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Completeness of Documentation

48
applications 
submitted

40
administrative 
cure emails

1-10 
cures per 

email



 Documentation Submittal
 Completeness of Documentation
 Common Mistakes
 Examples

Documenting Compliance



Documentation Submittal

ZIP 
FILES?



 Resolution to Submit
 Civil Rights Compliance Certification
 Evidence of Compliance with System for Award Management (SAM/Unique 

Entity Identifier)
 Acknowledgment of Subrecipient Language Access Plan (LAP)
 Language Access Plan (LAP) Threshold Certification
 Public Hearing Advertisement (Citizen Participation)
 When to Consult Tribes (DCA-9B)
 Service Delivery Strategy (SDS) & Local Comprehensive Plan
 Procurement Documentation & Contracts
 Conflict of Interest

Completeness Check Items
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Resolution to Submit
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Civil Rights 
Certification Form 

Georgia Department of Community Affairs

Common Mistakes
• City/County name
• Pending 2024
• Date
• All boxes must be completed  (8a)
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Evidence of Compliance with System for Award Management (SAM)
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Language Access Plan (LAP)

Threshold Certification 

Acknowledgement of LAP Requirement

Public Hearing (English/Spanish)
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LAP Threshold Certification
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Acknowledgment of LAP 
Requirement



15Georgia Department of Community Affairs

Public Hearing Evidence

Date Missing

Bottom Portion of the Advertisement is Missing
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When to Consult with 
Tribes – DCA9B
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When to Consult with Tribes – DCA9B continued

Additional Evidence Required: 
• Project Location Map
• Target Area Map
• Proposed Improvements Map
• Accompanying Photographs
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Service Delivery Strategy (SDS) & Local Comprehensive Plan



19Georgia Department of Community Affairs

Service Delivery Strategy

Please include 
the service 
area map!
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Local Comprehensive Plan

Georgia Department of Community Affairs

“One of the review factors considered as a 
project strategy question is the conformance 

of the proposal with the locally adopted 
Comprehensive Plan, as approved by DCA.  

In order to demonstrate conformance, 
applicants should discuss on Form DCA-5 

how the proposal conforms to the Plan, 
including citations or quotes from 

pertinent pages of the Plan.” 
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Professional Procurement

Georgia Department of Community Affairs

RFP/RFQ Proof of 
Publication

Proof of 
Distribution

Scoring 
Sheets

Meeting 
Minutes

Executed 
Contracts
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Request for Qualifications (RFQ)
or 

Request for Proposals (RFP)

Common Mistakes

• Proposal due date is not a minimum 
of 30 days

• Funding Program and Funding Year 
are not listed 



Proof of Publication
• Newspaper with adequate circulation or

local government website.
• Georgia Procurement Registry (if contract 

is $100,000 or more)



Proof of Publication (additional locations)



Proof of Distribution
Administration/Grant Writing:
• Send an email or letter with a copy of the RFP, Statement of 

Qualifications to a minimum of 7 "known providers".  
• If sending letters by mail, DCA requires that letters be sent 

certified return receipt to provide the required documentation. 
• Emails must be sent with a Request Delivery Receipt and 

Request Read Receipt to provide equivalent documentation 
when using this method. 

Engineer/Architect:
• Send an email or letter with a copy of the RFP, a Statement of 

Qualifications, to a minimum of 10 "known providers". 
• If sending letters by mail, DCA requires that letters be sent 

certified return receipt to provide the required documentation. 
• Emails must be sent with a Request Delivery Receipt and 

Request Read Receipt to provide equivalent documentation 
when using this method. 



Scoring Sheets & Meeting Minutes



Executed Contracts 
Common Mistakes

1. NO SIGNATURE

2. Applicant did not provide both professional 
services executed contracts

3. Services or Scope described in the 
Engineer/Architect Contract do not mirror 
the project scope of services

4. No Contract provided from the Regional 
Commission



Did not allow at least 3o days for 

responses

Did not retain proof of solicitation 

delivery (read receipts) or a 

memorandum of the process

Meeting minutes indicated the highest 

scored respondent was not selected 

without explanation

Common 
Mistakes 
(recap)

Sole Source approval was not obtained 

prior to application submission
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Conflict of Interest (COI)

Common Mistakes

• No attorney letter

• No description of the public 
disclosure

• No map included indicating the 
location of the COI in the target area



Thanks!
Brittney Hickom Brittney.Hickom@dca.ga.gov

Direct: 470-698-8166Compliance Officer

dca.ga.gov

mailto:Brittney.Hickom@dca.ga.gov
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