RESOLUTION NO. 2023-21
A RESOLUTION OF THE CITY OF TOMBALL, TEXAS, ADOPTING
THE ATTACHED POLICIES IN CONNECTION WITH THE CITY
OF TOMBALL, TEXAS PARTICIPATION IN FEDERALLY FUNDED
PROJECTS ASSOCIATED WITH THE AMERICAN RESCUE PLAN
ACT — CORONAVIRUS LOCAL FISCAL RECOVERY FUND (ARPA

— CLFRF) AND ADHERENCE TO THE REGULATIONS
DESCRIBED THEREIN.

% % % % % % % % %

WHEREAS, the City of Tomball, Texas, (hereinafter referred to as “City”) has been awarded
ARP - CLFRF funding through an ARP - CLFRF grant from the United States Treasury Department
(hereinafter referred to as “TREASURY™); and

WHEREAS, the City, in accordance with Section 109 of the Title I of the Housing and
Community Development Act. (24 CFR 6); the Age Discrimination Act of 1975 (42 U.S.C. 6101-6107);
and Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and for construction contracts greater
than $10,000, must take actions to ensure that no person or group is denied benefits such as employment,
training, housing, and contracts generated by the CLFRF activity, on the basis of race, color, religion, sex,
national origin, age, or disability; and

WHEREAS, the City, in consideration for the receipt and acceptance of federal funding, agrees
to comply with all federal rules and regulations including those rules and regulations governing citizen
participation and civil rights protections; and

WHEREAS, the City, in accordance with Section 3 of the Housing and Urban Development Act
of 1968, as amended, and 24 CFR Part 135, is required, to the greatest extent feasible, to provide training
and employment opportunities to lower income residents and contract opportunities to businesses in the
ARP - CLFRF project area; and

WHEREAS, the City, in accordance with Section 104(1) of the Housing and Community
Development Act, as amended, and State’s certification requirements at 24 CFR 91.325(b)(6), must adopt

an excessive force policy that prohibits the use of excessive force against non-violent civil rights



demonstrations; and

WHEREAS, the City, in accordance with Executive Order 13166, must take reasonable steps to
ensure meaningful access to services in federally assisted programs and activities by persons with limited
English proficiency (LEP) and must have an LEP plan in place specific to the locality and beneficiaries
for each ARP - CLFRF project; and

WHEREAS, the City, in accordance with Section 504 of the Rehabilitation Act of 1973, does not
discriminate on the basis of disability and agrees to ensure that qualified individuals with disabilities have
access to programs and activities that receive federal funds; and

WHEREAS, , the City, in accordance with Section 808(e)(5) of the Fair Housing Act (42 USC
3608(e)(5)) that requires federal programs and activities be administered in a manner affirmatively to
further the policies of the Fair Housing Act, agrees to conduct at least one activity during the contract
period of the ARP - CLFREF contract, to affirmatively further fair housing; and

WHEREAS, the City, agrees to maintain written standards of conduct covering conflicts of
interest and governing the actions of its employees engaged in the selection, award and administration of
contracts;

NOW, THEREFORE BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF

TOMBALL, TEXAS
1. Citizen Participation Plan and Grievance Procedures;
2. Section 3 Policy;
3. Excessive Force Policy;
4. Section 504 Policy and Grievance Procedures;
5. Limited English Proficiency Plan;
6. Fair Housing Policy; and
7. Code of Conduct Policy
PASSED, APPROVED, AND RESOLVED this __dayof ____ 2023.
Lori Klein Quinn
Mayor
ATTEST:

Tracylynn Garcia
City Secretary



CITY OF TOMBALL
ADMINISTRATIVE POLICIES, RULES AND PROCEDURES

SUBJECT NUMBER: EFFECTIVE DATE:
27 9/8/2020 PAGE 10F 15
CIVIL RIGHTS POLICIES
REVISED: APPROVED BY CITY MANAGER:
September 8, 2020 September 8, 2020
SUPERSEDES: APPROVED BY CITY COUNCIL:
August 3, 2020 September 8, 2020
PURPOSE

The purpose of the Civil Rights Policies is to establish official procedures to be used by all departments in the City of
Tomball obtaining grants derived from State and/or Federal funds to ensure compliance in accordance with:
e 2CFR §200
e 24 CFR §8
24 CFR §91.325(b)(6)
24 CFR §570
Fair Housing Act of 1968
Texas Local Government Code Chapter 171
Uniform Grant Management Standards (UGMS)

SCOPE

All departments receiving a grant that is funded by the State and/or Federal funds shall ensure that all activities including
procurement and contract management are completed in accordance with all policies, procedures, laws and ordinances of the
City including the adopted Civil Right Policies herein.

Grant Management shall be conducted in a manner that will promote public confidence in the integrity of the City of

Tomball.

