past Report. Nevertheless,
=| you can fill the information and save the data as a draft on your next Report.
Once the open report is approved, you can submit the next monthly report.

The data from the Administrative Section will be available in the next report for updates
or modifications by clicking Set Previous Report button.
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Previous w { Set Previous Report J “

Figure 47

6.6.2 PROGRAM MANAGER POC, GRANT MANAGER POC, PRDOH POC NOTES
AND DETERMINATIONS

Clicking on Program Manager POC, Grant Manager POC or PRDOH POC lefs you view the
notes and review determinations (approval or sent back for corrections) of these parties.

PRDOH Point of Contact A~

Review Notes

adfadfadf

Paragraphs. 1, Words: 1, Characlers: 9
Determination
Returned For Corrections

Reviewed By: Reviewed On
Adelina Gamez Feb 112021 02:55 PM

Figure 48

6.6.3 REVIEW COMMENTS SECTION

At the bottom of this page is a record of submissions and review comments to date. You
can download these comments by clicking Download Comments on the far right.
Alternatively, you can edit or reply to these comments by clicking the Edit icon to the far
right of the particular entry you want to provide the information.

Review Comments ———>> & Download Comments A

Created Review Comment
Created Date Section Comment Response

Total Comment its: 1 Unresolved: 1 Resolved: 0
By Status \l/

Oct 05 2021 03:14 G program The budget is not reported indluding previous months. This first report should include the global The information was o
PM & 5 amount up to date. corrected.

Figure 49

Clicking the Edit icon will open this window that allows you to respond to the comments
by entering text in the Response field. Click Save when finished to record your response.



Review Comment

Agreement Contract ID * ReportID *

2021-654321 2021-654321-2021-2
Created By Created On

Gabriela Godino 03/02/202112:50:24
Section "

udget Managemen
Comment *

Not updated.
Response *
Status

Outstanding

Figure 50
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Best practice: Respond to POCs comments indicating what action, if
any, was taken to address their comment. This may help shorten review

fime.

The remainder of this page was intentionally left blank.
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7.GCP Modules

Through the “Hamburger Menu”, the Subrecipient has the option to select from the
different GCP Modules: “Procurement and Contracts”, “Subrecipient Request for
Information (RFI's)”, *Concierge” (Inquiries and FAQ), and "“Subrecipient Reports”.

My Profile
Subrecipient Reports

Procurement and Contracts

'b Subrecipient Request For Information
T HOUSING “@ Grant Compliance Portal e
; Concierge
Figure 51

The Procurement and Contracts functionality allows Subrecipients to request a courtesy
review of their procurement processes. Through Procurement and Contracts, the
Subrecipient can channel the publication of their Public Notices on the website of PRDOH
and also provides the Subrecipients with a repository for the awarded procurement
process. Also, Subrecipients can request a courtesy review of their professional services
confracts.

The Procurement and Contracts module provides a space within the platform for
Subrecipients to register and store documentation related to their procurement
processes (recordkeeping).

This module is organized in sections and the user may navigate through them by clicking
the title of each section, as shown below.

DEPARTMENT OF &

= HOUSING Procurements and Contracts

@ 2 3 e 5 6

Procurement Procurement Contract Courtesy  Public Notice Solicitation and  Recordkeeping
Record Courtesy Review Review Award

Figure 52
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7.1.1 PROCUREMENT RECORD

The first step every user needs to take in order to navigate the Procurement and
Contracts module is to create a new procurement record.

The Subrecipient must create the procurement process profile by selecting New
Procurement, as shown below.

My Procurements

Search by Procurement ID,Procurement Type , Type of Courtesy Review, Process ID, GCP Status or Subrec m

[f) Export to Excel

Procurement Contract Public
GCP . Procurement Courtes: Courtes Notice
Procurement Id Process ID Subrecipient N Y N Y oo
Status Type Review Review Submission

Status Status Status

Actions

Figure 53

Once the user clicks on the New Procurement button, the Subrecipient must create the
Procurement Record. The required information for the Procurement Record section is:

Agreement Contract ID
Process ID

Procurement Process Type
Process Name

Process Purpose

Project (if applicable)

"0 Q0000

After completing the required information, click on the Create Procurement Record, as
shown below.

Create Procurement Record J

Figure 54
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Procurement Process Definition ~

Subrecipient Name Agreement Contract ID *

Select an option v
Program Project

Select an option v
System Process ID Process ID * Procurement Process Type *

Select an option v

Process Name *

Process Purpose *

Pre-Solicitation Started B Pre-Solicitation Started On
4 Create Procurement Record
M.

Not Started

Figure 55

You must Create a Procurement Record, to start any process in the
Procurement and Contracts module.

7.1.2 PROCUREMENT COURTESY REVIEW
-

ﬁ Procurements and Contracts

PARTMENT OF

— o8
—_ HOUSING

@ 2 3 4 5 6

Procurement Procurement Contract Courtesy Public Notice  Contracts Executed Recordkeeping
Record Courtesy Review Review
Figure 56

As stated in the previous subsection, before submitting the procurement package for
Courtesy Review, the Subrecipient must create the procurement process profile by
selecting Create Procurement Record , as shown in Figure 55. To request a Procurement
Courtesy Review, in the Procurement Record section the user must click the Request
Procurement Courtesy Review button.

Request Procurement Courtesy Review
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System Process ID Process ID * Procurement Process Type *

CRP_IB_DD30& TEST CARLOS Invitation for Bids e

Process Name *
TEST CARLOS

Process Purpose

TEST CARLOS

Pre-Solicitation Started By Pre-Solicitation Started On Save Procurement Record
Gonzalo Tamez 12/13/2022 11:51:01 AM
Moved to Solicitation and Award By Moved to Solicitation and Award On Go to Recordkeeping Screen

/A N/A

.
Go to Procurement Courtesy Review Go to Contract Courtesy Review Go to Public Notice Screen Go to Contracts Executed

Figure 57

To submit documents for Courtesy Review, you should select the option New Document
and upload the procurement package for review.

Pre-Solicitation Documents Courtesy Review ~
Courtesy Review Status:  Notstarted  Courtesy Review Status Updated: ~ N/A

= It is not required for the Subrecipient to submit procurement documents for review of PRDOH prior to issuing the Solicitation. Nonetheless, for recordkeeping purposes and to facilitate PRDOH's monitoring of activities
performed by Subrecipients, PRDOH requests that Subrecipients upload procurement documents upon award of the procurement process and copies of executed contracts when available.

If you wish to submit pre-solicitation documents for PRDOH Courtesy Review, please upload the documents you want PRDOH to review and click “Submit for Courtesy Review". Otherwise, click “No Courtesy Review"

Subrecipient Documents for Courtesy Review

Document Document Description Date Added Added By

No Documents to show...

0 records

i‘;:"““e“ for Courtesy Review By rs\“;:'“'“ed for Courtesy Review On Submit for Courtesy Review

Figure 58

This will open a pop-up window, as shown in Figure 59.
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New Document x

Document Description

~ Drag and drop a file here

Add Files

Filename

No items to show...

m can:e'

Figure 59

To upload documents, the Subrecipient must provide a description of the document,
then add the file to be uploaded and press the Create button.

Once the Procurement Package is uploaded, press the Submit for Courtesy Review
button. The status will change from Not Submitted to Pending Review and the
corresponding areas will be nofified. The screen will now show who submitted the
information, the date and time of submission.

Pre-Solicitation Documents Courtesy Review ~
Courtesy Review Status: Pending Review |  Courtesy Review Status Updated:  03/28/2022 03:24:17 PM

- It is not required for the Subrecipient to submit procurement documents for review of PRDOH prior to issuing the Solicitation. Nonetheless, for recordkeeping purposes and to facilitate PROOH's monitoring of activities
performed by Subrecipients, PROOH requests that Subrecipients upload procurement documents upon award of the procurement process and copies of executed contracts when available.

If you wish to submit pre-solicitation documents for PRDOH Courtesy Review, please upload the documents you want PRDOH to review and click “Submit for Courtesy Review". Otherwise, click “No Courtesy Review"

Subrecipient Documents for Courtesy Review

Document Document Description Date Added Added By
RFP PACKAGE .docx RFP Package for Courtesy Review 03/28/2022 03:24:08 PM Gonzalo Tamez X o ‘
1 record
Submitted for Courtesy Review By Submitted for Courtesy Review On . )
Gonzalo Tamez 03/28/2022 03:24:17 PM Submit for Courtesy Review
Figure 60

., Procurement courtesy reviews are for future procurement activities.
:»@:» Awarded procurements are not subject to the courtesy review process.
v These, however, may be uploaded as part of the recordkeeping function

of the GCP portal.

7.1.2.1 Procurement Courtesy Review Process

/7~ N\ /7~ N\ 7 \
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Figure 61

As shown in Figure 61, the Programmatic Area (Grant Manager or Program Manager) will
review the technical aspects of the Scope of Work (SOW) from the Program’s point of
view. Then, the Subrecipient Management Team will review the documents submitted
prior to recommendation from PRDOH Procurement Division. Finally, the PRDOH
Procurement Division will issue a recommendation through the system. This
recommendation will be sent through the GCP portal, the Subrecipient will receive an
email alerting us of the completion of the Courtesy Review process.

via email. Now on the GCP portal, the process offers clear communications
=l and transparency about the process.

@E Prior to the GCP portal, courtesy reviews were requested and channeled

7.1.3 CONTRACT COURTESY REVIEW

T <%
— HOUSING | w Procurements and Contracts

OO

Procurement Procurement Contract Courtesy Public Notice  Contracts Executed Recordkeeping
Record Courtesy Review Review
Figure 62

To request a Contract Courtesy Review, in the Procurement Record section, the user
must click the Request Contract Courtesy Review button.

Request Contract Courtesy Review
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System Process ID Process ID * Procurement Process Type *

CRP_IB_00206 TEST CARLOS Invitation for Bids e
Process Name *

TEST CARLOS

Process Purpose *

TEST CARLOS
Pre-Solicitation Started By Pre-Solicitation Started On
Gonzalo Tamez 12/13/2022 11:51:01 AM
Moved to Solicitation and Award By Moved to Solicitation and Award On Go to Recordkeeping Screen
MN/A NJA

Go to Procurement Courtesy Review Go to Public Notice Screen Go to Contracts Executed

Figure 63

To submit documents for Contract Courtesy Review, you should select the option New
Document and upload the contract for professional services for review.

Contracts Documents Courtesy Review A
Contract Courtesy Review Status: ~ Notstarted  Contract Courtesy Review Status Updated:  N/A
The contract courtesy review feature is provided only for professional services contracts to be executed by the subrecipient.

Itis not required for the Subrecipient to submit procurement documents for review of PRDOH prior to issuing the Solicitation. Nonetheless, for recordkeeping purposes and to facilitate PROOH's monitoring of activities performed by
Subrecipients, PROOH requests that Subrecipients upload procurement documents upon award of the procurement process and copies of executed contracts when available.

If you wish to submit pre-solicitation documents for PRDOH Courtesy Review, please upload the documents you want PRDOH to review and click “Submit Contract for Courtesy Review

Contract Documents for Courtesy Review

Document Document Description Date Added Added By

No Documents to show...

0 records

:l/l/l:mltted for Courtesy Review By :‘/‘Z'“'“Ed for Courtesy Review On Submit Contract for Courtesy Review

Figure 64

This will open a pop-up window, as shown in Figure 65.
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New Document x

Document Description

~ Drag and drop a file here

Add Files

Filename

No items to show...

m Cance'

Figure 65
Contract Documents for Courtesy Review
Document Document Description Date Added Added By
Professional Services Contract.docx Professional Services Contract 08/04/2022 03:04:08 PM Gonzalo Tamez & i
1 record
Submitted for Courtesy Review By Submitted for Courtesy Review On . .
Submit Contract for Courtesy Review
N/A N/A
Figure 66

& The contracts to be reviewed are contracts for professional services.

Once the Conftract is uploaded, press the Submit Contract for Courtesy Review button.
The status will change from Not Started to Pending Review and the corresponding areas
will be notified. The screen will now show who submitted the information, the date and
time of submission.
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&
—_— ocpssTuenT OF % ® E _ . Gonzalo Tamez
- HOUSING ‘ ? procurements and Contracts @ The contract has been submitted for a courtesy review. =Fnglish EESpa”O‘ =

Contracts Documents Courtesy Review A
Contract Courtesy Review Status: Pending Review  Contract Courtesy Review Status Updated: ~ 08/04/2022 03:08:18 PM
The contract courtesy review feature is provided only for professional services contracts to be executed by the subrecipient.

It is not required for the Subrecipient to submit procurement documents for review of PRDOH prior to issuing the Solicitation. Nonetheless, for recordkeeping purposes and to facilitate PRDOH's monitoring
of activities performed by Subrecipients, PRDOH requests that Subrecipients upload procurement documents upon award of the procurement process and copies of executed contracts when available.

If you wish to submit pre-solicitation documents for PRDOH Courtesy Review, please upload the documents you want PRDOH to review and click “Submit Contract for Courtesy Review

Contract Documents for Courtesy Review

Document Document Description Date Added Added By

Professional Services Contract.docx Professional Services Contract 08/04/2022 03:04:08 PM Gonzalo Tamez & i

1 record

Submitted for Courtesy Review By Submitted for Courtesy Review On . N
Submit Contract for Courtesy Review
Gonzalo Tamez 08/04/2022 03:08:18 PM

Figure 67

This GCP portal feature is optional for the Subrecipient, and it must be
completed before the execution of the contract.

7.1.4 PuBLIC NOTICE FOR PUBLICATION

PRDOH was designated administrator of the funds allocated to Puerto Rico for recovery
and mitigation of future risks through the CDBG-DR and CDBG-MIT funds. PRDOH, as an
administrator of said funds, is commiftted fo responsible, efficient, and fransparent
management.

It is the primary interest of PRDOH to be able to carry out high-impact strategic activities
to cover both the recovery and disaster mitigation needs of the communities. Therefore,
in accordance with 2 C.F.R. § 200.320(b), which requires that all formal procurement
processes be publicly announced, PRDOH has undertaken a series of initiatives for the
extensive dissemination.

It is essential to promote the participation of all possible parties with an interest in
procurement processes of goods and services in each of the programs and impact the
entire Island. Therefore, to achieve a greater scope of public outreach activities, all
Subrecipients, including Municipalities, state agencies, and non-profit entities, are
required to submit fo PRDOH all Public Notices of the procurement processes to be
published on the PRDOH CDBG-DR/MIT website.

Subrecipients will submit each, and every public nofice to PRDOH, which must contain
the following information:

Email Address to Submit Questions

e Subrecipient Name o

e Block Grant e Bid Due Date on or before:
o CDBG-DR o {Date and time}
o CDBG-MIT e Status

e Program Name e Documents Availability
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e Procurement Process Name o Date and time
e Method of Procurement e Place to obtain Procurement Process
e Procurement Process Documents
Description e Physical address
e Procurement Process Number e Contact Name
e Pre-Bid Meeting (If applicable) e Email Address
o Date and time e Telephone

¢ Questions and Requests for
Clarifications
o From: (Date and time)
o To: (Date and time)

AVISO
PUBLIC NOJICE

SUBVENCION EN BLOQUE PARA EL DESARROLLO COMUNITARIO- RECUPERACION ANTE DESASTRES
(CDBG-DR, POR SUS SIGLAS EN INGLES)
COMMUNITY DEVELOPMENT BLOCK GRANT -DISASTER RECOVERY
(CDBG-DR)

SUBVENCION EN BLOQUE PARA EL DESARROLLO COMUNITARIO- MITIGACION
(CDBG-MIT, POR SUS SIGLAS EN INGLES)
COMMUNITY DEVELOPMENT BLOCK GRANT - MITIGATION
(CDBG-MIT)

NOMBRE DEL SUBRECIPIENTE:

SUBRECIPIENT NAME:

NOMBRE DEL PROGRAMA:

PROGRAM NAME:

METCDO DE ADQUISICION:

PROCUREMENT METHOD:

NOMBRE DEL PROCESO DE ADQUISICION:
PROCUREMENT PROCESS NAME:

NUMERO DEL PROCESO DE ADQUISICION:
PROCUREMENT PROCESS NUMBER:

ESTATUS:
STATUS
PRE-SUBASTA (SI APLICA): LUGAR:
PRE-BID MEETING (IF APPLICABLE] PACE:
FECHA: [FECHA Y HORA]
DATE: [DATE & TIME]
DISPONIBILIDAD DE DOCUMENTOS: LUGAR:
RQCUMENTS AVALABILIY: i
Figure 68

The publication of the Public Notices is for informational purposes only. The
processes are handled directly by PRDOH Subrecipient. Hence, the Subrecipient
must ensure that it provides complete information of the contact person(s) so
that all questions and clarifications related to the process can be directed to the entity
or Municipality, including name, email, and phone. PRDOH is not responsible for the
content, correctness, or completeness of the published documents.
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7.1.4.1 How to submit the Public Notice

DEPARTMENT OF

HOUSING

b
'& Procurements and Contracts

OGS B ¢, S S

Procurement Procurement Contract Courtesy ~ Public Notice ~ Contracts Executed Recordkeeping
Record Courtesy Review Review
Figure 69

To submit a Public Notice, in the Procurement Record section the user must click the
Submit Public Notice button.

System Process ID Process ID * Procurement Process Type *

CRP_IB_00306 TEST CARLOS Invitation for Bids e

Process Name *

TEST CARLOS

Process Purpose

TEST CARLOS

Pre-Solicitation Started By Pre-Solicitation Started On Save Procurement Record
Gonzalo Tamez 12/13/2022 11:51:01 AM
Moved to Solicitation and Award By Moved to Solicitation and Award On Go to Recordkeeping Screen

N/A NfA
Go to Procurement Courtesy Review Go to Contract Courtesy Review Go to Public Notice Screen Go to Contracts Executed

Figure 70

To submit documents for publication, you should select the option Submit Public Notice.

Submit Public Notice \

In the Public Notice Submittal Section, the Subrecipient will upload the Public Notice and
click the New Document button.
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Public Notice Submittal

Public Notice Submittal Status  Not Submitted

Public Notice for Publication

Document Document Description Date Added Added By

No Documents to show...

0 records

:j:l'c Notice Submitted By :Il/‘:hc Notice Submitted On: Submit for Publication Download Documents

Figure 71

To upload the Public Notice, click New Document. The popup window in Figure 72 will
appear. To upload a document, you should include a description of the document add

the Public Notice and press the Create button.

New Document x

Document Description

Drag and drop a file here

Filename

No items to show..

Figure 72

I Dos and Don'ts of Public Notice document submittal:

S 7
Z'@: Do upload the provided template documents.
— Don’t upload the procurement package.
Don’t upload executed contracts.

Once the Public Notice is uploaded, press the Submit for Publication button. The status
will change from Not Submitted to Submitted and the corresponding areas will be
notified. The screen will now show who uploaded the information, the date and time of

subbmission.



