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CDBG RFP:  Common RFP Mistakes

1. Not following instructions

2. Making assumptions

3. Not reviewing your own proposal in advance of submission

4. Not fully demonstrating need

5. Not fully explaining program design

6. Not meeting a national objective and/or eligible activity

7. Lack of realistic outputs and objectives

8. Not making a reasonable “ask”

9. Not taking advantage of bonus points

10. Not using all of the space provided
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Review of 
RFP Sections



CDBG RFP Section Review:  
CDBG Background and National Objectives

Read these pages carefully to determine if your proposed activity fits 
within program guidelines.

• If proposed activity does not meet a national objective, it cannot be funded.
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CDBG RFP Section Review:  
Priorities / Eligible Activities

One of the most important sections of the RFP: Review Carefully

• Identifies annual priorities for the City of St. Louis

• If proposed activity does not fit within an eligible priority/activity, it cannot be 
funded
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CDBG RFP Section Review:  
Instructions

Tip:  Upon completion of proposal packet, use instruction sheet as a 
checklist

• Especially important because it identifies conditions that, if not met, will disqualify 
applicants.

This page provides instructions on submitting questions. 

• Read carefully and follow directions

• Questions will only be accepted via CDBG@stlouis-mo.gov or 
EGrAMSSupport@stlouis-mo.gov
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CDBG RFP Section Review:  
Acknowledgement and Certification

Read carefully

Must be signed by an authorized signer for organization

• Executive Director;

• Board President; or

• Other designated person

9



CDBG RFP Section Review:  
Organization Profile

Common Mistake

DUNS Number and SAM.gov issues not resolved prior to proposal 
submission

• Tip:  Periodically, during proposal acceptance and review period, search for your 
organization on SAM.gov through the public domain (do not log on).  

• Verify that your SAM.gov registration is not close to expiring. If it will expire prior 
to funding announcements, update registration early.

• Start resolving any issues now.
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CDBG RFP Section Review:  SAM.gov
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CDBG RFP Section Review:  
Organization Narratives – Organizational Background

1. Organization Background

•This section’s all about demonstrating organizational capacity and can 
showcase your organization.

o Can significantly affect the organization’s overall rating

o Agency Program and Financial Qualifications category on rating sheet

•Common Mistake:  Providing too much or not enough detail.

o Be inclusive and succinct 
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CDBG RFP Section Review:  
Organization Narratives - Organizational Background

Tips:

• Proposed activities should match your organizational purpose and be reasonably 
related to the types of services currently provided.  

oFor example, a day care center that provides educational services to toddlers 
should not request funding for an offender reentry program without adequately 
explaining the deviation in purpose and change in type of service.  

• Very important: be persuasive in demonstrating organizational capacity to 
administer the proposed activity or activities. 
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CDBG RFP Section Review:  
Organization Narratives – Organizational Background

Tips:

• Applicant should address all required licenses.  Examples:  

o City of St. Louis Business License (required or must demonstrate exemption)

o Day Care License
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CDBG RFP Section Review:  
Organization Narratives – Grant Administration History

2. Grant Administration History

•Letter of Recommendation from a previous funder is required for organizations not 
funded by CDA and optional for organizations currently funded by CDA
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CDBG RFP Section Review:  
Organization Narratives – Personnel Description and Resumes

3. Personnel Description and Resumes 

•Required to list all existing and proposed staff positions for the proposed activity

oBOTH Resumes and Job Descriptions are Required  

o If a position is not filled by the submission date a resume is not required, but a job description 
still is.

oRemember - If funded, ‘TBH’ positions require compliance with Equal Employment Opportunity 
requirements and CDA Approval for costs to be CDBG-eligible
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CDBG RFP Section Review:  
Organization Narratives – Personnel Description and Resumes

Common Mistakes:

•Not submitting both job descriptions and resumes when required

•Not including all staff involved in the administration, management, and/or 
operation of proposed CDBG activities

o For example, even though CDBG funds may not be used to pay the CFO, the 
position is involved in managing CDBG activities.

•Adding subcontractors to this section.  Instead, state their names, titles, and 
salaries under “Section VII – 1. Proposed CDBG Activity Budget” under the line 
item “Contractual / Professional Services.”
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CDBG RFP Section Review:  
Organization Narratives – Personnel Description and Resumes

EGRAMS TIP

◦ Information from this section will carry over to the more detailed Personnel 
Schedule later in the application
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CDBG RFP Section Review:  
Organization Narratives – Financial Management

4. Financial Management

Required:
◦ Copy of most recently submitted IRS Form 990 for the organization

Tips:

◦ Fiscal Years Ending June 30 – 990 filing deadline - November 15

◦ Fiscal Years Ending December 31 – 990 filing deadline - May 15

◦ If your organization’s IRS Form 990 is not current you must also attach a copy of an approved 
extension received from the IRS

Common Mistakes:
◦ Not attaching approved extension from the IRS when 990 is not current
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CDBG RFP Section Review:  
Organization Narratives – Financial Management

Tips:
◦ Ensure responses demonstrate your organization’s financial management system and internal 

controls that would lend assurance to your ability to properly manage federal funding.