POLICIES AND PROCEDURES:

CITY OF TOMBALL
CITIZEN PARTICIPATION PLAN

THE CITY OF TOMBALL

REGARDING THE USE OF GRANT FUNDS FROM THE U.S. DEPARTMENT OF HOUSING AND URBAN
DEVELOPMENT

This Citizen Participation Plan was prepared in accordance with Section 104(a) of the Housing and Community
Development Act of 1974, as amended. The 24 CFR 91.105 federal regulations outline the “citizen participation™
requirements.

The plan is to be used to address citizen participation in the Community Development Block Grant (CDBG) Program.
With receipt of HOME Investment Partnerships (HOME) Program funds, the program will be included under this
Citizen Participation Plan.

The Citizen Participation Plan (CPP) sets forth policies and procedures for citizen participation in the development of
project specific applications and substantial amendments to these projects with funding.
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CERTIFICATION OF COMPLIANCE
The City of Tomball is certifying to the U. S. Department of Housing and Urban Development (HUD) and State
Agencies administering HUD programs that they have an approved Citizen Participation Plan, which:

1. Provides for and encourages citizen participation with emphasis on participation by persons who are residents
of slum and blighted areas, by residents in low- and moderate-income neighborhoods, or targeted revitalization
areas.

2. Provides for and encourages citizen participation of residents of public and assisted housing developments, as
well as provides information to the public housing authorities within our jurisdiction activities related to these
programs.

3. Provides for and encourages citizen participation of persons with disabilities as well as provides documents in a
format accessible to persons with disabilities, upon request.

4. Provides for and encourages citizen participation of all citizens, including minorities and non-English speaking
persons, and identifies how the needs of non-English speaking residents will be met in the case of public
hearings where a significant number of non-English speaking residents can be reasonably expected to
participate.

5. Provides citizens with reasonable and timely notification and access to local meetings, information, and records
relating to the County’s proposed and actual use of federal Community Development Block Grant funds.

6. Provides for public hearings and/or public postings to obtain citizen views; to respond to proposals and
questions at all stages of the community development program, including at least the development of needs;
and the review of proposed activities, and review of program annual performance. If hearings are held, they
shall be after adequate notice, at times and locations convenient to potential or actual beneficiaries, and with
accommodations for the disabled; and,

7. Provides for a timely written response to written complaints and grievances where applicable.

Note to Grant Recipients regarding Limited English Proficiency (LEP) requirements:

In accordance with federal law, if there is a significant number of the population who are non-English speaking
residents and are affected by the CDBG project, such citizens should have ‘meaningful access’ to all aspects of the
CDBG project. To provide ‘meaningful access’, Grant Recipients may need to provide interpreter services at public
hearings or provide non-English written materials that are routinely provided in English. Examples of such vital
documents may include Citizen Participation notices (e.g., complaint procedures, hearings notices), civil rights notices,
and any other published notice that may allow an eligible person with limited English proficiency to participate in
discussing proposed CDBG activities. For more information, see LEP.gov.
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COMPLAINT PROCEDURES

These complaint procedures comply with the requirements of HUD’s CDBG Program and Local Government
Requirements found in 24 CFR §570.486 (Code of Federal Regulations). Citizens can obtain a copy of these procedures
at the City of Tomball, Texas, 401 Market Street, (281) 290-1400 during regular business hours.

Below are the formal complaint and grievance procedures regarding the services provided under the CDBG program.

1. A person who has a complaint or grievance about any services or activities with respect to the CDBG project,
whether it is a proposed, ongoing, or completed CDBG project, may during regular business hours submit such
complaint or grievance, in writing to the City Civil Rights Officer, at 401 Market Street, Tomball, Texas 77375
or may call (281) 290-1411.

2. A copy of the complaint or grievance shall be transmitted by the Civil Rights Officer to the person/division that
is the subject of the complaint or grievance and to the Mayor/City Manager/County Judge within five (5)
working days after the date of the complaint or grievance was received.

3. The Mayor/City Manager or their representative shall complete an investigation of the complaint or grievance,
if practicable, and provide a timely written answer to person who made the complaint or grievance within
fifteen (15) days. The response may be a time extension to further review the complaint or grievance.

4. Tfthe investigation cannot be completed within fifteen (15) working days per 3 above, the person who made the
grievance or complaint shall be notified, in writing, within twenty (20) days where practicable after receipt of
the original complaint or grievance and shall detail when the investigation should be completed.

5. Ifnecessary, the grievance and a written copy of the subsequent investigation shall be forwarded to the CDBG
Program Manager for their further review and comment.

If appropriate, provide copies of grievance procedures and responses to grievances in both English and Spanish, or other
appropriate language.