Public Notice Submittal

Public Notice Submittal Status

Public Notice for Publication

Document

PUBLIC NOTICE .docx

1 record

Public Notice Submitted By
Gonzalo Tamez

Submitted

Document Description Date Added

PUBLIC NOTICE 03/28/2022 01:49:27 PM

Public Notice Submitted On:
03/28/2022 01:49:37 PM
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Added By

e

Gonzalo Tamez

Download Documents

Figure 73

7.1.5 CONTRACTS EXECUTED

PARTMENT OF

=  HOUSING

©

|

& Procurements and Contracts

2 3 4

® 6

Procurement Procurement Contract Courtesy ~ Public Notice ~ Contracts Executed Recordkeeping
Record Courtesy Review Review
Figure 74

The GCP portal also offers a document repository for completed or awarded
procurement processes. For this function, the Subrecipient must complete the data entry
for the procurement process profile and click Go to Contracts Executed. Through this
section, the Subrecipient can upload the executed contracts and comply with the
notification requirement as established in the SRA.

Go to Contracts Executed
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System Process 1D Process ID * Procurement Process Type *

CRP_IB_D0306 TEST CARLOS Inwitation for Bids

Process Name
TEST CARLOS

Process Purpose *

TEST CARLOS

Pre-Solicitation Started B) Pre-Solicitation Started O

re. ier on Y re. {{a} jon n Deccan Racoed
Gonzalo Tamez 12/13/2022 11:51:01 AM
Moved to Solicitation and Award By Moved to Solicitation and Award On Go to Recordkeeping Screen

N/A N/A
Go to Procurement Courtesy Review Go to Contract Courtesy Review Go to Public Notice Screen Go to Contracts Executed

Figure 75

7.1.5.1 Contracts Notification to PRDOH Contracts Division

As required in the SRA, Subrecipients must notify and provide a copy of all contracts
related to the agreement and CDBG-DR funds to the Contract Administration Area of
the PRDOH CDBG-DR Legal Division within three (3) days of its execution. Additionally, the
Subrecipient shall provide a copy of all subcontracts executed by its Contractors to the
Contract Administration Area of the PRDOH CDBG-DR Legal Division within three (3) days
of its execution.

The Subrecipient in Solicitation and Award section at the bottom will upload the New
Contract button.

Awarded Entities and Contracts ~

i Please add entities that were awarded as part of the procurement process and upload the executed contracts or purchase orders once available.

Awardees and Resulting Contracts New Contract

Vendor Name Contract Type UEI Number Contract Amount Contract Status Document

No Contracts to show...

Figure 76

By clicking New Contract, a pop-up window will open:
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Figure 77

Complete the required information/actions:

0

Select Contract type

Input Vendor name

Input Unique Entity Identifier (UEI)
Select Service Type

Input Contract Amount

Input Service Description

Upload Contract Document.

@0 o000

Once the information is completed, press Contract Executed, and the system will
automatically notify PRDOH Contracts Administration Area.

PRDOH Contracts Administration Area and notification by email will not be

i j By submitting the executed Conftract, the Subrecipient fulfills the duty to notify
required.
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7.1.6 RECORDKEEPING

|

,ﬁ Procurements and Contracts

DEPARTMENT OF

=  HOUSING

@ 2 3 4 5 @

Procurement Procurement Contract Courtesy ~ Public Notice ~ Contracts Executed Recordkeeping
Record Courtesy Review Review
Figure 78

This GCP portal section collects all the supporting documentation uploaded in your
procurement processes. It is a document repository. Every document previously
uploaded by the Subrecipient (in any of the sections) will automatically be saved in the
Recordkeeping section. Also, the user may manually upload additional documents.

System Process ID Process ID * Procurement Process Type *

SBIA RFP_00230 RFP1234 Request for Proposals

Process Name ~
RFP A/E SERVICES

Process Purpose *

AJE SERVICES

Pre-Solicitation Started B: Pre-Solicitation Started On a
v Upload documents for Recordkeeping
Gonzalo Tamez 08/04/2022 10:57:52 AM

Moved to Solicitation and Award By Moved to Solicitation and Award On
N/A N/A
Request Procurement Courtesy Review Request Contract Courtesy Review Submit Public Notice Continue to Solicitation and Award
Figure 79

Within the Recordkeeping section, the Subrecipient can upload the documents
manually. The Subrecipient chooses the subsection they want to upload documents by
pressing the New Document button.

Supporting Documents A
Supparting
Document Document Description Date Added Added By

No Documents to show...

Figure 80
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To upload a document, Subrecipient must include a description of the document, add
the desired document, and press the Create button.

New Document x

Document Description

Drag and drop a file here

Add
Files

Filename

No items to show...

Figure 81

The user can download every document by clicking the Download Recordkeeping

Documents button.
Download Recordkeeping Documents

Procurement Courtesy Review Documents v
Contract Documents v
Public Notice Documents v
Solicitation and Award Documents v
Supporting Documents v

Figure 82
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A good recordkeeping system is an integral part of managing and
implementing federally funded projects. PRDOH and all Subrecipients must
have policies and procedures in place to address recordkeeping and
document management.

My Profile
Subrecipient Reports
Procurement and Contracts

b Subrecipient Request For Information

PARTMENT OF : (RFI
HOUSING h\;@ Grant Compliance Portal *

Concierge

Figure 83

Another functionality for the GCP portal includes the Request for Information (RFI) section,
in which users can request more information regarding to contract activities, program
implementation support/questions, as well as reply specific information requested by
Program. The Program can send an RFl directly to the Subrecipient requesting
information. The modules track the interactions between parties as well as the response
timeframe.

Users that have access to these features are: Subrecipients, PRDOH POC, Program

Managers and Grant Managers. Also, PRDOH, Grant Managers and Program Managers
users can create RFIs for the Subrecipient.

To create an RFl, please click on the New RFI button, as shown in Figure 84.



h
= HOUSING w Grant Compliance Portal

Requests For Information

Topic Created By Status
v Type Created By

Agreement Project Key Activity
v v

Total RFI: 88
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Gonzalo Tamez ®
55 English B= Espariol

Subrecipient

Type Subrecipient m ‘ Reset

RFI'ID Program

Type RFIID - v

New RFI

Figure 84

The Subrecipient must choose the Topic, Agreement, Project (if applicable) and Key
Activity Outcome (if applicable). Then the user inputs a narrative or question in the
Request for Information box. Once the user inputs all the required information, must Save

the data and the Submit button will appear.

Requests For Information > New Request For Information

New Request For Information

Request for Information Detail

Topic * Agreement *
Program Activities v 2021-000854

Request for Information *

Project Key Activity Outcome
v 1.1 Outreach efforts to socialize t...

Requested On

Subrecipient adds Request for Information

Mar 29 2022

Requested By

Gonzalo Tamez

Program

Workforce Training Program

Figure 85

Notice that before clicking the Submit button the status of the RFI appears as Not
Submitted in the left corner, as shown in Figure 86.
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x*
Request for Information Detail @ Request for Information saved successfully! ~
(Not Submitted)

Topic * Agreement * Project Key Activity Qutcome
Program Activities v 2021-000854 v - v 1.1 Outreach efforts to socialize the progra... v
Request for Information * Requested On

Subrecipient adds Request for Information Mar 29 2022

Requested By
Gonzalo Tamez
Program

Workforce Training Program

Figure 86

\©/ Saving an RFlI does not automatically send the question to the Program.

AA You must press Submit, after saving your question.

=4

By pressing the Submit button, the Subrecipient creates the RFI ticket and the status
changes to Pending Response.

I

- Gonzalo Tamez @
= HOUSING @ Grant Compliance Portal ) . x I .
$‘ (] Request for Information submitted successfully! 55 english B Espariol

Requests For Information > RFI: 066

RFI: 066

Request for Information Detail ~
(Pending Response)

Topic * Agreement * Project Key Activity Outcome
Program Activities v 2021-000854 v - v 1.1 Outreach efforts to socialize the progra...
Request for Information * Requested On

Subrecipient adds Request for Information. Mar 29 2022

Requested By
Gonzalo Tamez
Program

Workforce Training Program

Figure 87

It is important to mention that Subrecipients have the ability to upload supporting
documents to their RFI by clicking New Document. This will open a pop-up window, as
shown in Figure 89.



RFI Documents

Total Documents: 0

Description Uploaded By Uploaded On

No request for information documents to show...

Figure 88

Document
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Once the New Document button is clicked, this will open a pop-up window, as shown in

Figure 89.

Request for Information New Document x

Document Description

Drag and drop a file here

Add File

i Supported files PDF, doc, docx, ppt, pptx, xls, xlsx, jpeg, png,

zip.
Cancel

Figure 89

The Programmatic Area may return the RFI for clarifications or provide a response and
close the RFI. The user will be nofified by email when the RFl is returned for clarification or

closed.
Reply x
Note * Replied On
Mar 29 2022
Replied By

Return for Clarifications

Figure 90

Gabriela Godino

If the Programmatic Area returns the RFI for clarifications, the status will change from
Pending Response to Return for Clarifications as shown in Figure 21 and 92.
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Reply x

Note *

Please provide clarifi(ations.‘

Return for Clarifications

Replied On
Mar 29 2022
Replied By

Gabriela Godino

Figure 91
Request for Information Detail ~
(Return For Clarification)
Topic * Agreement * Project Key Activity Outcome
Program Activities 2021-000854 v v 1.1 Outreach efforts to socialize the progra... v
Request for Information * Requested On
Subrecipient adds Request for Information Mar 29 2022
Requested By
Gonzalo Tamez
Program
Workforee Training Program
Figure 92
The user must provide the requested clarifications by clicking New Reply.
Reply A
New Reply
Replied
Reply ID Note eg;e Replied On
03-29-2022 02:50
001 Please provide clarifications.
PM
1 record

Figure 93

The response will now be visible in the Reply section, as shown in Figure 94.




Reply

Reply ID Note

002 Provided clarifications.
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~

Replied By

@

Replied On

03-29-2022 02:57 PM

Figure 94

Once the Subrecipient provides the requested clarifications, this action will change the

status of the RFI to Pending Response.

Request for Information Detail
(Pending Response)

Topic * Agreement *

Program Activities v 2021-000854
Request for Information *

Subrecipient adds Request for Information.

Program

Workforce Training Program

Project Key Activity Outcome

1.1 Outreach efforts to socialize t...
Requested On

Mar 29 2022
Requested By

Gonzalo Tamez

Figure 95

Reply x

Note ~

Replied On

Thanks for the clarifications. Provided answer to the REI.

Mar 29 2022

Replied By

Gabriela Godino

Return for Clarifications ‘

Figure 96

Once the Programmatic Area provides a response, the status of the RFI will change to

Closed, as shown in Figure 97.
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Request for Information Detail A
(Closed)
Topic * Agreement * Project Key Activity Outcome

Program Activities

Request for Information * Requested On

Subrecipient adds Request for Information. Nl 2 2oz

Requested By
Gonzalo Tamez
Program

Workforce Training Program

Figure 97

The Subrecipient will have a history of the interactions, as shown in Figure 98.

Reply ~
Reply ID Note Replied By Replied On
001 Please provide clarifications. @ 02-23-2022 06:31 PM
002 Provided Clarifications. @ 02-23-2022 06:36 PM
003 Thank you for the clarifications. Provided answer to the RFI. @ 02-23-2022 06:38 PM
3 records
Figure 98
0

S 7
=©= It is important to mention that the Programmatic Area may submit an RFl,

A/~ and the Subrecipient must provide an answer.
=
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7.3 CONCIERGE: FAQ AND INQUIRIES

My Profile

|
Q Grant Compliance Portal Subrecipient Reports

HOUSING |

Procurement and Contracts

Subrecipient Request For Information
(RFI's)

Concierge

Figure 99

In the GCP portal the Subrecipient will have access to a list of Frequently Asked Questions
(FAQ) and will be able to request inquiries for questions not found in the FAQ. The user
may filter by topic or search for a specific question.

Frequently Asked Questions

Slwct the tapic that you're wordering sbout, then browss the guestions ta find the anwe:

Whiat is the CDEG-DR Progren? ~

Who ademmnsters the CD8G-DR Frogram? v

o can COBG-DR funds be used? e

What are the main objectrves of the CDBG-DR Programs? a
Can PRDOH use COSG-DR funds bo address the COMD-19 pandemic? W
Where can | find resources conceming Naticral Chpectives? e
Dicses rriy Project have to met 8 national objectre? -
What ane the diffesenl ratcnal STctivesT -
Hew dio | choose which national objective my peoject will achieve? 4
Dot every unit of 8 housing project have 1o be cocupied by an LM houehold? o
ik o 06 reca Bl e o 1 s e

I you don't see your question listed above, create one by clicking on the butten below.

=3
Figure 100




CDBG-DR/MIT Program
GCP Portal Manual
April 4, 2024 (V.5)
Page 63/ 140

If the question is not listed, scroll to the bottom of the page for the option to create an
inquiry.

If you don't see your question listed above, create one by clicking on the button below.

Create an Inquiry

Figure 101
Once the Subrecipient clicks on the Create an Inquiry, the GCP portal redirects the user
to the Inquiries dashboard where the user will see all the inquiries drafts and submitted

ones. Users can find the New Inquiry button at the top right of the dashboard. Here, the
Subrecipient can create a New Inquiry by clicking the New Inquiry button.

Inquiries i)

6~’is~w') ded )

<<

2 Resubmitted

Figure 102

To create a New Inquiry, the Subrecipient must enter in the Inquiry General Information
screen, the Topic, Agreement Number (by choosing the agreement number, the Program
and Subrecipient Name fields will automatically populate with the correct information),
Requester Name and Email (will be pre-populated), Phone Number, Inquiry Title, and
Inquiry Description.

New Inquiry [ o |

Inquiry General Information

Topic *
- Select - - Select -
Program *
~Select-
Subrecipient Name * Requester name Email *

Gonzalo Tamez subrecipient@samr.com

Phone Number *

Inquiry Title *

Inquiry Description *

Figure 103
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After the Subrecipient enters all the required data, the user must Save the inquiry.

—_— . oowmeor ’h x Gonzalo Tamez @
=  HousiNe & Concierge @ Inquiry saved successfully. & english BS Espariol
|an|ry INQ_0079 Cancel Submit
Status: Draft

Inquiry General Information ~
Topic * Agreement *

General Questions v 2021-777777 v
Program *

Social Interest Housing Program
Subrecipient Name * Requester name Email *

PRDOH Workshop for SMT Gonzalo Tamez subrecipient@samr.com

Phone Number *

(787)-123-4567

Figure 104

The inquiry description box has a character limit. If the details required

— in the inquiry don't fit in the text box, use the document upload feature
to include all the details for consideration.

Once the Inquiry information is saved, the user needs to press the Submit button. This will
change the status from Draft to Submitted. The GCP portal will notify the inquiry was
submitted successfully, as shown in Figure105.

J— HEUSNG ‘bn X x Gonzalo Tamez @
= v # Concierge @ Inquiry submitted successfully. Benglish B Espariol

. . FAQ @ .
Inquiries

Y Under Returned for V
0 Draft & 35ub””UCd V 1 Review @ Clarifications ﬁ 2Rcsubm|(lcd v 5Rcspondcd D
General Search Topic Submitted Date
Search by InquiryID, Inquiry Title, Subre: -Select Topic- N4 From MM/DD/YYYY To | MM/DD/YYYY
Figure 105

To add a document to the Inquiry, scroll down to the bottom of the screen to the Inquiry
Documents section and select the Upload File button.
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Inquiry Documents &

Upload File

Document Name Description Added By Added On

No inquiry documents ta show...

0 records

Figure 106

Once the pop-up window shown in Figure 106 opens, enter the document description,
add the file, and press Save.

Document description

Test document

Reports - Apr 07 2022.xIsx

i Supported files PDF, doc, docx, ppt, pptx, xls, xlsx, jpeg,
png, zip.

“ Cancel

Figure 107

Subrecipients will receive a standardized, timely response within five (5) business days.
The Concierge will be triaged by CDBG-DR/MIT consultants. PRDOH will oversee and
ensure the appropriate use and management of this tool.

The The platform The consultant The consultant The consultant
subrecipient sends an email sends an sends the recommends
submits a tothe acknowledgment response to the question
question consultant in message to the the inquiry to and its answer
through the charge subrecipient the for publication
Grant subrecipient inthe FAQ
Compliance through the section of the
Portal (GCP) GCP platform

Figure 108
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The Inquiries dashboard will let the Subrecipient know the status of their inquiry, as shown

in Fig

ure 109 (e.qg., if the inquiry was Submitted, is Under Review, was Returned for

Clarifications, Resubmitted or Responded).

nquiries 726

0 Draft f ZSubmitted V 1 :er::‘j:v; @ O;T::;‘:Zﬁ;:; 2Resubmitled r 6Responded D
Figure 109
For the Inquiries section, the statuses are defined in the following table:

] Draft [

.

e The Subrecipient has drafted an inquiry but has not yet submitted it.

| Returned to Subrecipient !

e The Inquiry has been reviewed and returned to the Subrecipient. This
requires the Subrecipient to provide additional information.

¢ The Subrecipient has submitted the Inquiry and is awaiting review.

I Under Review l

e The Inquiry has been assigned to a technical assistance (TA) provider
and is under review.

|
—

Resubmitted

* The Subrecipient provided addifional information requested and
resubmitted the inquiry for a response.

Responded

* The inquiry has been reviewed and a response has been was provided.

AN

Z

=/©: The estimated response time for inquiries is five (5) business days. However,

=

time may be shorter or longer depending on the complexity of the inquiry.
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Every project funded, in part or entirely, by CDBG-DR or CDBG-MIT funds, along with all
activities related to that project, are subject to the provisions of the Uniform Relocation
Assistance and Real Property Acquisition Policies Act of 1970 (URA), as amended, 42
U.S.C. § 4601 et seq., and section 104(d) of the Housing and Community Development
Act of 1992 (HCDA), as amended, 42 U.S.C.§ 5304(d), unless waivers or alternative
requirements have been provided by the U.S. Department of Housing and Urban
Development (HUD). The implementing regulations for URA are found in 49 C.F.R. Part 24.
The regulations for section 104(d) are at 24 C.F.R. Part 42, Subpart C. Additionally, HUD
has established regulations specific to CDBG funded housing activities at 24 C.F.R. §
570.606. The primary purpose of these laws and regulations is to provide uniform, fair, and
equitable tfreatment of persons whose real property is acquired or who are required to
relocate in connection with federally funded projects.

The URA Grant Compliance Portal (GCP) module is designed for HUD recordkeeping
compliance for subrecipient-led relocation activities. The focus of this manual is to guide
Subrecipient users through the process of completing URA Occupant Case files in
accordance with the approved Relocation Plan and URA regulations. The manual also
guides the Subrecipient user on the appropriate method of submitting Relocation
Assistance Claims and making assistance payments to eligible occupants due to
federally funded project activities causing temporary relocation or permanent
displacement, for PRDOH QA/QC Review and reimbursement.

Subrecipient-conducted relocation activities under these programs will be recorded and
monitored through the GCP, ensuring compliance with the PRDOH Uniform Relocation
Assistance Guide & Residential Anti-Displacement and Relocation Assistance Plan
(RARAP) and HUD regulations, as they pertain to URA.

Access to the GCP Portal will require user login credentials. Subrecipient users will be
assigned based on the responsible persons designated by the Subrecipient in their
approved Relocation Plan. If additional users are needed, the Subrecipient must contact
the URA GCP Administrator to request login credentials for URA Specialist and URA Viewer
roles.

