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City of Covington 
Community Development Block Grant – Disaster Recovery (CDBG-DR) 

Contract Administration Policy 

SECTION 1: POLICY 
The purpose of this policy is to provide a framework and assign responsibilities for ensuring that full and 
accurate records of procurement activities related to the City of Covington (the City) CDBG-DR Program 
are created in accordance with the requirements of the U.S Department of Housing and Urban 
Development and the State of Louisiana. The policy aims to ensure that these records are managed and 
maintained for as long as they are required to support the functions, activities and accountabilities 
required in accordance with the Grantee’s Cooperative Endeavour Agreement with the State of 
Louisiana, Office of Community Development. 
 
All procurement and contract administration activities shall also comply with 2 CFR Part 200, including 
bonding requirements under 2 CFR 200.326 and applicable contract provisions outlined in Appendix II to 
Part 200. 
 
SECTION 2: SCOPE  
This policy applies to all staff of the City whether permanent or temporary, including consultants, 
contractors and volunteers.  
 
This policy applies to all activities performed by or on behalf of the City; in whatever manner they are 
conducted. This includes all written correspondence, whether paper or electronic, and all spoken 
transactions, including meetings and telephone calls. Equally, it covers all records of these activities 
regardless of the media in which they are captured.  
 
SECTION 3: POLICY STATEMENT  
The City is subject to requirements of the Public Bid Law found in R.S. 38:2211, et seq. and to the 
requirements of CDBG regulations found in 2 CFR 200. This requires the City to maintain a contract 
administration system which ensures that contractors perform in accordance with the terms, conditions, 
and specifications of their contracts or purchase orders and to maintain records sufficient to detail the 
significant history of procurement. These records will include but are not limited to the following: 
rationale for the method of procurement, selection of contract type, contractor selection or rejection, 
and the basis for the contract price.  
 
SECTION 4: GUIDELINES  
The City maintains a separate procurement file for each procurement activity. The procurement file 
contains all significant information related to the procurement activity including, but not limited to, the 
following:  
 
1. Rationale for the method of procurement;  
2. Independent Cost Estimate  
3. Selection of contract type;  
4. Contractor selection or rejection; and  
5. The basis for the contract price.  
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In addition, the City will maintain a contract administration system which ensures that contractors 
perform in accordance with the terms, conditions, and specifications of their contracts or purchase 
orders. The three primary goals of the contract administration system are to:  
 
1. Ensure production and accountability;  
2. Ensure compliance with CDBG and other state and federal requirements; and 
3. Evaluate organizational and project performance  
 
The exact nature of the information to be reviewed will vary with the type of procurement, i.e. – public 
bids, professional services, small purchase, but will generally include the following:  
 
1. Comparison of budgeted versus actual costs;  
2. Review of progress schedules and program completion dates; and  
3. Verification of delivery of goods and services.  
 
Bonding Requirements (2 CFR 200.326) 
For construction or facility improvement contracts or subcontracts exceeding the simplified acquisition 
threshold, the City shall require appropriate bonding or equivalent assurance of performance as follows: 

1. Bid Guarantee – A bid guarantee from each bidder equivalent to five percent (5%) of the bid 
price.  

2. Performance Bond – A performance bond on the part of the contractor for 100% of the contract 
price.  

3. Payment Bond – A payment bond on the part of the contractor for 100% of the contract price.  
The City may accept the following alternatives in lieu of surety bonds when appropriate and consistent 
with federal requirements: 

• Irrevocable letters of credit;  
• Cash escrow accounts; or  
• Other approved financial instruments providing equivalent protection.  

Bonding requirements will be clearly stated in all applicable solicitation documents. 
 
