


HOMEBUYER MONITORING STEPS 

The Process 

STEP 1: 
Email and/or mail the awardee the monitoring things to do and 

required documentation within a month.  

STEP 2: 
Monitor the awardee within four (4) months from the executed 

agreement date to give them time to settle into their homes. 

STEP 3: 

Send monitoring visit letter at least two (2) weeks before the 

monitoring visit to alert the awardee of the compliance 

expectations.  

STEP 4: Fulfill monitoring checklist during time of visit. 

STEP 5: 

Once the visit is fulfilled, send a monitoring follow-up letter 

explaining the findings or concerns and to inform them of their 

compliance status. 

 Updated: 8/11/2016 



























































































































PROCUREMENT CHECKLIST 
FOR SMALL PURCHASES: 
Documentation of items to be purchased 
Documentation of quotations (if applicable) 
Clearance of Vendor 
Documentation of selection and cost 
Executed contact/purchase order 
 
FOR PROFESSIONAL SERVICES: 
Copy of Request for Proposal (RFP) or Request for Qualifications (RFQ) and any addendums 
Proof of publication (in Tuscaloosa News or State-wide dependent on type of project) 
Request posted to City website ( and addendums if applicable) 
Copies of Proposals 
Copies of RFP/RFQ evaluation sheets 
Clearance of professional service provider (debarment, etc.) 
Letter of recommendation (if applicable) 
City Council Resolution selecting professional service provider 
Executed professional services contract and any addendums 
 
FOR COMPETITIVE SEALED BIDS: 
Proof of publication (in Tuscaloosa News or State-wide dependent on type of project) and any 
addendums  
Request posted to City website (and addendums if applicable) 
Solicitation list (if applicable) 
Federal Wage Rates 
Minutes/sign-in sheet etc. of pre-bid conference 
Copy of bid opening minutes (if applicable) 
Certified bid tab 
Clearance of contractor (debarment, etc.) 



Letter of recommendation 
City Council Resolution selecting contractor 
List of subcontractors and debarment clearance 
Copies of all bid documents (including Tuscaloosa Builds minority participation forms) 
Executed contract with bid required bonds and any addendums 
Minutes of Pre-Construction conference (if applicable) 
Notice to Proceed 
 



CONSTRUCTION PROJECT INFORMATION AND CHECKLIST 
Project Name: _________________________________________________________________________ 
Property Address: ______________________________________________________________________ 
ORI City Law Number(s): ________________________________________________________________ 
OCA City Law Number(s): ________________________________________________________________ 
Federal Agency Project Number: __________________________________________________________ 
Grant Number: ________________________________________________________________________ 
City Owned Project:    Y/N 
Subrecipient/Contractor Agreement:  Y/N 
 

SUBRECIPIENT/CONTRACTOR INFORMATION 
Subrecipient Name: ____________________________________________________________________   
Subrecipient DUNS: ____________________________________________________________________ 
Contract Amount: ______________________________________________________________________ 
 
Architect Name: _______________________________________________________________________ 
Architect DUNS: _______________________________________________________________________ 
Contract Amount: ______________________________________________________________________ 
 
Engineer Name: _______________________________________________________________________ 
Engineer DUNS: ________________________________________________________________________ 
Contract Amount: ______________________________________________________________________ 
 
Contractor Name: ______________________________________________________________________ 
Contractor DUNS: ______________________________________________________________________ 
Contract Amount: ______________________________________________________________________ 
 
 
 



National Objective Met:  LMI Area Benefit/LMI Housing/Urgent Need/Slum and Blight 
If LMI National Objective, Census Tract (s) and Block Group (s) [Information generally documented and 
printed from DRGR. If so, print and attach to this document. If not, list identified census tract(s) and 
block group(s) below]: 
 
 
  
Use this table to determine whether the entity to be funded is on the debarred list. Under entity type, 
identify whether the entity to be funded is a subrecipient, developer, architect, engineer, prime 
contractor, or subcontractor. Under debarred status, active means that the entity is not on the debarred 
list while not active or exclusions means that there are issues with the entity and the City cannot fund 
the entity. 
 

Entity Type Entity Name DUNS Number Debarred Status 
    

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



COMPLETED TASK Notes INITIALS 
 Environmental Review Completed   
 RFP for Engineers/Architect   
 Resolution Awarding Eng./Arch.   
 Purchase Order Issued (If applicable)   
 Project Specifications Completed   
 Wage Rate Determination #:______________   
 Advertisement for Bids/Requests for Price Quotes Published   
 Pre-bid Conference (if required)   
 Bids or Price Quotations Opened    
 Prime Contractor Checked Against Debarred List   
 Subcontractors Checked Against Debarred List   
 Resolution Awarding Construction Contract   
 Purchase Order Issued (If Applicable)   
 Notice of Award Issued   
 Bid Bonds Returned   
 Pre-Construction Conference (If required)   
 Bonds and Insurance Checked by Legal Dept.   
 Construction Contract Signed   
 Bid Bond Returned   
 Notice to Proceed Issued   
 Contract Length and Anticipated Completion Date   
 Notice of Completion Published   
 Contractor’s Release of Liens Received   
 Final Payment Made to Contractor   

 



How to setup a budget 
 When the City of Tuscaloosa desires to enter into an agreement with HUD or ADECA, council has 

to approve the application for funding as well as approve the Mayor to execute an agreement 
for the funding. 

 A project budget can be setup once: 
o Council approved Resolution is established 
o The grant agreement is fully executed 

 Once those documents are obtained, a “Budget Change Request” can then be submitted to the 
Accounting Manager in the Finance Department 

o Open the “Budget Change Request” spreadsheet located in the IC share drive.  
 Enter your name into the “From” box 
 Enter the Accounting Manager’s name in the “To” box 
 Check the box “to create GL accounts per City Council Resolutions” 
 Enter the Grant source into the “Proj” box (i.e. CDBG-DR 1) 
 Enter all account numbers into the respected rows/columns below for the 

grant’s budget along with account names on the right side. 
 In the “Notes” section, type in any comments you have for this budget setup 
 Save a copy of this document 
 Send this document via email to the Accounting Manager, along with the council 

approved resolution and executed grant agreement 
 The Accounting Manager will then setup the budget in the MUNIS accounting 

system 
o A project budget can be CHANGED by: 

 Council approved Resolution is established amending the budget 
 An amendment to the grant agreement being fully executed 
 Increase/Decrease budgets within the “Budget Change Request” document 

according to the amended budget.  
 Resubmit new resolution, amended fully executed grant award and new 

“Budget Change Request” to the Accounting Manager in the Finance 
Department 

 The Accounting Manager will then make the changes to the budget in the 
MUNIS accounting system. 

 
 
 
 
 



How to do a drawdown 
 The Federal Programs Financial Manager keeps a copy of all invoices in a folder specifically for each CDBG-DR 

grant 
 The Federal Programs Financial Technician will give the Financial Manager copies of the checks once the invoice 

has been paid.  
 The Federal Programs Financial Manager or Technician has the “Draw Request” or “Draw Approval” role in the 

DRGR system.  
 An CDBG-DR expenditure tracking spreadsheet is kept and updated bi-weekly which records all expenditures 

within each specific project, whether or not the expense has been drawn down, and if it has which associated 
revenue account it was placed into once drawn. 

 When a drawdown of funds is ready to be made, the following steps are taken: 
o Open Internet Explorer to www.google.com 
o Type in “DRGR login” and click on the link. It will bring you to this page 

 
o Enter your username and password, click login 
o Click “Drawdown” at the top of the screen 

 
o You will then need to “Obligate” the funds by selecting the grant number from the drop down, and 

clicking search 
o Click “Maintain” on the right side next to the project you are obligating funds under. 
o You will then replace the “Obligation Amount” in the box by increasing it the amount of total invoices 

for that specific project we are requesting 



 For Example, we have 3 invoices from our Planning and Admin Engineer that total $30,000 
together. You would increase the total obligated amount by $30,000 and click “Save Amount” 

 
o Do this for all of the projects you will be requesting reimbursement for in the drawdown 
o Once all the funds have been obligated, click “Create Voucher” underneath Drawdown on the left side 

of the screen 

 
o Click “Add More Activities” 
o Select the “Grant #” from the drop down and click “Search” 
o This will bring up all the projects within that grant. Click the box next to all the projects you have 

obligated funds underneath “Select Program Funds” and click “Add Selected Activities to Voucher” 



 
o This will start the process of creating your voucher and will bring you to a screen where all the projects 

you selected will sit, click “Continue”  
o This will bring you to page 2 of 4 in creating your voucher 
o The obligated amounts for each project will show up in the “Available Amount” section. If it is correct for 

that project, type the amount again in the “Drawdown Amount” column next to the project.  
o Click update “Available Amount”. This will zero out the “Available Amount” column and put all balances 

in the “Drawdown Amount” column. 
o Click “Submit Voucher” 
o This will bring you to Page 3 of 4. 
o Make sure all of your projects are listed, they have the right totals, and that your overall voucher total 

that you are requesting for reimbursement is correct with your records. 
o Type in the “Voucher Comments” section a little note on each invoice you are requesting 

 i.e. Walker Associates Inc. invoice #12-101.50.005 (check #235520, 9/22/14) in the amount of 
$89.38 for the administrative expenses for the subcontractors Schneider Historic Preservation 
and Dale Fritz & Associates, Inc. 

