
  TOWN COUNCIL WORK SESSION 
       Monday, June 18, 2018 @ 7:00pm 

    Town Hall Council Chambers 
 
 
 
 
TOWN/STAFF RELATED ITEMS 
1. Policy for Outside Funding Requests – Town Manager 
2. Joint Towing Advisory Board Appointments – Town Manager 
3. CDBG Update and Resolution – Director of Planning/Zoning 
 
COUNCIL/MAYOR RELATED ITEMS: 
4. Liaison Committee Meeting Items for July Meeting 
5. Council Discussion/Goals (time permitting) 
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     Work Session Agenda Form 
                                                                                        Item # 1 

 DATE:  June 18, 2018 
         

 
 
AGENDA ITEM: Policy for Outside Funding Requests 
  
 
 
SUMMARY: 
 
To set forth parameters and establish guidelines for the funding of outside agencies by the Town and to 
ensure transparency, accountability, consistency, and adherence to best practices. This policy also 
establishes eligibility and evaluation criteria for outside agencies funding request. 
 
 
 
 
 
 
 
 
BUDGET/FUNDING: 
 
 
Policy to be considered in future budget session when evaluating outside agency funding request 
 
 
 
 
 
 
STAFF RECOMMENDATION: 
 
 
Staff recommends approval of an Outside Agency Funding Policy to address the numerous requests 
the Town receives throughout the year for funding or support. 
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TOWN OF FRONT ROYAL 

OUTSIDE AGENCY FUNDING POLICY 

1. PURPOSE 

    To set forth parameters and establish guidelines for the funding of outside agencies by the 
Town and to ensure transparency, accountability, consistency, and adherence to best practices. 
This policy also establishes eligibility and evaluation criteria for outside agencies funding 
request. 

II. ELIGIBILITY CRITERIA 

A. Agency services must be available to all residents in the Town of Front Royal who meet 
the eligibility requirements of the agency. 
 

B. Services offered by the agency/program(s) must not be restrictive with regard to race, sex, 
age, religion, disability, or any characteristics that would be prohibited by law. 
 

C. Agencies and their respective program(s) must be non-profit, incorporated under the State 
of Virginia and have an IRS 501(c)(3) for a minimum of one year prior to date of 
application. 
 

D. Agencies may apply for funding once per fiscal year. 
 

E. Outside agencies must provide a disclosure of any potential conflicts of interest. 

III. EVALUATION CRITERIA 

A. Agency’s ability to demonstrate the effectiveness and relevancy of a project or service to 
the community. 
  

B.  Service impact or benefit to the businesses and citizens of Front Royal and the number of 
citizens/businesses, geographic areas and specific impact (quantified).   
 

C. Effective use of requested funding, including matching contributions, additional sources 
and effort of outside search for financial assistance. 
 

D. The financial need of the agency and its ability to implement the services and/or programs 
based upon available resources. 
 

E. The ability of the agency to continue the project or service after the funding cycle without 
an ongoing contribution from the Town. 
 

F. The amount of previous funding requests and the amount received from the Town. 
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G. The agency’s history of success. 
 

H. Budgetary constraints on available funds. 

IV APPLICATION PROCEDURES 

A. The Outside Agency Funding Policy and Outside Agency Funding Request Form will be 
posted on the Town’s website. 
 

B. Agencies requesting Town funding or other support must complete the “Outside Agency 
Funding Request Form” and provide other required documentation. 
 

C. The Town should receive all funding requests from outside agencies no later than 
December 31st for consideration in the following fiscal year. This allows for consideration 
of the funding requests as part of the development of the operating budget for the 
following year. 

 
D. Funding available for outside agency requests will be reviewed on an annual basis as part 

of the budget process. 
 

E. No funding decision shall be considered final until the Town Council adopts the budget 
and all aspects of the agency’s responsibilities and the conditions under which payment for 
the agency’s services will be rendered have been met. 

 

V. REQUIRED INFORMATION ON APPLICATION 

 Funding requests should contain the following information and/or documentation. 

A. Amount requested from the Town. 
 

B. A brief narrative of the agency’s program(s) and demonstrated benefit to the citizens of 
Front Royal and relationship to helping the Town achieve its goals and priorities. 
 

C. An official statement of support for the funding request from the governing body of the 
agency. 
 

D. A copy of the budget for the fiscal year the funds are being requested must accompany 
the request. 
 

E. Completed Outside Agency Funding application 
 

F. Letters of support 
 

G. Additional supporting documents and information that may be requested by the Town. 



TOWN OF FRONT ROYAL 

OUTSIDE AGENCY FUNDING REQUEST 

 
I. GENERAL INFORMATION 

 
Date of Request:     ______________________________________________________________ 
 
Amount Requested: $ ____________________________________________________________ 
 
Name of Agency: _______________________________________________________________ 
 
Agency President or Equivalent: ___________________________________________________ 
 
Mailing Address: _______________________________________________________________ 
 
Physical Address: _______________________________________________________________ 
 
Phone # _______________________________________________________________________ 
 
E-mail Address: ________________________________________________________________ 
 
Date Agency Established: ________________________________________________________ 
 