◦ Inadequate answers can significantly affect your rating under the “Agency Financial Qualifications” 
rating category

Common Mistakes:
◦ Not providing detail to support sufficient segregation of major accounting functions within your 

organization 

◦ Not expanding on Board of Directors oversight of your organization’s financial matters
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CDBG RFP Section Review:  
Organization Narratives – Audit Requirements

5. Audit Requirements

Required:
◦ A copy of most recently completed single federal audit

Tips: 
◦ The single federal audit threshold is $750,000 

◦ Audit reports must be filed with the Federal Audit Clearinghouse nine months after an 
organization’s fiscal year end date

21



CDBG RFP Section Review:  
Organization Narratives – Audit Requirements

5a. Describe how the organization will ensure compliance with the single federal audit 
(if applicable). 

Tips:
• Familiarize yourself with the Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards (2 CFR Part 200, Sub Part F)

Common Mistakes:
• Not providing detail to support sufficient knowledge of the audit process, including budgeting the 

cost of the audit, procurement and selection of an audit firm and the timely completion and 
submission of the audit report
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CDBG RFP Section Review:  
Organization Narratives – Audit Requirements

5b.  Describe any findings issued as a result of the most recent audit (OMB or other) 
and whether or not these findings are resolved or open.

Tips:

◦ Provide brief description of each finding, including questioned costs; steps taken to resolve the 
issues and the current status of the finding(s).

Common Mistakes:
◦ Not providing sufficient detail that the deficiency or concern noted in the audit report has been 

addressed and resolved or in the process of being resolved.
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CDBG RFP Section Review:  
Annual/Proposed Operating Budgets

Tips:

◦ Categorize all funding sources and expenses for the entire agency by the line item 
descriptions on the form

Common Mistakes:

◦ Not including fiscal year beginning and end dates
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CDBG RFP Section Review: 
Activity Cover Sheet

IMPORTANT: ORGANIZATIONS MUST SUBMIT SEPARATE PROPOSALS FOR EACH 
SEPARATE AND DISTINCT PROPOSED ACTIVITY

For example:

• Organization XYZ would like to request funding for after school programs at 3 locations.  

➢ XYZ can submit 3 separate proposals OR submit 1 proposal inclusive of all of the sites. 

• Organization ABC would like to request funding for an after school arts program and a day care center.  

➢ ABC must submit 2 separate proposals.

• Organization HIJ would like to request funding to rehab several of their rooms and provide a food 
pantry in the same building.

➢ HIJ must submit 2 separate proposals.
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CDBG RFP Section Review: 
Activity Cover Sheet

Tips:

• Check one priority and one eligible activity

Common Mistake:

•Contact is not the primary contact person for the proposed activity
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CDBG RFP Section Review: 
Activity Description & Funding Request

• Very Important

• Be succinct, yet descriptive

•For example, state the name of the program:  “XYZ After School Program” or “ABC 
Financial Literacy Program”

• CDBG Amount Requested:  Be realistic and reasonable.

•$25,000 minimum

• Tips:

• If funded, the name of activity will be the project name on your contract

•The name of the activity must not include any political (wards) or religious 
references
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CDBG RFP Section Review: 
Activity Description & Funding Request

Part 1 - Activity Description: (work to be performed, services provided, and 
population served)

• VERY IMPORTANT!!!

• Clearly describe your program design 

• Who? What? When? How?

• If program design is not fully explained, score will be significantly reduced

• Activity Summary/Mission Statement - concise, but descriptive summary 

• Common Mistake – Not including all addresses/locations for proposed activities
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CDBG RFP Section Review:  
Meeting a National Objective

Part 1 - Activity Description (cont):

• Refer to CDBG Background for details on the National Objectives

• If funded, CDA will only reimburse for LMI participants in the activity.

• Tip:  When using the area benefit national objective subcategory (1d), the number of 
beneficiaries under 2a will be the number of LMI individuals residing in the area.

• Be sure to fully describe the service area in your proposal
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CDBG RFP Section Review:  
Proposed Activity Goals & Outputs

• Allowable outputs are Persons, Households or Units of Housing

• Outputs should be directly related to the proposed activity

• CDBG reimbursements will be tied to measurable outputs or outcomes

• Tracking and evaluation is very important; demonstrate successes at the end of the grant

• HUD expects measurable, quantifiable results 

TIP: Be prepared to propose and justify a “per unit” cost based on proposed outputs
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CDBG RFP Section Review:  
Proposed Activity Goals & Outputs

Tips:  

• Be realistic in your goal setting

• When determining reasonableness, analyze per unit cost.