o Attach a copy of each invoice with proof of payment underneath the “Supporting Documents” section 
o Click “Confirm Voucher” 
o This will bring you to page 4 of 4, which will tell you that you have “Successfully Created” your voucher 
o Print 2 pdf copies of the voucher 
o Add the voucher number to your voucher spreadsheet 
o Move all expenses out of the “not reimbursed” column to specific revenue accounts underneath the 

tracking spreadsheet 
o Email the Finance Department letting them know a wire transfer will be here within 3-5 business days 

and the specific accounts it should be placed in 
o Internal Voucher along with the DRGR drawdown voucher is given to the Community Development 

Program Manager for Review 
 All invoices and proofs of payment are pulled from her file and matched with the drawdown 

o Once review is complete the “Drawdown Approver” approves the drawdown in the DRGR system. 



o The Director of Recovery Operations reviews all of the documents and signs off on the Internal Voucher 
o The Internal Voucher, completed drawdown voucher, and invoices with proof of payment are scanned 

into out CityLaw documenting system and filed in our paper files.   
 

 
 



Interest Earned on Federal Grants 
 Random emails are sent to the Accountant in the Finance Department to check to see if interest 

was earned during the year. 
(a) An Accountant within the Finance Department will pull the bank statements associated with 

the Program Income Cash Account 
(b) The bank statements will be combed for interest earned on the funds within the cash 

account. 
(c) An list will be formed if any interest was incurred, and will be submitted to the Finance 

Department and the Office of the City Attorney to issue a resolution to go before the City 
Council for the Finance Director to draft a check payable to HUD per 24 CFR 570. 

(d) The interest income will be receipted as program income into the disaster recovery grant 
reporting (DRGR) system.  

(e) Once the resolution is passed, the Federal Programs Financial Manager will draw up a memo 
to accompany the resolution and submit it to the Finance Department to draft the check.  

(f) The check will then be mailed via USPS to HUD at the following address:  
 
U.S. Department of Housing and Urban Development Collections 
Bank of America 
Project No. B-12-MT-01-0002 
P. O. Box 277303 
Atlanta, GA  30384-7303 
 

(g) Once the check has been mailed, all the documentation will be scanned and a drawdown 
will be done within the DRGR system using that program income from the interest earned to 
show that we did in fact pay it back to HUD 

(h) All documentation will stay within the electronic filing system in the Office of Resilience and 
Innovation as well as within the actual hard copy files located within that office.  



EXAMPLE 

 
 
City of Tuscaloosa, Alabama 
PO BOX 2089 
Tuscaloosa, AL 35403 
 
September 28, 2015 

U.S. Department of Housing and Urban Development Collections 
Bank of America 
Project No. B-12-MT-01-0002 
P. O. Box 277303 
Atlanta, GA  30384-7303 
 
 
To whom it may concern: 
 
Please find enclosed the interest earned on our interest bearing checking account which 
holds out program income commercial revolving loan payments from our loan recipients.  
Interest was earned during the months of June, July and August of 2015. 
Please let us know if there are any questions with this repayment. 
Sincerely, 

Ashley B. Price 
Federal Program Financial Manager 
Office of Resilience and Innovation 
 



How to review an invoice 
 When an invoice is received by the Office of Recovery Operations, it is date stamped with the 

date it was received and the person who stamped it initials the date. 
 It is then given to the Community Development Program Manager to review for content 

o It is addressed to “The City of Tuscaloosa” with either the physical address of “2201 
University Blvd, Tuscaloosa, AL 35401” or the mailing address of “PO Box 2089, 
Tuscaloosa, AL 35403” 

o References the project (i.e. Prince Avenue Improvements) 
o References the CityLaw contract number for the vendor (i.e. A13-0583)  

 This number is located on the front page of the vendor’s contract  
o Has an “invoice number” or “pay request number” 
o Has a remit to address 
o If there is backup documentation, it is included with the invoice/pay request 

 It is then given to the Federal Program Financial Technician or Federal Programs Financial 
Manager to review for payment accuracy 

o With a RED pen, the  
 Date is circled 
 PO number is written on the top of the invoice 
 Vendor number is written on the top of the invoice 
 Circle the invoice/pay request number 
 Write a description that includes the CityLaw # and invoice # (i.e. A13-0583.09) 
 Circle the “remit to” address 
 Checking the #’s with the contract to make sure they are accurate and the 

amount due is correct.  
 Circle the “Amount Due”, write “Pay” beside it, date it with today’s date and 

initial it. 
 Write the correct account number at the bottom of the invoice 
 Write which funding it is coming from (i.e. DR 2) 
 Write the project name near the funding 
 The invoice information is then entered into the tracking spreadsheet for that 

project, and a print out of that spreadsheet is placed behind the invoice 
 If the Federal Program Financial Technician did the review, the Federal Programs Financial 

Manager has to initial by the “Amount Due” and date it as well per the Finance Department’s 
request. 

 Once a full review of the invoice is done and it has all of the above complete, it is given to the 
Director of Recovery Operations who signs off on the invoice  

 The Federal Programs Financial Technician will make 3 copies for Recovery Operations, and take 
the original invoice with signatures to the Finance Department for processing 

o A copy is given to the Federal Programs Financial Manager, the Community 
Development Program Manager, and the Federal Programs Financial Technician 



o Both the Federal Programs Financial Manager and Community Development Program 
Manager keep the invoices in a folder according to which fund they are associated with 
and will pull them out once paid to be drawn down on. 

o The Federal Programs Financial Technician keeps them in an invoice caddy on their desk 
until the invoice is paid. 

o Once paid, 3 copies of the check are printed 
 One for the Federal Programs Financial Technician to signal that the invoice is 

ready to be drawn down 
 One for the Community Development Program Manager to put with the drawn 

invoice 
 One for the Federal Programs Financial Technician to place on top of the invoice 

and file it 
 
 

 



MUNIS Chart of Accounts 
 Click on the “MUNIS Live” software button on your desk top 
 Your login will be the same as it is to login to your City computer 
 Once open, you can use the functions needed in order to carry out your task 
 MUNIS manual can be found online at help.munis.com 
 ALL Disaster Recovery grants are under one “Fund” 

o Fund 228  
 The GL account numbering system is as follow 

Org Object Project Description 
228 51250  CDBG-DR OPERATING CASH 
228 51251  CDBG-DR PROGRAM INCOME CASH 
228 51252  ADECA OPERATING CASH 
228 51253  EDA GRANT CASH 
228 51301  ACCOUNTS RECEIVABLE 
228 51334  ACCT RECV - COMM REV LOANS 
228 51401  DUE FROM GENERAL FUND 
228 51403  DUE FROM COMM DEV FUND 
228 51441  DUE FROM CLEARING 
228 51514  RESTRICTED CASH - LOAN CHKS 
228 71101  ACCOUNTS PAYABLE 
228 71226  DEFERRED REVENUE 
228 71501  DUE TO GENERAL FUND 
228 71511  DUE TO CLEARING FUND 
228 71520  DUE TO WATER & SEWER 
228 71561  DUE TO TRA-INSURANCE FUND 505 
228 71562  DUE TO 506 RECOVERY CONST 
228 91101  UNAPPROP'ED FUND BALANCE 
228 92101  FB RESV ENCUMBRANCES 
228 93101  BUDGETARY FUND BALANCE 
228 93201  APPROPRIATION CONTROL 
228 93202  FB-RES FOR ENCUMBRANCE 
228 93301  ESTIMATED INCOME CONTROL 
228 94101  ENCUMBRANCE CONTROL 
228 94102  DEFAULT REVENUE 
228 94103  DEFAULT EXPENDITURE 
22800075 1331  DR-1   HUD #B-12-MT-01-0002 
22800075 1332  DR-1  ADECA #DTR-12-08 
22800075 1333  HMGP #DR 1971-555 
22800075 1334  HMGP #DR 1971-685 
22800075 1335  HMGP #DR 1971-384 
22800075 1336  DR-2  HUD #B-13-MS-01-0002 M 