TECHNICAL ASSISTANCE

When requested, the City shall provide technical assistance to groups that are representative of persons of low- and
moderate-income in developing proposals for the use of CDBG funds. The City, based upon the specific needs of the
community’s residents at the time of the request, shall determine the level and type of assistance.

PUBLIC OUTREACH AND INVOLVEMENT

Citizens will be provided reasonable advance notice of, and opportunity to comment on proposed activities in an
application to the state and for grants already made regarding activities which are proposed to be added, deleted, or
substantially changed from the entity's application to the state. The public outreach and notification will be
accomplished through one or more of the following methods:




CITY OF TOMBALL
ADMINISTRATIVE POLICIES, RULES AND PROCEDURES

SUBJECT NUMBER: EFFECTIVE DATE:
27 9/8/2020 PAGE 4 OF 15
CIVIL RIGHTS POLICIES
REVISED: APPROVED BY CITY MANAGER:
September 8, 2020 September 8, 2020
SUPERSEDES: APPROVED BY CITY COUNCIL:
August 3, 2020 September 8, 2020

a) Publication of notice in a local newspaper—a published newspaper article may also be used so long as it
provides sufficient information regarding program activities and relevant dates.

b) Notices prominently posted in public buildings and distributed to local Public Housing Authorities and other
interested community groups.

c) Posting of notice on the local entity website (if available).

d) Public Hearing; or

¢) Individual notice to eligible cities and other entities as applicable using one or more of the following methods:
Certified mail, Electronic mail or fax, First class (regular mail), Personal delivery (e.g., at a Council of
Govermnments meeting).

These details will be included in the Public Comment Version of the Application, prior to submission.

Citizens, with emphasis on persons of low- and moderate-income who are residents of slum and blight areas, shall be
encouraged to submit their views and proposals regarding community development and housing needs. Citizens shall be
made aware of the location where they may submit their views and proposals.

PUBLIC COMMENT PROVISIONS AS REQUIRED BY CERTAIN STATE AGENCIES IN
THE ADMINISTRATION OF FEDERAL PROGRAMS

When public notice is the sole required notification process for the submission of an application from a State agency,
the following provisions shall be observed the City.
A copy of a substantially complete application will be made available to allow for 15 days of local public comment, 15
days of state comment for a total of 30 days and will include, but are not limited to:
1. The amount of CDBG funds expected to be made available for the current fiscal year (including the grant and
any anticipated program income).
2. The range of activities that may be undertaken with the CDBG funds.
3. The estimated amount of the CDBG- funds proposed to be used for activities that will meet the national
objective of benefit to low- and moderate- income persons.
4. The proposed CDBG activities likely to result in displacement and the unit of general local government's anti-
displacement and relocation plans required under § 570.488.
5. The development of housing and community development needs

When a public hearing is required for submission of an application from a State agency, the following provisions
shall be observed by the City:

1. As stated in the COVID-19 Disaster Declaration Proclamation dated March 13th, 2020; public hearings may be
held virtually or in person, pursuant to Section 418.017 of the code; “authorization to use all available
resources of state government and of political subdivisions that are reasonably necessary to cope with this
disaster.” Public notice of all hearings must be posted at least seventy-two (72) hours prior to the scheduled
hearing.

2. When a significant number of non-English speaking residents are a part of the potential service area of the
CDBG project, vital documents such as notices should be published in the predominant language of these non-
English speaking citizens. An interpreter should be present to accommodate the needs of the non-English
speaking residents at all public hearing where applicable.

3. Each public hearing shall be held at a time and location convenient to potential or actual beneficiaries
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and will include accommodation for persons with disabilities. Persons with disabilities must be able to attend
the hearings and the City must plan for individuals who require auxiliary aids or services if contacted at least
two days prior to the hearing.

A public hearing, when required by a Federal Program, shall be held after 5:00 PM on a weekday or at a
convenient time on a Saturday or Sunday.

If the agency requires a public hearing for submission, then a public notice shall be posted at city hall and the
community’s website notifying the public of the project selected at least 5 days prior to the submission of the
application.

The City shall retain documentation of the hearing notice(s), a listing of persons attending the hearing(s), minutes of the
hearing(s), and any other records conceming the proposed use of funds for three (3) years from closeout of the grant to
the state. Such records shall be made available to the public in accordance with Chapter 552, Texas Government Code.

CITY OF TOMBALL
SECTION 3 POLICY

In accordance with 12 U.S.C. 1701u the City of Tomball agrees to implement the following steps, which, to the greatest
extent feasible, will provide job training, employment, and contracting opportunities for Section 3 residents and Section
3 businesses of the areas in which the program/project is being carried out.

1.

Introduce and pass a resolution adopting this plan as a policy to strive to attain goals for compliance to Section
3 regulations by increasing opportunities for employment and contracting for Section 3 residents and
businesses.

