








ATTACHMENT N (Continued)

County. Once a contractor who has been conditionally approved has successfully
completed one job for the County, his or her status is upgraded to “reguiar approval™
meaning that they will be allowed to bid on a regular rotation as long as they remain In
good standing. All contractors are required to present proof of liability insurance and, if
required, workers compensaiion 1nsurance. (Homeowners who know quality
rehabilitation contractors that are not on the County’s approved contractor regisiry are

welcome to invite them to apply.)

A minimum of three approved contractors will be invited to bid on each job (unless the
repair is of an urgent nature and cannot be delayed, then the first available contractor that
can successfully and expediently make the repair will be used). When bids are received
the lowest responsive and responsible bidder will be selected for the contract.
“Responsive and responsible” means the contractor, 1) that returned an eligible bid by the
pre-designated bid due date, 2) who is deemed able to complete the work in a timely
manner, and 3) whose bid is within 15% (in either direction) of then County’s cost

estimate.

What are the steps in the process, from application to completion? Now
that you have the information about how to qualify for Davie County’s 2008 Urgent
Repair Program, what work can be done and, who will do it? The following is a list of

the major steps in the process:

1. Completing an Application Form: Homeowners who wish to apply for
assistance must do so by September 15, 2008. Apply by contacting the County
Manager’s Office at (336) 751-5513. Proof of ownership and mcome 1s required
at the time of application. Applicants must provide the Social Security numbers
of all residents of the home, names and mailing addresses of employers, and
income sources for all residents over 18 years of age. If you have applied for
housing assistance through the County in the past, a new application 1s required,
as different programs have different application requirements.

2. Preliminary Inspection: The County’s Rehabilitation Specialist will visit the
homes of potential recipients to determine the need and feasibility of the home for
rehabilitation. ’

- 3. Screening of applications: Applications will be rated and ranked by the County
based on need factors and the feasibility of the house for rehabilitation. The
households to be offered assistance will be selected by October 30, 2008.
Household income will be verified for program purposes only; all income
information required by HUD and NCHFA will be kept confidential. If income
verification is not received from an employer of any member of the applicant
household over 18 vears old by November 30, 2008, that household will be
ineligible for assistance. From this review, the fourteen (14) most qualified
applicants will be selected, along with five alternates.

4. Applicant TInterviews:  Approved applicants will be provided detailed
information on assistance, lead hazards, program rehabilitation standards,
confracting procedures, the rehabilitation process, the grant documents and
conditions. Applicants will be given five (5) days in which to accept or decline
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URPOS assistance. Applicants are encouraged to consult with family members
and their legal advisors in order to determine the best course of action for them.
Work Write-up: The County’s Rehabilitation Specialist will visit the home
again for a more thorough inspection. All parts of the home must be made
accessible for inspection, including the attic and crawlspace. The owner should
report any known problems such as electrical short circuits, blinking lights, roof
leaks, etc. The Rehabilitation Specialist will prepare a complete and detailed
work specification (known as the “work write-up”). The final cost estimate will
also be prepared by the Rehabilitation Specialist and held in confidence until
bidding is completed.

Formal agreement: After approval of the work write-up, the homeowner will
sign a formal agreement that will explain and govern the rehabilitation process.
This agreement will define the roles of the parties involved throughout the
rehabilitation process.

Bidding: The work write-up and bid documents will be mailed to three to five
contractors from the Approved Contractors Registry who will be given two to
three weeks In which to inspect the property and prepare bid proposals. The
names of the invited contractors will be supplied to the homeowner. The
homeowner may request that a contractor of his/her choosing be sent a bid
package. However, that contractor will be required to present evidence of proper
liability insurance and, if necessary, Worker’s Compensation insurance prior to
submitting a formal bid. Each contractor will need access to all parts of the house
in order to prepare a bid. A bid opening will be conducted at the County Offices
at a specified date and time, which all.bidders and the homeowner are invited to
attend.