URA Administrator — An infernal PRDOH user role responsible for the initial creation of URA
Projects and Occupant Case files. The URA Administrator also assigns URA Specialist, URA
Reviewer and URA Viewer roles as per Subrecipient agreement in the URA GCP module.

URA Specidlist — This user role, appointed by the CDBG-DR/MIT Subrecipient, is responsible
for uploading and managing URA recordkeeping document associated with URA
Projects and Occupant case files. This user is also responsible for the submission of URA
Claim disbursements for PRDOH QA/QC review.
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URA Reviewer — An internal PRDOH user role responsible for the QA/QC Review and
approval of Occupant case files, pertaining to reimbursement to the Subrecipient for URA

Claim disbursements.

URA Viewer - A role available to either internal PRDOH users or Subrecipients for viewing
and audit purposes.

7.4.3 URA GCP MODULE USER LIFECYCLE

It is essential that the URA Specialist designated by the Subrecipient understands the
workflow of the URA GCP Module and each user's involvement in the process. The table
below depicts the entire URA GCP module life cycle and the responsibilities associated
with each user role.

The URA Administrator configures the placement of all URA
URA Document documents required to be uploaded by the Subrecipient's URA

Configuration Specialist.

eThe URA Administrator then, assigns the URA Specialist, URA

Reviewer, and URA Viewer roles (if applicable), along with
URA Administrator creating the URA Project record, according to the approved
Relocation Plan. Please note that the Subrecipient must request
user credentials for the identified URA Specialist.

eThe Subrecipient's URA Speciaist completes all URA Case
Records related to the Subrecipient's project causing
displacement, along with claims and disbursements.

URA Specialist

eThe PRDOH assigned URA Reviewer receives an email notifying
of a pending case review, ensures completion of the URA
Case Record, and approves reimbursement of Subrecipient
URA assistance disbursements or returns for corrections.

URA Reviewer

o|f the URA Case Record requires corrections, as determined by
Returned For the URA Reviewer, the Subrecipient's URA Specialist will have

. the opportunity to rectify the issues and resubmit for review to
Corrections be fully reimbursed for URA assistance payments disbursed to
eligible occupants .

*Once the URA Reviewer has completed the final case review,
Complefed the URA assistance disbursements approved by the URA
Reviewer are reimbursed to the Subrecipient.

. *This role is utilized for Finance review, Agency auditing, and
URA Viewer Agency or HUD monitoring purposes.

Figure 110

Once the URA GCP Administrator has created the URA Project Cases, an email
notification will be sent to the URA Specialist informing that the URA Record(s) require
completion. It is the role of the Subrecipient-appointed URA Specialist to complete all
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URA Project Cases and submit the Relocation Claims disbursements for review, approval

and Subrecipient reimbursement.

Upon log in, the URA Specialist will be directed to the Subrecipient Record page, for the
Subrecipient to which they've been assigned. Click on the hamburger menu, to access
the URA Monitoring Record.

<
= [wovsine h@ Grant Compliance Portal
2
Subrecipients > 023423
Subrecipient Information ~
Type Name * Yardi Vendor Numb:
v2343214_
Physical Address Physical City * Physical State Physical Zip *
Is Same Address
Team Assignment ~
Email Roles Assigned Agreeme Last Updated Assignment History
GCP_URA Specialist@gmail.com 3 0 Nov 16 2022 04:41 PM =
VVVVVV lo Tamez nt@sam 5 ul 13 2022 06:48 AM =
recipient Reports Compliance Portal ‘ GCP_URA Specal.. @
pnt Compliance Ports B english B Espariol
Subrecipient Request For Information
RIS
n ~
Name * Yardi Vendor Number
2343214_
Physical City * Physical State * Physical Zip *
R 25123

Email Roles Assigned Agreements Assigned Last Updated Assignment History
GCP_URA_Specialist@gmail.com 3 0 Nov 16 2022 04:41 PM =
subrecipient@samr.cor m 5 1 Jul 13 2022 06:48 AM =

Figure 112

Upon entering the URA Monitoring Record, a list of cases created by the URA GCP Admin
will appear. Cases with a Pending status indicates that the record needs to be
completed, which indicates URA compliance actions and/or documentation needed
for the displaced household or business associated with the case record.
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— N N N P
= woEinG W Grent Compliance Poril A=
)
Project Cases
Agreement D . ot en Record Created Record Created
am Re o on By
e MOCA- PR-CRP-URA- o 0 1-27-2022 GCP_URA_Admin
toe 123456 00200 N e -
" MOCA- PR-CRP-URA- . R - o URA A
Meez 123456 00199 ° e (CFURAAdmin
o MOCA- PR-CRP-URA- . R 1127200 e URA Adn Non- N
Moce 123456 00198 0 e -URA Residential ¢
" MOCA- PR-CRP-URA- . R - o URA A Non- N
Moe 123456 00197 ° e Cr-URAAdmn Residential s
iy o <=
Moc Completed 0 11:27-2 P_URA_Admin »
oca P oore ompl 0 272022 GCP_URA Ad s
" MOCA- PR-CRP-URA- . R - o URA A N
Meez 123456 00195 ° e ~URAAdmin 4
Moc Moca- PRCRP-URA- 0 0 11-27-2022 GCP_URA Admin Residential »
Moce 123456 00194 0 cereeee CORURA ssigenta ¢
M vach- PRACRP-URA- 0 0 11-27-2022 GCP_URA Ad Residential »
Moca e oros 0 272 URAAdmin  Residentia s
" MOCA- PR-CRP-URA- . 127200 o ARG I
123456 00192 - centa ¢

Figure 113

Please note that the Occupant Type has already been selected by the URA GCP
Administrator upon Project Case creation, according to the approved relocation plan. If
any error in the number of URA Cases or associated Occupant Types required have been
identified, please reach out to the URA GCP Administrator for correction through
helpdeskpr@horne.com.

—_ R < P N GCP_URA Special.. ®
= wousin ‘9 rant Compliance Portal A==
Project Cases
Subrecipient ayments Pending ments Returned For cord Createt cord Created
ubrecipient Agreement 1D Celn s Payments Pending Payments Returned Fy Record Created Record Created
Nam eview Corrections on By
e MOCA- PR-CRP-URA- . R - b A
vioez 123456 00200 ° el CEPLURAAdmIn
™ Mmoca- PRCRP-URA- 0 0 11-27-2022 GCP_URA Admin
‘‘‘‘‘ 123456 00199 ° e IR
e MOCA- PR-CRP-URA- . R - b A
vioez 123456 00198 ° e CEPURAAdmIn
" MOCA- PR-CRP-URA- . R 117200 e URA Admn
‘‘‘‘‘ 123456 00197 0 e IR
MOCA- PR-CRP-URA-
Moca Completed 0 272 CP_URA Admil »
Mec 123456 00196 o 11-27-2022 GCP_URA_Admin 4
% Moca- PRCRP-URA- 0 0 11-27-2022 GCP_URA Admin »
“““““ 123456 00195 o o R e
Moca vack- PRCRP-URA- 0 0 11-27-2022 GCP_URA Ad Residential »
Moca e oros 0 272 CP.URAAdmin | Residentia s
" MOCA- PR-CRP-URA- . R o200 e URA Adn R N
Moce 123456 00193 0 o A ssicenta ¢
Moca vach- PRACRP-URA- 0 0 11-27-2022 GCP_URA Ad Residential »
ccccc e oron 0 272  URA Admin esidentia s

Figure 114

7.5.2 URA INTAKE RECORD

Under the Actions column, click the pencil icon to access the URA Intake Record for
entering the Occupant’s information.
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— J— < oot Complionee Porta ‘ GCP_URA Special... @
==  HOUSING IQ rant Compliance Porta B english B Espariol
Project Cases
“ Non-Residential Residential Al Statuses o m
Subrecipient Agreement D d st Payments Pending Payments Returned For Record Created Record Created Occupant Type actions
Name Review Corrections on By
Voes MOCA- PR-CRP-URA- . . o720 b A Aden Non- N
o 123456 00200 e SEr-URAAdmE Residential L4
Moca voch- 0 0 11-27-2022 GCP_URA_Admin en- »
oce e CCPURAAdmI Residential L4
Moca 0 0 11-27-2022 GCP_URA_Admin en- »
oce e CCPURAAdmI Residential L4
Moca MOCA- 0 0 11-27-2022 GCP_URA_Admin Nen- »
o 123456 e SEFURAAdmE Residential L4
MOCA- . ,
Moca s Completed 0 0 11272022 GCP_URA_Admin Residential Vs
s . . S -
Moca 0 0 11-27-2022 GCP_URA_Admin Residential &
MOCA- . ,
Moca s 0 0 11272022 GCP_URA_Admin Residential Vs
MOCA- . - >
Moca ogen 0 0 11272022 GCP_URA_Admin Residential Vs
) re

Figure 115

7.5.2.1URA Intake Record: Residential

If the Occupant Type is Residential, the Intake Record will appear as below, identifying
the record and occupant type, as Residential.

— Y R GCP_URA Special.. @
= e | N@ oo com o e
‘ URA Intake Record - Residential ‘ Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00194 URA Status: Pending |Occupant Type: Residential
My Profile Project Deta Progress
tion Type to set the required documents for this screen.
Temporary Permanent No Relocation Required
Intake Record
Enter information for the Head of Household
Full Name Head of Household? * Birthdate * E-mail -
Select an option v MM/DD/YYY
Head of Household Status * Household Income Designation * Marital Status *
Select an option Select an option Select an option
Phone * Secondary Phone American Citizen? *
Select an option v
Race - Ethnicity Gender
Select an option v Select an option v Select an option v

Figure 116

Select the Residential Occupant’s appropriate Relocation Type. Remember that any
expected relocation of more than one (1) year should be Permanent.
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$
= HOUSING b@ Grant Compliance Portal

URA Intake Record - Residential Agreement 1D: MOCA-123456 Case ID: PR-CRP-URA-00194 URA Status: Pending Occupant Type: Residentia

My Profile Project Detail Progress

o o ®

Relocation Type:

Please select the Relocation Type to set the required documents for this screen.

Temporary Permanent No Relocation Required

Intake Record

Enter information for the Head of Household.

Full Name * Head of Household? * Birthdate * E-mail *

Select an option

Household Income Designation *

econdary Phone American Citi
Select an opt

R: Ethnicity " Gend
lect an opti Select an opti Sel o

Figure 117

Under the Intake Record heading, enter the Head of Household's information beginning
with the Full Name field. Please note that all fields denoted with an asterisk (*), are
required.

<
= HOUSiNG b@ Grant Compliance Portal
Relocation Type:
o Temporary Permanent No Relocation Required

0
®

Intake Record
ion for the Head of Household.
Head of Household? * Birthdate * E-mail *
Yes v 09/01/1988 yolea.mayers@horne.com

Head of Household Status * Household Income Designation * Marital Status *

Single Head of Household -- Male v Below 30% v Single
Phone ~ Secondary Phone American Citizen? ~

(134) 723-7148 (999) 999-9999
Race ™ Ethnicity Gender *

Black or African American v Hispanic or Latino Male

Figure 118

Proceed with completing the following fields:
e Head of Household?
e Birthdate
e Email
e Head of Household Status
e Household Income Designation
e Mairital Status
e Phone
e Secondary Phone (if applicable)
e American Citizen?
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e Race
e Ethnicity
e Gender

Once the above fields have been completed, please enter the Head of Household’s Full
Name and Birthdate in the fields under the Additional Tenants heading and click the Add
Tenant button to add the Head of Household to the Tenant Household list.

e — "@ Grant Compliance Portal ‘EC{UFi‘,Spe:\ELH ®
=  HousiNG D Grent Compliance Forta 55 English B Espariol

Additional Tenants

Full Name

Full Name Birthdate Actions
Hector Tester

Birthdate
No items to show.
09/01/1988
Add Tenant
Address
Postal address same as physical
Physical Address * Postal Address
Unit Number * Physical City * Zip Code * State * Unit Number City Zip Code State

Selectanoption Puerto Rico Selectanoption Puerto Rico

Figure 119

< »
= WoUsING K@ Grant Compliance Portal ol

Additional Tenants
Full Name

Full Name Birthdate Actions
Birthdate

Hector Tester 09/01/1988 o

‘Add Tenant
Address
Postal address same as physical
Physical Address * Postal Address
Unit Number * Physical City * Zip Code * State * Unit Number City Zip Code State
Select an option ~ Puerto Rico Select an option v Puerto Rico

Figure 120

The above steps may be repeated, as necessary, for each additional
household member.
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—_— o ’. ~ . GCP_URA Special.. ®
= uHoUSiNG @ Grant Compliance Portal ‘ =P =
Additional Tenants
Full Name
Full Name Birthdate Actions
Birthdate .
Additional Household Member 1 12/11/1994 o
Hector Tester 09/01/1988 a
Add Tenant
Address
Postal address same as physical
Physical Address * Postal Address
Unit Number ~ Physical City ~ Zip Code * State * Unit Number City Zip Code State
Select an option N Puerto Rico Select an option Puerto Rico

Figure 121

Once dall household members have been added, please enter the Physical Address

under the Address heading. This is the address from which the household is being
displaced.

S GCP_URA Special.. @
= néusNG b‘@ Grant Compliance Portal ‘ 55 tnglish B Espariol

Additional Tenants

Full Name
Full Name Birthdate Actions
Birthdate .
Additional Household Member 1 12/11/1994 o
Hector Tester 09/01/1988 a
Add Tenant
Address

Postal address same as physical

Physical Address * Postal Address

123 Sandy Drive
Unit Number * Physical City * Zip Code * State * Unit Number City Zip Code State

21 Barceloneta v 00903 Puerto Rico Selectanoption Puerto Rico

Figure 122

If the Postal Address is the same as the Physical Address, please populate the Postal
address same as physical checkbox.
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<
= HOUSING b@ Grant Compliance Portal

Additional Tenants

Full Name
Birthdate

A
Address

Physical Address *
123 Sandy Drive
Unit Number * Physical City * Zip Code * State *

21 Barceloneta v 00903 Puerto Rico

Full Name Birthdate Actions
Additional Household Member 1 12/11/1994 ]
Hector Tester 09/01/1988 ]

Postal address same as physical
Postal Address
123 Sandy Drive

Unit Number City Zip Code State

21 Barceloneta v 00303 Puerto Rico

Figure 123

If the Postal Address differs from the Physical Address, please enter the Postal Address

details.

)
= HOUSING \Q Grant Compliance Portal

Additional Tenants

Full Name

Birthdate

A

Address

Physical Address *
123 Sandy Drive
Unit Number * Physical City * Zip Code * State

21 Barceloneta v 00903 Puerto Rico

GCP_URA Special.. @
‘ B english B Espariol

Full Name Birthdate Actions
Additional Household Member 1 12/11/1994 8
Hector Tester 09/01/1988 8

Postal address same as physical

Postal Address
P.0 Box 3456
Unit Number City Zip Code State

Barceloneta v 00903 Puerto Rico

Figure 124

Next, proceed to Household Details heading.
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<
= uOUSING ‘»@ Grant Compliance Portal

Household Details |

Warrant Eviction Status

Select an option

Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Select an option

Move Out Reason

Required Documents

Document Type Uploaded On Uploaded By Status Actions
Tenant General Information Notice (GIN) Pending
Citizenship Documentation Pending

Figure 125

In the Warrant Eviction Status field, please denote if the household has received or will
receive a warrant for eviction. If yes, and a warrant has been issued, please select

Eviction Warrant Issued from the drop-down menu.

If an eviction warrant is pending issuance, please select Eviction Warrant Not Issued from
the drop-down menu. Please note that documentation of eviction will be required for

the above options, in the Required Documents section.

If eviction is not applicable to the household, please select N/A and proceed to the

Move-In Notice Required field.

<
= HOUSING \@ Grant Compliance Portal

Unit Number * Physical City Zip Code * State * Unit Number City Zip Code

21 Barceloneta 00903 Puerto Rico Barceloneta 00303

Household Details

Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued ~ URA Voluntary Opt-Out *

‘ Select an option ‘ Select an option Select an option Select an option
Select an option

sued
ant Not Issued

Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Move Out Reason

Figure 126

If a Move-In notice was provided to the Household, due to starting occupancy of the
displacement dwelling after the project’s application to a CDBG-DR/MIT program,

please select Yes, from the drop-down menu.

If a move-in notice was not provided, please select No.
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<
= ueER \Q GrantCompliance Porta

Unit Number Physical City

21 Barceloneta

Household Details

Warrant Eviction Status

Select an option

Is there a member that is handicap or disabled?

Select an option

Zip Code State

00903 Puerto Rico

Move-In Notice Required

Select an option v
b_Select an option

ves

No

Unit Number City Zip Code State

Barceloneta 00903

Move-In Notice Issued URA Voluntary Opt-Out *

Select an option Select an option

Displacement Dwelling Move-Out Date

Move Out Reason

Required Documents

ocument Type Uploaded On Uploaded By Status Actions
T | Information Notice (GIN) ding L
itizenship Documentation ding X

Figure 127

If the Move-In Nofice was issued, please select Yes from the drop-down menu, and
ensure the document has been uploaded to the Required Documents section. If a Move-
In Notice was not issued or not required, select No.

GCP_URA Special.. @

'i
= uésEiNG @ Grant Compiiance Portal

8 fngish B Esparol
Unit Number * Physical City Zip Code state Unit Number city Zip Code state
21 Barceloneta v 00903 Puerto Rico Barceloneta v 00903
Household Details
Warrant Eviction Status * Move.In Notice Required * Move-In Notice lssued * URA Voluntary Opt-Out *

Select an option Select an option Select

s there a

ber that is handicap or disabled? Displacement Dwelling Move-In Date

Select an opt oD No

Move Out Reason

Required Documents

Uploaded By Status Actions

Document Type

Uploaded On

z
I»

34

Figure 128

If the household has submitted a URA Voluntary Opt-Out Notice, please select Yes and
ensure the document is uploaded to the Required Documents section.

If a URA Voluntary Opt-Out Notice was not received, please select No.
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Household Details

Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued URA Voluntary Opt-Out ~
Select an option v Select an option v Select an option v Select an option v
Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date Eeectbulootan]
Yes
Select an option v W/DD/Y M/DDAYY No

Move Out Reason

Figure 129

If any household member is handicapped or disabled, please indicate this via the drop-
down menu.

— < Grant Compliance Portal GCP_URA Special..
= uousinG | W Grant Compliance Porta = fngih B Eopanol

Household Details

‘Warrant Eviction Status ™ Move-In Notice Required ~ Move-In Notice Issued ™ URA Voluntary Opt-Out *
Select an option v Select an option v Select an option v Select an option
Is there a member that is handicap or disabled? i Dwelling Move-In Date * Displacement Dwelling Move-Out Date
Select an option v VI/DD/YYYY M/DD/YY
Yes
No

Figure 130

Enter the household’s Displacement Dwelling Move-In Date in the mm/dd/yyyy format or
utilize the calendar drop-down menu. If the exact move-in date cannot be determined,
provide the best estimate through coordination with the household.