Assign duties related to implementation of this plan to the designated Civil Rights Officer.

Notify Section 3 residents and business concerns of potential new employment and contracting opportunities as
they are triggered by CDBG-DR grant awards through the use of: Public Hearings and related advertisements;
public notices; bidding advertisements and bid documents; notification to local business organizations such as
the Chamber of Commerce or the Urban League; local advertising media including public signage; project area
committees and citizen advisory boards; local HUD offices; regional planning agencies; and all other
appropriate referral sources. Include Section 3 clauses in all covered solicitation and contracts.

Maintain a list of those businesses that have identified themselves as Section 3 businesses for utilization in
CDBG-DR funded procurements, notify those businesses of pending contractual opportunities, and make this
list available for general Grant Recipient procurement needs.

Maintain a list of those persons that have identified themselves as Section 3 residents and contact those persons
when hiring/training opportunities are available through either the Grant Recipient or contractors.

Require that all Prime contractors and subcontractors with contracts over $100,000 commit to this plan
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7. as part of their contract work. Monitor the contractors’ performance with respect to meeting Section 3
requirements and require that they submit reports as may be required by HUD to the Grant Recipient.

8. Submit reports as required by HUD regarding contracting with Section 3 businesses and/or employment as they
occur; and submit reports within 20 days of federal fiscal year end (by October 20%) which identify and
quantify Section 3 businesses and employees.

9. Maintain records, including copies of correspondence, memoranda, etc., which document all action taken to
comply with Section 3 regulations.

City of Tomball
Excessive Force Policy

In accordance with 24 CFR 91.325(b)(6), the City of Tomball hereby adopts and will enforce the following policy with
respect to the use of excessive force:

1. Itis the policy of the City of Tomball to prohibit the use of excessive force by the law enforcement agencies
within its jurisdiction against any individual engaged in non-violent civil rights demonstrations.

2. Ttis also the policy of the City of Tomball to enforce applicable State and Local laws against physically barring
entrance to or exits from a facility or location that is the subject of such non-violent civil rights demonstrations
within its jurisdictions.

3. City of Tomball will introduce and pass a resolution adopting this policy — Resolution Number 2020-21.

CITY OF TOMBALL
SECTION 504 POLICY AGAINST DISCRIMINATION BASED ON HANDICAP AND
GRIEVANCE PROCEDURES

In accordance with 24 CFR Section 8, Nondiscrimination based on Handicap in federally assisted programs and
activities of the Department of Housing and Urban Development, Section 504 of the Rehabilitation Act of 1973, as
amended (29 U.S.C. 794), and Section 109 of the Housing and Community Development Act of 1974, as amended (42
U.S.C. 5309), the City of Tomball hereby adopts the following policy and grievance procedures:

1. Discrimination prohibited. No otherwise qualified individual with a handicap in the United States shall, solely
by reason of his or her handicap, be excluded from the participation in, be denied the benefits of, or be
subjected to discrimination under any program or activity receiving Federal financial assistance from the
Department of Housing and Urban Development (HUD).

2. The City of Tomball does not discriminate on the basis of handicap in admission or access to, or treatment or
employment in, its federally assisted programs and activities.

3. The City of Tomball recruitment materials or publications shall include a statement of this policy in 1. above.

4. The City of Tomball shall take continuing steps to notify participants, beneficiaries, applicants and employees,
including those with impaired vision or hearing, and unions or professional organizations holding collective
bargaining or professional agreements with the recipients that it does not discriminate on the basis of handicap
in violations of 24 CFR Part 8.
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1. For hearing and visually impaired individuals eligible to be served or likely to be affected by the CDBG-DR
program, the City of Tomball shall ensure that they are provided with the information necessary to understand
and participate in the CDBG-DR program.

2. Grievances and Complaints

a.

Any person who believes she or he has been subjected to discrimination on the basis of disability may
file a grievance under this procedure. It is against the law for the City of Tomball to retaliate against
anyone who files a grievance or cooperates in the investigation of a grievance.

Complaints should be addressed to: Section 504 Compliance Officer, City of Tomball, 501 James
Street, Tomball, Texas 77375, (281) 290-1400, who has been designated to coordinate Section 504
compliance efforts.

A complaint should be filed in writing, contain the name and address of the person filing it, and briefly
describe the alleged violation of the regulations.

A complaint should be filed within thirty (30) business days after the complainant becomes aware of
the alleged violation.

An investigation, as may be appropriate, shall follow a filing of a complaint. The investigation will be
conducted by the City Manager or designee. Informal but thorough investigations will afford all
interested persons and their representatives, if any, an opportunity to submit evidence relevant to a
complaint.

A written determination as to the validity of the complaint and description of resolution, if any, shall be
issued by the City Manager or designee, and a copy forwarded to the complainant within fifteen (15)
business days after the filing of the complaint where practicable.