Contractor selection: Within 24 hours of the bid opening after review of bid
breakdown and timing factors, the Program Administrator will select the winning
bidder. All bidders and the homeowners will be notified of (1) the selection, (2)
the amount, (3) the amount of the County’s cost estimate, and (4) if other than the
lowest bidder is selected, of the specific reason(s) for the selection. The
homeowner may decline the selection of the Program Administrator and choose
any eligible bid from any eligible contractor to perform the work. However, if the
bid/contractor that is chosen is not the lowest responsive and responsible bidder,
the homeowner will be required to pay the difference in the cost prior to the
beginning of the work. Failure to pay the required amount within one month of
the bid opening will render the hoineowner ineligible for program assistance.
Grant Agreement and Contract Execution: Grant agreement and contract
documents will be executed after the contractor has been chosen. These
documents will bind all parties and make the project official. The Rehabilitation
contract will be between the contractor and the homeowner, with the County
signing as an interested third party. The grant agreement documents will be
between the owner and Davie County.

Pre-construction conference: A pre-construction conference will be held at the
home. At this time, the homeowner, contractor and program representative will
discuss the details of the work to be done. Starting and ending dates will be
agreed upon, along with any special arrangements such as weekend or evening
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work hours and disposition of items to be removed from the home (such as old
cabinets, old appliances, etc.)  Within 24 hows of the pre-construction
conference, the County will issue a “proceed order” formally instructing the
contractor to commence by the agreed-upon date.

11. Construction: The contractor will be responsible for obtaining a building permit
for the project before beginning work. The permit must be posted at the house
during the entire period of construction. Program staff will closely monitor the
contractor during the construction period to make sure that the work is being done
according to the work write-up (which is made a part of the rehabilitation contract
by reference) and in a timely fashion. Davie County Building Inspectors will
inspect new work for compliance with the State Building Code. The homeowner
will be responsible for working with the contractor toward protecting personal
property by clearing work areas as much as possible.
Change orders: All change orders to the scope of work must be approved by the
all parties of the contract and at least two representatives of Davie County, and
reduced to writing as a contract amendment (“change order”). If the changes
require an adjustment in the grant agreement amount, that amount must be
specified in the change order. Pavment: The contractor 1s entitled to request one
pavment at the completion of the contracted work. When a payment 1s requested,
the Rehabilitation Specialist will inspect the work within three days. If all items
are deemed 100% complete a payment will be made issued for the entire contract
amount within one week of the inspection. IMPORTANT: The homeowner
will not be responsible for making payments to the contractor during the
repair/modification process.

13. Post-construction conference: Following construction the contractor and the
Rehabilitation Specialist will meet with the homeowner. At this meeting the
contractor will hand over all owner’s manuals and wairanties on equipment. The
contractor and Rehabilitation Specialist will go over operating and general
maintenance of the home with the homeowner. The homeowner will have the
opportunity ask any final questions about work.

14. Closeout: When the contractor declares the work complete, program staff will
thoroughly inspect the work. If deficiencies are observed, the contractor will be
required to correct them. When the Rehabilitation Specialist and the homeowner
are satisfied that the contract has been fulfilled, each will sign off and, after
receipt of the contractor’s invoice, the final payment will be ordered. The
contractor will submit all lien releases prior to the release of the final payment.
All material and workmanship will be guaranteed for a one-year period after the
date of project completion.

15. The warranty period: It is extremely important that any problems with the work
that was performed be reported to the Rehabilitation Specialist as soon as
possible. All bona fide defects in materials and workmanship reported within one
vear of completion of construction will be corrected at no charge to the
homeowner. Dy

What are the key dates? If after reading this document you feel that you quahfv for
this program and wish to apply, please keep the following dates in mind:
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= Applications available to the public starting August 15, 2008.

» Applications must be turned in at Davie County Manager’s Office by 5:00 pm
September 15, 2008.

s Grants made to selected households by October 30, 2008.

s All repair/modification work must be under contract by January 15, 2008.

e All repair/modification work must be completed by March 15, 2009.

How do I request an application? Just contact:

County Manager’s Office  or Mr. Michael S. Walser
Davie County Grant Administrator

123 S. Main Street 1614 Yadkin College Road
Mocksville, NC 27028 Lexington, NC 27295
336751-5513 (336) 787-4932

1-800 -614-6831
Or pick up an application at the Davie County Manager’s Office.

