EXHIBIT 1-E   INSTRUCTIONS
The Exhibit 1-E must be used by Grantees to report all CDBG funded contracting activities to include administrative service providers, professional service providers, construction contractors and all subcontractors/subcontractors.  

Grantees must complete Exhibit 1-E once a contract has been executed by all parties. This document must be submitted with the upcoming progress report (Exhibit 1-D). For example, if a professional service contract was executed on January 1st, Exhibit 1-E is due with the progress report during which it occurred or April. 

· Q1(Jan-Mar) is due in April

· Q2(Apr-Jun) is due in July 

· Q3(Jul-Sep) is due in October

· Q4(Oct-Dec) is due in January
Updates to the Exhibit 1-E are required if any changes occur; see Exhibit 1-E Update Instructions below.

Administrative Service Contracts: Upon execution of a contract, the Grantee must complete the activity report with all applicable information. Grantees must complete numbers 1-15 and 18. Numbers 16 and 19 will be “N”, 17a and 17b will be “N/A”. If an Administrative Service Contract was in place prior to the execution of the CDBG grant, this report must be submitted to DFA/LGD as soon as possible following project start-up. Upon completion of the contract, no updates to this form (for administrative services) will be necessary unless the portion of CDBG dollars (#18) increases or decreases by project closeout.
Professional Services Contracts: Upon execution of a contract, the Grantee must complete the activity report with all applicable information. Grantees must complete numbers 1-15 and 18. Numbers 16 and 19 will be “N”, 17a and 17b will be “N/A”. If a Professional Service Contract was in place prior to the execution of the CDBG grant, this report must be submitted to DFA/LGD as soon as possible following project start-up. Upon completion of the contract, no updates to this form (for professional services) will be necessary unless the portion of CDBG dollars (#18) increases or decreases by project closeout.
Construction Contracts: Grantees must initiate and submit this report to DFA/LGD at the conclusion of the pre-construction conference, but no later than the commencement of construction activities, in order to acquire all contractor and subcontractor information. Grantees must complete numbers 1-18 after the execution of the contract. Upon completion of the contract, number 19 on the form will need to be updated in addition to any change in the portion of CDBG dollars (#18) increase or decrease by project closeout.
Subconsultants and Subcontractors: For subconsultants (service providers), complete form following professional service instructions (above). For subcontractors (construction), complete form following construction contracts (above).
Exhibit 1-E is required as part of both the professional services checklist as well as the construction checklist. Grantees are encouraged to update the existing Exhibit 1-E rather than create have multiple versions (administrative, professional service, construction, etc.).
EXHIBIT 1-E INSTRUCTIONS

1. Grantee Name: Enter name of the unit of government that is the recipient of the CDBG grant.
2. Grant #: Enter CDBG project Identifier Number (e.g., 20-C-NR-I-01-G-12).

3. Category of Project: Enter type of CDBG project (e.g., water improvements, street improvements, sewer system improvements, public facility, economic development, housing, planning, etc.).
4. Contact Person/Phone No.:  Enter the name and phone number of the Grantee representative completing the report.
5. Contractor Information: Enter the company/firm name, street address, city, state and zip code. 
6. Contractor Point of Contact: (first and last name) as well as a phone number. This must be completed for each firm receiving a contract.

7. Contractor IRS #: Enter Employer (IRS) or Tax ID number for each contractor.

8. Expiration Date: System of Award Management (https://beta.sam.gov/ ).
9*. Type of Contract: *Contract types listed at bottom of Exhibit 1-E.
10**. Type of Trade: **Trade types listed at bottom of Exhibit 1-E.
11***. Business Racial/Ethnic Code: Racial/Ethnic codes listed at bottom of Exhibit 1-E. Business racial/ethnic code is used to designate the racial/ethnic character of the business entity receiving a contract or subcontract.  To be classified in a particular racial/ethnic category, a business entity must be 51% or more owned and controlled by the racial/ethnic group members of the category.  When a business is not 51% or more owned and controlled by a single racial/ethnic group, enter the code for the group which seems most appropriate.
12. Women-Owned Business: Enter “Y” if 51% of the ownership of the contracting firm is legally owned by a woman. For women-owned businesses: A business entity must be 51% or more owned and controlled by women.
13. Section 3: Enter “Y” if the contractor is a Section 3 Contractor.  (If Y, please include a copy of the Contractor Certification (Exhibit 1-V) with this form).
14. Contract date: Enter the date the contract was fully executed.



15. Federal Reporting Period: The federal fiscal year is October 1st–September 30th. Enter “1” if the contract was executed during the first half of the fiscal year (October-March). Enter “2” if the contract was executed during the second half of the fiscal year (April-September).
16. Davis Bacon: Enter “Y” for construction activity-related contracts, enter “N” for administrative or professional service contracts.

17a. Federal Wage Rate: For construction activity-related contracts, enter the decision number received from DFA/LGD for Federal Wage Rates. For administrative or professional service contracts, enter “N/A”.
17b. State Wage Rate: For construction activity-related contracts, enter the decision number received from New Mexico Department of Workforce Solutions (NMDWS) for State Wage Rates.  For administrative or professional service contracts, enter “N/A”.
18. CDBG Dollar Amount: Enter dollar amount of the contract that will be financed solely with CDBG funds.  
When CDBG is funding 100% of the contact:


- If the Budget line item from Exhibit 1-C is 100% CDBG, enter full contract amount

Example: CDBG budget is $600,000, contract is $598,000. Enter: $598,000

- For subcontractors, enter the amounts listed in the bids. Then subtract those amounts from the prime contractor. 

Example: CDBG budget is $600,000, contract is $598,000 with 2 subcontractors ($20,000 and $80,000 respectively). Enter:
Subcontractor #1 
$20,000







Subcontractor #2 
$80,000






Prime Contractor 
$498,000







Total


$598,000
When CDBG is not funding 100% of the contact:

- If the Budget line item from Exhibit 1-C is a combination of CDBG and   matching/leverage funds, enter CDBG portion only.
Example: CDBG budget is $400,000, matching funds are $200,000, contract is $598,000. Enter: $400,000.

- For subcontractors, enter the amounts listed in the bids. Then subtract those amounts from the prime contractor for CDBG funds only. 

Example: CDBG budget is $400,000, matching funds are $200,000, contract is $598,000 with 2 subcontractors ($20,000 and $80,000 respectively). 

Enter:




Subcontractor #1 
$20,000







Subcontractor #2 
$80,000







Prime Contractor 
$300,000







Total


$400,000

19. Wage Violation: Upon completion of the construction, Enter “Y” if there was a wage violation during the reporting period.  (If “Y”, submit the Final Wage Compliance Report (4-R); Employee Restitution Receipt (4-R-1); and Employee Restitution Summary (4-R-2), with this form.). Enter “N” for all administrative or professional service contracts.
EXHIBIT 1-E UPDATE INSTRUCTIONS

Update Exhibit 1-E and submit to DFA/LGD to report the following changes:

· Updating existing Exhibit 1-E (from admin or professional service providers) to include construction contracts 
· Adding Subcontractor data

· Updating CDBG amount of contracts as a result of change orders, grant amendments, cost savings, etc. 
· Reporting Wage Violations

Contact your LGD project manager if you have any questions regarding this form. 
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