The Section 504 Coordinator shall maintain the files and records of the City of Tomball relating to the
complaints files.

The complainant can request a reconsideration of the case in instances where he or she is dissatisfied
with the determination/resolution as described in f. above. The request for reconsideration should be
to the City of Tomball within ten (10) business days after the receipt of the written
determination/resolution.

The right of a person to a prompt and equitable resolution of the complaint filed hereunder shall not be
impaired by the person’s pursuit of other remedies such as the filing of a Section 504 complaint with
the U.S. Department of Housing and Urban Development. Utilization of this grievance procedure is
not a prerequisite to the pursuit of other remedies.

These procedures shall be construed to protect the substantive rights of interested persons, to meet
appropriate due process standards and assure that the City of Tomball complies with Section 504 and
HUD regulations.

City of Tomball
Grievance and Complaint Procedure

These complaint procedures comply with the requirements of the Texas General Land Office’s Community
Development Block Grant — Disaster Recovery (CDBG-DR) Program and Local Government Requirements found in 24
CFR §570.486 (Code of Federal Regulations).
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Below are the formal complaint and grievance procedures regarding the services provided under the CDBG-DR project.

1.

A person who has a complaint or grievance about any services or activities with respect to the CDBG-DR
project, whether it is a proposed, ongoing, or completed CDBG-DR project, may during regular business hours
submit such complaint or grievance, in writing to the Compliance Officer at 501 James Street, Tomball, Texas
77375, or may call (281) 290-1400.

A copy of the complaint or grievance shall be transmitted by the Civil Rights Officer to the entity that is the
subject of the complaint or grievance and to the City Attorney within five (5) business days after the date of the
complaint or grievance was received.

The Compliance Officer shall complete an investigation of the complaint or grievance, if practicable, and
provide a timely written answer to the person who made the complaint or grievance within ten (10) business
days.

4. If the investigation cannot be completed within ten (10) business days, the person who made the grievance or
complaint shall be notified, in writing, within fifteen (15) business days where practicable after receipt of the
original complaint or grievance and shall detail when the investigation should be completed.

5. If necessary, the grievance and a written copy of the subsequent investigation shall be forwarded to the CDBG-
DR for their further review and comment.

6. If appropriate, provide copies of grievance procedures and responses to grievances in both English and Spanish.

TECHNICAL ASSISTANCE

When requested, the City shall provide technical assistance to groups that are representative of persons of low- and
moderate-income in developing proposals for the use of CDBG-DR funds. The City, based upon the specific needs of
the community’s residents at the time of the request, shall determine the level and type of assistance.

PUBLIC OUTREACH EFFORTS
The City shall provide for reasonable public notice, appraisal, examination and comment on the activities proposed for
the use of CDBG-DR funds. These efforts shall include:

L.

2.

3.

Provide for and encourage citizen participation, particularly by low and moderate income persons who reside in
slum or blighted areas or areas in which CDBG-DR funds are proposed to be used;
Ensure that citizens will be given reasonable and timely access to local meetings, information, and records
relating to an entity’s proposed and actual use of CDBG-DR funds;
Fumnish citizens information, including but not limited to:
a. the amount of CDBG-DR funds expected to be made available
b. the range of activities that may be undertaken with the CDBG-DR funds
c. the estimated amount of the CDBG-DR funds proposed to be used for activities that will meet the
national objective of benefit to low and moderate income persons
d. if applicable, the proposed CDBG-DR activities likely to result in displacement and the entity’s anti-
displacement and relocation plan;
Provide citizens with reasonable advance notice of, and opportunity to comment on, proposed activities
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1. in an application to the state and, for grants already made, activities which are proposed to be added, deleted or

substantially changed from the entity’s application to the state. Substantially changed means changes made in
terms of purpose, scope, location or beneficiaries as defined by criteria established by the state; and
These outreach efforts may be accomplished through one or more of the following methods:
a. Publication of notice in a local newspaper — a published newspaper article may be used so long as it
provides sufficient information regarding program activities and relevant dates
b. Notices prominently posted in public buildings and distributed to local Public Housing Authorities and
other interested community groups
c. Posting of notice on the local entity website (if available)
. Public hearing
e. Individual notice to eligible cities and other entities as applicable using one or more of the following
methods:
i. Certified mail
ii. Electronic mail or fax
iii. First-class (regular) mail
iv. Personal delivery (e.g. at a City Council meeting)

PUBLIC HEARING PROVISIONS
For each public hearing scheduled and conducted by a CDBG-DR applicant or recipient, the following public hearing
provisions shall be observed:

1.

