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APPALACHIAN REGIONAL COMMISSION CONSTRUCTION PROGRAM
2014
PROCEDURES
APPALACHIAN REGIONAL COMMISSION CONSTRUCTION PROGRAM
Purpose - The Mississippi Appalachian Regional Commission (ARC) Program Policies and Procedures Manual is a collection of guidance and instructional materials, relevant information, forms, requirements, and other data necessary for implementing an ARC project.  The manual is designed to facilitate updating or modifying its contents as program changes occur that may impact the implementation process.
Objectives - The objectives of the manual are to assist the recipient in accomplishing the following:
· ensuring compliance with federal and state regulations;
· carrying out individual activities of an ARC project, as described in the recipient's application for funds;

· carrying out the project in a timely manner;

· implementing the project with adequate control over program and financial performance in a manner which minimizes the opportunity for mismanagement, fraud or waste; and

· improving program performance, developing greater self-reliance, and augmenting management and technical capacity.

General ARC Construction Funding Process - 
· ARC office receives information about a prospective project
· Community completes a Project Summary Format if requested by the ARC office
· If project is eligible and it is ED related, then request 3 years of financials, cost estimate and a Project Information Packet be submitted to MDA for review
· Perform in house approval from Project Manager through CAO/CFO
· If project is still eligible, ARC office contacts ARC State Alternate for his review
· If ARC State Alternate approves project, ARC office invites a full application
· At this time, MDA writes a letter to ARC stating we will administer the project and ARC State Alternate writes a letter to ARC as well
· Full application with all necessary documentation is sent to ARC (original and 1 copy)
· Application is logged in at ARC and given to Infrastructure Program Analyst
· Analyst reviews application and asks for additional information from local ARC office, if needed
· Analyst submits application to Executive Director of ARC
· Executive Director reviews and then sends to Federal Co-Chairman
· If approved, Federal Co-Chairman will approve the application. Notice is sent to MDA and the Governor’s Office
· MDA’s formal recommendation will be done; legislative notification and Governor’s letter
· Contract agreement is mailed to recipient
Responsibilities – Local officials who receive ARC assistance must understand it is their primary responsibility is to enforce all obligations and regulations of the program. If the State determines that a recipient of ARC funds has failed to comply with any provision of the program, the State shall notify the chief executive officer of the local unit of government of the noncompliance and shall request that officer to assure compliance in a timely manner.

Should the officer fail or refuse to secure compliance, the State may take the following actions:

· Withhold, reduce or withdraw the grant,
· Suspend payments to the recipient, and/or

· Require the recipient to repay expended funds to the State from local, non-federal funds

CONDITIONS FOR DISBURSEMENT FOR FUNDS

A Grant Agreement will be executed between the Appalachian Regional Commission Construction Program (ARC) recipient and Mississippi Development Authority (MDA).  The agreement shall be signed within one month of the grant award date.  MDA will release Appalachian Regional Commission Construction Program (ARC) funds for services rendered, or on a reimbursement basis, for approved eligible costs of the project, as incurred.  Funds will be released upon receipt of the ARC Request for Cash and supporting documentation. Request for funds should be limited to once per month.
ARC recipients have four (4) months from the date of the award to receive Environmental clearance or the contract will be voided. No request for cash will be processed until the environmental clearance is granted. Waivers to the 4 months rule may be granted on a case-by-case basis. The Division Director will be the only signature authority for waivers. 

All funded projects are required to enter the construction phase within 12 months of the award date.  The recipient must satisfactorily demonstrate why the project should be kept open or the award may automatically be voided.  This is part of the grant agreement. 

MDA and our contract engineer will review all plans and specs and will issue a “Notice to Proceed with Design/Bid”. Once the grantee has bid the project, the grantee must submit the bid tabs, advertisement to bid, award notice and revised budget (if applicable) to MDA for review.  If approved by MDA, the grantee will receive a “Notice to Proceed with Construction”. Then construction and request for payments may begin.   MDA will require color photos of the construction process to be submitted with the request for cash to show the progress of the project. 
ARC recipients have two (2) years from the date of the award to expend the funds under the Appalachian Regional Commission Construction Program.  Failure to implement and complete the project may result in the grant agreement being voided and funds de-obligated.

All State and applicable Federal Procurement laws should be followed when bidding projects, etc.