22800075 1336 20131 DR-2  HUD #B-13-MS-01-0002  R1 
22800075 1336 20132 DR-2  HUD #B-13-MS-01-0002  R2 
22800075 1336 20133 DR-2  HUD #B-13-MS-01-0002  R3 
22800075 1336 20134 DR-2  HUD #B-13-MS-01-0002  R4 
22800075 1336 20135 DR-2  HUD #B-13-MS-01-0002 R5 
22800075 1336 20136 DR-2  HUD #B-13-MS-01-0002 R6 
22800075 1336 20137 DR-2  HUD #B-13-MS-01-0002 R7 
22800075 1337  EDA GRANT #04-79-06835 
22800075 1338 20131 DR-2 ADECA #DTR-13-04  R1 
22800075 1338 20132 DR-2 ADECA #DTR-13-04  R2 
22800075 1338 20133 DR-2 ADECA #DTR-13-04 
22800075 1338 20134 DR-2 ADECA #DTR-13-04  R3 
22800080 1403  INTEREST INCOME-CHECKING 
22800080 1414  COMM REVOL LOAN PROG INCOME 
22800085 1620  TRANS FROM GENERAL FUN 
22800085 1628  TRANS FROM RFFI FUND 
22800085 1654  TRANS FROM WS-RFFI 
22800085 1678  TRANS FROM RECOVERY INSURANCE 
22800090 9900  COST REIMBURSE 
22817160 12018  HARGROVE/HACKBERRY DR 1 
22817160 12041  PROGRAM ADMIN 
22817160 12042  COMPREHENSIVE PLANNING 
22817160 12043  ROSEDALE PH II HOUSING DEV 
22817160 12044  HURRICANE CREEK TRACE HOUSING 
22817160 12045  HOMEBUYER ASSISTANCE PROGRAM 
22817160 12046  HABITAT HUMANITY - JUANITA DR 
22817160 12047  CRL- COMM REVOLV LOANS-1ST RND 
22817160 12048  ALBERTA REVITALIZATION 
22817160 12048 8000 ALBERTA REVIT- ENGINEERING 
22817160 12049  UNIV PLACE CITYWALK 
22817160 12049 8000 UNIV PLACE- ENGINEERING 
22817160 12051  FOREST LAKE 
22817160 12051 8000 FOREST LAKE REV-ENGINEERING 
22817160 12051 8001 FOREST LAKE REV- CONSULTANT 
22817160 12052  10TH AVE CORRIDOR REVITALIZATN 
22817160 12052 8000 10TH AVE REV- ENGINEERING 
22817160 12052 8001 10TH AVE REV- CONSULTANT 
22817160 12054  RELOCATION ASSISTANCE 
22817161 12043  ROSEDALE PH III HOUSING DEV 
22817161 12044  HURRICANE CREEK TRACE HOUSING 
22817161 12057  SBL- SM BUSINESS REVITAL LOAN 
22817161 12058  ROSA GARDENS HOUSING DEV 
22817162 11040 20132 FIRE STATION #4   DR2 MAIN 



22817162 11053 20131 IT SERVER ROOM - DR2 MAIN 
22817162 12001 20133 MCFARLAND BLVD WIDENING MAIN 
22817162 12018 20131 HARGROVE/HACKBERRY  DR2 MAIN 
22817162 12041 20131 PROGRAM ADMIN  DR2 MAIN 
22817162 12042  COMPREHENSIVE PLANING DR2 MAIN 
22817162 12042 20131 COMPREHENSIVE PLANNING- DR2 R1 
22817162 12042 20134 COMPREHENSIVE PLANNING DR2 R4 
22817162 12043  ROSEDALE PH III HSNG DEV-MAIN 
22817162 12043 20131 ROSEDALE PH III HSNG - DR2 R1 
22817162 12043 20134 ROSEDALE PH III HOUSG - DR2 R4 
22817162 12046 20131 HABITAT FOR HUMANITY  DR2 MAIN 
22817162 12048  ALBERTA PKWY DR2 MAIN 
22817162 12048 20131 ALBERTA PKWY - DR2 R1 
22817162 12048 20133 ALBERTA PKWY - DR2 R3 
22817162 12049 20131 UNIV PLACE CITYWALK  DR2 MAIN 
22817162 12057 20136 SMALL BUS REV LOAN DR2 MAIN 
22817162 12080 20131 HOUSING ASSISTANCE  DR2 R1 
22817162 12081 20131 NEIGHBORHOOD LAKES  DR2 MAIN 
22817162 12082 20131 ROSEWOOD SEWER  DR2 MAIN 
22817162 12083 20131 CEDAR CREST DRAINAGE  DR2 MAIN 
22817162 12084 20131 ALBERTA TECH CENTER  DR2 MAIN 
22817162 12086  JUANITA DRIVE INFRA DR2 MAIN 
22817162 12086 20131 JUANITA DRIVE INFRA- DR2 R1 
22817162 12086 20134 JUANITA DRIVE INFRA - DR2 R4 
22817162 12087 20131 TECHNOLOGY INFRA - DR2 MAIN 
22817162 13004 20132 PARA PARK IMPVMNTS  DR2  R2 
22817162 13015 20132 PRINCE AVE IMPROVMNTS  DR2 R2 
22817162 13017  THE EDGE PROPERTY ACQ MAIN 
22817162 13017 20131 THE EDGE PROPERTY ACQ- DR2 R1 
22817162 13017 20132 THE EDGE PROPERTY ACQ-  DR2 R2 
22817162 13020  STREETS RECON DR2 
22817162 16036  SALVATION ARMY- CTR HOPE- DR2 
22817163 12057  SBL- SM BUSINESS REVITAL LOAN 
22817163 13017 20132 THE EDGE BUS CTR-  ADECA-DR2-2 
22817163 13018 20131 MUN HUB BUS STOP ADECA 2 
22817163 16036  SALVATION ARMY-CTR HOPE ADECA2 
22817165 12070  HMGP CITY HALL SAFEROOM 
22817165 12076  HMGP TDOT SAFEROOM 
22817166 13017  THE EDGE BUSINESS CTR-  EDA 
22819030 8005  TRANS TO GF-RFFI 
22819030 8055  TRANS TO GENERAL FUND 



 



How to Receipt Program Income 
 Commercial Revolving Loan Program Income checks are due by the 15th of the month. They are 

considered late on the last day of the month, and at that time we will charge them $25 extra.  
 When the check comes in the mail, date stamp it with the date received and initial the stamped 

area. 
 Open the deposit slips spreadsheet in the specific CityLaw folder for that loan recipient.  

o Copy the most recent deposit tab from the prior month. 
o Change the date to the date we received the check.  
o Make sure all other info on the deposit slip is correct.  
o Print 
o Once printed, you will initial the bottom of the deposit slip, write “Taken to Revenue” 

then date it with the date you walk the check to Revenue. 
 Copy the deposit slip/check and scan them into CityLaw for our records.  
 The actual check and deposit slip goes to Ralona Davis – Revenue Clerk Senior in the Revenue 

Department for processing and depositing into the bank. 
 You will then be able to receipt the Program Income into the DRGR system. 
 Open Internet Explorer and go to google.com 
 Type in the google search bar “DRGR login.” It should immediately pull up the correct HUD 

website.  
 Click “Access the DRGR System” 

  Login with your specific user name and password 
 Click “I accept” on the disclaimer page. It will come up every time you open DRGR. 



 Click on “Drawdown” in the middle of the bar at the top of the page or in the “DRGR” section on 
the left side of the page. 

 Click “Create Receipt” under the “Receipt and PI Accounts” section on the left side of the page. 

  This will bring up the “Create Receipt” page. 
 Click the drop down under “*Grant Number,” and click “B-12-MT-01-0002” 
 You will need to know what payment number this is for the loan recipient. You can look in 

CityLaw under their folder for the most recent payment. Enter in the “*Grantee Receipt #” in 
that specific box. 

o i.e. “Full Moon – 018” 
o Please keep in mind that all that should change for these receipt numbers are the 

numbers at the end. They need to be uniform. 
 Enter the “*Amount” that the check was for in that specific box. 
 Click the drop down under “*Activity” and click on “DR-ECON DEV-01-COMM REVOLVING LOAN” 
 Click on “*Receipt Date” and make sure this date matches the date we actually received the 

check.  
 In the comments section write “Payment # <enter the actual payment number here> from 

<enter the loan recipient name here> – considered on time receipt (receipt within grace period 
denoted in written agreement).” 

 Click “Print Page” on the left side of the screen. Print the page 2 times. One for our binder, and 
one for our files. 