Furnish citizens information, including but not limited to
a. The amount of CDBG-DR funds available per application for the 2016 Flood Competition;
b. The range of activities that may be undertaken with the CDBG-DR 2016 Flood Competition funds;
c. The estimated amount of the CDBG-DR 2016 Flood Competition funds proposed to be used for
activities that will meet the national objective of benefit to low- and moderate-income persons; and
d. The proposed CDBG-DR activities likely to result in displacement and the unit of general local
government’s anti-displacement and relocation plans required under 24 CFR 570.488.
Public notice of any hearings must be published at least 72 hours prior to the scheduled hearing. The public
notice must be published in a local newspaper. Each public notice MUST include the DATE, TIME,
LOCATION and TOPICS to be considered at the public hearing. A published newspaper article may also be
used to meet this requirement so long as it meets all content and timing requirements. Notices should also be
prominently posted in public buildings and distributed to local Public Housing Authorities and other interested
community groups.
Each public hearing shall be held at a time and location convenient to potential or actual beneficiaries and will
include accommodation for persons with disabilities. Persons with disabilities must be able to attend the
hearings and an applicant must make arrangements for individuals who require auxiliary aids or services if
contacted at least two (2) days prior to each hearing.
When a significant number of non-English speaking residents can be reasonably expected to participate in a
public hearing, an interpreter will be present to accommodate the needs of the non-English speaking residents.
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5. City may conduct a public hearing via webinar if they also follow the provisions above. If the webinar is used
to conduct a public hearing, a physical location with associated reasonable accommodations must be made
available for citizens to participate so as to ensure that those individuals without necessary technology are able
to participate.

6. If applicable, the locality must retain documentation of the hearing notice(s), attendance lists, minutes of the
hearing(s), and any other records concerning the actual use of funds for a period of three (3) years after the
project is completed. Such records must be made available to the public in accordance with Chapter 552,
Government Code.

CITY OF TOMBALL
The City of Tomball welcomes feedback and complaints from any member of the public. Complaints are accepted in
writing or over the telephone. Complaints will be responded to within 15 business days, when possible.

Complaints of fraud, waste or abuse must be immediately escalated to the City of Tomball Section 504 Standards
Officer, regardless of whether the complaint is informal or formal.

Mailing Address:
City of Tomball

501 James Street
Tomball, Texas 77375
Attn: Civil Rights Officer

Phone: (281) 290-1400

Email: mmageo@tomballtx.gov
Business Hours: Monday — Friday, 8 a.m. to 5 p.m.

Texas General Land Office

Complaints should initially contact their local jurisdiction in accordance with their local policies and procedures for
customer complaints. However, in the case that the complaint’s inquiries or concerns are not addressed with the City,
they have the right t to escalate the complaint to the Texas General Land Office (GLO). The GLO will work with the
City of Tomball to provide a timely response. The response will be provided within 15 business days of the receipt of
the complaint, if possible.

Mailing Address:
Texas General Land Office
Attn: GLO-CDR

PO Box 12873

Austin, Texas 78711-2873

Phone: 844-893-8937 or 512-475-5000
Email: cdr@rccovcw.lcxas,gov
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City of Tomball
Fair Housing Policy

In accordance with Fair Housing Act, the City of Tomball hereby adopts the following policy with respect to the
Affirmatively Furthering Fair Housing:
1. City of Tomball agrees to affirmatively further fair housing choice for all seven protected classes (race, color,
religion, sex, disability, familial status, and national origin).
2. City of Tomball agrees to plan at least one activity during the contract term to affirmatively further fair housing.
3. City of Tomball will introduce and pass a resolution adopting this policy — Resolution Number 2020-21.

CITY OF TOMBALL
INTERNAL MANAGEMENT OF FEDERAL AND/OR STATE FUNDS PROCEDURES

All costs charged by the City must be necessary, reasonable, allowable, and allocable to all Federal and/or State grant
programs received administered by the City. The City must assure that all costs are appropriate and eligible including but
not limited to the following areas of concemn:

1. Administrative requirements - Including duplication of benefits requirements, provisions related to charging pre-
award costs, conflict of interest, reporting fraud, and distinction between agencies/government components,
contractors, developers, and beneficiaries;

Recordkeeping and Reporting requirements - Including records retention and financial reporting requirements;

Procurement requirements - Including requirements related to bonding, insurance, suspension and debarment;
Contract conditions;

Force Account - Including requirements for tracking, documenting, and charging personnel costs and applicable
fringe benefits and classification, purchasing, tracking, insuring, and disposing of equipment, supplies, and federally
purchased tangible and intangible property;

Contract amendments;

Contract closeout;

Monitoring and Quality Assurance - Including requirements related to preventing fraud, waste, and abuse;
Audit - Including Single Audit or program-specific audit requirements
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The following is a list of key federal and state regulations governing financial management of grant programs:
a. 24 CFR § 570 Subpart I- governs the state CDBG-DR program;
b. 2 CFR § 200, including all of Subpart E Cost Principles;
¢. Uniform Grant Management Standards (UGMS) - Texas Comptroller of Public Accounts and guidance under 2
CFR § 200; and
d. Texas Local Government Code Chapter 171
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Tt is the City’s responsibility to be knowledgeable and compliant with these requirements to ensure the appropriate, effective,
timely, and eligible use of all funds related to Federal and/or State Programs. The City is responsible for monitoring vendors
and projects and compliance with applicable financial management standards, for processing payment requests for funds,
and for audit review.