NOTE: Funds will flow through the local unit of government.  The local unit of government will be responsible for paying vendors upon receipt of payment. According to the ARC Manual for State Basic Agency Grant Administration, “The RSBA (MDA) must withhold 10% of the total ARC grant amount until construction is completed and the project is ready for closeout.”
Semi-Annual Reports

ARC will be require semi-annually for all projects.  The due dates will be in April and October of each year that the grant is open.
The report should be mailed to CSD on or before the 15th of October and April. Please discuss your progress with the project (i.e. appraisal and land transfer negotiations if applicable, construction of project elements, request for reimbursement, any problems incurred, requested changes to the contract, and the feasibility of meeting compliance deadlines and project expiration date).  Failure to provide this documentation will result in cash request not being processed.
Address all correspondence to the Appalachian Regional Commission Construction Program and include the project name and number on all submissions to the address below.  Questions should be referred to Susan Shedd at (601) 359-9490.
 Appalachian Regional Commission Construction Program
Attn.:  Susan Shedd
Post Office Box 849

Jackson, Mississippi 39205

Contract Amendments or Budget Modifications
The Community Services Division (CSD) requires all Appalachian Regional Commission Construction Program operating or receiving funds administered by CSD to receive approval prior to making contract amendments, modifications or extensions. Grant recipients must submit necessary forms and information prior to making changes to their contract.  These forms and documentation should be submitted to CSD in duplicate with each copy containing original signature of the Mayor or President of Board of Supervisors, as appropriate.  Contract extensions must follow the same procedure and should include an explanation why an extension is needed and a timeline in which the project will be completed. 
Note: CSD must approve any changes to the original budget prior to local action. Failure to have approval may result in an ineligible activity which may result in the repayment of grant funds.

1. ARC recipients must submit a letter (on letterhead) requesting the contract amendment, budget modification or extension.

2. MDA will do a first level review and if acceptable explanation is provided then a modification form will be forwarded to the recipient making the request. Some modifications may require ARC Washington’s approval.
3. Upon the ARC recipients receiving modification form:

a. They will need to complete a Contract or Scope of Work Amendment (if applicable).  This form is to be completed when changes are proposed to be made in the contract as originally approved.  This includes changing the project area, establishing new work activity/scope of work, or changing the special conditions of the contract.

b. If changing the scope of the project will affect the original budget, such as funds being transferred among budgeted categories (activity) and among line items under budgeted activities, then you will be required to complete the Budget Modification Worksheet.
c. Upon completing the forms two copies of each with original signatures will need to be returned to MDA.

CONTRACT AMENDMENT

INDIVIDUAL WORK ACTIVITY DESCRIPTION

Recipient:                                      
Contract Number:___________________________

The individual work activity description is provided to describe in detail each activity proposed to be amended.  A separate work activity description must be completed for each activity proposed in contract amendment (i.e., sewer, water, streets, building, etc.).

1.
Work Activity:                                          

2.
Community (area) problem to be addressed:

3.
Detailed description of work activity:

4.
Impact of increase in proposed scope of work (or new scope of work):

5.
Number benefiting from proposed work activity.  Show the number of increase in beneficiaries, or decrease if applicable.  Show how this was determined:

6.
Describe any effects the proposed amendment of the work activities will have on the environmental assessment of the project:

7.
Describe any changes in the contract budgets that will be needed to complete the proposed amendment to the work activity:


BUDGET MODIFICATION WORKSHEET

Recipient:                                                      Contract Number: _____________________

NOTE:  List ARC Funds where changes are made.

	
Activity
	
Current Budget
	
Proposed Budget
	
Change (+ -)

	
	
	
	

	
	
TOTAL
	
TOTAL
	
TOTAL

	
	 $
	 $
	 $


Comments:

Appalachian Regional Commission Program

Budget Summary

	Applicant:  

	Funding Year:  
	Grant Year:  
	Contract:  


	Description
	MDA
	IDIS
	
	Other Funding Sources
	

	Administration
	
	
	ARC
	     
	     
	     
	Total

	General Administration
	
	
	
	     
	

	Application Prep.
	     
