Community Development Block Grant - CDBG
PRE-CONSTRUCTION CONFERENCE CHECKLIST/MINUTES
This document serves as minutes to the conference (add additional pages as necessary). Sign-In Required (See Page 4)
	Grantee
	
	Grant #
	
	Date
	____/____/_____

	Project Name
	
	Amount
	$
	Time
	

	CDBG Grant Administrator 
	

	Grantee’s Appointed Labor Standards Officer
	

	Engineer
	

	Contractor/Company
	
	Contract # 1

	Represented By
	
	$

	Contractor/Company
	
	Contract # 2

	Represented By
	
	$

	Contractor/Company
	
	Contract # 3

	Represented By
	
	$

	Conference Representation – The following entities should have representation at the meeting.

	Check the box for each entity represented.  Attendance list required. 

	( Contractors   
( Engineer
( Grantee
( Utility Companies

( Subcontractors
( Grant Administrator     
( Grantee’s Labor Standards Officer
( Grantee Attorney

	Item 1:  The Grantee’s Labor Standards Officer is the primary individual responsible for monitoring the general contractor’s (and subcontractor’s) compliance with federal prevailing wage rates paid to all employees working on the CDBG-funded project. All materials should be secured by the Labor Standards Officer and provided to the general contractor.  The prime contractor should acknowledge his responsibility in providing documents to subcontractors.
Items 2 – 9:  The general/prime contractor and their subcontractors should be thoroughly instructed as to their specific duties and responsibilities (in concert with the grantee’s appointed Labor Standards Officer) for adhering to the federal standards; and express an understanding of the requirements presented. 

Item 10: Additional Contract Requirements and Comments

Item 11:  Contractor and Grantee Representative Certification. The Grantee may issue the Notice to Proceed at the closing of the Preconstruction Conference. 

	1.  Materials Provided – Prime Contractor > Subcontractors

	· Wage Determination # IL __________________ Mod# _______ Dated ____________
· Payroll Form WH347  http://www.dol.gov/whd/forms/wh347instr.htm; http://www.dol.gov/whd/forms/wh347.pdf
· Federal Labor Standards Provisions (4010) https://hudgov.sharepoint.com/sites/FPM/OFPM/DBLS/HQ/Shared Documents/Forms_DBLS/HUD-4010 Federal Labor Standards Provisions/HUD 4010
· Davis-Bacon and Labor Standards Agency/Contractor Guide Davis-Bacon and Labor Standards: Agency/Contractor Guide
· Davis-Bacon and Labor Standards Contractor Guide Addendum Davis-Bacon and Labor Standards: Contractor Guide Addendum
· Section 3 Plan and Reporting Forms: Section 3 Requirements - Community Development

	2.  Additional Classifications

	If the work classifications needed do not appear on the wage decision, a request for additional classification and wage rate will be needed.  Your DCEO CDBG Grant Manager can assist you in this process.  Submit the Department of Labor completed SF 1444 to your Grant Manager  Additional classifications and rates must be approved by the U.S. Department of Labor.


	3.  Job Site Postings

	The contractor is required to display, in a conspicuous place, the following:

	· The Wage Decision for this project. See item #1. 
· Additional Classification Wages – Conformance Letter.
· HUD 4720 Project Wage Rate Sheet

	· Posters to be Posted at the Job Site (State & Federal).  
1. Davis Bacon poster (WH 1321) On the Mark #13 | HUD.gov / U.S. Department of Housing and Urban Development (HUD)
2. Employee Rights (WH 1088) Workplace Posters | U.S. Department of Labor
3. HUD DB Worker’s Pocket Guide (first page) https://hudgov-my.sharepoint.com/personal/patrice_l_hicks_hud_gov/Documents/DBLS/Workers Pocket Guide/Drafts/WPG Final 20230517 RECENT
4. Your Rights Under Illinois Employment Laws 2024 Your Rights Poster

	4.  Payrolls

	Original payrolls must be submitted weekly by all contractors and subcontractors.

	· Contractors and subcontractors must use Payroll Form WH-347. The form must be complete and the Statement of Compliance on the reverse of WH-347 must be signed. Payrolls should be numbered sequentially. Only the authorized payroll signatory may sign the Statement of Compliance.

	· The general/prime contractor must submit to the Grantee’s Labor Standards Officer certified payrolls for each week the job is in progress. Such payroll reports must cover the period of time from the first day of construction through final acceptance of the project by the grantee.  For weeks when no work is accomplished at the job site, appropriately signed and dated certified payrolls shall still be submitted with the notation “No Work Accomplished This Week.”

	· All workers must be paid once a week and must be paid time and a half for all hours in excess of 40 hours worked in a single week.