 Click “Save Receipt” at the bottom of the page.  
 It will then let you know that the receipt was saved successfully. 
 Put 1 copy of deposit slip, check, and DRGR receipt into the Program Income binder. 
 Give 1 copy of the deposit slip, check, and DRGR receipt to the Community Development 

Program Manager for filing and scanning into the CityLaw system. 
 



How to track Program Income 
 In the “IC” share drive, there is a folder called “CRL.” Open that folder. 
 Open the “Program Income Tracking Spreadsheet – CDBG-DR (Updated)” spreadsheet 

o This spreadsheet tracks each of our loan recipient’s program income payments.  
 Click on the tab called “Tracker” 

o Put the check from the CRL recipient in front of you. 
o Enter in on the spreadsheet from the face of the check the: 

 “Date of the Check” 
 “Date received by COT” 
 “Type of Check Received” 
 “Check No.” 
 “Amount” 
 “Date Logged in to DRGR” 
 “DRGR Receipt No.” 

o Print the “Tracker” spreadsheet 
o Give it to the Compliance Monitor for the CRL Binder cover page. 

 Monthly, make sure that all CRL recipient payments that are on the “Tracker” spreadsheet match the Program Income Checking Account #228-51251 and the Revenue Account #22800080-1414 in the MUNIS accounting system.  
 

 



How to Encumber a PO and Obligate Funds 
 When a contract has been awarded by the City Council for an approved project within our Action Plan, a PO is 

ready to be setup in the MUNIS accounting system under that specific projects budget. 
 Log-in to MUNIS 
 Click the “Departmental Functions” tab at the top of the screen 
 Click “Requisition Entry” 

o The following screen will pop-up 

  Click the GREEN plus (+) sign at the top of the screen to start a new PO Requisition 
 Enter “08027” in the first box as your “Dept/Loc” 
 Tab down to the Vendor Box, and press the “…” 

o If you know the vendor number, type it in the “Vendor Alpha” area 
o If you know the vendor name, type it in the “Vendor Name” area in all CAPS 

 Once you’ve selected the vendor, tab over to the “Ship To” 
 Enter “08027” in the box as your “Ship To” location 
 Hit enter after you’ve typed in the numbers (while still in the box) and it will bring you to this window: 

  
 Tab down to the “Description” box 



 Enter in the title of the resolution awarding the contract to the vendor  in all CAPS 
o i.e. “RESOLUTION AUTHORIZING THE MAYOR TO EXECUTE A CONTRACT FOR ENGINEERING SERVICES 

WITH WALKER ASSOCIATES, INC. FOR ALBERTA PARKWAY 
 Tab over to the “Unit Price” box, enter the total contract amount here 
 Tab down to the table at the bottom, and enter the required account number 
 Tab to the next line when you’ve obligated the entire contract amount 
 Click the Green Check to close out of that window at the top, and the window will then say “Record(s) added.” 

  Click the red “X” at the top right of the “Line Detail” window, and this will bring you back to the main 
“Requisition Entry” screen where you will see at the top the status should have changed to “4 Allocated” 

  Click the paper clip at the top of the screen and attach any backup documentation to this PO requisition for 
Purchasing to reference when cutting the PO 



  Click the green plus (+) and upload the documents 1 at a time 
 Click Release when you have completed all the steps 

  Once the release button has been hit, the Status will change to “8 Approved” and will send a notification to the 
purchasing department for them to approve and release the PO to us. 

 When you have completed those steps in MUNIS, you will need to log-in to DRGR and obligate the funds. 

 



o Enter your username and password, click login 
o Click “Drawdown” at the top of the screen 

 
o You will then need to “Obligate” the funds by selecting the grant number from the drop down, and 

clicking search 
o Click “Maintain” on the right side next to the project you are obligating funds under. 
o You will then replace the “Obligation Amount” in the box by increasing it the amount of total 

encumbrance of the PO’s for that specific project  
 For Example, we have 3 invoices from our Planning and Admin Engineer that total $30,000 

together. You would increase the total obligated amount by $30,000 and click “Save Amount” 

 
o Do this for all of the projects you have encumbrances/PO’s for 

 





































































































































































City of Tuscaloosa Commercial Revolving Loan Program 
Administrative Guidelines 
Amended February 9, 2016 

 
I. INTRODUCTION 

On April 27, 2011, 421 businesses were directly affected, some destroyed, in the path of the EF-4 tornadoes.  In an effort to assist those businesses that experienced a devastating loss, the City of Tuscaloosa is allocating a portion of its Community Development Block Grant for Disaster Recovery for funding.  The City of Tuscaloosa’s Commercial Revolving Loan Program offers eligible businesses a zero-interest loan repayable over a maximum term of five years.  Funding from the Commercial Revolving Loan Program can be used for documentable activities such as land acquisition, working capital, and equipment.  The program’s goal is to create and/or sustain businesses in the affected area to provide economic benefit to the community and to mitigate the loss of employment for low income individuals resulting from disaster.  As mentioned previously, the program is funded through the Community Development Block Grant Disaster Recovery (CDBG-DR) Funds allocated to the City of Tuscaloosa as disaster recovery funding in direct result of the April, 27, 2011 tornadoes.  The Commercial Revolving Loan Program as well as all programs enacted with CDBG-DR funds will be subject to accordance with all City, State of Alabama, U.S. Department of Housing and Urban Development (HUD) regulations.  II. ELIGIBILITY CRITERIA  A. Eligible Businesses 1.  Must be located, relocating, or developing in a designated recovery area (recovery areas are defined on a map located at tuscaloosa.com) *A business may request special consideration for approval if the business location is in close vicinity of the designated recovery area. Location approval will be approved by the Mayor, Chief Resilience Officer (Office of Resilience and Innovation), or other applicable program management personnel. * 2. Must create and/or retain low to moderate income jobs  3. Must provide appropriate documentation certifying creation and/or retention of low to moderate income jobs (at least 51%)  (24 CFR 570-208) 4. Must demonstrate that proposed use of funds will be used for eligible activities (24 CFR 570.201-207) 5. Must provide sufficient collateral in the case of default on the loan 6. Must demonstrate that project can reasonably begin within 90 days of funding  B.  Ineligible Businesses 1.  Businesses that operate in whole or part for the general conduct of government. 2. Businesses that are recognized as non-profit agencies, 501 (c)3 organizations, single-family and multifamily developments, and religious/civic organizations 



3. Businesses that will use funding as duplication of benefits (i.e. funding from another source already covers the expense)    C. Job Retention and/or Creation Eligibility Businesses funded through the Commercial Revolving Loan Program must document all job creation and /or retention benefitting low to moderate income qualified full time employees or full time equivalency.  Job creation for low to moderate income qualified employees may be justified by documenting that the jobs are in fact low to moderate income positions and that for funding through the Commercial Revolving Loan Program these positions would not be feasible.  Job retention of low to moderate income qualified employees can be justified by documenting that these jobs would be lost without the assistance of the Commercial Revolving Loan Program.    Employers of funded businesses will be required to provide any appropriate requested documentation, as outlined in the loan agreement, during the term of the program.  D.  Eligible uses of Loan Proceeds Commercial Revolving Loan funds can be used to support or offset documentable expenses that include land and/or building purchase or improvement, machinery and equipment purchase and/or installation, leasehold improvements, working capital, inventory purchase, and refinancing of existing debt.  Eligible use of proceeds will be documented in the signed loan agreement and monitored throughout the longevity of the program.  E.  Ineligible Use of Loan Proceeds Commercial Revolving Loan funds cannot be used to fund any of the following expenses including, but not limited to:  delinquent debts and or taxes.  Eligible use of proceeds will be documented in the signed loan agreement and monitored throughout the longevity of the program.  III. APPLICATION PROCESS All loan applications are subject to review by the Community Development Program Manager from the Office of Resilience and Innovation, Chief Resilience Officer, Director of Federal Programs, Finance Director, and Director of Economic Development which will then recommend businesses for final approval by the City of Tuscaloosa City Council.  The Commercial Revolving Loan Committee will evaluate each application on a variety of factors, including ability to repay the loan, neighborhood impact, job creation and/or retention, ability to start the project within 90 days of funding, financial stability, past financial performance, debt capacity, management experience, and the overall contribution of the project to the City of Tuscaloosa’s economy.  If the review committee does not approve the applicant’s proposal for recommendation to the City Council, if the applicant so wishes they may appeal to an independent review committee. At this point, the independent review committee can either recommend the application to the City Council or also reject the applicant’s proposal. If the independent review committee does not recommend the applicant’s proposal to the City Council, the applicant will be notified by letter that their application is not being considered for funding.  At a minimum the following materials will be required: 