A cost objective is a pool of related costs, which could be related based on the City’s departments, function, eligible,
activity, agreement with State and/or Federal agencies or any other basis. The term is used to capture a variety of scenarios in
which costs may be categorized for purposes of cost allocation or eligibility determinations.

1. As per of 2 CFR § 200.303, the City has established this and other written policies and procedures for internal
controls and guidance documentation for responsible financial management of federal and/or state funds and
include the adherence to the following:

2. All federal, state, and local conflict of interest provisions, including the requirements of Texas Local Government
Code Chapter 171;

3. The City has an established internal control system and documented segregation of duties. Including the appropriate
segregation of duties as follows:

a. No person has complete control over every phase of a significant transaction. For example, the person who
authorizes payments to contractors should not draft and issue the payment check and the person who writes
a payment check should not reconcile associated bank records;

b. Monthly bank reconciliation and/or direct deposit monthly statements are reviewed by someone who is not
responsible for handling cash or issuing checks;

c. The person issuing checks for grant expenses does not also handle payroll preparation/issuance of
paychecks;

4. The City will take prompt action when an instance of noncompliance is identified internally or through audit
findings;

5. The City takes reasonable measures to safeguard protected personally identifiable information (PII) and other
information that the City/County considers sensitive consistent with applicable Federal, state, and local laws
regarding privacy and obligations of confidentiality.

Per 24 CFR § 570.502, through established budgets and accounting records, the City is responsible for ensuring all Federal
and/or State expenditures are authorized in an approved, documented budget and do not exceed the total budget amount and
do not exceed the amount in the City’s grant agreement(s).

The City will use one of two general methods available to draw federal and/or state grant funds to pay for project and vendor
costs: the reimbursement method and the cash advance method.

a. The reimbursement method entails a transfer of grant funds to the City based on actual expenditures already
incurred by the City before it requests a draw;

b. The cash advance method entails the transfer of grant funds from the federal and/or state agency based upon the
City’s received invoices before the actual cash disbursements have been made by the City.
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The City establishes a separate account for each grant it receives. When using a cash advance basis process, the City will
ensure that all received grant funding is held in an insured, interest-bearing account (2 CFR § 200.305(b)). Distinct
accounting information for each grant is created. Accurate records of encumbrances/obligations against distinct line items
within each grant for vendor contracts are made. Accurate records on grant awards, unobligated balances, assets, liabilities,
expenditures, program income (if any) and applicable interest are kept and supported by sources documentation, including
vendor contracts, invoices, and purchase orders.

Pursuant to 2 CFR § 200.302(a), the City’s financial management systems, including records documenting compliance with
Federal statutes, regulations, and the terms and conditions of the Federal award, are sufficient to permit the preparation of
reports required to demonstrate compliance with general and program-specific terms and conditions; and the tracing of funds
to a level of expenditures adequate to establish that such funds have been used according to the Federal statutes, regulations,
and the terms and conditions of the City’s State and/or Federal grant agreement(s).

City through its annual audit process has proven effective control over, and accountability for, all funds, property, and other
assets in its possession. The City makes every effort to adequately safeguard all assets and assure that they are used solely for
their intended purpose.

Financial Records for all Federal and/or State grant programs include the following:
1. Transaction registry documenting:
a. All invoices associated with each Request for Payment; and
b. Source of funds for each invoice (grant funds by activity, matching funds and/or other funds)
2. Source documentation, including the following:
Copies of Requests for Payment;
Addendum record of direct deposit payments;
Verification of deposits;
Monthly bank statements
Check register/transaction ledger;
Employee time sheets (as applicable);
Equipment time record sheets(as applicable);
Property inventory;
Purchase orders, invoices, and contractor requests for payments;
Electronic Transfer Form (EFT);
All original source documents
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The City for each grant agreement received, establishes Responsible Persons. Through resolution, the City identifies the
Responsible Persons (at least 2, preferably 4 by job title) responsible for both contractual documents (executed City
agreement(s), associated amendments, and various program certifications) and financial documents (requests for payment,
issuance of check).