	     
	     
	     
	

	Audit
	     
	     
	     
	     
	

	Subtotal (A)
	
	
	
	
	

	Description
	MDA
	IDIS
	
	Other Funding Sources
	

	Public Facilities
	
	
	ARC
	Local Cash
	     
	     
	Total

	Acquisition
	     
	     
	     
	     
	$   0.00

	Architectural/Engineering
	     
	     
	     
	     
	$   0.00

	Bridges
	     
	     
	     
	     
	$   0.00

	Construction of Public Building
	     
	     
	     
	     
	$   0.00

	Contingency
	     
	     
	     
	     
	$   0.00

	Demolition
	     
	     
	     
	     
	$   0.00

	Drainage & Flood Protection
	     
	     
	     
	     
	$   0.00

	Fire protection
	     
	     
	     
	     
	$   0.00

	Legal
	     
	     
	     
	     
	$   0.00

	Public Service
	     
	     
	     
	     
	$   0.00

	Rail
	     
	     
	     
	     
	$   0.00

	Renovation of Public Building
	     
	     
	     
	     
	$   0.00

	Sewage Pumping Station
	     
	     
	     
	     
	$   0.00

	Sewage Treatment
	     
	     
	     
	     
	$   0.00

	Sewer Line(s)
	     
	     
	     
	     
	$   0.00

	Street & Road Improvements
	     
	     
	     
	     
	$   0.00

	Water Booster Station
	     
	     
	     
	     
	$   0.00

	Water Line(s)
	     
	     
	     
	     
	$   0.00

	Water Tank
	     
	     
	     
	     
	$   0.00

	Water Treatment
	     
	     
	     
	     
	$   0.00

	Water Well
	     
	     
	     
	     
	$   0.00

	Other     
	     
	     
	     
	     
	$   0.00

	     
	     
	     
	     
	     
	$   0.00

	Subtotal (B)
	
	
	
	
	

	Grand Total (A + B)
	
	
	
	
	


REQUESTS FOR CASH
Funds are requested by using the Request for Cash and Consolidated Support Sheet.  These forms can be found on MDA’s website.  These forms must be accurately completed or the request cannot be processed and will be returned to the grant recipient.  According to State Statute, forty-five (45) days is allowed for the processing of cash request.  MDA-CSD staff will process the request for cash once all information has been verified and is approved for payment.  If after the 45th day payment has not been received, please contact the Development Specialist to check on the status of your request.  Please keep in mind that MDA-CSD staff will work expeditiously on your request and process your request as quickly as possible.  

Requests for Cash submitted must not overlap the State’s fiscal year, which ends June 30th   

Recipients must include accurate information in drawdown requests.

Funds drawn down erroneously must be returned.

Disbursement of funds must occur in a timely manner.  

MDA will not reimburse the ARC recipient on a project before the grant agreement date.

Invoices will be required each time a cash request is submitted.
Colored photos during the construction phase will need to be part of the Request for Cash process.
When completing your cash request and vendor payment form, please use the category from your original budget page under “Line Items.”

REQUEST FOR CASH INSTRUCTIONS
Program – Select ARC from the dropdown list
Section A:  General Information
Recipient's Name / Mailing and Physical Address / Telephone Number

Section B:  Project Information
Grant Number / Contract Number / Request Number / Services Rendered Dates 

          Please do not overlap Request for Cash for the State fiscal year which ends June 30 as indicated on the signature page of the Grant Agreement.  Request submitted overlapping fiscal years will be returned to the grant recipient.)
Section C:  Request Per Activity
Activity - Enter each activity as shown on the budget of the grant.
Budget Amount - Enter the amount budgeted for each activity
Total Prior Request To Date - Enter the cumulative amount of funds received and any amounts in-transit per activity.
This Request - Enter the amount of funds currently being requested per activity.
Remaining Balance - Enter the balance of funds available to be requested per activity.

Activity Numbers - To be verified by MDA staff

Required Accomplishment Narrative - Enter a brief status narrative of the project
Final Request - Please make sure that you indicate when your final request is being submitted
Signature of Authorized Official - The authorized official who must sign the Request for Cash is the same official who signed the contract or the approved authorized signatory official.  In case of signatory designation, an authorization letter will be required to be on file with MDA.
Typed Name and Title of Authorized Official - Self-Explanatory
Date Signed - Self-Explanatory
Prepared by - Enter preparer's name; this should be the person most familiar with the data reported in case of questions.
Preparer's Telephone Number - Self-Explanatory
Date Prepared - Self-Explanatory

The Request for Cash should be mailed to the following address to the attention of the designated staff person:
Appalachian Regional Commission Construction Program