o Completed Commercial Revolving Loan application 
o Business Plan 
o Project Budget and Description 
o Collateral (equal to the amount of funding requested) 
o Prior three years of business financial statements (audited or review) 
o Prior three years of business and personal tax returns  
o Personal financial statement (applies if business has been in operation for less than three years and /or if less than 100% of collateral is offered to secure the loan requested) Additional information may be requested.   IV. LOAN AMOUNTS Applicants may request amounts between $20,000 and $200,000.  Each loan amount shall be determined on a case-by-case basis taking into account the business’s current financial state, business obligations, and cash flow requirements.  In compliance with HUD guidelines, at a minimum one (1) job for every $50,000 requested must be created and/or retained to benefit persons qualifying as low to moderate income individuals.    V. LOAN PRICING AND TERMS Loans awarded through the Commercial Revolving Loan Program are a zero percent loan repayable over a maximum of five years; although a repayment term of three years is highly recommended.  Non-compliance with any of the loan terms shall result in full immediate repayment at the time of non-compliance.  To monitor for compliance, loans will be subject to six-month and one-year visits at a minimum; additional visits may be necessary based on the nature of each individual business.  A business’s failure to comply with any or all of the terms and conditions associated with the loan program will result in a default and become due and payable immediately.  VI. LOAN REPAYMENT TERMS No payment of interest is due on the loan during the term of the program.  However, each awardee is responsible for a payment of principal each month of the loan repayment term (terms may vary).  There is no penalty for early repayment; however, each loan must be paid in full by the end of the repayment term.  A business’s failure to comply with any or all of the terms and conditions associated with the loan program will result in a default and become due and payable immediately.  VII. COLLATERAL All loans will require collateral sufficient to secure a minimum of 100% of the loan’s value.  Collateral offered to secure the loan may include, but is not limited to property or equipment.  For all applicants receiving loans with collateral value of less than 100%, a personal guarantee by the borrower (s), as well as submission of personal financial statements to prove personal financial stability, will be required.  In addition, the borrower (s) shall agree to subordinate all officer debt and defer monthly payments to all officers to the City’s loan.    VIII. SITE VISITS The City of Tuscaloosa shall conduct at a minimum semi-annual site visits for the term of the loan to verify that all practices are in compliance with the terms set forth in the loan agreement.  General factors that will be considered in site visits include, but are not limited to the following.  



Site visits will be conducted in order to determine whether the business is in operation and whether the business is employing low to moderate income individuals and the correct number of low to moderate income individuals based on the loan amount.  Documents to provide verification of low to moderate employment may include, but is not limited to tax returns, payroll documents, and financial statements.  Whether or not the business is determined as operating, open for business, or in compliance as defined in the loan agreement will be determined by the management of the City of Tuscaloosa Commercial Revolving Loan Program.    If upon the site visit or through prior notification, it is determined that the business is no longer operating, the loan will be considered in default.  Furthermore, if the business fails to abide by the terms set forth in the loan agreement of remaining in business and fails to properly abide by and document the employment of eligible LMI (low to moderate income) individuals, this action shall also result in the default of the loan.    If the awarded business defaults on the payment of the loan or in the obligations and terms set forth in the loan agreement, the business must immediately pay the remaining loan value to the City of Tuscaloosa’s Commercial Revolving Loan Program.    IX. APPROVED LOANS As mentioned earlier, all loans are subject to review by the Community Development Program Manager from the Office of Resilience and Innovation, Chief Resilience Officer, Director of Federal Programs, Finance Director, and Director of Economic Development which makes a recommendation to the City of Tuscaloosa City Council for final approval.  If the Commercial Revolving Loan Committee chooses to recommend the loan applicant’s request to the City Council, the applicant is notified to attend the City Council meeting at which the request for funding will be either approved or denied.  If approved, the loan applicant will be reminded of the terms and conditions of the loan; after which a loan agreement will be prepared and a closing date set. As mentioned before, if the review committee does not approve the applicant’s proposal for recommendation to the City Council, if the applicant so wishes they may appeal to an independent review committee. At this point, the independent review committee can either recommend the application to the City Council or also reject the applicant’s proposal. If the independent review committee does not recommend the applicant’s proposal to the City Council, the applicant will be notified by letter that their application is not being considered for funding.   X. LOAN DISBURSEMENTS Awarded business will be required to submit documentation outlining the use of all funds to ensure that the use was eligible as set forth in the loan application and agreement.  Funding will be released to awarded businesses following approval of the City Council, submission of all requested materials, and signing of the loan agreement.    XI. LOAN CONDITIONS Recipients are required to submit monthly payments, at a zero percent interest rate, over the established term of repayment.  Inability and/or failure to repay the loan will result in the use of collateral for repayment.  Failure to meet the required conditions as set forth in the loan agreement will result in full immediate repayment to the City of Tuscaloosa’s Commercial Revolving Loan Program. 



 Loan conditions include, but are not limited to:  1. Documentation from the borrower validating job creation and/or retention of LMI positions 2. Business must notify the City of Tuscaloosa Commercial Revolving Loan Program of any change in the status of the business 3. Business must continue to operate as the nature of business that was stipulated in the loan agreement for the term of the loan 4. Business shall absolutely comply with any and all requests needed for compliance and general documentation needed for program use as set forth in the loan agreement 



City of Tuscaloosa Small Business Revitalization 
Loan Program 

Administrative Guidelines 
Amended February 9, 2016 

I. INTRODUCTION 
On April 27, 2011, 421 businesses were directly affected, some destroyed, in the path of the EF-
4 tornadoes.  In an effort to assist those businesses that experienced a devastating loss, the City 
of Tuscaloosa is allocating a portion of its funding through ADECA’s Community Development 
Block Grant for Disaster Recovery.  The City of Tuscaloosa’s Small Business Revitalization Loan 
Program offers eligible businesses a loan, in which case that loan is forgivable is businesses 
remain in compliance over the term of the loan agreement.  Funding from the Small Business 
Revitalization Loan Program can be used for documentable activities such as land acquisition, 
working capital, and equipment.  The program’s goal is to create and/or sustain businesses in 
the affected area to provide economic benefit to the community and to mitigate the loss of 
employment for low income individuals resulting from the disaster. 
 
As mentioned previously, the program is funded through ADECA’s allocation of Community 
Development Block Grant Disaster Recovery (CDBG-DR) funds to the City of Tuscaloosa as 
disaster recovery funding in direct result of the April 27, 2011 tornadoes.  The Small Business 
Revitalization Loan Program as well as all programs enacted with CDBG-DR funds will be subject 
to accordance with all City, State of Alabama, and U.S. Department of Housing and Urban 
Development (HUD) regulations. 
 

II. ELIGIBILTY CRITERIA 
 

A. Eligible Businesses 
1. Must be located, relocating, or developing in a designated recovery area (recovery areas 

are defined on a map located at www.tuscaloosa.com) * A business may request special 
consideration for approval if the business location is in close vicinity of the designated 
recovery area. Location approval will be approved by the Mayor, Chief Resilience Officer 
(Office of Resilience and Innovation), or other applicable program management 
personnel. * 

2. Must create and/or retain low to moderate income jobs 
3. Must provide appropriate documentation certifying creating and/or retention of low to 

moderate income jobs (at least 51%) (24 CFR 570.208) 
4. Must demonstrate that proposed use of funds will be used for eligible activities (24 CFR 

570.201-207) 



5. Must provide sufficient collateral in the case of default on the loan 
6. Must demonstrate that project can reasonable begin within 60 days of funding 

 
B. Ineligible Businesses 

1. Businesses that operate in whole or part for the general conduct of government 
2. Businesses that are recognized as non-profit agencies, 501(c) 3 organizations, single-

family and multi-family developments, and religious/civic organizations 
3. Businesses that will use funding as duplication of benefits (i.e. funding from another 

source already covers the expense) 
 

C. Job Retention and/or Creation Eligibility 
Businesses funded through the Small Business Revitalization Loan Program must document all 
job creation and/or retention benefitting low to moderate income qualified full time employees 
or full time equivalency.  Job creation for low to moderate income qualified employees may be 
justified by documenting that the jobs are in fact low to moderate income positions and that for 
funding through the Small Business Revitalization Loan Program these positions would not be 
feasible.  Job retention of low to moderate income qualified employees can be justified by 
documenting that these jobs would be lost without the assistance of the Small Business 
Revitalization Loan Program. 
 
Employers of funded businesses will be required to provide any appropriate requested 
documentation, as outlined in the loan agreement, during the term of the program. 
 

D. Eligible Uses of Loan Proceeds 
Small Business Revitalization loan funds can be used to support or offset documentable 
expenses that include land and/or building purchase or improvement, machinery and 
equipment purchase and/or installation, leasehold improvements, working capital, inventory 
purchase, and refinancing of existing debt.  Eligible use of proceeds will be documented in the 
signed loan agreement and monitored throughout the longevity of the program. 
 