For Example - CDBG funding request / No. of outputs

• XYZ organization requests $100,000 for a summer program and proposes to serve 25 children each 
month for 3 months.

• Per child cost for the program is $4,000

• Per unit cost (cost per child per month) is $1,333

• Ask yourself this reasonable?

31



CDBG RFP Section Review:  
Public Improvement and Facility Activity

Site Control Tips:

• Demonstrating sufficient site control, such as having the site either be in the name of or be leased 
to the applicant.    

• If site is city-owned, include any descriptions of interactions you may have had with the holding 
entity

Project Schedule Tips:

◦ Projects currently under construction or plan to begin construction earlier than June of 2022 are not 
eligible for CDBG-funding

Construction Budget Tips:

◦ Professionally prepare a construction budget, not a bid.  
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CDBG RFP Section Review:  
Public Improvement and Facility Activity

Environmental Review:

• If available, share any environmental reports, particularly any that include sampling specimens, to 
expedite CDA’s environmental review process

• If funded, any construction work or closing on a site acquisition without completion of an 
environmental review by CDA will automatically result in the rescinding of CDBG-funding.

Procurement Tips:

• If funded, solicitation of a (general) contractor without CDA’s preliminary approval will result in 
either rebidding the project or the rescinding of CDBG-funding

Note on Multiple Funding Sources:

• CDBG-funding “taints” other funding sources, making all funds allocated to a project to adhere to 
CDA and federal regulations which include complying with MBE/WBE, Section 3, and Davis Bacon, 
when applicable.
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CDBG RFP Section Review:  
Proposed Activity Budget Narratives

Part 1. Other Funding

Tips:  

•This part should always be applicable.  You should be seeking to leverage the CDBG 
funding.

•Show how the CDBG funds will be leveraged

•Be realistic in your budget projections

•Activity Budget (line items and total) should be greater than or equal to Proposed 
CDBG Amount

•Total Expenses should not be more than Total Revenue
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CDBG RFP Section Review:  
Proposed CDBG Activity Budget

Part 1. Other Funding

Tips:  

• Personnel/Salaries - time sheets, conflict of interest forms, secondary employment forms, and equal 
opportunity approval of new hires (if applicable) will all be required for all personnel paid whole or 
in part with CDBG

• Local Travel reimbursed at the City’s rate $.51/mile (rate is subject to change)

• Contract/Professional Services, Supplies, Equipment, Printing, Subcontracting for Professional 
Services will require CDA procurement and contract approval if $2,000 or more for a vendor
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CDBG RFP Section Review: 
Personnel Schedule

• Information from Organization Narratives - Personnel Description and Resumes will 
be automatically inserted in the full or part time personnel schedule based on your 
selection.

• Form will add the part time and full time salary totals, FICA taxes

• Percent of eligible benefits (health, dental, etc.) must be less than or equal to 
percent of salary charged to grant

• Form will insert Personnel Total in the  Activity Budget Page (error will occur if over 
grant amount)
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CDBG RFP Section Review: 
Personnel Schedule

Full Time Personnel Schedule

TIPS:

◦ Actual Salary per Pay Period should be Actual Salary per Pay Period

◦ Number of pay periods should be number of pay periods in the entire year

◦ Ensure percent inserted from Organization Narratives Section is correct 

Common Mistakes:

◦ Not including total pay periods for the year (26, 24,12)

◦ Not inserting total amount paid for each pay period

◦ Including subcontractors in the personnel schedule 
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CDBG RFP Section Review: 
Personnel Schedule

Part Time (Per Performance) Personnel Schedule

TIPS:
◦ Enter hourly rate

◦ Enter total hours for the entire year

◦ Ensure percent inserted from Organization Narratives Section is correct

Common Mistakes:
◦ Not inserting total hours to be paid for the entire year
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CDBG RFP Section Review: 
Personnel Schedule – Part Time

A B C D E F G

Employee Name or To 

Be Hired Position Title Rate Total # of Activity Hours

Annual Salary in 

Dollars and 

Center

Percent of time 

Charged to 

CDBG Activity

(E*F) CDBG Share 

(rounded to 

whole dollars)

James Liu Accountant $21.00 260 5,460 100.00% $5,460

Ron Jones Instructor $21.00 520 10,920 50.00% $5,460

Total Per  Performance Employee Costs $10,920
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CDBG RFP Section Review: 
Personnel Schedule – Full Time

A B C D E F

Employee Name or 

'To Be Hired' Position Title

Actual Salary Per Pay 

Period (in dollars 

and cents

Percent of Time 

Charged 

to Block 

Grant

Number of 

Pay 

Periods

(C*D*E) Block Grant Share (Rounded to 

whole dollars)