The City, where allowable by the Federal and/or State funding program, will authorize direct deposit to receive payments
from the agency(ies) to post directly to the City’s local bank account.
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The City will ensure that there exists staff and contractor capacity necessary to manage all grant funds under its control. The
City may procure a Grant administrator to assist with management of grant compliance, subject to 2CFR200 procurement
guidelines and requirements.

Eligible/Allowable Costs: All costs charged to the City’s grant agreement(s) will be deemed eligible as identified in each
Grantor’s agreement/implementation manual. Eligible costs are those that conform to the federal/state requirements,
including limitations and waivers described in applicable Federal Register Notices, comply with federal cost principles, and
align with all associated cross-cutting federal requirements (Davis Bacons and Related Acts, Environmental requirements,
etc.) and State and Local law.

The City will assure pursuant to 2 CFR § 200.403, costs meet the following general criteria to be allowable as a charge
against any Federal award:

1.

2.

3.

4.

5.
6.

Costs must be necessary and reasonable for the performance of the Federal award and be allocable to that award
and not to a different award;
Costs must conform to any limitations or exclusions set forth in 2 CFR § 200 or in the Federal award as to types or
amount of cost items;
Costs must be consistent with policies and procedures that apply uniformly to both federally-financed and other
activities of the City;
Costs must be accorded consistent treatment;

a. A cost may not be assigned to a Federal award as a direct cost if any other cost incurred for the same

purpose in like circumstances has been allocated to the Federal award as an indirect cost;

Costs must be determined in accordance with generally accepted accounting principles (GAAP);
Costs must be adequately documented

Reasonable Costs (2 CFR § 200.404): A cost is reasonable if, in its nature and amount, it does not exceed that which would
be incurred by a prudent person under the circumstances prevailing at the time the decision was made to incur the cost. In
determining reasonableness of a given cost, consideration will be given to:

1

2.

3.

Whether the cost is of a type generally recognized as ordinary and necessary for the operation of the City or the
proper and efficient performance of the State and/or Federal award,;

The restraints or requirements imposed by such factors as: sound business practices; arm's-length bargaining;
Federal, state, local, and other laws and regulations; and terms and conditions of the State and/or Federal award;
Market prices for comparable goods or services for the geographic area;

‘Whether the individuals concerned acted with prudence in the circumstances considering their responsibilities to the
City, its employees, the public at large, the State Government and/or Federal Government;

Whether the City significantly deviates from its established practices and policies regarding the incurrence of costs,
which may unjustifiably increase the cost
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The City will insure that all grant reimbursement requests meet the definition of Allocable Costs (2 CFR § 200.405 and
§200.406) A cost is allocable to a particular grant, City agreement, vendor contract, program or other cost objective if the
goods or services involved are chargeable or assignable to that cost objective in accordance with relative benefits received.
This standard is met if the cost:
a. Is incurred specifically for that cost objective;
b. Benefits both that cost objective and other work of the City and can be distributed in proportions that may be
approximated using reasonable methods; and
c. Is necessary to the overall operation of the City and is assignable in part to the specified cost objective in
accordance with 2 CFR § 200.

Any cost allocable to a particular cost objective may not be charged to other Federal awards to overcome fund deficiencies,
to avoid restrictions imposed by Federal statutes, regulations, or terms and conditions of the Federal awards, or for other
reasons. However, this prohibition would not preclude the City from shifting costs that are allowable under two or more cost
objectives in accordance with existing Federal statutes, regulations, or the terms and conditions of the Federal awards.

If a cost benefits two or more projects or activities in proportions that can be determined without undue effort or cost, the
cost must be allocated to the projects based on the proportional benefit. If a cost benefits two or more projects or activities in
proportions that cannot be determined because of the interrelationship of the work involved, then the costs may be allocated
or transferred to benefitted projects on any reasonable documented basis. Costs should only be charged net of all applicable
credits. Applicable credits refer to those receipts or reduction-of-expenditure-type transactions that offset or reduce expense
items allocable to the cost objective. Examples include:

Purchase discounts;

Rebates or allowances;

Recoveries or indemnities on losses;

Insurance refunds or rebates; and

Adjustments of overpayments or erroneous charges
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To the extent that such credits accruing to or received by the City relate to allowable costs, they must be credited to the State
and/or Federal award either as a cost reduction or cash refund, as appropriate. These credits do not constitute program
income.

The City will submit a draw request for eligible costs as often as is needed, subject to limitations in grant agreements and at
least quarterly throughout the life of a project. The City will submit costs to a Grantor for draw within 60 days of receipt of
invoices as allowable.

Pursuant to 24 CFR § 570.489(c), 2 CFR § 200.305(b), and 31 CFR § 205, the City when utilizing the cash advance method
will minimize the time elapsing between the transfer of funds from the Federal or State agency and the disbursement by the
City for eligible costs. This period must not exceed 5 business days from the date of receipt/deposit of funds.