E. Ineligible Use of Loan Proceeds 
Small Business Revitalization loan funds cannot be used to fund any of the following expenses 
including, but not limited to:  delinquent debts and/or taxes.  Eligible use of proceeds will be 
documented in the signed loan agreement and monitored throughout the longevity of the 
program. 
 

III. APPLICATION PROCESS 
All loan applications are subject to review by the Community Development Program Manager 
from the Office of Resilience and Innovation, Chief Resilience Officer, Director of Federal 
Programs, Finance Director, and Director of Economic Development which will then recommend 



businesses for final approval by the City of Tuscaloosa City Council.  The Small Business 
Revitalization Loan Committee will evaluate each application on a variety of factors, including 
ability to repay the loan (should payment deem necessary), neighborhood impact, job creation 
and/or retention, ability to start the project within 60 days of funding, financial stability, past 
financial performance, debt capacity, management experience, and the overall contribution of 
the project to the City of Tuscaloosa’s economy. 
 
If the review committee does not approve the applicant’s proposal for recommendation to the 
City Council, if the applicant so wishes they may appeal to an independent review committee. At 
this point, the independent review committee can either recommend the application to the City 
Council or also reject the applicant’s proposal.  If the independent review committee does not 
recommend the applicant’s proposal to the City Council, the applicant will be notified by letter 
that their application is not being considered for funding. 
 
At a minimum the following materials will be required: 

o Completed Small Business Revitalization loan application 
o Business Plan 
o Project Budget and Description 
o Collateral (equal to the amount of funding requested) 
o Prior three years of business and personal tax returns 
o Personal financial statement (applies if business has been in operation for less than 

three years and/or if less than 100% of collateral is offered to secure the loan 
requested) 
Additional information may be requested. 
 

IV. LOAN AMOUNTS  
Applicants may apply for either $20,000 or $50,000 depending on the location of the business.  
The Small Business Revitalization loan eligibility map (attached) has been designated into three 
zones.  In Zone 1 and Zone 3, businesses will be eligible for up to $50,000, while businesses in 
Zone 2 will remain at the $20,000 assistance threshold.  Each loan amount shall be determined 
on a case-by-case basis taking into account the business’s current financial state, business 
obligations, and cash flow requirements.  In compliance with HUD guidelines, at a minimum, 
51% of jobs must be created and/or retained to benefit persons qualifying as low to moderate 
income individuals.  Low to moderate income levels for Tuscaloosa County are determined using 
the Housing and Urban Development (HUD) Income Limits for a given year; the income limits 
can be found at www.hud.gov. 
 
Businesses that have previously been awarded the assistance ($20,000) and are located in either 
Zone 1 or Zone 3 will be eligible to submit a subsequent application and apply for the additional 
$30,000.  The application will undergo the same approval process as others. 
 

V. LOAN PRICING AND TERMS 



Loans awarded through the Small Business Revitalization Loan Program will be considered 
forgivable if the business remains in compliance over the term of the loan program.  If the 
business is found at any time to not be in compliance, the business will be required to annually 
repay 25% but not less than the total owed or $12,500. The business will be monitored for 
compliance over the term of the loan program which shall be at a minimum 1 year.  Non-
compliance with any of the loan terms shall result in the repayment of funds as described above 
at the time of non-compliance.  To monitor for compliance, loans will be subject to six-month 
and one-year visits at a minimum; additional visits may be necessary based on the nature of 
each individual business.  A business’s failure to comply with any or all of the terms and 
conditions associated with the loan program will result in a default and become due and payable 
as outlined above. 
 

VI. LOAN REPAYMENT TERMS 
No monthly payments will be made on the loan.  A business’s failure to comply with any or all of 
the terms and conditions associated with the loan program will result in a default and become 
due. The business may choose to annually pay 25% but not less than total amount owed or 
$12,500. 
 

VII. COLLATERAL 
All loans will require collateral sufficient to secure a minimum of 100% of the loan’s value.  
Collateral offered to secure the loan may include, but is not limited to property or equipment.  
For all applicants receiving loans with collateral value of less than 100%, a personal guarantee by 
the borrower (s), as well as submission of personal financial statements to prove personal 
financial stability, will be required.  In addition, the borrower (s) shall agree to subordinate all 
officer debt and defer monthly payments to all officers to the City’s loan.   
 

VIII. SITE VISITS 
The City of Tuscaloosa shall conduct at a minimum six-month and one year site visits for the 
term of the loan to verify that all practices are in compliance with the terms set forth in the loan 
agreement.  General factors that will be considered in site visits include, but are not limited to 
the following.  Site visits will be conducted in order to determine whether the business is in 
operation and whether the business is employing low to moderate income individuals and the 
correct number of low to moderate income individuals based on the loan amount.  Documents 
to provide verification of low to moderate employment may include, but is not limited to tax 
returns, payroll documents, and financial statements.  Whether or not the business is 
determined as operating, open for business, or in compliance as defined in the loan agreement 
will be determined by the management of the City of Tuscaloosa Small Business Revitalization 
Loan Program. 
 
If upon the site visit or through prior notification, it is determined that the business is no longer 
operating, the loan will be considered in default.  Furthermore, if the business fails to abide by 
the terms set forth in the loan agreement of remaining in business and fails to properly abide by 



and document the employment of eligible LMI (low to moderate income) individuals, this action 
shall also result in the default of the loan. 
 

IX. APPROVED LOANS 
As mentioned earlier, all loans are subject to review by the Community Development Program 
Manager from the Office of Resilience and Innovation, Chief Resilience Officer, Director of 
Federal Programs, Finance Director, and Director of Economic Development which makes a 
recommendation to the City of Tuscaloosa City Council for final approval.  If the review 
committee chooses to recommend the loan applicant’s request to the City Council, the applicant 
is notified to attend the City Council meeting at which the request for funding will be either 
approved or denied.  If approved, the loan applicant will be reminded of the terms and 
conditions of the loan; after which a loan agreement will be prepared and a closing date set. As 
mentioned before, if the review committee does not approve the applicant’s proposal for 
recommendation to the City Council, if the applicant so wishes they may appeal to an 
independent review committee. At this point, the independent review committee can either 
recommend the application to the City Council or also reject the applicant’s proposal.  If the 
independent review committee does not recommend the applicant’s proposal to the City 
Council, the applicant will be notified by letter that their application is not being considered for 
funding. 
 

X. LOAN DISBURSEMENTS 
Awarded businesses will be required to submit documentation outlining the use of all funds to 
ensure that the use was eligible as set forth in the loan application and agreement.  Funding will 
be released to awarded businesses following approval of the City Council, submission of all 
requested materials, and signing of the loan agreement.  
 

XI. LOAN CONDITIONS  
Recipients are required to comply with all requirements set forth in the loan agreement.  If the 
business is found to be in non-compliance at any time, the loan will be subject to repayment by 
the terms set forth.  Inability and/or failure to repay the loan will result in the use of collateral 
for repayment. 
 
Loan conditions include, but are not limited to: 

1. Documentation from the borrower validating job creation and/or retention of LMI 
positions 

2. Business must notify the City of Tuscaloosa Small Business Revitalization Loan Program 
of any change in the status of the business 

3. Business must continue to operate as the nature of business that was stipulated in the 
loan agreement for the term of the loan 

4. Business shall absolutely comply with any and all requests needed for compliance and 
general documentation needed for program use as set forth in the loan agreement 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 





















































































































SMALL	  BUSINESS	  LOAN	  MONITORING	  VISIT	  DOCUMENTATION	  
	  

Up-‐to-‐date	  Business	  License:	  If	  you	  plan	  to	  do	  business	  in	  the	  Tuscaloosa	  city	  limits,	  it	  is	  
required	  for	  you	  to	  obtain	  a	  business	  license.	  During	  our	  monitoring	  visit,	  I	  will	  need	  a	  copy	  
of	  the	  business	  license.	  Be	  sure	  that	  your	  business	  license	  is	  up-‐to-‐date	  or	  it	  will	  not	  be	  
accepted.	  For	  additional	  information	  contact	  the	  municipality:	  

	  
Tuscaloosa	  County	  License	  Department	  

2501	  7th	  Street,	  Suite	  100	  
Tuscaloosa,	  AL	  35401	  

(205)	  464-‐8235	  
(205)	  464-‐8371	  

	  
Up-‐to-‐date	  Business	  Insurance:	  The	  insurance	  assures	  that	  the	  business	  owner	  is	  
protecting	  their	  financial	  and	  physical	  assets.	  If	  the	  equipment	  you	  used	  for	  collateral	  in	  
your	  loan	  application	  packet	  is	  located	  on	  the	  premises	  on	  your	  rental/leased	  property,	  you	  
must	  have	  rental	  insurance.	  If	  your	  collateral	  is	  a	  home,	  you	  need	  home	  insurance.	  If	  your	  
collateral	  is	  a	  car,	  you	  must	  have	  car	  insurance.	  I	  will	  request	  a	  copy	  of	  your	  business	  
insurance.	  Be	  sure	  that	  your	  insurance	  document	  shows	  a	  policy	  number,	  serial	  numbers	  
(if	  applicable),	  the	  coverage,	  and	  basic	  information	  of	  the	  company.	  
	  