	· Only apprentices and trainees participating in a bonafide apprenticeship or trainee program registered with the U.S. Department of Labor may be paid less than the predetermined federal prevailing wage rate for their classification and, then only if certification of membership in such a program is submitted to the Labor Standards Officer before the employee works at the project’s job site.  

	· The number of apprentice-to-journeymen on site must equal or exceed the approved ratio in the Apprenticeship Program Agreement (a copy must be submitted as documentation).  If the ratio is not met, the apprentice must be paid the prevailing wage for the classification in which he is performing the work.

	· General/prime contractors and subcontractors must maintain employee/worker address, telephone numbers and email address for at least three years.

	5.   Employee Interviews

	· All HUD 11 Forms should be signed by the Interviewing Officer and certified by the Labor Standards Officer. Such interviews should be conducted during the employee’s work time rather than during their lunch hour or break periods.  The results of such on-site interviews shall remain confidential and will not be released in any form to the contractor or other unauthorized person.

	· The general/prime contractor’s failure to submit certified payroll data in a timely manner to the Grantee’s appointed Labor Standards Officer shall constitute justifiable cause for withholding future payments sufficient to cover the work in question.  Furthermore, refusal of the contractor’s (or subcontractor’s) employees to cooperate with the Labor Standards Officer in completing the mandatory HUD Form 11 interview process can shut the job down.

	6.   Changes 

	All work on a CDBG project must remain in the project area identified in the grant application and the environmental review record. Grant funds are awarded based upon strict criteria according to HUD National Objectives.

	· The Grantee may approve (in writing) field expedient change orders that add minimally or incidentally to the project cost. The change must be within the approved project scope and necessary for the successful completion of the project, and there must be sufficient funds on hand to cover the change without jeopardizing the completion of the project.  The cumulative costs of all change orders cannot exceed 25% of the original contract amount.

	· All work initiated under a change order must be eligible under the CDBG guidelines. The Grantee assumes responsibility for making eligibility determination prior to State concurrence. 

	· Under no circumstances will the Grantee approve change orders that alter the scope of the project, carry activities outside the environmentally-cleared project area, or which adversely affect the project.

	· In the event (Departmental approval required) the original Scope is amended to include additional, substantial construction, or the Contract Term extended to add additional time not originally obligated, including when an option is exercised on a contract or order, a new Wage Rate Determination must be requested, and the contract amended to include the new rates. 

	7.   Violations

	Violations may result in withholding of funds, termination of the contract or contractor debarment.

	· The general/prime contractor’s failure to submit certified payroll data in a timely manner to the grantee’s appointed Labor Standards Officer shall constitute justifiable cause for withholding future payments sufficient to cover the work in question.  Furthermore, refusal of the contractor’s (or subcontractor’s) employees to cooperate with the Labor Standards Officer in completing the mandatory HUD Form 11 interview process can shut the job down.

	· The general/prime contractor’s repeated breach of federal labor standard provisions can cause contract termination and debarment. The general/prime contractor is to be reminded that signing a falsified payroll certification form is a federal offense and that each instance of falsification of payroll information is punishable by a maximum fine of $10,000 and one year in jail.  Deliberate falsification includes the intentional misrepresentation of employee information, the worker classifications on the job, the hours and days worked, and whether fringes are paid into a bonafide employee fund or directly to the employee in cash.

	8.   Equal Employment Opportunity

	The utilization of any worker, including apprentices, trainees and journeymen shall be in conformity with the equal employment opportunity requirements of Executive Order 11246, as amended, and 29 CFR Part 30. 

	9.  Section 3 Hiring and Contracting Activity  

	Section 3 is MANDATORY for all CDBG public construction projects. Under Section 3, Grantees, contractors, and subcontractors must actively work to recruit and hire Section 3 workers and direct economic opportunities to Section 3 businesses. Current regulations require compliance with Section 3 for contractors and subcontractors when the total amount of assistance exceeds $200,000 regardless of contract amount.

	· Requires submittal of the “Contractor’s Report” with weekly payrolls. 

	· Requires safe harbor compliance and reporting when Section 3 Benchmarks are not met.

	10.  Additional Contract Requirements 

	q  Shop Drawings and Approval of Materials
	q  Clean up

	q  Public Safety
	q  Pay Requests

	q  Easements
	q  Location of Utilities

	q  Buy America Preference (BAP) - reminder
	q  Mitigations specified in approved ERR

	q  Notice to Proceed - at close of meeting
	q  Other:  

	Notes/Comments

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	11.  CERTIFICATION – Signatures Required

	Please sign two documents; one for the grant administrator and one for the contractor.

	It is acknowledged that the above regulations and information was discussed, and all required material was remitted to: 

	
	of
	

	

	Prime Contractor’s Signature 
Printed Name
Date

	

	Grantee Representative’s Signature

Printed Name
Date
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