Is there a procedure for dealing with complaints, disputes and appeals?
Although the application process and repair/modification guidelines are meant to be as
fair as possible, Davie County realizes that there is still a chance that some applicants or
participants may feel that they are not ireated fairly. The following procedures are
designed to provide an avenue for resolution of complaints and appeals.

Durnng the application process:

1. If an applicant feels that his or her application was not fairly reviewed or
rated and would like to appeal the decision made about it, he or she should
contact the Housing Counselor/Project Administrator within five days of
the initial decision and voice their concern. If the applicant remains
dissatisfied with the decision, the detailed complaint must be put into
writing. ’ .

A written appeal by the applicant must be made within 10 business days of
~ the initial decision on an application.

Davie County will respond in writing to any complaints or appeals within

10 business days of receiving written complaints.
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During the rehabilitation process:

I. If the homeowner feels that construction is not being completed according
to the contract, he/she must inform the contractor and the Rehabilitation
Specialist.

2. The Rehabilitation Specialist will inspect the work in question. If he finds

that the work is not being completed-according to the contract, the
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Rehabilitation Specialist will review the contract with the contractor and
ask the contractor to remedy the problem.

If problems persist, 2 mediation conference between the homeowner and
the contractor may be convened by the Rehabilitation Specialist and
facilitated by the Project Administrator.

4. Should the mediation conference fail to resolve the dispute, the Project
Administrator will render a written final decision.

If the Rehabilitation Specialist finds that the work is being completed
according to the contract, the complaint will be noted and the
Rehabilitation Specialist and the homeowner will discuss the concerns and
the reason for the Rehabilitation Specialist’s decision.

(VN
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IMPORTANT NOTE: Do not hesitate to contact the Rehabilitation Specialist at any
time during the process, but please keep in mind that the work involved WILL CAUSE
SOME INCONVENIENCE AT TIMES DURING THE REPAIR/MODIFICATION.
Repair/modification work in general can be quite stressful. We agk that all recipients of
assistance be patient with the workers and any delays that may occur.

Finally, if the Homeowner is not satisfied with the decisions of the Project Administrator
or other local Project staff, he/she may call or write:

North Carolina Housing Finance Agency

3508 Bush Street

Raleigh, NC 27609

c/o Mr. Michael Handley, Housing Rehabilitation Officer

—_— oo

The North Carolina Housing Finance Agency telephone number is: (919) 877-5700.

Will the personal information provided remain confidential? Yes. All
information in applicant files will remain confidential. Access to the information will be
provided only to County employees directly involved in the Project, the North Carolina
Housing Finance Agency and auditors.

What about conflicts of interest? No officer, employee or other public official of
the County, member of the County Board of Commissioner, or entity contracting with the
County, who exercises any functions or responsibilities with respect to the URPO8 shall
have any interest, direct or indirect, in any contract or subcontract for work to be
performed with project funding, either for themselves or those with whom they have
family or business ties, during their tenure or for one vear thereafter. Relatives of the
County employees, Board of Commissioner members and others closely identified with
the County may be approved for rehabilitation assistance only upon public disclosure
before the Board of Commissioners and written permission from NCHFA.

What about favoritism? All activities under the URP0S, including rating and
ranking applications, inviting bids, selecting contractors and resolving disputes, will be
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conducted in a fair, open and non-discriminatory manner, entirely without regard to race,
creed, sex, color, national origin, familial status, or religion.

Will the program be advertised? Yes. The program will be advertised County-
wide by newspaper advertisement. Referrals are also encouraged from social service
agencies, health care providers and county agencies. Also, flyers advertising the program
will be available at the County Administration Building, and will be provided to churches
within the County for distribution to their congregations.

Referrals and Client Relations?  The County will screen potential client on their
housing needs. The County will accept referrals from Davie County service providers:
Therefore, most applicants will have already been screened for their other social and

physical needs.

Each of the following Agencies will be notified of this Project:

s Davie County Department of Social Services
o Davie County Health Department

» Senior Center

e Davie County Council on Aging

¢ Local Municipalities within the County

o USDA Mocksville Office

In the event that a client has not already been made aware of other potential benefits that
he/she may be eligible to receive the Project’s Client Counselor will make verbal
referrals as needed and provided printed materials to clients detailing available services.

