
	

	
	

		 	 		

	
	 	 	 	 	 	 	 	 	 	 	 	 		

	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 		 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	

		

	

	 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	

	 	 		

	

 	 	 	
	

	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 		 	 	 	 	 	

	 	 		 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 		 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	

VIII. Recordkeeping and	 Reporting 

Grantee recordkeeping and reporting to DCED starts before the submission of	 the program application. 

Collection	 of required	 documents occurs throughout	 the program year. As	 described in the preceding 

section on	 Monitoring,	 this responsibility continues	 through various program reviews and annual 

reporting.	 Because the Commonwealth is expected by HUD to submit	 annual reports, such as, the 

CAPER (which reports on the expenditure and status of	 all activities funded with CDBG, CDBG-DR, 

HOME, ESG, and other HUD funds), a	 grantee	 must review all of its activities on	 a yearly basis and	 not 

just for monitoring and closeout. In turn, it’s the grantee’s responsibility to maintain the documentation 

used	 to	 complete these reports for compliance review at least once during the contract period. 

This section of the Fair Housing and Equal Opportunity Manual reviews the various FHEO related 

reports, plans and forms that	 are identified in the body of	 the manual for	 reporting purposes and 

explains how DCED uses that information to demonstrate	 that the	 Commonwealth is fulfilling 

expectations related to fair housing	 and equal opportunity under federal programs administered	 by 

HUD.	 

A	 user should	 rely on	 the respective sections of this manual for specific guidance	 on those actions and 

responsibilities the grantee is required to complete to provide DCED	 the documentation to HUD that	 

demonstrates compliance with	 the FHEO regulations.	 The following section primarily describes 

information 	collected 	and 	the 	main 	reports 	DCED 	submits to HUD. 

A. Collection of Information 

Before the grantee submits an	 application, it must collect and	 analyze data to	 qualify eligible activities 

and demonstrate	 that they support the grantees’ Three-Year Plans. Surveys are conducted and Census 

Data tables summarized. Beginning with	 a grant application, a	 grantee gathers and submits information 

on	 a planned	 use of HUD	 funds for	 an eligible	 project under the program funding guidelines.	 For 

example, the	 CDBG Application Kit identifies elements of	 information that	 establish the eligibility of an	 

activity and its support of a	 national objective. At the	 same	 time, a	 prospective	 grantee	 supplies DCED	 

with key documents related to the assurances it	 makes in support	 of	 the Commonwealth’s Certifications 
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to HUD covering Fair Housing,	 Limited English Proficiency, Civil Rights, Employment and	 other topics 

addressed in the 	body 	of	this 	manual. Required	 documentation	 from the application that provides FHEO 

information 	for 	DCED: 

• Statement of Assurances 

• Number of anticipated beneficiaries and location within the community of each activity 

• Citizen	 Participation	 activities such	 as public notices and	 resolutions 

• Fair Housing Officer Notice and Municipal Resolution Furthering Fair Housing 

• Certification	 of various plans including Section	 504, MBE/WBE, Section	 3 and	 policies such	 as 

the Anti-Displacement Policy 

• Limited English Proficiency	 - Four Factor Analysis 

• MBE/WBE Plan /Section 3	 Goals 

During the implementation of a grant assisted project, the grantee	 gathers information on benefits and 

accomplishments of work performed	 during a program year. Also	 during the implementation	 of the 

various activities, the grantee must provide outreach to the protected classes to allow them to comment 

on	 the projects, allow them to	 participate in	 the activities, and	 to	 be able	 to file	 a	 grievance	 if they feel 

they have been discriminated against. In addition, the grantee must	 carry out	 activities specific to 

furthering Fair	 Housing in their	 municipalities. This information includes, but is not limited to: 

• Applicant Data for	 Direct	 Benefit	 Activities 

• Annual Fair Housing Activities and	 Public Notification 

• Section 504	 Notification and Self-Evaluation 

• Employment Statistics for the Grantee 

• MBE/WBE Contractor and Subcontractor Activity Report 

• Labor Standards Enforcement Report 

In preparation of monitoring for FHEO,	 a grantee completes a checklist and submits, upon request (at 

intervals no more frequently than every three years) as many as thirty-four	 items that	 complete the 

wide range of	 reports, forms,	 and templates that are used to document FHEO compliance. (Identified in 

the preceding section, this is called the FHEO Remote Monitoring Submission	 Checklist.)	 Examples of 
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information that	 a grantee should be prepared to offer	 and can be used	 in	 a review to show compliance 

include: 

• Documentation of the Fair Housing Activity (handouts, pamphlets, pictures, newspaper 

advertisements, public service	 announcements, etc.) 

• Evidence of Affirmatively Marketing (advertisements, posters, pamphlets, etc. advertising 

housing units for	 rent	 or	 for	 sale) 

Taken together, all this information establishes the FHEO Master	 File for	 that	 contract and documents 

that	 the grantee is carrying out	 the actions that	 it	 has assured DCED it	 would undertake in support	 of	 

certifications	 the Commonwealth makes	 to HUD as	 a condition of grant funding. 