= ¢ Grant Compliance Portal GCP_URA Special.. @
= wouG | 4@ o complince ot B engiish B Espariol

Household Details

Warrant Eviction Status ™ Move-In Notice Required ~ Move-In Notice Issued * URA Voluntary Opt-Out *
Select an option v Select an option v Select an option v Select an option

Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date
Select an option v 10/28/2020] M/DD/YY

Move Out Reason
October 2020 < >

Required Documents

Document Type >aded On Uploaded By Status Actions
Toda

Tenant General Information Notice (GIN) Pending X

Pending X

Citizenship Documentation

Figure 131
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If the household has permanently vacated the displacement dwelling, at any point, after
receiving a Tenant GIN Notice or commencement of project activities, enter the
Displacement Dwelling Move-Out Date, in the mm/dd/yyyy format or utilize the calendar

drop-down menu.

»

Household Details

Warrant Eviction Status *

Select an option

Is there a member that is handicap or disabled?

Select an option

Move Out Reason

Required Documents

Document Type

<
= uoUsING ‘@ Grant Compliance Por

Move-In Notice Required *

Select an option

Displacem ent Dwelling Move-In Date *

10/28/2020

Uploaded On

Move-In Notice Issued *

Select an option

Displacement Dwelling Move-Out Date

GCP_URA Special.. @
B english B Espariol

URA Voluntary Opt-Out ~

Select an option

Status Actions
Pending L
Pending X

Figure 132

If the Displacement Dwelling Move-Out Date field has been populated, please enter a
detailed description, as to why the tenant household has moved, in the Move-Out
Reason text box. Please ensure that reason for moving has been included for both the
permanently displaced and tenant households that have vacated the assisted dwelling,
prior to the provision of URA assistance.

Household Details

Warrant Eviction Status *

Select an option

er that is handicap or disabled?

<
= e b\@ Grant Compliance porta

Move-In Notice Required *

Select an option

Displacement Dwelling Move-In Date

10/28/2020

Move-In Notice Issued *

Select an option

Displacement Dwelling Move-Out Date

11/17/2022

Move Out Reason

the state of New York.

The Tenant Household has move-out because they wi

Il permanently move to a replacement dwelling, on the U.S. mainland, in

Required Documents

Document Type

Uploaded On

Uploaded By

URA Voluntary Opt-Out *

Select an option

2
I»

2
I+

Figure 133

IMPORTANT NOTE: If the occupant has moved out due to commencement of project
activities, they must have already been provided with a Tenant General Information
Notice and URA Notice of Eligibility, unless they received a move-in notice, completed a
Voluntary Opt-Out Notice, or were formally evicted and documented as required above.
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In the even that an occupant has moved without the delivery or acknowledgement of

any URA required notice, the Unresponsive Tenant Due Diligence Procedure must be

followed. Please see Section 7.5.2.7, Unresponsive Tenant Due Diligence Procedure, for
further information.

The URA Residential Intake Record page’s documents are dependent upon certain
selections, made above, in the Household Details section. The four (4) documents that
are always required, regardless of the field selections, are the Tenant General Information
Notice (GIN) and Tenant GIN Acknowledgement, the Tenant Household's Citizenship
Documentation, and the Displacement Dwelling Lease.

Please note that the document templates may be accessed via PRDOH's URA Web
Page, in the Resources section, utilizing the following URL: URA - CDEG (pr.gov)

O GCP_URA Special.. @
P S —— M
tien Select 2n option Selsct an option Select 2n option

ember that s handicap or disabled? Displacement Dwelling Move-In Date Displacement Dwelling Move-Out Date.

cument Type Uploaded On Uploaded By Status Actions

Figure 134

To upload a document, click the Upload icon under the Actions column, to open the File
Upload menu.


https://cdbg-dr.pr.gov/en/resources/ura/#plantilla

CDBG-DR/MIT Program
GCP Portal Manual
April 4, 2024 (V.5)
Page 81/ 140

_ . . GCP_URA Special.. @
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| Select an option ~ | Selectanoption ~ | Selectanoption | Selectanaoption v |
Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Select an option v MM/DDAYYY MM/DDAYYY
Move Out Reason

Required Documents
Document Type Uploaded On Uploaded By Status Actions
Tenant General Information Notice (GIN) Acknowledgement Pendin

Tenant General Information Notice (GIN) Pending

I’ I-' H

Citizenship Documentation Pendin

3 records

Figure 135

Once the File Upload menu appears, the user may drag and drop the file into the upload
space or double-click to browse for the document on their device.

File Upload

‘ % Dropafile here or browse to upload

Figure 136

Once the file has been uploaded, click the Save button, to retain the changes.
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File Upload

__ HSN_URA_TEMPLATE_GENERAL INFORMATION NOTICE
" TOTENANTS (EN)_V.1.docx

Figure 137

If the document has successfully been uploaded, the status column for the document
should change from Pending to Uploaded, and the Uploaded On and Uploaded By
columns should populate.

— . oot Comptionce Paral GCP_URA Special... &
=  HOUSING rant Compliance Portal B English B Espariol
Select an option v Select an option v Select an option v Select an option v

s there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date
Select an option v MM/DD/YYYY MM/DD/YYYY
Move Out Reason
Required Documents
Document Type Uploaded On Uploaded By Status Actions
Tenant General Information Notice (GIN) Acknowledgement Pending X
Tenant General Information Notice (GIN) 12-21-2022 GCP_URA Speciaist Uploaded o
4
Citizenship Documentation Pending X
3 records

Figure 138

The ellipsis icon (:)) allows for previewing or downloading the document.
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Select an option Select an option Select an option Select an option
Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date
Select an option AM/DD; MM/DD/YYYY
Move Out Reason
Required Documents
Document Type Uploaded On Uploaded By Status Actions
Tenant General Information Notice (GIN) Acknowledgement Pending X
@ Preview
X, Download
Tenant General Information Notice (GIN) 12-21-2022 GCP_URA_Specialist Uploaded
4
Citizenship Documentation Pending 2
3 records
Dovinlosd Al Documents “

Figure 139

The garbage can icon allows for immediate deletion of the document, in the event an
error has been made.

= e Grant Compliance Portal GCP_URA Special.. ®
=  HOUSING IQ rant Compliance Porta B £ngiish B Espariol
Select an option v Select an option Select an option v Select an option
Is there a member that is handicap or disabled? Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date
Select an option AM/DDAYYY VIM/DD/YYYY
Move Out Reason
Required Documents
Document Type Uploaded On Uploaded By Status Actions
Tenant General Information Notice (GIN) Acknowledgement Pending X
Tenant General Information Notice (GIN) 12-21-2022 GCP_URA_Specialist Uploaded
Citizenship Documentation Pending X
3 records
Povmioad Al becments “

Figure 140

The pencil icon opens the file upload menu, allowing for upload of an alternate
document, replacing the previously uploaded document.
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File Upload

HSN_URA TEMPLATE_GENERAL INFORMATION NOTICE TO
TENANTS (EN)_V.1.docx [l

Figure 141

The Download All Documents button allows the user to download and view all
documents on the page.

— - - GCP_URA Special.. ®
= uoUsING | Grant Compliance Portal S Fngien B eepaiol
Document Type Uploaded On Uploaded By Status Actions
Move In Notice Acknowledgement 12-22-2022 GCP_URA Spedialist Uploaded o
4
Netice of Voluntary Opt-Out 12-22-2022 GCP_URA Specialist Uploaded o
'
Tenant General Information Notice (GIN) Acknowledgement 12-22-2022 GCP_URA Specialist Uploaded o
s
Move In Notice to Prospective Tenants 12-22-2022 GCP_URA Spedialist Uploaded o
¢
Tenant General Information Notice (GIN) 12-21-2022 GCP_URA Spedialist Uploaded o
4
Evidence of Eviction Warrant 12222022 GCP_URA Specialist Uploaded o
s
Citizenship Documentation 12-22-2022 GCP_URA Spedialist Uploaded o
4
7 record:

Figure 142

Reminder: As per URA regulations, all required URA notices must be hand delivered or
sent via certified mail, and delivery confirmation documented.
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The URA Residential Inftake Record page’s field specific documents are as follows:

e Warrant Eviction Status
o Requires upload of the Evidence of Eviction Warrant
¢ Move-In Notice Required/Move-In Noftice Issued
o Requiring upload of a document and occupant acknowledgment,
notifying of the tenant’s ineligibility to receive URA assistance due to
occupying a dwelling after the initiation of negotiations (ION) date. (ex:
Signed Lease Agreement or separate document and acknowledgment)
e URA Voluntary Opt-Out
o Requiring upload of the URA Voluntary Opt-Out Notice

pecial.. ®

_ i ‘l GCP_URA S,
= HOUSING ‘@ Grant Compliance Portal ‘ Bengiish BS Espaniol

Required Documents

Document tType Uploaded On Uploaded By Status Actions

Move In Notice Acknowledgement Pending

3

Notice of Voluntary Opt-Out Pending

-

Tenant General Information Notice (GIN) Acknowledgement 12-22-2022 GCP_URA _Specialis

b e

Tenant General Information Notice (GIN) 12-21-2022 GCP_URA Specialis

bo[ve-

X, B

Citizenship Documentation 12-22-2022 GCP_URA_Specialis

Figure 143

To upload the above documents, follow the steps outlined in the URA Intake Record
Documents: Residential (General) section, above.

If the Occupant Type is labeled as Non-Residential, the Infake Record will appear as
shown below, identifying the Record and the Occupant Type as Non-Residential.



CDBG-DR/MIT Program
GCP Portal Manual
April 4, 2024 (V.5)
Page 86 / 140

<
HOUSING \9 Grant Compliance Porta

URA Intake Record - Non Residential

oject
i
4

cation Type to set the required docume

Business Contact Information

Business Name

American Citizen? *
Select an option
Gender *

Select an option

No Relocation Required

Business Owner Full Name

Race
Select an option
Marital Status

Select an option

Business Owner Birthdate: *

y |

Progress

Business Owner E-Mail *

Ethnicity *
Select 2n option

Phone

Figure 144

Select the Non-Residential Occupant’s appropriate Relocation Type.

&
HOUSING ﬁ@ Grant Compliance Portal
3

URA Intake Record - Non Residential

y Profile

.,,c

Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00200 URA Status: Pending Occupant Type: Non-Residentia

Relocation Type:
Please select the Relocation Type to set the required documents for this screen

Temporary Permanent

No Relocation Required

Business Contact Information

Business Name Business Own:

American Citizen? *
Select an option

Gender *

Select an option

er Full Name *

Race *
Select an option
Marital Status

Select an option

Business Owner Birthdate: *

Business Owner E-Mail *
C

Ethnicity "
v Select an option v

Phone

Figure 145

Once the appropriate relocation type has been selected, enter the Business Contact
Information, beginning with the Business Name. The following fields in this section should
correspond with the Business Owner’s information.

<
HEUSING \@ Gr

URA Intake Record - Non Residential

My Profile

+ D
A4

Relocation Type:
Permanent

o

Temporary

No Relocation Required

GCP_URA Special.. @
S ingisn B esparol

Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00221 URA Status: Pending Occupant Type: Non-Residential

Business Contact Information

Business Name Business Owi

American Citizen?
Select an option

Gender *

Select an option

ner Full Name *

Race
Select an option
Marital Status *

Select an option

Busine:

55 Owner Birthdate:

Business Owner E-Mail *

Ethnicity "
Select an option

Phone *

Figure

146
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Once the Business Contact Information has been completed, enter the Business’ Physical

and Postal Address.

<
SUSING Grant Compliance Portal
woisiie | W@ o con

Business Address

Physical Address

Unit Number * Physical City Zip Code * State *

Select an option

Puerto Rico

Postal address same as physical

Postal Address

Unit Number Zip Code

Business Details

Warrant Eviction Status Move-In Notice Required

Select an option Select an option

Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Move Out Reason

Move-In Notice Issued URA Voluntary Opt-Out

Select an option Select an option

Figure 147

If the physical and postal address are the same, utilize the Postal address same as

physical checkbox.

<
HOUSING b‘@ Grant Compliance Portal

Business Address

Physical Address *
123 Sandy Lane

Unit Number * Physical City Zip Code * State

00903

Aibonito

Business Details

Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Move Out Reason

Puerto Rico

GCP_URA Special.. &
‘ B nglish BS Espafiol

Postal address same as physical

Postal Address
123 Sandy Lane

State

Unit Number

City Zip Code

Aibonito 00903 Puerto Rico

URA Voluntary Opt-Out *

Once the address has been entered,

Figure 148

move onto the Business Details section.
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Business Details

Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out *
Select an option Select an option Select an option Select an option
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Move Out Reason

Required Documents

Documen t Type Uploaded On Uploaded By Status Actions

Figure 149

Beginning with the Warrant Eviction Status field, please denote if the non-residential
occupant has received or will receive a warrant for eviction.

If yes and a warrant has been issued, please select Eviction Warrant Issued from the drop-
down menu. If an eviction warrant is pending issuance, please select Eviction Warrant
Not Issued from the drop-down menu. Please note that documentation of eviction will
be required for the above options, in the Required Documents section.

If eviction is not applicable to the non-residential occupant, please select N/A and
proceed to the Move-In Notice Required field.

<
= HOUSING b‘@ Grant Compliance Portal

Business Details

Warrant Eviction Status Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out

Displacement Dwelling Move-Out Date
"

Required Documents
Document it Type Uploaded On Uploaded By Status Actions

Citizenship Documentation Pendin g X

ial Occupant General Information Notice (GIN) Pending 2

Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending A

Figure 150
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If a Move-In Notice was required for the non-residential occupant, due to occupying the

displacement dwelling affer the commencement of construction activities, please select
Yes, from the drop-down menu.

If a Move-In Notice was not required, please select No.

— omesrmans o " -~ . GCP_URA_Special.. @
=  HousiNc Q Grant Compliance Portal ‘ Benglish BS Espariol
Business Details
Warrant Eviction Status ™ Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out ~
Select an option v v Select an option v Select an option
Displacement Duweling Move.n Date *
Yes
DD No
Move Out Reason
Required Documents
Documen it Type Uploaded On Uploaded By Status Actions
Citizer Pending g X
Non- Pending g X
N ment Pending g X

Figure 151

If the Move-In Notice was issued, please select Yes from the drop-down menu and ensure
the document is uploaded to the Required Documents section.

If a Move-In Notice was not issued or not required, select No.

S < e Portal 4 GCP_URA Special.. @
= woUsiNG | Y@ o Compliance Fors B english B Espariol

Business Details

Warrant Eviction Status ~ Move-In Notice Required * Move-In Notice lssued * URA Voluntary Opt-Out *
Select an option v Select an option v Select an option v Select an option
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date Beleclanioption
Yes
oD oD No

Move Out Reason

Required Documents

Uploaded On Uploaded By Status Actions

Pending A

Non-Residential Occupant General Information Notice (GIN) Pending L
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pendin g X

Figure 152
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If the non-residential occupant has submitted a URA Voluntary Opt-Out Notice, please
select Yes and ensure the document is uploaded to the Required Documents section.

If a URA Voluntary Opt-Out Notice was not received, please select No.

— oseuen cn ’. -~ . GCP_URA Special... ®
= HOUSING @ uuuuu Co ‘ B english BS Espaiol
Business Details
Warrant Eviction Status ~ Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out *
Sel v Select an option v Select an option v ‘ Select an option v ‘
Displacement Dwelling Move-In Date * Displacement Dwelling Move.Out Date
Yes
DD DD, No
Move Out Reason
Required Documents
Document it Type Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending g X
Non-Residential Occupant General Information Notice (GIN) Pending g X
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending g X

Figure 153

Enter the non-residential occupant’'s Displacement Dwelling Move-In Date in the
mm/dd/yyyy, format or utilize the calendar drop-down menu.

—_— omesnuens o ’. -~ - GCP_URA Special... ®
=  HOUSING @ Grant Compliance Portal ‘ B english B Espariol
Business Details
Warrant Eviction Status ~ Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out ~
Select an option v Select an option
Displacement Dwelling Move-Out Date
Dece
1 2 3
4 5 6 7 8 9 10
" 12 13 14 15 16 17
18 19 20 21 23
25 26 27 28 29 30 31
Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending g X
Non-Residential Occupant General Information Notice (GIN) Pending X
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending X

Figure 154

If the non-residential occupant has permanently vacated the displacement dwelling at
any point, after receiving a Non-residential Occupant GIN Notice or commencement of
project activities, enter the Displacement Dwelling Move-Out Date, in the mm/dd/yyyy
format or utilize the calendar drop-down menu.



CDBG-DR/MIT Program
GCP Portal Manual
April 4, 2024 (V.5)
Page 91/ 140

&
= HOUSING b‘@ Grant Compliance Portal

Business Details

Warrant Eviction Status * Move-In Notice Required Move-In Notice Issued *
Select an option ~ Select an option v Select an opti
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

Move Out Reason

1 2 3
4 5 6 7 8 9 10
" 122 13 14 15 16 17
Required Documents oo =

25 26 27 28 2 30 31

Document 1t Type Uploadied On
Today

Citizenship Documentation

Non-Residential Occupant General Information Notice (GIN)

Non-Residential Occupant General Information Notice (GIN) Acknowledgement

URA Voluntary Opt-Out *

Select an option

Uploaded By Status Actions
Pendin, g X
Pending 2
Pending A

Figure 155

If a date has been entered in the Displacement Dwelling Move-Out Date field, please
enter a detailed description as fo why the tenant household has moved, in the Move-

Out Reason text box.

<
= HOUSING \@ Grant Compliance Portal

Business Details

Warrant Eviction Status ~ Move-In Notice Required ~ Move-In Notice Issued
Select an option M Select an option M Select an option
Displacement Dwelling Move-In Date " Displacement Dwelling Move-Out Date
06/29/2021 12/06/2022

Move Out Reason

Move-Out reason detailed description

Required Documents
Document it Type Uploaded On

Citizenship Documentation

Non-Residential Occupant General Information Notice (GIN)

ential Occupant Gene

GCP_URA Special.. ®
‘ B english BS Espariol

URA Voluntary Opt-Out *

Select an option

Uploaded By Status Actions
Pending A
Pending A
Pending g X

Figure 156

IMPORTANT NOTE: If the occupant has moved out due to commencement of project
activities, they must have already been provided with a URA Notice of Eligibility, unless
they received a Move-In Notice, completed a Voluntary Opt-Out Notice, or were

formally evicted and documented as required above.
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In the event that an occupant has moved without the delivery or acknowledgment of

any URA required notice, the Unresponsive Tenant Due Diligence Procedure must be
followed. Please see Section 7.5.2.7.

The URA Non-Residential Intake Record page’s documents are dependent upon certain
selections, made above, in the Business Details section. The four (4) documents that are
always required, regardless of the field selections, are the Non-Residential Occupant
General Information Notice (GIN), the Non-Residential Occupant GIN
Acknowledgement, the Non-Residential Occupant’s Citizenship Documentation, and
the Displacement Dwelling Lease.