Who can I contact about this program? Any questions regarding any part of
this application or program should be addressed to:

Davie County

Urgent Repair Program Administrator
c/o Hobbs, Upchurch & Associates
Michael S. Walser

1614 Yadkin College Road
Lexington, NC 27295

., 2008

This Assistance Policy is adopted this 4th day of August

7 ’ A

Chairman of*tﬁe Boaﬁd of Commissioners
Davie County

Plende. B 4t

Clerk to the Board
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DAVIE COUNTY
PROCUREMENT POLICY FOR
URGENT REPAIR PROGRAM

In the procurement of supplies, equipment or services in Davie County Program the following

policies shall apply:

1) Small purchase procedures. Theses are relatively simple and informal procurement methods
that are sound and appropriate for a procurement of services, supplies, or other property,
costing in the aggregate not more that $25,000. Under this procurement method price or rate
quotations shall be obtained from an adequate number of qualified sources. Office supplies

and equipment may be secured by this method.

2) In competitive sealed bids (formal advertising) sealed bids shall be publicly solicited and a
firm, fixed, price contract shall be awarded fo the responsible bidder whose bid, conforming
with all of the material terms and conditions of the invitation for bids, is lowest in price. The
housing rehabilitation program shall be awarded by utilizing this procedure.

3) In competitive negotiations proposals shall be requested from a number of sources and the
Request for Proposals shall be publicized. All aspects of the competitive negotiations shall
be carried out in conformance with 24 CFR Part 85. Under this method special consideration
shall be given to experience, technical abilities, and famiharity with the services to be
provided. Price shall not be the sole consideration for award of contract.

On all procurement efforts shall be made to solicit bids from qualified small, female, and minority

business firms.

In all cases procurement under this Policy must conform to the requirements for procurement set
forth in 24 CFR Part 85.

An adequate record of procurement must be maintained to insure that these policies and the
requirements of 24 CFR Part 85 have been followed in their entirety.

ADOPTED this the _ 4th day of _August , 2008 by the Davie County Board of

Commissioners.

74

Chairman, Board of (;meissioners

Blonte A, i

Clerk to the Board
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- DAVIE COUNTY
URGENT REPAIR PROGRAM
GRANT PROJECT BUDGET ORDINANCE

BE IT ORDAINED by the Board of Commissioners of Davie County that, pursuant to
Section 13.2 of Chapter 159 of the General Statutes of North Carolina, the following

Grant Project Budget Ordinance is hereby adopied:

Section 1. The project authorized is the Urgent Repair Program Project described in the
work statement contained in the Funding Agreement URPOS between this unit and the
North Carolina Housing Finance Agency. This project is more familiarly known as the
2008 Urgent Repair Program (URP) Project.

Section 2. The officers of this unit are hereby directed to proceed with the Grant Project
within the terms of the Grant document(s), the rules and regulations of the North Carolina
Housing Finance Agency and the budget contained herein.

Section 3. The following revenues are anticipated to be available to complete this
project:
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Urgent Repeair Program URP Grant:

TOTAL
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73,
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Section 4. The following amounts are appropriated for the project:

Program Costs: - $75.000.00
TOTAL PROJECT BUDGET 575,000.00

Section 5. The Finance Officer is hereby directed to maintain within the Grant Project
fund sufficient detailed accounting records to provide the accounting to the grantor
agency required by the Funding Agreement(s) and federal and state regulations.

Section 6. Requests for funds should be made to the grantor agency in an orderly and
timely manner as funds are obligated and expenses incurred.

each prOJect element n Sectlon 4 and on the total grant revenues received or claimed.

Section 8. The Finance Officer is directed to include a detailed analysis of past and
future costs and revenues on this Grant Project in every budget submission made to this

Board.

Seéction 9. Copies of this Grant Project Ordinance shall be made available to the Finance
Officer for direction in carrying out this project.
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ADOPTED this  4th day of August . 2008.

J
N/ Z

Chairman, Board of Gommmissioners

ATTEST:

Clerk