Attn.:  Susan Shedd

Post Office Box 849

Jackson, Mississippi 39205

CONSOLIDATED SUPPORT SHEET

The Request for Cash Consolidated Support Sheet will be distributed to the recipient with the Request for Cash.  The support sheet will serve as a document to report cost incurred.  Completed Consolidated Support Sheets are to be submitted each time a Request for Cash is submitted to. Cost reported must be the amount requested and disbursed.  No Request for Cash will be processed if the Cash Consolidated Support Sheet is not attached, signed and completed correctly.  In the event the Consolidated Support Sheet is not attached or is not completed correctly, the Request for Cash will be returned to the recipient and must be re-submitted when completed or corrected.  A duplicate copy must be retained in the recipient's file.


CONSOLIDATED SUPPORT SHEET INSTRUCTIONS
General
Program - Select ARC from the dropdown list

Recipient's Name / Request Number / Contract Number - Enter on Request for Cash Tab and information will be populated on the Consolidated Support Sheet

Line Item (Activity) - Enter all line items as shown on the budget of the grant.

Vendor Name / Invoice Number - Enter the vendor's name for each line item and the vendor's corresponding invoice number.

Total Invoice - Enter the total invoice amount for each line item.  Invoices must be submitted with Request for Cash.

Amount of This Request - Enter the amount of ARC funds being requested for this line item.

Match Share - Enter the amount of match funds to be used towards each line item.  Match share and ARC share should equal the line item's invoice amount.

Amount Budgeted - Enter the amount budgeted for each Activity per vendor
Amount Requested to Date - Enter the total amount requested to date for each vendor.

Balance - This amount should be the balance remaining in each activity for each vendor.

Services Rendered - Indicate the beginning and ending dates – please be reminded not to overlap the State fiscal year (June 30) and the recipient’s fiscal year

Cumulative - Enter all program expenditures including the current request plus any matching expenditures to equal total expenditures

Signature of Authorized Official - The authorized official must sign the Consolidated Support Sheet.  This is the same official who signed the contract or the approved authorized signatory official.  In case of signatory designation, an authorization letter will be required to be on file with the Mississippi Development Authority.

Typed Name and Title of Authorized Official - Self-Explanatory

Date Signed - Self-Explanatory

Prepared by - Enter preparer's name; this should be the person most familiar with the data reported in case of questions.

Preparer's Telephone Number - Self-Explanatory

Date Prepared - Self-Explanatory
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AUTHORIZED SIGNATORY

SAMPLE LETTER

Your Organization's Letterhead

Tracey Giles

Bureau Manager, Community Development

Mississippi Development Authority

Post Office Box 849

Jackson, Mississippi 39205-0849

Dear Ms. Giles:

This letter is to inform your office of the authorized signature for our ARC Project Number                                                            ______________________.  (Names of Persons authorized to sign) have/has the authority to sign cash request forms and other project related reports and documents related to this project.  Thank you for your time and attention to this matter.


AUTHORIZED SIGNATURES
___________________________________

______________________________

   Title





    Title

I certify that the above persons are authorized as stated above and that the signatures are the original signatures of the persons so stated.

_______________________________________

Mayor or President of the Board of Supervisors

(This letter must be sent in with the 1st Request for Cash and at any change during administration.)

File Maintenance and Monitoring Guidelines

Maintaining an efficient filing system is critical to the administration and monitoring of your program.  A successful monitoring experience hinges on the quality with which the Recipient maintains its filing system and the ease of obtaining information from those files. CSD requires that all records are to be maintained by the local unit of government at all times. In addition, the ARC files should be maintained for a period of the three (3) years after the final close-out or for the period required as specified by governing regulations. Failure to maintain an adequate system at the grant recipient’s office could result in a finding and activity interrupted on any open project. A CSD representative will conduct at least one on-site monitoring visit during the life of the project. 
The following file system checklist has been established to help maintain your records:
Appalachian Regional Commission Construction Grant Program

Recipient Name_____________________________________

Grant Number______________________________________

APPLICATION

__ Full application as submitted to ARC

__ Additional information submitted

CONTRACT

__ Award letter

__ Executed contract

__ Correspondence concerning contract conditions

__ Contract modifications and letters of approval 
GENERAL CORRESPONDENCE

__ General correspondence

__ State general correspondence/memorandums

STATE MONITORING
__ State reports of results of monitoring reviews/recommendations