Jimmie Green Program Director $2,300.00 25% 26.00 $            14,950 

Kathy Wright Instructor $1,500.00 50% 26.00 $            19,500 

Lisa May Admin Assistant $1,000.00 10% 26.00 $              2,600 

Salaries-Full 

Time 

Emplo

yees: $            37,050 

40



CDBG RFP Section Review: 
Personnel Schedule – Full Time

Pay Period is: Bi-Weekly Salaries-Full Time Employees: $            37,050 

Per Performance Employees: $10,920

SALARY SUBTOTAL: $            47,970 

FICA: $              3,670 

Health Insurance: 2000

Life Insurance: 500

Dental Insurance: 600

Retirement: 500

MO Unemployment: 100

Long Term Disability 75

Other - Specify_______________:

TOTAL: $        55,415 
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Benefit rate must be equal to or less than 
salary rate charged to CDBG

TIP:

• If necessary, adjust percent of  

benefits charged to balance 

personnel schedule/budget



CDBG RFP Section Review: 
Personnel Schedule
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TIPS:

• Only include Employees on the Personnel Schedule

• No Contractors

• Contractors/Consultants should go under the “Professional Services” line in your Activity 
Budget

• All professional services paid with CDBG will require a formal contract and that meets 
CDBG/CDA Requirements



CDBG RFP Section Review: 
Proposed Reimbursement Analysis

•The majority of NON-CONSTRUCTION use “Per Unit Costs” or a fixed price for a UNIT 
OF SERVICE completed

•Your outputs will provide the basis for your unit of service 

•You should have no more than 1 “unit of service” per outcome (objective)

TIPS: 

• Make sure your units of service are clear and defined

• Include any assumptions or calculations
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

•Examples of Units of Service

– meals delivered to seniors

– completed workshops for first time homebuyers

– daily attendance in an after school program

– community gardens planted  
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

•Factors to be considered when arriving at per unit cost:

–Life Span of Contract

–Frequency of Reimbursements

–Amount of Request/Award

–Reasonable Assumptions

–Eligible Program Expenses

•Units of Service must be related to the outputs but don’t have to be the same

–For example an after school program could have Persons (Output) and use Daily 
Attendance (Per – Unit)
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

Per Unit Example #1: Beautification Program in a L/M Neighborhood

CDBG Request $25,000

Unit of Service/Assumptions

• 10 beautification projects projected (“unit of service”)

Total Number of Units: 10

Per Unit Rate: $25,000 ÷ 10 =$2,500

TIP:

•When using the area benefit national objective, the number of beneficiaries will be the number of LMI 
individuals residing in the area.
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

Per Unit Example #2: Senior Meals on Wheels Program

CDBG Request $75,000

Unit of Service/Assumptions

• Estimated 100 total seniors (“unduplicated number of beneficiaries”)

• Each senior receives 2 meals per day (“unit of service”)

• Meals are provided 7 days a week for 50 weeks

Total Number of Units: 100 x 2 x 7 x 50 = 70,000

Per Unit Rate: $75,000 ÷ 70,000 = $1.07
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

Per Unit Example #3: After School Program for Low-Income Youth

CDBG Request $100,000

Unit of Service/Assumptions

• Estimated 150 total youth in year (“unduplicated number of beneficiaries”)

• Program has the capacity for 120 youth at a time; Daily Attendance (“unit of service”)

• Average Daily Attendance is 80% or 96/120

• 180 school days in a year (90 in Spring, 90 in Fall)

Total Number of Units: 96 x 180 = 17,280

Per Unit Rate: $100,000 ÷ 17,280 = $5.79
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CDBG RFP Section Review: 
Proposed Reimbursement Analysis

Per Unit Example #4: Job Training Program for L/M Income Ex-Offenders 

CDBG Request $100,000

Unit of Service/Assumptions

• Estimated 75 total clients serviced in year (“unduplicated number of beneficiaries”)

• 60 clients are projected to complete Phase 1; 50 clients to complete Phase 2 (“units of service”)

• CDBG expenses/funding is split equally between both phases

Total Number of Units: Per Unit Rate:

Phase 1: 60 x 1 = 60 units $50,000/60 = $833

Phase 2: 50 x 1 = 50 units $50,000/50 = $1,000

• TIP: Activities should have output and specific criteria for each unit of service
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CDBG RFP:  Common EGRAMS Mistakes

1. Not following instructions

2. Trying to work around the system

3. Not updating your entire proposal if you make revisions

4. Having multiple people using the same user name

5. Waiting until the last minute to resolve validation errors

6. Forgetting your user name and password

7. Not uploading attachments early

8. Not following procedures for questions and expecting an immediate response

9. Not understanding and using the correct roles in EGRAMs

10.Not updating a prior year proposal
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Questions and Answers