Proof	  of	  Job	  Advertisement:	  Job	  advertisement	  can	  vary.	  You	  are	  allowed	  to	  advertise	  in	  
the	  newspaper,	  social	  media,	  radio,	  online,	  and	  magazine.	  The	  method	  of	  your	  choice	  must	  
be	  accessible	  to	  the	  public.	  ON	  THE	  DOOR	  OF	  YOUR	  BUSINESS	  IS	  NOT	  ACCEPTABLE.	  Be	  
sure	  to	  take	  a	  picture	  of	  your	  visual	  advertisement	  and	  if	  it	  is	  a	  recording,	  record	  it	  to	  a	  CD.	  
When	  I	  come	  to	  visit,	  I	  will	  need	  a	  copy	  of	  all	  publications	  to	  fulfill	  this	  portion	  of	  your	  visit.	  	  
	  
Proof	  of	  Expenditures:	  The	  proof	  of	  expenditures	  show	  exactly	  how	  the	  funds	  are	  used.	  
You	  are	  to	  deposit	  the	  entire	  check	  that	  is	  issued	  into	  a	  non-‐interest	  bearing	  account.	  As	  
funds	  are	  used,	  they	  must	  be	  paid	  through	  VISA	  or	  a	  check	  from	  the	  account	  where	  the	  
money	  is	  deposited.	  If	  cash	  is	  withdrawn,	  you	  must	  show	  invoices	  or	  receipts	  for	  the	  exact	  
amount	  the	  cash	  was	  used	  for.	  The	  check	  numbers	  are	  to	  match	  the	  statement.	  I	  would	  also	  
like	  for	  you	  to	  submit	  a	  copy	  of	  the	  check	  used.	  (To	  access	  this,	  in	  most	  cases,	  you	  can	  go	  to	  
your	  bank	  and	  request	  a	  digital	  copy	  of	  the	  check	  or	  access	  it	  through	  online	  banking.)	  To	  
track	  your	  purchases,	  I	  will	  request	  a	  bank	  statement	  that	  shows	  your	  usage.	  Be	  sure	  to	  
keep	  your	  receipts	  in	  order,	  based	  on	  the	  dates	  they	  appear	  on	  the	  statement.	  On	  the	  
invoices	  or	  receipts,	  for	  more	  clarity,	  please	  list	  the	  reason	  for	  each	  purchase.	  Be	  sure	  that	  
the	  dates	  and	  amounts	  match	  the	  bank	  statement.	  If	  the	  purchase	  is	  not	  on	  the	  bank	  
statement,	  no	  receipt	  is	  necessary.	  Remember	  what	  uses	  are	  eligible.	  The	  funds	  are	  to	  be	  
used	  for	  your	  business	  only,	  not	  for	  personal	  usage.	  	  
	  
Payroll	  Records:	  	  You	  are	  required	  to	  hire	  one	  full	  time	  equivalent	  employee	  for	  every	  
$20,000	  OR	  $50,000	  you	  have	  borrowed	  (this	  depends	  on	  your	  business	  location).	  The	  
payroll	  document	  you	  submit	  must	  have	  the	  employees	  name,	  their	  rate	  of	  pay,	  and	  the	  
hours	  for	  a	  two-‐	  week	  work	  period.	  	  
	  



New	  Hire	  Documentation:	  The	  new	  hire	  document	  is	  required	  to	  be	  filled	  out	  by	  new	  
employees.	  You	  are	  REQUIRED	  to	  use	  the	  document	  that	  was	  provided	  by	  the	  City.	  When	  
you	  are	  monitored,	  I	  will	  request	  a	  copy.	  I	  recommend	  that	  you	  keep	  a	  copy	  in	  the	  
employee’s	  file.	  This	  document	  assures	  that	  you	  have	  been	  hiring	  or	  maintaining	  your	  staff	  
properly.	  	  
	  
Inventory/Equipment	  Records:	  If	  the	  funding	  was	  used	  to	  purchase	  equipment,	  the	  title	  
of	  the	  item,	  serial	  numbers,	  and	  amounts	  are	  to	  be	  documented.	  A	  copy	  of	  this	  document	  
will	  be	  turned	  in	  during	  your	  monitoring	  visit.	  
	  
Non-‐Discrimination	  Clause:	  The	  non-‐discrimination	  clause	  is	  required	  to	  be	  filled	  out	  by	  
new	  employees.	  You	  are	  able	  to	  create	  your	  own	  document	  or	  use	  the	  document	  that	  is	  
provided	  by	  the	  City.	  When	  you	  are	  monitored,	  I	  will	  request	  a	  copy.	  I	  recommend	  that	  you	  
keep	  a	  copy	  in	  the	  employee’s	  file.	  This	  document	  assures	  that	  you	  are	  an	  equal	  
opportunity	  employer	  that	  supports	  non-‐discrimination.	  Your	  employees	  are	  to	  possess	  the	  
same	  regards.	  The	  employee	  is	  required	  to	  print	  and	  sign	  their	  name	  that	  they	  have	  read	  
and	  understand	  the	  company’s	  terms.	  	  	  
	  
2014	  Tax	  Returns:	  I	  need	  a	  copy	  of	  your	  most	  recent	  returns,	  if	  this	  is	  unavailable	  at	  the	  
time	  of	  the	  visit,	  you	  are	  to	  send	  them	  in	  as	  soon	  as	  possible.	  Our	  mailing	  address	  is:	  	  

	  
City	  of	  Tuscaloosa	  
Office	  of	  Recovery	  
P.O.	  Box	  2089	  

Tuscaloosa,	  AL	  35403	  
	  
Equal	  Employment	  Opportunity	  Posters:	  Equal	  Employment	  Opportunity	  posters	  are	  
required	  to	  be	  posted	  and	  visible	  at	  your	  establishment.	  You	  are	  able	  to	  print	  them	  for	  free	  
through	  the	  links	  listed	  below,	  or	  you	  can	  purchase	  them	  online.	  The	  links	  are	  listed	  below:	  
	  

• Equal	  Employment	  Opportunity	  
	  http://www.eeoc.gov/employers/upload/eeoc_self_print_poster.pdf	  

	  
• Fair	  Labor	  Standards	  Act	  (FLSA)	  	  

	  http://www.dol.gov/whd/regs/compliance/posters/flsa.htm	  
	  

• Family	  Medical	  Leave	  Act	  (FMLA)	  	  
	  http://www.dol.gov/whd/fmla/finalrule/FMLAPoster.pdf	  

	  
• Occupational	  Safety	  and	  Health	  Act	  

http://www.osha.gov/Publications/osha3165.pdf	  
	  

• Uniform	  Services	  Employment	  and	  Reemployment	  Rights	  Act	  
http://www.dol.gov/vets/programs/userra/USERRA_Federal.pdf	  

	  
• Alabama	  Child	  Labor	  Law	  

http://www.alalabor.state.al.us/POSTERS/Child_Labor_Law_Poster_09.pdf	  



	  
• Alabama	  Workers’	  Compensation	  Act	  

http://dir.alabama.gov/docs/posters/wc_information.pdf	  
	  

• Alabama	  Unemployment	  Compensation	  Act	  
http://dir.alabama.gov/docs/posters/uc_jobinsurance.pdf	  

	  
• Employee	  Polygraph	  Protection	  Act	  

http://www.dol.gov/whd/regs/compliance/posters/eppac.pdf	  
	  

• Employee	  Rights	  for	  Workers	  with	  Disabilities	  Paid	  at	  Special	  Minimum	  Wages	  
http://www.dol.gov/whd/regs/compliance/posters/disabc.pdf	  

	  
	  



COMMERCIAL	  REVOLVING	  LOAN	  	  
MONITORING	  VISIT	  DOCUMENTATION	  

	  
Up-‐to-‐date	  Business	  License:	  If	  you	  plan	  to	  do	  business	  in	  the	  Tuscaloosa	  city	  limits,	  it	  is	  
required	  for	  you	  to	  obtain	  a	  business	  license.	  During	  our	  monitoring	  visit,	  I	  will	  need	  a	  copy	  
of	  the	  business	  license.	  Be	  sure	  that	  your	  business	  license	  is	  up-‐to-‐date	  or	  it	  will	  not	  be	  
accepted.	  For	  additional	  information	  contact	  the	  municipality:	  