Please note that the document templates may be accessed via PRDOH's URA Web
Page, in the Resources section, utilizing the following URL: URA - CDBG (pr.gov)

g,
= wSlEwG \p Grant Compliance Portat
ion

ject 2n option Slect an option Select an option

Displacement Dwelling Move-In Date Displacement Dwelling Move-Out Date

Move Out Reason

Required Documents ~

Document Type Uploaded On Uploaded By

Figure 157

To upload a document, click the upload icon, under the Actions column, to open the
File Upload menu.
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Business Details

Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out *

Select an option v Select an option v Select an option v Select an option v
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

06/29/2021 12/06/2022

Move Out Reason

Move-Out reason detailed description

Required Documents

Document Type Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending
Non-Residential Occupant General Information Notice (GIN) Pending 2
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending :.

3 records

Figure 158

Once the File Upload menu appears, the user may drag and drop the file intfo the upload
space or double-click to browse for the document on their device.

File Upload

5 Drop afile here or browse to upload

L]ca"cm

Figure 159

Once the file has been uploaded, click the Save button, to retain the changes.
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File Upload

MIT - Templates - ADMINISTRATIVE - FEDERAL
3 COMPLIANCE (FCLS) - URA GENERAL INFORMATION
NOTICE - NONRESIDENTIAL - Case Number 9 (1) docx

Figure 160

If the document has successfully been uploaded, the status column for the document
should change from Pending to Uploaded, and the Uploaded On and Uploaded By
columns should populate.

— - B G rant Compliance Portl GCP_URA Special.. ®
= HousiNG | rant Compliance Portal B Engiish B Esparol
Business Details
Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out *
Select an option v Select an option v Select an option v Select an option v
Displacement t Dwelling Move-In Date * Displacement Dwelling Move-Out Date
06/29/2021 12/06/2022
Move Out Reason
Move-Out reason detailed description
Required Documents
Document Type Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending X
Non-Residential Occupant General Information Notice (GIN) 12-22-2022 ‘GCP_URA _Specialist Uploaded m
4
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending X
3 records

Figure 161

The ellipsis icon (L:]) allows for previewing or downloading the document.
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Business Details
Warrant Eviction Status ™ Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out ~
Select an option v Select an option v Select an option v Select an option v
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date
06/29/2021 12/06/2022
Move Out Reason
Move-Out reason detailed description
Required Documents
Document Type Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending X
Non-Residential Occupant General Information Notice (GIN) 12-22-2022 GCP_URA_Specialist Uploaded
s
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending 2

Figure 162

The garbage can icon allows for immediate deletion of the document, in the event an
error has been made.

$
= HoUsiNG b‘@ Grant Compliance Portal

Business Details

Warrant Eviction Status * Move-In Notice Required * Move-In Notice Issued * URA Voluntary Opt-Out *

Select an option v Select an option v Select an option v Select an option v
Displacement Dwelling Move-In Date * Displacement Dwelling Move-Out Date

06/29/2021 12/06/2022

Move Out Reason

Move-Out reason detailed description

Required Documents

Document Type Uploaded On Uploaded By Status Actions.
Citizenship Documentation Pending X
Non-Residential Occupant General Information Notice (GIN) 12-22-2022 GCP_URA Specialist Uploaded
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending 2

Figure 163

The pencil icon opens the file upload menu, allowing for upload of an alternate
document.
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File Upload

MIT - Templates - ADMINISTRATIVE - FEDERAL COMPLIANCE
(FCLS) - URA GENERAL INFORMATION NOTICE - NONRESIDENTIAL
- Case Number 9 (2).docx ]

Figure 164

The Download All Documents button allows the user to download and view all
documents on the page.

— R GCP_URA Special.. ®
= HoUsiNG | Grant Compliance Portal B ingish B £oparol
Displacemen t Dwelling Move-In Date * Displacement Dwelling Move-Out Date
06/29/2021 12/06/2022

Move Out Reason

Move-Out reason detailed description

Required Documents

Document Type Uploaded On Uploaded By Status Actions
Citizenship Documentation Pending 2
Non-Residential Occupant General Information Notice (GIN) 12222022 GCP_URA Specialist Uploaded o
4
Non-Residential Occupant General Information Notice (GIN) Acknowledgement Pending A

3 records

Figure 165

Reminder: As per HUD regulations, all URA required notices must be hand delivered or
sent via certified mail.

7.5.2.6 URA Intake Record Documents: No-Residential (Field-Specific)
The URA Non-Residential Intake Record page’s field specific documents are as follows:

e Warrant Eviction Status
o Requiring upload of the Evidence of Eviction Warrant
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Move-In Notice Required/Move-In Noftice Issued
o Requiring upload of a document and occupant acknowledgment
notifying of the tenant’s ineligibility to receive URA assistance due to
occupying a dwelling after the initiation of negotiations (ION) date. (ex:
Signed Lease Agreement or separate document and acknowledgment)
URA Voluntary Opt-Out
o Requiring upload of the URA Voluntary Opt-Out Notice
Appendix 9 (Site Occupant Record)

1l
o
@

Grant Compliance Portal

Document Type Uploaded On Uploaded By Status Actions

Citizenship Documentation 02-09-2023 GCP_URA Specialist ~ Uploaded

- I» I» I»

Site Occupant Record (Handbook 1378 - Appendix 9) 02-09-2023 GCP_URA Specialist Uploaded

aaaaaaaa

aaaaaaaa

aaaaaaaa

g
b -

Figure 166

To upload the above documents, follow the steps outlined in the section 7.5.2.5, URA
Intake Record Documents: Non-Residential (General).

Tenants who are anticipated to be eligible under the URA must receive and
acknowledge specific notices informing them of the rights afforded to URA eligible
tenants, as required by HUD. The Tenant Search Log is utilized in the event that a tenant
is disclosed as having occupied a federally assisted property during the application
period but has vacated the property prior to receiving required notifications.

Once the URA Specialist has been made aware of the presence of a Tenant in a federally
assisted property, every effort is made to provide the necessary notices and confirm the
Tenant’'s continued occupancy of the displacement dwelling, until relocation to the
comparable replacement dwelling is required.

The Subrecipient’s URA Specialist must perform a due diligence search to locate the
whereabouts of the said tenant, documenting contact attempts on the Tenant Search
Log and requesting completion of the Landlord Confirmation of Vacated Rental Units
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Form by the CDBG-DR/MIT assisted Property Owner, to attempt delivery of the required

notices.

To perform a due diigence search, the Tenant Search Log must be completed,
documenting the contact attempts made to locate the former occupant.

At any point during the assistance process, should the URA Case Manager experience at
least three (3) consecutive unsuccessful contact attempts to the Tenant, one (1) of which
should be an in-person visit to the Tenant’s listed address, within a thirty (30) calendar day
period, the CDBG-DR/MIT assisted Property Owner should be contacted to confirm that
the most recent information for the Tenant is on file.

The URA Specialist must reach out to the CDBG-DR/MIT assisted Property Owner for
completion of the Landlord Confirmation of Vacated Rental Units, confirming that the
Occupant has indeed vacated the property. The CDBG-DR/MIT assisted Property Owner
must confirm occupancy dates, provide the most recent contact information for the
occupant, and a reason for moving, if available.

)

it

PUERTD RICO DEPARTMENT OF HOUSING
CDBG-DR PROGRAM
UNIFORM RELOCATION ASSISTANCE (URA)
LANDLORD CONFIRMATION OF VACATED RENTAL UNIT

Project Mumber:,

. [Landlord). with URA case number

herely aftest that, during the program implementation and property acguisition process

to receive CDBG-DR funds from the Municipality of [Surecipient). os a
Subrecipient of the Puerto Rico Department of Housing (PRDOH), o5 payrnent for the
acquisition of the property located ot (property locafion),
the following tenantis) wasfwere residing in the

property. Cccupancy of the property commenced on or cbout the date of [Move-in
Date] . The tenantis] wasfwere not unlawfully evicted and did not move from the
property  due  fo prograrm acfivities. It i my undersfanding that

[T2nant] moved cut of the property voluntarily on

[Mewe-cut Date] due fo the following reasons:

To the best of my knowledge, they currently reside at [Cument Address (if known]] and
can be reached by phone af [Last Known Fhone Number] aond/or by email af [Last

Known Ermnail Address].

Londiord s Signature Cate

Landlord s Mame [Printed]

Figure 167
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Please note that if successful contact is made with the tenant, URA assistance should

resume, commencing with acknowledgement of the requested notice.

Should no successful contact be made with the occupant, the Tenant Search Log should
be completed.

(&) -

o

PUERTO RICO DEPARTMENT OF HOUSING
CDEG-DR PROGRAM
IFORM RELOCATION ASSISTANCE (URA)
NOM-RESPONSIVE TENANT AND OWNER SEARCH LOG

Praject Humbser:

The Municipality of [Municipolity Mame(sl], os o 3Svbrecipients of the Puerto Rico
Departrment of Housing [PRDOH) has mode several attempts in good faith o contact the
fenant(s)fowner|(s): [Tenani(s)/owneris) Mome(s]l. The CDBG-DRE  Progrom
fenant(s)/owner[s). with URA case number [URA Case Number], otfested that, during the
program imclemsntation and property acquisifion process the Tenant(s)/owner(s)
wasfwere residing in the property locoted ot [Property Address]. Below is a list of the
atternpts to confact the tenant(s).

CONTACT ATTEMPTS
. METHOD OF
SUBRECIPIENT'S NAME CONTACT RESULT OF CONTACT DATE & TIME
Subrecigient POC s Signaturs Date
Subrecigient POC s Print Mame
Figure 168

Once the unsuccessful tenant contacts have been denoted on the Tenant Search Log,
upload the document to the nofification field in the URA GCP, in which the Occupant
was being contacted for acknowledgment.

In the Remarks section, please detail for which notification the Tenant Search Log was
completed and the field in which it was uploaded.
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Remark:
a
e =] B==raa) T N

Figure 169

The Relocation Advisory Services tab documents the services provided to the occupant,
along with the delivery and receipt of HUD required URA relocation notices. As per HUD
regulations, all URA required notices must be hand delivered or sent via certified mail.

The required notices depend on the Occupant Type (Residential or Non-residential) and
the Relocation Type (Temporary, Permanent or No Relocation Required), as established
in the approved Relocation plan and determined during the intake process conducted
for each occupant and documented by the URA Specialist.

&
= HOUSING \@ Grant Compliance Portal

URA Intake Record - Non Residential Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00222 URA Status: Pending| Occupant Type: Non-Residentia
Ay Profile t
o o ®
A4
Relocation Type:
Temporary QO  remanent No Relocation Required

Figure 170

Upon clicking the Next button, on the URA Intake Record (Residential or Non-Residential),
the user will be taken to the Relocation Advisory Services page.

<
= HOUSING h‘e Grant Compliance Portal

Required Documents

Document Type Uploaded On Uploaded By Status Actions

Citizenship Documentation 12-22-2022 GCP_URA_Specialist Uploaded i}
'
Move In Notice Acknowledgement Pending k3
Move In Notice to Prospective Tenants Pending
Notice of Voluntary Opt-Out Pending 2
Non-Residential Occupant General Information Notice (GIN) 12-22-2022 GCP_URA Specialist Uploaded o
'
Non-Residential Occupant General Information Notice (GIN) Acknowledgement 12-22-2022 GCP_URA Specialist Uploaded o
s
Evidence of Eviction Warrant Pending 2

oo S -]

Figure 171
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s
= oG | Q@ Gront Complance Port

| URA Relocation Advisory Services | Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00217 URA Status: Pending Occupant Type: Residential

My Profile Project Detail ntake Record Progress

O)

dlick on the upload button to submit the required documents:

Figure 172

The No Relocation Required relocation process is the same for both Residential and Non-
Residential Occupants and involves notifying the occupant and uploading the Notice of
Non-Displacement (NND) - No Relocation Required and acknowledgment of its receipt.

Upon entering the Relocation Advisory Services page, the URA Specialist will be
prompted to upload both aforementioned documents.

Please note that the templates for these documents may be accessed via PRDOH's URA
Web Page, in the Resources section, utilizing the following URL: URA - CDBG (pr.gov).

s,

= L.ouwENe \@ Grant Compliance Portal

URA Relocation Advisory Services Agreement ID: MOCA-123456 Case ID; PR-CRP-URA-00217 URAStatus: Pending Occupant Type: Residentia
o
(-] o © O]
Verty anl review any document pertaining o the case. Otherwise, click on the upioad button to submit the required docurments:
Required Documents
st Actions
J

Figure 173

Once the NND - No Relocation Required and acknowledgement have been uploaded,
the URA Specialist may click the Next button to be directed to the progress page,
documenting completion of the URA Case.
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= — & - GCP_URA Special..
S S
i i i Agreement t1D: MOCA-123456 Case ID: PR-CRP-URA-00217 URA Status: Pending Occupant Type: Residential
elocation visory services
My Profile ject Detal intake Record Progress

o “o o ®

Note: Verify and review any document pertaining to the case. Otherwise, click on the upload button to submit the required documents:

Required Documents

Document Type Uploaded On Uploaded By Status Actions
Notice of Non-Displacement (NND) ~ No Relocation Required 12-22-2022 GCP_URA Specialist Uploaded o
4
Notice of Non-Displacement (NND) ~ No Relocation Required Acknowledgement 12-22-2022 GCP_URA Specialist Uploaded o
4

— . | -

Figure 174

<
= wSUEiNE \o Grant Compiiance Portal
!

fy Profila Frojact Detsi ntake Record Relocation Advisory Serviess Relocation Payment Summary

Intake Relocation Advisory Services Relocation Payments

e

Figure 175

7.5.3.2 Relocation Advisory Services: Residential

The Residential Relocation Advisory Services tab documents the delivery of relocation
notices required by HUD under URA, along with their acknowledgements of receipt, a
process that differs for Temporary and Permanent Relocation Types.

7.5.3.2.1 Relocation Advisory Services: Residential — Temporary Relocation

The Temporary Relocation specific documents are listed below:

¢ Notice of Eligibility (Temporary Relocation)

¢ Notice of Eligibility Acknowledgement (Temporary Relocation)
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¢ Notice of Non-Displacement (NND) (Temporary Relocation Required)
¢ Notice of Non-Displacement (NND) Acknowledgement (Temporary Relocation
Required)
e 30 Day Notice to Vacate (30 Day Move Notice)
e 30 Day Notice to Vacate Acknowledgement (30 Day Move Notice)
e HUD Form - 40061 (Selection of Most Representative Comparable Replacement
Dwelling for Computing a Replacement Housing Payment)

Please note that the document templates may be accessed via PRDOH'’s URA Web
Page, in the Resources section, utilizing the following URL: URA - CDEG [pr.gov).

< h e f
- e GCP_URA_Special. @

URA Relocation Advisory Services Agreement ID: MOCA-123456 Case ID: PR-CRP-URA-00216 URA Status: Pending Occupant Type: Residentia

Note: Verify and review any document pertaining to the case. Otherwise, click on the upload button to submit the required documents:

Required Documents
Document Type Uploaded On Uploaded By Status Actions
Notice of Non-Displacement (NND)  Temporary Relocation Required . pending 2
wwwwwwww £
L
ssssssss 2
‘‘‘‘‘‘‘‘ 2
t Housing Payment) 2
30 Day Notice to Vacate (30 Day Move Notice) 2

Figure 176

Once the above documents have been uploaded, the URA Specialist may click the
Next button to proceed to the Relocation page.

<
= HoUSiNG \9 Grant Compliance Porta

Notice of Non-Displacement (NND) - Temporary Relocation Required 12-22-2022 GCP_URA_Specialist Uploaded @
rd
Notice of Eligibiity (NOE) - Temporary Relocation Acknowledgement 12-22-2022 GCP_URA Specialist Uploaded o
'
Notice of Non-Displacement (NND) Temporary Relocation Required Ackn 2-22-2022 GCP_URA_Specialist Uploaded o
'
Notice of Eligibility (NOE) - Temporary Relocation 12-22-2022 GCP_URA_Specialist Uploaded o
rd
30 Day Notice to Vacate (30 Day Move Notice) Acknowledgement 12-22-2022 GCP_URA_Specialist Uploaded @
rd
HUD Form - 40061 (Selection of Most Representative Comparable Replac yment) 2222022 GCP_URA Specialist Uploaded o
e
30 Day Notice to Vacate (30 Day Move Notice) 2-22-2022 GCP_URA Specialist Uploaded i}
I

oo S

Figure 177
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7.5.3.2.2 Relocation Advisory Services: Residential — Permanent Relocation
The Permanent Relocation specific documents are listed below:

¢ Notice of Eligibility (Permanent Relocation)

¢ Notice of Eligibility Acknowledgement (Permanent Relocation)

e 90 Day Notice to Vacate (90 Day Move Notice)

e 90 Day Notice to Vacate Acknowledgement (90 Day Move Notice)

e HUD Form - 40061 (Selection of Most Representative Comparable Replacement
Dwelling for Computing a Replacement Housing Payment)

Please note that the document templates may be accessed via PRDOH’s URA Web
Page, in the Resources section, utilizing the following URL: URA - CDEG [(pr.gov).

g
= st \0 Grant Compliance Port

URA Relocation Advisory Services Agreement ID: 2021-DR1234 CaselD: PR-LINTC-URA-00254  URA Status: Completed  Occupant Type: Residentia
o o ° —O— ° —0- o
and review any document pertaining to the case Otherwise, dlick on the upload button to submit the required documen:
Required Document: ~

D loaded Status
02-22-202 pload

02-22-202: pload:

02-22-202 pload

02-22-202: pload:

ble Replac: P 02-22-202 pload

Figure 178

Once the above documents have been uploaded, the URA Specialist may click the Next
button to proceed to the Relocation page.

J)
= WSS \0 Grant Compliance Portal
URA Relocation AgreementID: 2021-DR2345 Case|D: PR-PG-URA-00231 URAStatus: Penging Occupant Type: Nan-Resident
Relocation ey
(=)
)

i° = P :3—:'; n z:oz—(: d Relocation —:o Services ogress.
Figure 179

Similar to the Residential Relocation Advisory Services tab, the Non-Residential Relocation
Advisory Services tab documents the delivery of relocation notices required by HUD
under URA, along with their specific acknowledgements of receipt, specific to non-
residential occupants, which differs for Temporary and Permanent Relocation Types.
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7.5.3.3.1 Relocation Advisory Services: Non-Residential Temporary Relocation
The Non-Residential Temporary Relocation specific documents are listed below:

¢ Notice of Eligibility (Temporary Relocation)

¢ Notice of Eligibility Acknowledgement (Temporary Relocation)

¢ Notice of Non-Displacement (NND) (Temporary Relocation Required)

¢ Notice of Non-Displacement (NND) Acknowledgment (Temporary Relocation
Required)

e 30 Day Notice to Vacate (30 Day Move Notice)

e 30 Day Notice to Vacate Acknowledgement (30 Day Move Notice)

e HUD Handbook 1378 Appendix ¢ (Site Occupant Record)

e Business Inventory

e Appraisal

Please note that the document templates may be accessed via PRDOH's URA Web
Page, in the Resources section, utilizing the following URL: URA - CDEG (pr.gov)

J),
= uatis \en

URA Re|0cation Advisory Services Agreement ID: 2021-DR2345 Case|D: PR-IPG-URA-00231 URA Status: Pending Occupant Type:

Uploaded On Uploaded By Status Actions

Figure 180

Once the above documents have been uploaded, the URA GCP Specialist may click
the Next button to proceed to the Relocation page.