__ Community response to State monitoring reports

__ Other correspondence related to State monitoring visits

ENVIRONMENTAL REVIEW RECORD
__ Copy of “Environmental Review Record” as submitted to CSD
__ Original Tear Sheet (full page)

__ Copy of Format II (if applicable)

__ “Request for Removal of Contract Conditions and Release of Funds” and Certification signed                                                            by certifying officer

__ Notice of “Removal of Contract Conditions and Release of Funds”

__ Letter of clearance from the Department of Archives and History

__ Finding of Categorical Exclusion (if applicable)

__ Finding of Exemption (if applicable)

FINANCIAL MANAGEMENT 
__ Signed “Designation of Depository Form”

__ Authorized Signature Form

__ Request for Cash and Support Sheets

__ General ledger and disbursements journal

__ Invoices, pay estimates, receipts of payments of program cost

__ Documentation of In-Kind expenditures (if applicable)

__ Documentation to support cash contributions (if applicable)

__ Documentation of agency representative’s surety bonds

PROCUREMENT 
__ Proofs of Publication of Requests for proposals/bids

__ Proof of solicitations for proposals/bids

__ Proposals/bids received

__ Evaluation of proposals/bids received

__ Written statements of acceptance of proposals/bids

__ Executed contracts for each service required

__ Copy of notification to the Mississippi Contract Procurement Center

SECTION 3 (if applicable)
__ Section 3 requirements for residents and businesses 

ACQUISITION (if applicable)
__ Master list of easements

__ Individual easements/property files (required for donations and/or purchases)

__ Disposition of property (if applicable)

__ Copy of “Preliminary Acquisition Notice” indicating the booklet was provided to the owner

__ Register/Certified Mail receipts or receipt for hand-delivered notices

__ “Invitation to Accompany Appraiser”

__ Copy of appraisal (if applicable)

__ Review Appraiser’s report

__ Copy of “Statement for the Basis of Determination of Just Compensation”

__ “Written offer to purchase” (if applicable)

__ Justification of any payment above just compensation value

__ Documentation concerning condemnation proceedings (if applicable)

__ “Statement of Settlement Cost” 
__ “Offer of Sale of Land”

__ “Waiver of Rights”

__ “Notice of Intent Not to Acquire”

__ Copy of “Easement Agreement” or title to property (if applicable)

LABOR STANDARDS 

__ Wage Rate Request

__ Memo to file concerning update of wage rates

__ Copy of applicable wage rate

__ Contract/subcontractor eligibility

__ Notice of Contract Award and Preconstruction Conference

__ Preconstruction Conference minutes and roster

__ Notice to Proceed

__ Notice of start of construction

__ Weekly payrolls

__ Evidence that payrolls were checked against the wage decision

__ Statement of Compliance signed by an officer of the company
__ Employee interviews
__ Evidence that posters were on job site

__ E-verify information for all new hires

IF discrepancies occur:

__ Evidence of restitution/resolution of identified discrepancies

__ Any complaints from workers (if any) and actions taken

__ Liquidated damages assessed, appeals (if applicable), and outcome
Close-out Process

The close-out process encompasses a series of activities to verify that ARC Funds have been properly spent and that the recipient has completed the elements of its program in a timely and acceptable manner.

Within 30 days after the date of expiration or termination of the grant, the recipient must submit all financial, performance, photos, and other reports required as a condition of the grant.

The recipient must retain all records for a period of 3 years from the date the State executes the Agreement Relative to Closeout of Community Services Division Grant Programs.

The tasks involved in closing out a grant include:

· Resolution of all monitoring findings; 

· Submission of the Basic Agency Monitoring Report (BAMR) for Construction Projects marked as Final Report; 

· Submission of Agreement Relative to Closeout of Community Services Division Grant Programs (two originally signed copies);
The close-out process should begin when the following criteria have been met or will be met shortly.

· All costs to be paid with program funds have been paid, including any unsettled third-party claims, with the exception of close-out costs, such as the final 10% retainage costs. 

· The recipient has fulfilled all of its responsibilities under the grant agreement. This includes injection of all local cash and in-kind services, other State and/or Federal funding, all private investment, and job creation/retention (where applicable).
Delays in completing close-out can result in the denial of future requests with Community Services Division.