B. Reports and the	 CAPER 

The Consolidated	 Annual Performance and	 Evaluation Report (CAPER)	 is a report	 DCED submits to HUD 

90	 days after the	 close	 of each program year. It informs HUD of accomplishments and progress in 

addressing priority needs and specific goals contained in the	 statewide	 Consolidated	 Plan. Using 

information	 collected	 throughout the preceding 12-month grant cycle, the Commonwealth	 summarizes	 

that	 performance as	 well describes	 how grantees	 have collectively	 complied with basic fair housing and	 

equal opportunity requirements of applicable federal laws related to Fair Housing	 and Equal 

Opportunity.	 For CDBG grant assisted activities, DCED supplements the	 CAPER with a	 Performance	 

Evaluation Report (PER) that	 further	 details financial transactions as well as compliance actions covering 

civil rights	 laws. 

In addition to these	 performance	 reports, DCED will review, upon	 request, all documents that support 

what appear in certain parts	 of that report and master files	 that contain similar records. A	 grantee is 

expected to submit to DCED a	 wide	 range	 of reports	 that relate to fair housing and equal opportunity. 

The reports are submitted either semi-annually, annually or bi-annually according to a	 set reporting	 

schedule, Federal Program Reporting Schedule to DCED which appears as Appendix 1 to this section 

and includes 	the 	following 	reports: 

- Labor Standards Enforcement Report 
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ACTION ALERT

Review Federal Program Reporting Schedule by DCED

Anticipatequestions about information that DCED will use in CAPER

- Equal Employment Opportunity Survey/EEOC Compliance	 Report 

- MBE/WBE - Contractor/Subcontract Activity Report 

- Fair Housing Report 

- Applicant Data for Direct Benefit Activities 

- HOME Annual Performance	 Report 

Examples of all of these reports may be found under the Appendices of the appropriate 

section in this	 manual. Fillable templates	 may be found in the Federal Program Resource	 

Library	 on	 DCED’s website http://dced.pa.gov/library 

By completing these reports,	DCED 	fulfills 	obligations 	in 	cooperation 	with 	its 	grantees 	which: 

• Certify that its grant program will be conducted in compliance with all applicable civil rights 

laws 	and 	regulations; 

• Assure that all funded activities	 are carried out in a manner that will not cause 

discriminatory effects; 

• Take affirmative action, where discrimination has been found in the past, to overcome the 

effects of past discrimination; and 

• Provide	 for equal opportunity in	 employment and	 contracting opportunities connected	 with	 

its grant program. 

• Documents the activities promoted by the grantees in furthering fair housing 

By making these certifications for	 their	 federally funded projects and	 programs, grantees demonstrate 

that	 they do	not 	discriminate 	in the use of	 those funds and that	 they are affirmatively furthering fairness 

and equal opportunity for individuals and groups protected by the federal and state laws and 

regulations,	 and in turn, help DCED show compliance with	 grant requirements. 
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Two key examples illustrate how grantee information	 enables DCED to	 fully report in the CAPER	 specific 

actions that	 are taken in Pennsylvania in cooperation with its grantee: 

• Actions to overcome impediments 	to fair housing; and 

• Steps taken for affirmative	 marketing. 

Figure	 1:	 Actions to Overcome Barriers to Fair Housing 
Figure	 1 describes actions taken to 

overcome the effects of any past 

impediments identified in the jurisdictions’ 

analysis of impediments to fair housing 

choice. Every year grantees must 

implement similar procedures and	 activities 

to fully comply,	 and	 DCED summarizes those 

actions in the	 CAPER response	 to report 

instructions and in compliance with the 

requirements. 

In the CAPER, 	responses 	to 	those 	instructions 

are required elements of the DCED report to 

HUD. The Commonwealth of Pennsylvania	 

relies upon grantees to show compliance 

and depends on their cooperation to enable 

DCED to submit a complete report to HUD.	 

A	 satisfactory report to	 HUD contributes 

significantly to HUD’s	 determination that the 

State	 government is fulfilling expectations 

related to fair	 housing and equal 

opportunity under federal programs 

administered by HUD. 

C. Appendices 

Increase Public Awareness of Fair Housing Rights 

DCED	 requires its sub recipients to report on the actions 
completed to address the impediments to fair housing in their 
communities	 annually. One hundred and fifty six grantees 
submitted their reports	 to DCED. Direct	 entitlements	 that	 receive 

ESG funding are asked	 to submit a	 certification	 that they are 

following their respective direct entitlement Fair Housing policy, 
which DCED will accept. Non-compliance to this requirement will 
lead DCED to take disciplinary action until	 the report is 
completed and the requirements met. The reports are being 

reviewed by the	 DCED compliance	 officer	 and action will be 

taken for non-compliance and/or incomplete reports. In 

addition, the supporting	 documentation	 for the items reported 

on the report are being requested and	 reviewed	 as part of the 

FHEO monitoring being done. 
- Every grantee must identify 

and publicize the name of their 
municipality’s Fair Housing 

Officer annually. 
- Every grantee must adopt a 

Fair Housing Resolution 

annually notifying its residents 
of their protection	 under the 

Fair Housing Act, the 

municipality’s affirmation of 
the protection within their 
boundaries and	 publicize	 this 
throughout their municipality. 

- Conduct a	 Fair Housing Activity 

that	 increases the public 
awareness of the Fair Housing 

Rights. 

VIII-5 



	

	
	

 	 	 	 	1. Federal Program Reporting Schedule 

VIII-6 