-

Figure 181
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Q@
= .U \o Grant Comgliznce Bons

URA Relocation AgreementID: 2021.DR2345 CaseID: PR-IPG-URA-00231 URA Status: Pending Occupant Type: Non-Residentisl

My Profile Project Detai ntake Record Rellocation Advisory Serviees Relocation nent Summar) Progress
o o © ©
x)
\Z

Figure 182

7.5.3.3.2 Relocation Advisory Services: Non-Residential — Permanent Relocation

The Non-Residential Permanent Relocation specific documents are listed below:

Notice of Eligibility (Permanent Relocation)

Notice of Eligibility Acknowledgement (Permanent Relocation)

90 Day Notice to Vacate (90 Day Move Notice)

90 Day Notice to Vacate Acknowledgement (90 Day Move Notice)
HUD Handbook 1378 Appendix 9 (Site Occupant Record)

Business Inventory

Appraisal

Please note that the document templates may be accessed via PRDOH’s URA Web
Page, in the Resources section, utilizing the following URL: URA - CDEG (pr.gov)

< GCP_URAS
= udUENe b‘@ Grant Compliance Portal ‘ =, o
URA Relocation Advisory Services Agreement tID: MOCA-123456 Case ID: PR-CRP-URA-00221 URA Status: Pending Occupant Type: Non-Residentia
My Profile Project Detail Intake Record Relocation Advisory Services Relocation Payment Summary Progress
o 0 © ®
A 4

Note: Verify and review any document pertaining to the case. Otherwise, click on the upload button to submit the required documents:

Required Documents ~

Documen t Type Uploaded On Uploaded By Status Actions

90 Day Notice to Vacate (90 Day Move Notice) Pending A
Site Occupant Record (Handbook 1378 - Appendix 9) 02-09-2023 GCP_URA_Specialist Uploaded

Notice of Eligibility (NOE) - Permanent Relocation Acknowledgement Pendin, 9 X
Notice of Eligibility (NOE) - Permanent Relocation Pending A
90 Day Notice to Vacate (90 Day Move Notice) Acknowledgement Pending A
Business Inventory Pending 2
Appraisal Pendin 9 X

Figure 183

Once the above documents have been uploaded, the URA GCP Specialist may click
the Next button to proceed to the Relocation page.
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—_ & GCP_URA Special.. @
= HoUsNG \Q Grant Compliance Portal ‘ S tngicn B sparol
-~ -~ -~ ~
Note: Verify and review any document pertaining to the case. Otherwise, click on the upload button to submit the required documents:
Required Documents ~

Document t Typ Uploaded On Uploaded By stat Actions

90 Day Notice to Vacate (90 Day Move Notice) 02-21-2023 GCP_URA Specialist Uploaded

Site Occupant Record (Handbook 1378 - Appendix 9) 02-09-2023 GCP_URA Specialist Uploaded

Notice of Eligibility (NOE) - Permanent Relocation Acknowledgement 02-21-2023 GCP_URA Specialist Uploaded

Notice of Eligibility (NOE) - Permanent Relocation 02-21-2023 GCP_URA Specialist Uploaded

90 Day Notice to Vacate (90 Day Move Notice) Acknowledgement 02-21-2023 GCP_URA Specialist Uploaded

Business Inventory 02-21-2023 GCP_URA Specialist Uploaded

Appraisal 02-21-2023 GCP_URA Specialist Uploaded

Figure 184

o
= waUsiNG \o Gran: Compliance Porta

URA Relocation

Project Deta ntake Record n Advisory t
o o} ()
b @ b \2)

7.5.4 RELOCATION

Figure 185

The Relocation tab of the Grant Compliance Portal documents the relocation activities
of the temporarily or permanently relocated residential or non-residential occupant. This
includes the comparable replacement dwelling unit, move dates, and other pertinent
information, as required per HUD regulations. The page layout is the same for both
residential and non-residential, temporary, and permanent relocation types.

The Relocation Type field will be auto-populated from case creation.

Replacement Unit

Relocation Type

Permanent
Replacement t Unit Address *
City

Select an option

Replacement Unit Move In Date *

IM/DD/YYY

state *

v Puerto Rico

Replacement Unit Move Out Date ~

MM/DD/Y

ZIP Code

= pn— & GCP_URA Special.. G
= noUsNG @) Grant Compliance Portal ‘ 5 tgieh BS Eepaiol
My Profile Project Detail Intake Record location Advisory Relocation Payment Summary Progress
o L& © © ®
A4 '

Return Date

IM/DD/YYY

Figure 186
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The URA Specialist must populate the occupant’s relocation information in the following
fields:

e Replacement Unit Move-In Date

e Replacement Unit Address

e City, State and Zip Code

e Required Document:
o Replacement Unit Lease/ Proof of Occupancy
o DSS Inspection Results (Residential only)

&
= e (9 o
My Profle 0 Intake Record a Relocation Payment Summary
o o o O ©O)
L5 L4
Replacement Unit -
Relocation Type Replacement Unit Move In Date Replacement Unit Move Out Date ~ Return Date
Replacement Unit Address
city state 2P code
Selectan option v Pusrto Rico
Required Documents ~
Document Type Uploaded On Uploaded 8y status Actions
Replacement Uit Lease/ Poof of Occupancy Pending 2

In addition to the above, the following fields are required for Temporary Relocation only:

e Replacement Unit Move Out Date
e Return Date
e Required Document:
o Return Home Lease
o Return Home Notice
o Return Home Notice Acknowledgement
o Replacement Unit Lease/ Proof of Occupancy
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Replacement Unit

~
Relocation Type Replacement Unit Move In Date Replacement Unit Move Out Date Return Date
Ta 10/31/2022 04/05/2023
Replacement Unit Address
268 Avanids Juan Ponce de Lzan
City State ZIF Code
A Puerto Rico
Required Documents ~
Document Type Uploaded On Uploaded By Status Actions
Retumn Home Notice 06-14-2023 Uplazdzd
Retumn Home Notice Acknowledgment 06-14-2023 Uplozded
nt Un Preof 06-14-2023 Uploaded
fgtum Home Cc Agreement 06-1 Uploaded

Figure 188

Once the above fields have been populated, the URA Specialist may click the Next
button to proceed to the Payment Summary tab.

= & oot - GCP_URA Special.. ®
= uousiNG l Grant Compliance Portal 5 Engiish B £xp
Cond. Islas del Caribe Calle Luna #456
city - State ZIP Code
San Juan v Puerto Rico 00927
Required Documents A~
Document Type Uploaded On Uploaded By Status Actions
Return Home Notice 12202022 GCP_URA Specialist Uploaded
Return Home Notice Acknowledgment 12-20-2022 GCP_URA Specialist Uploaded
Replacement Unit Lease/ Proof of Occupancy 02-21-2023 GCP_URA Specialist Uploaded
Return Home Occupancy Agreement 02-21-2023 GCP_URA Specialist Uploaded
DSS Inspection Results 02-21-2023 GCP_URA Specialist Uploaded
h
= LGUsiNG \o Grant Compliance Portal
»
| URA Payment Summary ‘ Agreement ID: 2022-CRP001  Case ID: P

Figure 190
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Once the URA Specialist has completed the Intake, Relocation Advisory Services and
Relocation tabs, any URA Assistance disbursed to eligible tenants must be documented
on the Payments tab. This portion of the module differs for Permanent, Temporary, Non-
residential and Residential Occupants, as alternate assistance types are applicable to
each specific category.

Once the URA assistance has been documented, the Subrecipient’s URA Specialist
submits the case to be reviewed by the PRDOH appointed GCP Reviewer for approval
of funds reimbursement.

The Total Assistance Summary is a total calculation of all payments, entered under the
Payment Summary heading.

= J— < ot Comliance Porta GCP_URA Special.. @
= uousive Y@ GrantCompliance Portsl ‘ B english BS Espariol
URA Payment 5ummary Agreement ID: 2022-CRPO01 Case ID: PR-WCRP-URA-00244 URA Status: Pending Occupant Type: Residentia
My Profile Project Detail Intake Record Relocatio es Relocation Payment Su Progress
o O © o—©0 0 o
4 A4 —

=
Payment Summary N

P it

D“y""sr‘ Total Payment Status Moving Storage Utilities nereased Housing Costs Other Expenses
ate

01-01-1900 $0.00 Draft $0.00 $0.00 $0.00 $0.00 $0.00

Total Assistance Summary ~

Increaser d Replacement t Housing Reestablishment Direct Loss Substitute Personal Other
Type Total Moving Storage Utilities ;
Housing Costs Payments Expenses Equipment Equipment Property Expenses

Total Paid by $0.00 50.00 50.00 50.00 $0.00 30.00 $0.00 50,00 50.00 50.00 50.00
Subrecipient
Total Approved for $0.00 5000 50,00 5000 50,00 5000 50.00 5000 5000 5000 50,00
Disbursement
Balance-Not

$0.00 5000 50,00 5000 5000 3000 50.00 50,00 50,00 5000 50.00
Reimbursed

Figure 191

Click the New Payment button to create a new payment record.
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= ¢ & ¢ Grant Compliance Portal GCP_URA_Special.. &

=  HOUSING |Q rant Compliance Porta 55 English B Espaiol

URA Payment Su mmary Agreement ID: 2022-CRP00T Case ID: PR-WCRP-URA-00244 URA Status: Pending Occupant Type: Residential
My Profile Project Detail Intake Record Relocation Advisory Services Relocation Payment Summary Progress

o 0 @ o ©

®

No More Payments To Register

Payment Summary ~
P: t
D“’;’"E" Total Payment Status Moving Storage Utilities Increased Housing Costs Other Expenses
ate
$0.00 Draft $0.00 $0.00 $0.00 $0.00 $0.00
Total Assistance Summary S
) " Increased Replacement Housing Reestablishment Direct Loss Substitute Personal Other
Type Total Moving Storage Utiities
Housing Costs Payments Expenses Equipment Equipment Property Expenses
Total Paid by 50.00 5000 5000 5000 5000 5000 50.00 5000 5000 5000 5000
Subrecipient
Total Approved for 50.00 5000 50.00 5000 5000 50.00 50.00 5000 50,00 50.00 $0.00
Disbursement
Balance-Not
50.00 5000 5000 000 5000 50.00 50.00 5000 5000 50.00 5000

Reimbursed

Figure 192

Upon clicking the New Payment button, the URA Specialist will be directed to the URA
Payment Detail page.

P J— b Grant Compliance Portal GCP_URA Special.. &
= HOUSING I rant Compliance Porta 55 £ngiish B Espariol
‘ URA Payment Deta”s ‘ Agreement ID: 2022-CRPO0T Case ID: PR-WCRP-URA-00244 URA Status: Pending Occupant Type: Residential
My Profile Project Detail Intake Record Relocation Advisory Services Relocation Payment Summary Progress
o o © © ® ® L]
A\ 4 A 4 o/
Payment Information ~
Payment General Information Payment Details
Occupant Name * Total Claimed * Payment Status
50,00 Draft
Approved Monthly Costs for Replacement Dwelling * Claim ID * Claim Start * Claim End *
50.00 MM/DD/YYY MM/DD/YYYY
Base Monthly Housing Costs * Payee Name * Payee Type
50.00 Select Payee Type v
Monthly Need * Payment Date * Payment Method *
50.00 MM/DD/YYYY Select Payment Method v
Relocation Type: Payment Amount *
Temporary 50.00

Figure 193

The Occupant Name field will be auto-populated with information entered on the Intake
page.
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= JR— ¢ oot GCP_URA Special.. @
= uousing  WE Grant Compliance Portal ‘ B rgiion BS Fopsio
My Profile Project Detail Intake Record Relocation Advisory Services Relocat Payment Summar Progress
A4 A4 A4 —
Payment Information N
Payment General Information Payment Details
Occupant Name Total Claimed * Payment Status
Boys & Girls Scouts of PR §700.00
Approved Monthly Costs for Replacement Dwelling * Claim ID ~ Claim Start Claim End ~
$700.00 1
Base Monthly Housing Costs ~ Payee Name Payee Type *
$150.00 Boys & Girls Scouts of PR Occupant
Monthly Need Payment Date * Payment Method "
$130.00 09/01/2022 Check
Relocation Type: Payment Amount
$700.00

Enter the following fields, according to the Occupant’s Claim Submission Documents and
Occupant Survey determinations:

Approved Monthly Costs for Replacement Dwelling — Dictated by calculations on
the HUD Form 40061/HUD Handbook 1378 Appendix 9
Base Monthly Housing Costs — Confirmed during Occupant Survey and in
accordance with 49 C.F.R. § 24 Subpart E
Monthly Need - Confirmed during Occupant Survey
Total Claimed - Determined by occupant claim submission documents
Claim ID — Determined by subrecipient
Claim Start and End Dates - Determined by occupant claim submission documents
Payee Type

o Occupant - Utilize this type if occupant is being paid directly

o Third Party — Utilize this type if a Third-Party is being paid.

» Requires Third-Party Authorization and Payment Confirmation forms

Payment Date — Denoted on Confirmation of Payment Documentation
Payment Method - Denoted on Confirmation of Payment Documentation
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= . b GCP_URA Special.. @
= HOUSING IQ Grant Compliance Portal B engiish B Espariol
My Profile Project Detail Intake Record Relocation Advisory Services Relocation Payment Summary Progress
e O @ O © ) °
A4 w w —
Payment Information A
Payment General Information Payment Details
Total Claimed * Payment Status
570000 Drat
Claim ID * Claim Start * Claim End -
$700.00 1
Base Monthly Housing Costs * Payee Name * Payee Type *
$150.00 Boys & Girls Scouts of PR Occupant
Monthly Need * Payment Date * Payment Method *
s15p.00 09/01/2022 Check
Payment Amount *
$70000

Figure 195

Once the above information has been entered, the URA Specialist will navigate to the
Claim Detail Summary section to enter the claim’s dollar amounts in the appropriate
fields, according to Occupant and Relocation Types.

&
= HOUsiNG b}e Grant Compliance Portal

URA Payment Details

My Profile Project Detail Intake Recor location Advisory S locatio P:
e Y i V . O
A4 4 W
Payment Information ~
Payment General Information Payment Details
Occupant Name Total Claimed Payment Status
Boys & Girls Scouts of PR $700.00
Approved Monthly Costs for Replacement Dwelling Claim ID Claim Start Claim End
$700.00 1
Base Monthly Housing Costs Payee Name Payee Type
$150.00 Boys & Girls Scouts of PR Occupant v
Monthly Need Payment Date Payment Method
$150.00 09/01/2022 Check v
Relocation Type: Payment Amount
emporan 00.00

Figure 196

7.6.1.1 Payment Summary: Residential

The following URA claim types are specific to Residential Occupants:
e Moving
e Storage
e Utilities
e Increased Housing Costs (Temporary Relocation only)
e Replacement Housing Payments (Permanent Relocation only)
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<
= HOUSING h@ Grant Compliance Portal

oO——©0

My Profile Project Detai

New Payment No More Payments To Register

Payment Summary

Payment AT — Houng Storage s Icesed Housing Coss OterBperses
$0.00 Draft $0.00 $0.00 $0.00 $0.00 $0.00
Total Assistance Summary ~
e ot | vouns Storge vuttes Increased  Replacement Housing Reestablishment Direct Loss substitute Personal Other
Housing Costs Payments Expenses Equipment Equipment Property Expenses
Total Paid b
Subweel r $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
L"‘:‘ A””'°"f“ for 50.00 50,00 50,00 50,00 $0.00 $0.00 $0.00 50,00 5000 5000 $0.00
Balance-Not
Reimbursed $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

7.6.1.1.1

Figure 197

Payment Summary: Residential — Temporary Relocation

The following HUD claim forms are utilized for Temporary Residential Relocation Claims:
HUD Form 40030 (URA Claim for Temporary Relocation Expenses - Residential) and HUD
Form 40054 (URA Residential Claim for Moving and Related Expenses).

Residential Claim for Moving
and Related Expenses
(49 CFR 24.301 and 24.302)

See page 3 for

U.S. Department of Housing
and Urban Development
Office of Community Planning
and Development

‘OMB Approval No. 2506-0016

(exp. 4/30/2018)

Privacy Act Statem

For Agency
Use Only

and Real Property Acquil
costs and related expen)
be supported by receiptd
provides information on

Name

Claim for Temporary Relocation
Expenses (Residential Moves)
(Appendix A, 49 CFR 24.2(a)(9)(ii)(D))

See page 3 for Public Reporting Burden and Privacy Act Statements before completing this form

U.S. Department of Housing and Urban Development

Office of Community Planning and Development

OMB Approval No. 2506-0016

(exp. 4/3012018)

will provide you with a

how to make an appeal

1_ Your Name(s) (You ar]

For Agency
Use Only

Name of Agency

Project Name or Number

Case Number

provides

on these ¢

Tnstructions: This claim form is for the use of families and individuals applying for reimbursement of temporary relocation expenses. The Agency will assist you in
completing the form. If the full amount of your claim is not approved. the Agency will provide you with a written explanation of the reason. If you are not satisfied with
the Agency’s determination. you may appeal that determination. The Agency will explain how to make an appeal. The Department of Housing and Urban Development

s and other guidance materials on its website at www.hud.gov/relocation

Ia. Your Name(s) (Vou are the Claimant(s)) and Present Mailing Address

1b. Telephone Number(s)

2a. Have all members of the houschold moved to the same dwelling?
= Yes = No (If “No.” list the names of all members and the addresses
to which they moved in the Remarks Section.)

b. Do you (or will you) receive a Federal, State, or
local housing program subsidy at the dwelling you
moved to?

Oves ONo
Dwelling Address When Did You ‘When Did You ‘When Did You
Rent This Unit? Move to This Move Out of This
Unit? Unit?

Figure 198

These forms must be utilized to enter the required data into the URA GCP module, and
uploaded along with Evidence of Payment, under the Required Documents section, at

the bottom of the page.
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4
= wolding \o Grant Compliance Parta
Type Total Moving Storage Utilities Increase d Housing Replacement Housing Reestablishment Personal Froperty
Tatal Requested Amount $200.00 $100.00 $10000 50.00 5000 5000 $0.00 5000
Total Aperoved Amount 5200.00 510000 $100.00 50.00 50.00 5000 $0.00 5000
Total Disbursed Amount se.00 50,00 5000 $0.00 50.00 5000 $0.00 50.00
4 »
Update Amounts

Document Type Uploaded On Uploaded By Status Act
Upload:
URA Claim Farm Upload

Figure 199

Navigate to the Claim Detail Summary heading and enter the following fields according
to the information provided on the Evidence of Payment documents:

e Moving

e Storage

o Ufilities

e Increased Housing (Temporary Relocation only)

)
= HoUsING h@ Grant Compliance Portal
s1 2 Check
Relocation Type: Payment Amount
$70000
Claim Detail Summary A~
Type Total Moving Storage Utilities Increases d Housing Housing i Personal Property
Total Requested Amount $0.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 50.00
Total Approved Amount $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Total Disbursed Amount $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $50.00
»
‘ Update Amounts ‘

Figure 200

The following rows of data must be completed by the URA Specialist and submitted for
review:
¢ Total Request Amount — Dollar amount of Claim requested by occupant.
Total Approved Amount - Total dollar amount approved by Subrecipient and paid
to occupant.