Appendix II to 2 CFR Part 200 Contract Requirements 
All contracts funded in whole or in part with federal funds must include, as applicable, the following 
federal contract provisions: 

1. Administrative, contractual, or legal remedies for breach of contract, including sanctions and 
penalties.  

2. Termination for cause and convenience by the City, including manner of termination and basis 
for settlement.  

3. Equal Employment Opportunity (EEO) Clause (if applicable).  
4. Davis-Bacon Act compliance (for construction contracts, if applicable).  
5. Contract Work Hours and Safety Standards Act compliance (if applicable).  
6. Rights to inventions made under a contract or agreement (if applicable).  
7. Clean Air Act and Federal Water Pollution Control Act compliance (for contracts over $150,000).  
8. Debarment and Suspension (E.O. 12549 & 12689) certification requirements.  
9. Byrd Anti-Lobbying Amendment certification (for contracts over $100,000).  
10. Procurement of recovered materials in compliance with 2 CFR 200.322.  
11. Access to records and retention requirements, including federal, state, and local audit access.  
12. Compliance with applicable federal, state, and local laws, regulations, and HUD requirements.  
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All applicable clauses shall be incorporated into contract documents at the time of procurement and 
maintained in the procurement file. 
 
SECTION 5: REGULATORY FRAMEWORK  
Relevant legislation with which this policy complies includes:  
 
1. La. R.S. 38:2211, et seq.  
2. 2 CFR 200  
3. Louisiana Office of Community Development Policies and Procedures  
 
SECTION 6: RESPONSIBILITIES  
The Chief Elected Official, or designated representative, is responsible for:  
 
1. Ensuring compliance with legislative and regulatory requirements for procurement activities;  
2. Assigning responsibilities for procurement activities;  
3. Ensuring that new staff assigned within the CDBG-DR program who have procurement responsibilities 
receive training in procurement requirements and standards;  
4. Monitoring staff compliance with the Grantee’s procurement procedures systems;  
5. Ensuring all deliverables are received by the Grantee;  
6. Ensuring all contracts are based upon forms in the OCD Grantee Administrative Manual or industry 
standard forms prepared by AIA, EJCDC or Louisiana Facility Planning and Control; and  
7. Serve as contract administrator.  
 
All Staff assigned within the CDBG-DR program are responsible for:  
 
1. Complying with the Grantee’s procurement policies and procedures;  
2. Creating full and accurate records of procurement activities, transactions, and decisions carried out 
during the course of daily activity;  
3. Ensuring that such records are maintained by being captured into the Grantee's records management 
system and by handling records with care and respect so as not to damage them or compromise their  
integrity; and  
4. Assist with review of deliverables and contract compliance.  
 
SECTION 7: RESOLUTION OF CONTROVERSIES  
1. Right to Protest. Any prospective contractor, bidder, or interested party who is aggrieved in 
connection with the solicitation or award of a contract may protest to the City’s governing body. 
Protests with respect to a solicitation shall be submitted in writing no later than 10 days prior to the 
receipt of bids, proposals, or qualification statements. If a person protests a solicitation, an award 
cannot be made until said protest is resolved. Protests with respect to the award of a contract shall be 
submitted in writing within 14 days after contract award. Said protest shall state fully and in particular, 
the reason for protest if a protest is made with respect to the award of a contract. Work on the contract 
cannot be commenced until it is resolved administratively.  
 
2. Decision. The Chief Elected Official, or designated representative, must notify the protesting party in 
writing and the legal counsel of City within 14 days after receipt of said protest whether or not the 
protest is denied or granted. If the protest with reference to the solicitation is granted, the solicitation 
will be canceled and reissued. If the protest with reference to the award is granted, then the award will 
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be voided and the remaining solicitations may be re-evaluated for another selection. If another selection 
cannot be made or if it appears to be in the best interest of the City, a new solicitation will be issued.  
 
3. Appeal. If an aggrieved party is not satisfied with the rendered decision, then that party may appeal 
said decision in writing to the Chief Elected Official, or designated representative, within seven (7) days 
of the decision. The protesting party should fully explain the basis of his appeal. The Chief Elected 
Official, or designated representative, then must render a decision in writing within 14 days of receipt of 
the appeal. The Chief Elected Official’s, or designated representative’s, decision is final and an aggrieved 
party may bring judicial action within two weeks from receipt of said decision.  
 
SECTION 8: MONITORING AND REVIEW  
This policy will be regularly monitored and reviewed to ensure that it remains relevant to the aims and 
requirements of the CDBG-DR program. Staff compliance with the policy and associated procedures will 
be monitored on an on-going basis through staff self-assessment and by department managers, and by 
the Chief Elected Official, or designated representative.  
 
Additional internal review of procurement activities and recordkeeping will be conducted by the Chief 
Elected Official or designated representative. 
 