	  
Tuscaloosa	  County	  License	  Department	  

2501	  7th	  Street,	  Suite	  100	  
Tuscaloosa,	  AL	  35401	  

(205)	  464-‐8235	  
(205)	  464-‐8371	  

	  
Up-‐to-‐date	  Business	  Insurance:	  The	  insurance	  assures	  that	  the	  business	  owner	  is	  
protecting	  their	  financial	  and	  physical	  assets.	  If	  the	  equipment	  you	  used	  for	  collateral	  in	  
your	  loan	  application	  packet	  is	  located	  on	  the	  premises	  on	  your	  rental/leased	  property,	  you	  
must	  have	  rental	  insurance.	  If	  your	  collateral	  is	  a	  home,	  you	  need	  home	  insurance.	  If	  your	  
collateral	  is	  a	  car,	  you	  must	  have	  car	  insurance.	  I	  will	  request	  a	  copy	  of	  your	  business	  
insurance.	  Be	  sure	  that	  your	  insurance	  document	  shows	  a	  policy	  number,	  serial	  numbers	  
(if	  applicable),	  the	  coverage,	  and	  basic	  information	  of	  the	  company.	  
	  
Proof	  of	  Job	  Advertisement	  Job	  advertisement	  can	  vary.	  You	  are	  allowed	  to	  advertise	  in	  
the	  newspaper,	  social	  media,	  radio,	  online,	  and	  magazine.	  The	  method	  of	  your	  choice	  must	  
be	  accessible	  to	  the	  public.	  ON	  THE	  DOOR	  OF	  YOUR	  BUSINESS	  IS	  NOT	  ACCEPTABLE.	  Be	  
sure	  to	  take	  a	  picture	  of	  your	  visual	  advertisement	  and	  if	  it	  is	  a	  recording,	  record	  it	  to	  a	  CD.	  
When	  I	  come	  to	  visit,	  I	  will	  need	  a	  copy	  of	  all	  publications	  to	  fulfill	  this	  portion	  of	  your	  visit.	  
	  
Proof	  of	  Expenditures:	  The	  proof	  of	  expenditures	  show	  exactly	  how	  the	  funds	  are	  used.	  
You	  are	  to	  deposit	  the	  entire	  check	  that	  is	  issued	  into	  a	  non-‐interest	  bearing	  account.	  As	  
funds	  are	  used,	  they	  must	  be	  paid	  through	  VISA	  or	  a	  check	  from	  the	  account	  where	  the	  
money	  is	  deposited.	  If	  cash	  is	  withdrawn,	  you	  must	  show	  invoices	  or	  receipts	  for	  the	  exact	  
amount	  the	  cash	  was	  used	  for.	  The	  check	  numbers	  are	  to	  match	  the	  statement.	  I	  would	  also	  
like	  for	  you	  to	  submit	  a	  copy	  of	  the	  check	  used.	  (To	  access	  this,	  in	  most	  cases,	  you	  can	  go	  to	  
your	  bank	  and	  request	  a	  digital	  copy	  of	  the	  check	  or	  access	  it	  through	  online	  banking.)	  To	  
track	  your	  purchases,	  I	  will	  request	  a	  bank	  statement	  that	  shows	  your	  usage.	  Be	  sure	  to	  
keep	  your	  receipts	  in	  order,	  based	  on	  the	  dates	  they	  appear	  on	  the	  statement.	  On	  the	  
invoices	  or	  receipts,	  for	  more	  clarity,	  please	  list	  the	  reason	  for	  each	  purchase.	  Be	  sure	  that	  
the	  dates	  and	  amounts	  match	  the	  bank	  statement.	  If	  the	  purchase	  is	  not	  on	  the	  bank	  
statement,	  no	  receipt	  is	  necessary.	  Remember	  what	  uses	  are	  eligible.	  The	  funds	  are	  to	  be	  
used	  for	  your	  business	  only,	  not	  for	  personal	  usage.	  	  
	  
Payroll	  Records:	  	  You	  are	  required	  to	  hire	  one	  full	  time	  equivalent	  employee	  for	  every	  
$50,000	  you	  have	  borrowed.	  The	  payroll	  document	  you	  submit	  must	  have	  the	  employees	  
name,	  their	  rate	  of	  pay,	  and	  the	  hours	  for	  a	  two-‐	  week	  work	  period.	  	  



	  
New	  Hire	  Documentation:	  The	  new	  hire	  document	  is	  required	  to	  be	  filled	  out	  by	  new	  
employees.	  You	  are	  REQUIRED	  to	  use	  the	  document	  that	  was	  provided	  by	  the	  City.	  When	  
you	  are	  monitored,	  I	  will	  request	  a	  copy.	  I	  recommend	  that	  you	  keep	  a	  copy	  in	  the	  
employee’s	  file.	  This	  document	  assures	  that	  you	  have	  been	  hiring	  or	  maintaining	  your	  staff	  
properly.	  	  
	  
Inventory/Equipment	  Records:	  If	  the	  funding	  was	  used	  to	  purchase	  equipment,	  the	  title	  
of	  the	  item,	  serial	  numbers,	  and	  amounts	  are	  to	  be	  documented.	  A	  copy	  of	  this	  document	  
will	  be	  turned	  in	  during	  your	  monitoring	  visit.	  	  
	  
Non-‐Discrimination	  Clause:	  The	  non-‐discrimination	  clause	  is	  required	  to	  be	  filled	  out	  by	  
new	  employees.	  You	  are	  able	  to	  create	  your	  own	  document	  or	  use	  the	  document	  that	  is	  
provided	  by	  the	  City.	  When	  you	  are	  monitored,	  I	  will	  request	  a	  copy.	  I	  recommend	  that	  you	  
keep	  a	  copy	  in	  the	  employee’s	  file.	  This	  document	  assures	  that	  you	  are	  an	  equal	  
opportunity	  employer	  that	  supports	  non-‐discrimination.	  Your	  employees	  are	  to	  possess	  the	  
same	  regards.	  The	  employee	  is	  required	  to	  print	  and	  sign	  their	  name	  that	  they	  have	  read	  
and	  understand	  the	  company’s	  terms.	  	  	  
	  
Equal	  Employment	  Opportunity	  Posters:	  Equal	  Employment	  Opportunity	  posters	  are	  
required	  to	  be	  posted	  and	  visible	  at	  your	  establishment.	  You	  are	  able	  to	  print	  them	  for	  free	  
through	  the	  links	  listed	  below,	  or	  you	  can	  purchase	  them	  online.	  The	  links	  are	  listed	  below:	  
	  

• Equal	  Employment	  Opportunity	  
	  http://www.eeoc.gov/employers/upload/eeoc_self_print_poster.pdf	  

	  
• Fair	  Labor	  Standards	  Act	  (FLSA)	  	  

	  http://www.dol.gov/whd/regs/compliance/posters/flsa.htm	  
	  

• Family	  Medical	  Leave	  Act	  (FMLA)	  	  
	  http://www.dol.gov/whd/fmla/finalrule/FMLAPoster.pdf	  

	  
• Occupational	  Safety	  and	  Health	  Act	  

http://www.osha.gov/Publications/osha3165.pdf	  
	  

• Uniform	  Services	  Employment	  and	  Reemployment	  Rights	  Act	  
http://www.dol.gov/vets/programs/userra/USERRA_Federal.pdf	  

	  
• Alabama	  Child	  Labor	  Law	  

http://labor.alabama.gov/docs/posters/childlaborlawposter_english.pdf	  
	  

• Alabama	  Workers’	  Compensation	  Act	  
http://labor.alabama.gov/docs/posters/wc_information.pdf	  
	  

• Alabama	  Unemployment	  Compensation	  Act	  



http://labor.alabama.gov/docs/posters/uc_fraudposter.pdf	  
	  

• Employee	  Polygraph	  Protection	  Act	  
http://www.dol.gov/whd/regs/compliance/posters/eppac.pdf	  

	  
• Employee	  Rights	  for	  Workers	  with	  Disabilities	  Paid	  at	  Special	  Minimum	  Wages	  

http://www.dol.gov/whd/regs/compliance/posters/disabc.pdf	  
	  

• Your	  Job	  Insurance	  
http://labor.alabama.gov/docs/posters/uc_jobinsurance.pdf	  
	  

• National	  Human	  Trafficking	  
http://labor.alabama.gov/docs/posters/dir_nhtrc%20flyer%20english.pdf	  
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