Upon approval of the claim disbursement, the following row is completed and populated
by the PRDOH appointed GCP Reviewer:
¢ Total Disbursed Amount - Populated upon the GCP Reviewer's approval; this is the
amount that will be reimbursed to the Subrecipient.
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Once the above information has been entered in the Total Requested Amount and Total
Approved Amount columns, click the Update Amounts button.

Tesal Disgurszd Amaun $e.00 50.00 5000 5000 5000 5000 5000 50

Required Documents ~
Document Type Uploaded On Uploaded By Status Actions
URA Documents ta Show
Remarks ~

Add Remark

Remarks Created By Created On

Flemarks Notes GCP_URA Spacializt 12-20-2022 121311 BM a

-
Figure 201

A message stating “Payment Details updated successfully” will appear at the top of the
page, confirming that the totals have indeed been updated.

N
= USING Grant Compliance Portal x Goe
= vemme \\o ) B s e A=

MOCA-123456 Case ID: PR-CRP-URA-00219

URA Payment Details

Project Detat ntake Record Relocation Advisory Services Relocation Payment Summary

0—0 ° o o =

Payment Information

Payment General Information Payment Details

Occupant Name Total Claimed Payment Status

Approved Monthly Costs for Replacement Dwelling Claim 1D Claim Start Claim End
TESTID £ 001 110172022 11/30/2022
Base Monthly Housing Costs Payee Name Payee Type
Rosz A Vazquez Becupant
Monthly Need Payment Date Payment Method
11/01/2022 Check
Relocation Type: Payment Amount

Figure 202
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Ensure the Evidence of Payment and URA Claim Form documents have been uploaded
and all data has been entered accurately.

Type Total Moving Storage Utilities Increased Housing Replacement Housing Reestablishment Personal Property

el B $200.00 $100.00 5100.00 50.00 30.00 5000 50.00 s0.00
Total Approved Amount $200.00 $100.00 5100.00 50.00 30.00 5000 5000 50.00
el s0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
q4 L3

Required Documents ~
Document Type Uploadd On Uploaded By Status Actions
02-22-202 sl Uploadh
I N - Upload:

Figure 203

Utilize the Add Remark button to provide the URA GCP Reviewer with any pertinent
details about the claim.

’
= neUEhe \o Grant Compliance Portal
)

s0.00 s0.00 sn00 5000 s0.00 3000 $000 30

Uploaded On Uploaded 8y Status Actions

Remarks -~

Remarks Created By Created On

Femarks Notes GCP_URA Specialist 12-20-2022 12:13:11 BM o

Submitfor Revies “

Figure 204
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A pop-up window will appear, allowing for entering of text. Please provide a detailed
note in the remark section and click Save.

Add Remark

Figure 205

Once all has been confirmed as accurate, click the Submit for Review button.

—] — i GCP_URA Special.. @
= wolsing 9 Grant Compliance Forcal ‘ 5 engiish B Espafiol
Total Disbursed Amount $0.00 000 s000 5000 5000 s000 s000 50
< I ,
Update Amounts
Required Documents ~
Document Type Uploaded On Uploaded By Status Actions
No URA Documents to Show
0 record:
Remark: ~
Add Remark
Remarks Created By Created On
Remarks Notes. GCP_URA Specialist 12-20-2022 121311 M o

Figure 206
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The Payment Status field will update to Pending Review and the URA GCP Reviewer will
receive notification that a URA case requires review.

00244 URAStatus: Pending Occupant Type: R

URA Payment Summary Agreement ID: 20

Payment Summary

Z’:e"' Total Payment Status Moving Storage Utilities Increased Housing Costs Other Expenses
50.00 Dratt 5000 5000 5000 5000
10- $1.40080 | e | sss0 e s sss00

Total Assistance Summary

_ - Increased Reestablishment Direct Loss Substitute Persona Other
yoe Toul Moving  Storage  Uiliies . .
Housing Costs Exp Equipment Equipment Property Expensas

Total Paid by $1.40000 Sa0000 530000 s000 5000 000 $000 $0.00
Subrecipient
Total Approved for 5000 5000 5000 5000 5000 5000 5000 5000 s000 5000
Disbursement
Balance-Not

saneetlo 51.400.00 £400.00 530000 5000 5000 5000 5000 5000
Reimbursed

Figure 207

7.6.1.1.2 Payment Summary: Residential — Permanent Relocation
The following HUD claim forms are utilized for Permanent Residential Relocation Claims:

HUD Form 40058 (URA Claim for Rental Assistance or Down Payment Assistance), HUD
Form 40057 (URA Claim for Replacement Housing Payment for 90-Day Homeowner-
Occupant), and HUD Form 40054 (URA Residential Claim for Moving and Related
Expenses).

i i i i U.S. Department of Housing OMB Approval No. 2506-0016
Residential Claim for Moving and Urban Development lexp. 4130/2018)
and Related EXpenSES Office of Community Planning
(49 CFR 24.301 and 24.302) and Development

See page 3 for Public Reporting Burden and

Privacy Act Statements before completing this form
For Agency Name of Age:
Use Only
Tnstructions: This Glaim form ™ B .
and Real Property Acquisition Claim for Rep|acement Hous|ng U.S. Department of Housing OMB Approval No. 2506-0016
costs and related expenses (s and Urban Development (exp. 07/31/2021)
be supported by receipts or oth Payment for 90-Day Homeowner- Office of Community Planning
provides information on these and Development
will provide you with a written occupant (49 CFR 24.401 ) I (Form has been revised. See last page)
how to make an appeal. All clj For Agency Name of Agency
1. Your Name(s) (You are the Use Only
Instructions. This form is for th|
and Real Property Acquisition Polic| Claim for Rental Assistance or U.S. Department of Housing OMB Approval No. 2506-0016
who decides to rent rather than . and Urban Development (exp. 04/30/2018)
on these requirements and other Down Payment Assistance Office of Community Planning
will provide you with a written ex| and Development
The Agency will explain how to rf (49 CFR 24.402 and 24.401 (f))
See page 3 for Public Reporting Burden and
Privacy Act before ing this form (Form has been revised. See last page.)
All claims for payment by a h, For Agency Name of Agency Project Name or Number Gase Number
date of final payment for the a Use Only
safe and sanitary replacemen Tnstructions: This claim form is for the use of families and individuals applying for_rental or down payment assistance under the Uniform Relocation
condemnation, use the date ju Assistance and Real Property Acquisition Policies Act of 1970 (URA) and may also be used by a 90-day homeowner-occupant who chooses to rent
the agency (see 24.204). rather than buy a replacement home. The Agency will help you complete the form. HUD also provides information on these requirements and other
guidance materials on its website at www.hud.gov/relocation. If the full amount of your claim is not approved, the Agency will provide you with a written
explanation of the reason. If you are not satisfied with the Agency's determination, you may appeal that determination. The Agency will explain how to
make an appeal.
Displaced persons must rent/purchase and occupy a decent, safe and sanitary replacement dwelling within one year from the date of
displacement for replacement housing payment eligibility (see 24.402(a)(2)). All claims for payments must be filed no later than 18 months
from the date of displacement (see 24.207(d)).
2. Your Name(s) (You are the Claimant(s)) and Present Mailing AGdress 6.

Figure 208
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These forms must be utilized to enter the required data into the URA GCP module, and

uploaded along with Evidence of Payment, under the Required Documents section, at
the bottom of the page.

$200.00

Total Approved Amount $200.00

Tatal Disbursed Amaunt s0.00 s0.00 5000 $0.00 50.00 5000 $0.00 50.00

Document Type Uploaded On

Figure 209

Under the Claim Detail Summary heading, enter the following fields according to the
information provided on the Occupant’s Claim Submission documents:

e Moving

e Storage

o Utilities

e Replacement Housing (Permanent Relocation only)

The following rows of data must be completed by the URA Specialist and submitted for
review:

e Total Requested Amount — Dollar amount of Claim requested by occupant.
e Total Approved Amount - Total dollar amount approved by Subrecipient and paid
to occupant.

Upon approval of the claim disbursement, the PRDOH appointed GCP Reviewer
complete and populate the following row:

¢ Total Disbursed Amount — Populated upon the GCP Reviewer's approval; this is the
amount that will be reimbursed to the Subrecipient.
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= J— ¢ . GCP_URA Special.. &
= uousiNG Q Grant Compliance Portal = ergien B Eepaiol
$15000 09/01/2022 Check
Payment Amount *
$700.00
Claim Detail Summary ~
Type Total Moving Storage Utilities Increase d Housing Housing Personal Property
Total Requested Amount $0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00 $0.00
Total Approved Amount s0.00 50.00 $0.00 50.00 50.00 $0.00 $0.00 $0.00
Total Disbursed Amount $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
>
Update Amounts

Figure 210

Once the above data points have been entered in the Total Requested Amount and
Total Approved Amount fields, click the Update Amounts button.

Relocation Type:

5
= woUsiNG \o Grant Compliance Ports|
f
$450.00 3 11/30/2022 02/15/2023
Base Monthly Housing Costs Payee Name Payee Type
$450 Hazmar Temer Occupant
Monthly Need Payment Date Payment Method
$450 02/20/2023 Check

Payment Amount

Claim Detail Summary ~
Type Total Storage utilities  Increase d Housing 9 Replacement t Housing 9 Reestablishment | Property
Total Requested Amount 20000 $10000 000 oo
Total Approved Amoont $100.00 510000 w 20 o 5000

‘oual Dispursed Amaunt s0.00 $0.00 $0.0 0.00 50,00 8 0.00 000
3

Figure 211

A message stating “Payment Details updated successfully” will appear at the top of the
page, confirming that the totals have indeed been updated.
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h o
= S Gran: Compliance Porta . x ‘ -
=  MousiNg |\,° @ Payment Details updated successfully Sengis
URA payment Details —D021-DR1234 CaseID: PR-UHTC-URA-00254 URAStatus: Pending Occupant Type: Residential
My Profile Froject Data nitaks Recard Relocation Advizory Services Relocation Faym rogre
Payment Information ~
Payment General Information Payment Details
Occupant Name Total Claimed Payment Status
Hector Tester 520000
Approved Monthly Casts for Replacement Dwelling Claim 1D Claim Start Claim End
$450.00 3 11730/2022 02/15/2023
Base Monthly Housing Costs Fayee Name Fayee Type
$450.00 Heawr Temer Cecupan:
Monthly Need Fayment Date Fayment Method
$450.00 02/20/2023 Check
Relocation Type: Payment Amount

Figure 212

Ensure the Evidence of Payment and URA Claim Form documents have been uploaded,
and all data has been entered accurately.

d)
= wéUsinG \9 Grant Compliance Porta!
)

Type Total Moving Storage vtilities  Increasex d Housing 9 Replacement Housint Reestablishment Personal Property
Tatal Requened Amount §200.00 $100.00 510000 s0.00 5000 5000 $0.00 5000
Totsl Approved Ameunt 20000 510000 $100.00 50.00 50.00 5000 $0.00 5000

000 s0.00 5000 s000 s0.00 s000 s0.00 s0.00

4 »

Required Documents ~

Document Type Uploaded On Uploaded By Status Actions
idence of Payments 02-22-2023 GCP_URA_Specialist Uploaded
URA Claim Form 02-22-2023 GCPURA_Specialist Uplozdzd

Figure 213

Utilize the Add Remark button to provide the URA GCP Reviewer with any pertinent
details about the claim.
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= _— ; GCP_URA Special..
= .aUus Grant Compliance Portal A= Eon
Total Disbursed Amount 50.00 5000 5000 000 5000 000 000 ™
4 v
Required Documents ~
Document Type Uplosded On Uploaded By Status Actions
Mo URA Documents to Show
O records
Remarks ~
Remarks Created By Created On
Remarks Notes. GCP_URA Specialist 12-20-2022 1213:11 PM t

Figure 214

A pop-up window will appear, allowing for entering of text. Please provide a detailed
note in the remark section and click Save.

Add Remark

Figure 215
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Once all has been confirmed as accurate, click the Submit for Review button.

h
= weUEme \o Grant Compliance Ports
)

Femarks Notes.

GCP_URA Specialist

el D $e.00 50.00 5000 5000 5000 H 5000 0
v
Required Documents ~
Document Type Uploaded On Uploaded By Status Actions
Mo URA Documents to Show
Remarks ~
Remarks Creatad By Created On

12-20-2022 121311 M

el -

Figure 216

The Payment Status field will update to Pending Review and the URA GCP Reviewer will
receive notification that a URA case requires review.

s
= nwoUEiNG \o Grant Compliance Ports!
!

URA Payment Summary

Agresment ID:

2021-DR1234  CaselD: PR-UHTC-URA-00254 URA Status: Pending Occupant Type: Residential

My Profile Projec: Deta ntake Record Relocation Advisory Senicas Relocation Progress
o o © 0 0
L - J
[ ewpaymens [l o wrs s T rgisr
Payment Summary ~
Payment . ; ; 0
o Total  Payment Staus Maving Storage Uslities Replacement Housing Expenses Other Expenses

pooomn | s | e gme s » 135000 l

02- 5200.00 Drat 000 s000 0
Total Assistance Summary A

e . o [ - Increased Resstablishment Direct Loss Substitute Personal

e g 9 Housing Costs Housing Payments Expenses Equipment Equipment Praperty

Total Paid b

oral FRig by 52.200.00 s0000 53000 0 5000 5000 5135000 s000 5000 s0.00

Subrecipient

fotal Approved for 50.00 5000 0 5000 5000 5000 5000 5000 5000

Disbursement

Bal. -Not

S 52.200.00 30000 53020 0 5000 5000 5135000 5000 5000 5000

Reimbursed

Figure 217
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The following HUD Claim forms are utilized for Non-Residential Relocation Claims:

HUD Form-40055 (URA Claim for Actual Reasonable Moving and Related Expenses -
Nonresidential) and HUD Form-40056 (URA Claim for Fixed Payment in Lieu of Payment
for Actual Nonresidential Moving and Related Expenses).

Claim for Fixed Payment U.S. Department of Housing OMB Approval No. 2506-0016
5 f N . and Urban Development (exp. 04/30/2018)
in ngu of Payment for Actual Nonresidential e of Community Planning
Moving and Related Expenses and Development
(49 CFR 24.305) (Form has been revised. See last page)
For Agency Name of Agency
Use Only
Claim for Actual U.S. Department of Housing OMB Approval No, 260¢-0018
Instructions: This claim form is for] Reasonable and Urban Development ’

Payment, rather than claim a Paym Moving and Related
under the Uniform Relocation Assis Expenses -

Nonresidential

(49 CFR 24 Subpart D) (Form has been revised. See last page.)
For Agency Name of Agency Project Name or Number Case Number

Use Only

Instructions: This claim form is for the use of displaced businesses, nonprofit organizations, and farms that wish to claim a payment for
Actual Reasonable Moving and Related Expenses, including Reestablishment Expenses, rather than claim a Fixed Payment, under
the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA). The Agency will explain the difference
between the two payments and will help you complete this form. HUD provides information on these requirements and other guidance
materials on its website at www.hud.gov/relocation. If you are eligible for either payment, the Agency will help you to determine which is
most advantageous. If the full amount of your claim is not approved, the Agency will provide you with a written explanation of the reason. If
you are not satisfied with the Agency’s determination, you may appeal the determination. The Agency will explain how to make an appeal.
All claims for payments must be filed no later than 18 months from the date of displacement (see 24.207(d)).

Figure 218

These forms must be utilized to enter the required data into the URA GCP module, and
uploaded along with Evidence of Payment, under the Required Documents section, at
the bottom of the page.

d)
= heUsiNG @) Grant Compliance Porta
Claim Detail Summary

Type Total Moving Storage Utilities Increased Housing Replacement Housing Reestablishment Personal Property

Tozal Requasted Amount 3300000 $300.00 5000 $0.00 5000 50,00 §1,500.00 5100

33.000.00 £300.00 50.00 $0.00 50,00 $0.00 $150000 5100

Total Disburzad Amaount s0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00 50

Update Amounts

Required Documents

Uploaded By Status Actions

Document Type

Figure 219

The following URA claim types are specific to Non-Residential Occupants:

e Moving
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e Storage
o Utilities
e Reestablishment Expenses
e Direct Loss Equipment
e Substitute Equipment
e Personal Property
e Other

= I P . GCP_URA Special.. @
= nousiG | W) Grant Compliance Portal B english BS Espariol
)
My Profile D Intake Record Relocation Progress
© O G 0o
A4 A4
—
Payment Summary ~
Payment
D“y""e" Total Payment Status Moving Storage utiites Increased i Housing Costs Other Expenses
ate
01011900 50.00 Draft 5000 5000 5000 5000 5000
Total Assistance Summary A
Repl R Direct Loss Substitute Personal oth
Type Total Moving Storage Utilities
Hou Equipment Equipment Propert Exp

Total Pald by $0.00 5000 5000 000 5000 5000 5000 5000 5000 5000 5000
Subrecipient
Total Approved for $0.00 $0.00 5000 5000 $0.00 $0.00 $0.00 5000 $0.00 $0.00 $0.00
Disbursement

$0.00 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000

Figure 220

Under the Claim Detail Summary heading, enter the following fields according to the
information provided on the Occupant’s Claim Submission documents.

e Moving

e Storage

o Utilities

e Reestablishment

e Personal Property

e Direct Loss Equipment
e Substitute Equipment
e Other
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GCP_URA Special.. @

<
= HoUsING \@ Grant Compliance Portal

B english B= Espariol
RETTEnE $22,220.00
Claim Detail Summary ~
Moving Storage Utilities Increased Housing Replacement Housing Reestablishment Personal Property D
$222.00 $22.00 $2.00 $2.00 $0.00 $0.00 $0.00
$22,220.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
<« >
— — < ~ GCP_URA Special.. ®
= uéusiNG @ Grant Compliance Portal B english B Espariol
Permanent $22,22000
Claim Detail Summary ~
Increased Housing Replacement Housing Reestablishment Personal Property Direct Loss Equi i i Other
2,00 $2.00 $0.00 $0.00 $0.00 $0.00 $222.00 $0.00
2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Figure 221

The following rows of data must be completed by the URA Specialist and submitted for
review:
e Total Requested Amount — Dollar amount of Claim requested by occupant.
e Total Approved Amount - Total dollar amount approved by Subrecipient and paid
to the occupant.

The following row is completed and populated by the PRDOH appointed GCP Reviewer,
upon approval of the claim disbursement:
¢ Total Disbursed Amount — Populated upon the GCP Reviewer's approval; this is the
amount that will be reimbursed to the Subrecipient.

Once the data has been entered in the Total Requested Amount and Total Approved
Amount fields, press the Update Amounts button o save.
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h
= HOUSING \
)

Claim Detail Summary A~
Type Total Moving Storage Utilities Increased Housing i Personal Property
T e LT R $300.00 5000 000 5000 5000 s100
Tatal Approved Amount $0.00 000 s000 5
Total Disbursed Amount se.00 $0.00 $0.00 5000 5000 50.00 5000 50

»

Required Documents ~

Document Type Uploaded On Uploaded By Status Actions
Pending i

Figure 222

A message stating “Payment Details updated successfully” will appear at the top of the
page, confirming that the totals have indeed been updated.

<
= LSUE Grant Compliance Pora _ x
‘\0 © Payment Details updated successfully
U RA payment Detai |5 Rgreement ID: ZUZZ-CRP0T  Case ID: PR-WCRP-URA-00242 URA Status: Pending  Occupant Type: Non-Residential
o e Relocation Ad Prograss
e o =y
- b
Payment Information ~
Payment General Infermation Payment Details
Occupant Name Total Claimed * Payment Status
Hector Testar Drat
Approved Monthly Costs for Replacement Dwelling Claim ID Claim Start Claim End
§1,000.00 5 1173072022 01/08/2023
Base Monthly Housing Costs Payee Name Payes Type
Hecuor Tester Oceupant v
Monthly Need Payment Date Payment Method
$1.000.00 0172472023 Check v
Relacation Type: Payment Amount

Figure 223
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Ensure the Evidence of Payment and URA Claim Form documents have been uploaded,
and all data has been entered accurately.

<
= wEUEmE \o Gran: Compliance Ports
)

Claim Detail Summary ~
Type Total Utilities Increased Housing t Housing i Personal Property
Total Requested Amount $3,000.00 $300.00 - §
Total Approved Amount 53,000.00 0000 0.00 100
Toral Dispurszd Amaunt $0.00 50.00 5000 5000 B 5000 s0

»

Required Documents ~

Document Typ Uploaded Uploaded By tat Act
m 222028 list plozde
Remarks ~

Figure 224

The Add Remark button may be utilized to provide the URA GCP Reviewer with pertinent

information regarding the claim.

o
= weULG \9 Grant Compliance Ports
f

Total Disbursed Amount $0.00

50.00 5000 50,00 3000 5000 50
3
Required Documents ~
Document Type Uplozdsd On Uploaded 8y Status Actions
ments 02-22-202 3 list iploaded
Remarks ~
Add Remark
ted By Created O

sl =n

Figure 225
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A pop-up window will appear, allowing for entering of text. Please provide a detailed
note in the remark section and click Save.

Add Remark

Figure 226

Once all has been confirmed as accurate, click the Submit for Review button.

WaURIRG g Grant Compliance Portal

GC?_URA Special. @
‘ B8 english S Espafiol

Total Disbursed Amount $0.00 s000 $000 $000 )
il 3
Updzte Amounts
Required Documents ~
Document Type Uploaded On Uploaded By Actions.
Evidence of Fayments 02-22-2023 GCRURA Seecialit i
1 record
Remarks ~
Add Remark

Remarks Created By

Mo items to show._

Figure 227
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The Payment Status field will update to Pending Review and the URA GCP Reviewer will
receive notification that a URA case requires review.

g
= uousing \0 Grant Compliance Porta
URA Payment Summary Agreement ID: 2022-CRPO01 CaseID: PR-WCRP-URA-00242 URA Status: Pending Occupant Type: Non-Resident
L o o o ®

Payment Summary ~

Moving Storage Urilities Replacement Housing Expenses Other Expenses

$3.000.00 | Pending Review

52.000.00

§555,555.00 Reviswed 55553500

Figure 228

Once the URA Specialist submits the URA Claim Disbursement record for review, the
PRDOH assighed URA GCP Reviewer will be nofified of the pending claim review. The QC
review results in either a Reviewed status, confirming that the disbursement record has
been partially or entirely approved, or a status of Returned for Corrections. Upon QC
Review of the entire case record, should the GCP Reviewer find any discrepancies
requiring correction, the case will be returned to the URA Specialist for resolve.

If the URA GCP Reviewer has found the case to be in accordance with HUD
recordkeeping regulations, URA Claim Disbursements and payment justifications have
been provided and reviewed with no discrepancies identified, the QC review should
result in approval for Subrecipient reimbursement.

A claim that has been approved by the URA GCP Reviewer will be indicated on the
Payments tab, under the Payment Status column as Reviewed.
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A s
= wUsNG I\o Grant Compliance Portaf ‘EE-

Agreement ID: 2022-CRF001  CaselD: PR-WCRP-URA-D0242 URA Staws: Pending Occupant Type: Non-Residentiz)

URA Payment Summary

My Prafile Project Deta ntake Record Relocation Advisory Services Relocation Payme:
o o © © © ®
- - o/
[ porment: [l oo s T rgier
Payment Summary ~
;‘a":e"‘ Total Maving storage Utilties Replacement Housing Expenses Other £
01-24-2023 §3.000.00 Fending Review $30000 i}
§1.000.00 di 5000
52.000.00 5000 0.00
i}

$555.555.00

Total Assistance Summary

. - - Ree Dire Personal
ype Total Moving Storage  Utiltes Eptigment Frapersy
Tatal Paid by $561,555.00 §558,855.00 3110000
Subrecipient
;“':" Approved for $555.551.00 555555100 5000 5000 5000 5000 5000 5000

ichurcoment

Figure 229

This will also be denoted by data population in the Total Disbursed Amount fields on the
Claim Detail Summary page.

h
= uwoUEinG \p Grant Compliance Ports
f
Tetsl Appreved Amount §555.555.00 $555555.00 5000 $0.00 $0.00 5000
| Total Disbursed Amount §555.551.00 SEEEEE100 $0.00 s0.00 000 $0.00
»
Required Documents ~
Document Type Uploaded On Uploaded By tatus A
m 3 iist Upload:
Remarks ~
Remarks Created By Crested On
No irems 1o shaw
Jomnisad M Bocuments “

Figure 230

If the occupant has additional disbursements to be documented in the system, follow
the steps in Section 7.6.1 - Payment Summary, according to Occupant and Relocation
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types. Any additional claims will also need to undergo the URA GCP Reviewer QC
process.

Should the occupant’s URA assistance disbursements be complete, documented in the
system and have successfully undergone URA GCP Reviewer QC, proceed to Section 7.7
- GCP URA Case Closeout.

7.6.2.2 URA Claims Disbursements: Returned for Corrections

Should the URA GCP Reviewer identify any discrepancy upon review of the URA case
record, the case will be returned to the Specialist for rectification. The URA Specialist will
be notified, via email, of any case returned for corrections.

Upon accessing the Project Cases page, Payments Returned for Corrections will be
clearly denoted.

h
= nSUEmE \0 Grant Compliance Porzal
!

Project Cases

Caguas 2022- 001 -2023
Adjuntas 2021-DR1234 2-202
: —— =D z

-CRP-URA-00212 0 o 12-19-2022

-URA-00Z13 0 0 2-19-2022 GCP_URA_Admin Residentia &

Figure 231

Click on the pencil icon to access the appropriate URA Case to be worked on.

h
= HOUSING \9 Grant Compliance Portal
!

Project Cases

“ Non-Residential Residential Al Statuses

CRE-URA-D0217 0 o 12-10-2022 GCP_URA_Admin Residentia s

R-CRP-URA-00212 0 0 1218-2022 GCP_URA_Admin Residentia &

Figure 232
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Click on the Payment Summary heading in the ribbon bar of the URA GCP module.

J\ =
= .SUuNs \o Grant Compliance Port A

URA Payment Deta”s Agreement ID: 2022-CRPO01  Case ID: PR-WCRP-URA-00244 URA Status: Fending Occupant Type: Residential

Prograss

[3 o e o o &

]
]

Payment Information

Payment General Information Payment Details
Occupant Name Total Claimed Payment Status
,,,,, imillior &
Approved Monthly Costs for Replacement Dwelling Claim ID Claim Start Claim End
$700.00 1 07/01/2022 097302022
Base Monthly Housing Costs Fayee Name Payee Type
$700.00 Dash Mazimillion Cecupant
Monthly Need Payment Date Payment Method
$700.00 10/10/2022 Check

on Type: Payment Amount

Figure 233

The Payment Status field on the URA Payment Summary page should be denoted as
Returned for Corrections. Click on the claim requiring corrections, to be directed to the
URA Payment Details page.

A
= woUEmE \0 Grant Compliance Porta
URA Payment Summary Fending OccupantType: Residential
Payment Summary ~
Payment
o Total doving i Utilities d Housing Cost her £
0-10-2022 51.400.00 4 30000 520000 540000
S0.00 Draft $0.00 $0.00 $0.00 $0.00
Total Assistance Summary ~
N Incraased Replacement Resstablishment Direct Loss Substitute Personal Other
ype Total Moving Storage Utilities N A - § -
Housing Casts Housing Payments Expenses Equipment Equipment Praperty Expenses
Total Paid b
el Faid by s1.400.00 520000 50000 s20000 540000 000 s000 5000
Subrecipient
s0.00 s000 s000 s0.00 000 5000 5000 5000 5000 so00
S1400.00 540000 s000 530000 540000 5000 5000 5000 5000 so00

Figure 234

Any pending action item(s) needing to be performed for approval, will be provided by
the GCP Reviewer, in the Remarks section on the URA Payment Details page.
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’
= noUsinG \o Grant Compliance Porta
Total Disbursed Amount $0.00 5000 000 @
3
Required Documents ~
Dacument Type Uploadsd On Uploaded By Status Actions
plozd
Remarks ~
Add Remark
Remarks Created By Creatsd On
URA Clsim form is missing: phease provide shis document GCR_URA Reviewsr 02-23-2023 10:54:28 AN o
=n [

Figure 235

Once the URA Specialist performs the corrections required by the GCP Reviewer for
approval, the Submit for Review button may be pressed for resubmission to QC review.

h
= wéUsing \o Grant Compliance Ports|
Teral Disbursas amaunt $e.00 5000 5000 5000 5000 5000 5000 50
»
Required Documents ~
Doa Uploaded On Uploaded By tat Act
i 02- plosds
Remarks ~
Add Remark
Remarks Creatad By Creatad On
mis m P is docum A_Reviewsr  02-23-2083 10:54 o
m—T— T =

If the corrections have been deemed satisfactory by the URA GCP Reviewer, approval
will be provided for the URA claim disbursement, resulting in the Reviewed Payment
Status, as denoted in Section 7.6.2.1- URA Claims Disbursements Review: Approval.

If the corrections are insufficient, please reference Section 7.6.2.3 - URA Claims
Disbursements: Amounts Not Approved for Reimbursement, below.
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Should the occupant have additional disbursements to be documented in the system,

follow the steps in Section 7.6.1 - Payment Summary, according to Occupant and

Relocation types. Any additional claims will also need to undergo the URA GCP Reviewer
QC process.

If the occupant’s URA assistance disbursements are complete, documented in the
system and have successfully undergone URA GCP Reviewer QC, proceed to Section 7.7
- GCP URA Case Closeout.

In some instances, the URA Reviewer will determine that the URA Specialist has made

ineligible URA assistance payments, or has failed to rectify the identified errors, resulting
in a Balance Not Reimbursed.

Project Detail Intake Record Relocation Advisory Services Relocation

o o o

Payment Summary

0!
\ED §
o

Payment

Total Payment Status Moving Storage Utilities Increased Housing Costs Other Expenses

5$100.00 Reviewed §100.00 50.00 50.00 50.00 50.00

$50.00 $50.00 $50.00 $50.00 §100.00

Total Assistance Summary

Increased Replacement Housing Reestablishment Direct Loss Substitute Personal ] Other
Type Total Moving Storage Utilities
Housing Costs Payments Expenses Equipment Equipment Property Expenses

Total Paid by

: $400.00 $150.00 $5000 $50.00 55000 5000 5000 50.00 50.00
Subrecipient

50.00 §100.00

Total Approved for

5 $300.00 $50.00 $50.00 $50.00 $50.00 $0.00 $0.00 5000 50,00 50,00 $100.00
Disbursement t

Balance-Not

$100.00 $100.00 5000 $0.00 5000 $0.00 $0.00 5000 50.00 50.00 50.00
Reimbursed

Figure 237

To further clarify, these are URA assistance payments made to occupants, but have been
deemed ineligible for reimbursement to the Subrecipient, as they have been determined
to be in non-compliance with HUD URA regulations.

The URA Specialist will first have the opportunity to rectify any identified errors, in efforts to
obtain full reimbursement for eligible URA Claim Payments disbursed to Occupants. To
perform the corrections, follow the steps in the above Section 7.6.2.2 URA Claim
Disbursements: Returned for Corrections.
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If the corrections have been found to be insufficient, the URA GCP Reviewer will provide
details as to why the disbursed amounts have not been approved for reimbursement in

the Remarks section.

<
HEUSING \Q Grant Compliance Por

Update Amounts

Required Documents

‘ GCP_URA Reviewe... B
B english B Espaiiol

Document it Type Uploaded On Uploaded By Stat Actions
Evidence of Payments 12-05-2022 ‘GCP_URA _Specialist Uploaded
Remarks
Remarks Created By Created On
Please include the HUD Claim Form 40054 (URA Residential Claim for Moving and Related Expenses) with the Evidence of Payment. GCP_URA_Reviewer 12-05-2022 14:30:06 PM m
The Evidence of Payments does not include Moving or Storage Expenses. GCP_URA_Reviewer 12-05-2022 14:59:59 PM o

Figure 238

The Balance - Not Reimbursed will also be denoted on the Payment Summary page.

y
= WSWES \o Grant Compiancs Forts
o o o
Payment Summary ~
Payment . .
Total  PaymentStatus oving " Uil Replacement Hou Other £
Date
$2,00000 $20000 se0000  s2s000
520000 Dreft 000 5000
Total Assistance Summary ~
N Increased Reestablishment Direct Loss Substitute Persanal Other
pe Tota Moving  Storag vt ! ’
Housing Costs Housin Expanses quipment Equipment ropenty anses
Lol Fadby 5220000  $30000 $300.00 000 000 $135000 000 2.00
Subrecipient
Total Approved for $1.750.00 s20000 520000 £135000 000
Disbursement
s45000  s100.00 510000 000 200 5000 000 200

Figure 239

Should the occupant have additional disbursements to be documented in the system,
follow the steps in Section 7.6.1 - Payment Summary, according to Occupant and
Relocation types. Any additional claims will also need to undergo the URA GCP Reviewer
QC process. If the occupant’s URA assistance disbursements be complete, documented
in the system and have successfully undergone URA GCP Reviewer QC, proceed to

Section 7.7 - GCP URA Case Closeout.
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Once dall eligible claims have been disbursed to the Occupant, and all claim
disbursements have been submitted by the URA Specialist, reviewed, and approved by
the URA Reviewer, the URA Specialist must document the completion of URA assistance
disbursements to the occupant.

h
= wEUEiNS \o Grant Compliance Porss
URA Payment Summary greemen 1D 2021-DR1234 CaselD: PR-UHTC-URA-0254 URA Status: Pending Occupant Type: Residentia
¢ Profile Project Deta ntake Record cation Advisory Services Relocation Paymant Summan
o o © © © @
No More Payments To Register
Payment Summary ~
Payment -
Total Payment Status Aoving Storage uti Replacement Housing her €
$2,000.00 $20200 $20000 525000 13500
520000 0 500!

Figure 240

Click on the No More Payments to Register button, if the URA Case is indeed complete
and no further disbursements are required to be documented in the URA Grant

Compliance Portal.

o
— P
greement ID: 2021-0R1234 Case ID: FR-LIHTC-URA-002S: tatus: Pending  Occupant Type: Residentia
ayment Summary A ID: 2021-DR1Z34 CaseID: PR-UHTC-URA-00254 URA Staws: Panding O Type: Residential
Profile Project Deta ntake Recard cation Advisory Sen Relocation ot Summ:
o 0 @ © o ®
[ ————

Payment Summary ~

Payment .

e Total t St foving Storage Uil Repl Other

$2.000.00 520000 520000 525000
s20000 5000
Total Assistance Summary ~
Incraased Replscement Resstablishment Direct Lass Substinute Persona o

ot or Uil

ne ol Mevina - Sterage il Housing Costs Housing Payments Expenses Equipment Equipment opert Expense

fotal Foid by 52,200.00 530000 53000 323000 5135000 5000 5000

Subrecipient

fotal Appraved for $1.350.00 $30000 sz0000 135000 $000 000

Disbursement

palznce-tot 25000 5000 525000 s000 $000 s000

Reimbursed

Figure 241

Click the Next button at the bottom of the page to navigate to the Progress page.
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h
= woUEmE \o Grant Compliance Portal
)

o o © -

Payment Summary

~
Payment 3 i i 6
. Tl PaymentStatus Moving Storage Utllities Replacement Housing Expenses Other Expenses
02-20-2023 5200000 Reviewsd §20000 §20000 s25000 5135000
02-20-2023 $20000  Reviewsd $10000 $10000 s0.00 5000

Total Assistance Summary ~
. ) - Increased Replacement Reastablishment Direct Loss Substitute Persona Other
ype Tota Moving  Storage  Uriliies ’ :

Housing Costs Housing Payments Expenses Equipment Equipment Property Expenses

Lol Paid by $2.200.00 530000 s30000  s2s000 s000 5135000 $0.00 000 000
Subrecipient
Total A d
ot Approvediion $1.350.00 $30000 $300.00 5000 $0.00 £132000 $0.00 5000 2.00
Disbursement
Balance-Hot 525000 5000 000 525000 000 3000 $0.00 3000 0.00
Reimbursed

Figure 242

The Progress page provides a listing of all of the documents uploaded to the URA Case,

which may be accessed via the Download All Documents button.

o,

= uswR \0 S ——
J
My Profile

Intake Relocation Advisory Services

Relocation

000000

Download All Documents Back

My Project Detail ntake Record on Advisory Services Relocation Payment Summary Brogress
o o © o © o ©

Figure 243

To denote the URA case as complete, click the Complete button.
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Oy
= neUENG \o Grant Complhiance Portal

& Record

o o e o o -

Intake Relocation Advisory Services Relocation Payments

gQ@@@Q@

T - |

Figure 244

The URA Specialist will be redirected to the Project Cases screen, where the URA Case
should be denoted as Completed, under the Status column.

<
= uouEiNG \e Grant Compliance Portal
f
Project Cases
D = S
Subrecipient ayments Pending ayments Re ecord Created
pient et St Payments Pending Payments Returned F Record Created
Name eview Corrections on
" PR-CRP-URA- . . P o
o 00200 e .
" MOCA PR-CRP-URA: . . o R A No .
123456 00199 CF-URAAdmIr Residential L4
’ MOCA- PR-CRP-URA- . . ep LR A .
123856 00198 CrURA A s
" MOCA- PR-CRP-URA- . . PO P, .
oca st oorar 11-27-20, GCP_URA_Admi s
MOCA PR-CRP-URA:
oca Completed 11-27-20, CP_URA Admin 4
- e e ’ ’ e e ’
e MOCA- PR-CRP-URA- , . § _ . .
< 123856 00195 ! - " s
" MOCA- PR-CRP-URA- . . . .
123456 00194 s
" MOCA PR-CRP-URA: . . o R A . !
123456 00193 Admin - Resicen e L4
Mo voch- PRECRPURA- 0 0 GCP_URA Ad Residential
< 123456 00192 HAdmin - Resicent s

Figure 245

The URA Viewer role is available to users for the purpose of HUD URA Monitoring events
and the Finance Department for URA invoice review and validations. Please contact the
URA GCP Administrator for URA Reviewer role assignment.

END OF MANUAL
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