No. Years in Community _________________________________________________________ 
 
Non-Profit Tax Status:       501(c)3     _______yes       _______ no 
 

II. STATEMENT OF PURPOSE 
 
1. DESCRIPTION OF AGENCY AND ITS SERVICES (Background and general 

description of organization): 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
 
 



2. PROGRAM/SERVICE TO BE FUNDED BY THIS REQUEST  
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
3. Confirm that these programs are available to all eligible participants, without regard to 

race, sex, political persuasion, religion, national origin, or age _______ 
 
4. Total number of persons that benefit from this program: ____________________ 
 
5. Of the total number benefitting, give an estimate of the percentage (%) of Town 

citizens that participate in said benefit: ______ Resident    ______ Non-Resident 
 
6. Explain the benefit to the Town community as a whole: _____________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________ 

 
III. AGENCY BUDGET 

 
1. What is the period of your agency’s fiscal year?   _____________ to ____________ 

                                                                                                  month/year                     month/year 
 
2. Does your agency have a detailed budget, which controls and guides the use of funds 

through the funding period?     ________yes             _________no 
  

If yes, please include budget. 
 

3. Is it anticipated that the Town will be asked to continue providing funds in the future? 
  
              _______ yes              _______ no 
 

4. What type of funding or fundraising activities do you intend to pursue in the upcoming 
fiscal year? _______________________________________________________________ 

 
_________________________________________________________________________ 
 
_________________________________________________________________________ 



5. Other specific comments in support of your funding request _______________________ 
 

_________________________________________________________________________ 
 

_________________________________________________________________________ 
 
_________________________________________________________________________ 

 
6. Has your organization received funding in previous years? If so, how was that money 

spent?   _____ yes          ____no 
 
Amount: $__________________ 

 
IV.  SIGNATURE AUTHORIZATION 
 

1. Identify the principal (President or equivalent) of the applicant agency ultimately 
responsible for all organization activity: 
 
NAME: ________________________________________________________________ 
 
TITLE: ________________________________________________________________ 
 
ADDRESS: _____________________________________________________________ 
 
________________________________________________________________________ 
 
PHONE: _______________________________________________________________ 
 
E-MAIL: _______________________________________________________________ 

 
2. Signature of authorized official 

 
The undersigned does hereby confirm that the information herein is true and correct and 
is submitted in support of and as part of the application for funding. The undersigned 
hereby confirms that the applicant agency meets the criteria set forth herein and agrees to 
comply with all requirements. 
 
Signature: ___________________________________ Date: _____________________ 
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     Work Session Agenda Form 
                                                                                        Item # 2 

 DATE:  June 18, 2018 
         

 
 
AGENDA ITEM: Joint Towing Advisory Board Appointments 
  
 
SUMMARY: 
 
The purpose of the Towing Board is to ensure proper storage, availability and service by persons and 
firms authorized to provide towing services at the request of the Warren County Sheriff’s Office, the 
Front Royal Police Department, Virginia State Police and other law enforcement personnel. The Towing 
Operators are deemed independent contractors and not employees of Warren County, the Town of Front 
Royal, Virginia State Police, or other law enforcement agencies assigned to Warren County or Front 
Royal. 
 
The Towing Board shall consist of seven. (7) members to be appointed jointly by the Front Royal 
Town Council and the Warren County Board of Supervisors. The Committee shall include the 
following members:  
 

- Three (3) members shall be law enforcement officers, including a representative from the 
Sheriff's Office, the Police Department, and State Police 

 
- Three (3} members shall be representatives of towing and recovery businesses. 

 
- One (1) member shall be a citizen of the Town of Front Royal or the County of Warren 

 
This agenda item is to appoint three members of towing and recovery business to the Towing Advisory 
Board. 
 
 
BUDGET/FUNDING: 
 
 N/A 
 
STAFF RECOMMENDATION: 
 
Staff recommends appointing the following three towing and recovery businesses to the Towing 
Advisory Board: 
 
 1. Henderson’s Towing and Recovery – 311 N. Commerce Ave 
 2. Keen’s Towing and Hauling – 218 E. 4th Street 
 3. Tharpe’s Garage and Towing – 560 Kendrick Lane 
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                  Work Session Agenda Form                 Item # 3 
 
                                                        DATE:  June 18, 2018 
         
 
 
 
 
 
AGENDA ITEM: Community Development Block Grant (CDBG) Update and Resolution 

Director of Planning & Zoning / Town Manager 
 
 
 
SUMMARY:   
 
Town Staff will provide an update of the pre-contract activities related to the CDBG awarded to the Town for 
the Downtown Revitalization Project, Envision 2.0.   
 
The following documents are attached: 
 

1. Checklist / Status of Pre-Contract Activities 
 

2. Draft Resolution from the Town of Front Royal  
(Re: approval of various documents; authorization of Town Manager to execute contracts and other 
documents; and acceptance of $700,000.00 in CDBG funds. 
 
2a. Exhibit A to Resolution:  Draft Façade Advisory Board bylaws 
2b. Exhibit B to Resolution:  Draft Façade Improvement Program Design 
2c. Exhibit C to Resolution:  Draft Program Income Plan  

 
The Town has a deadline of June 30, 2018 to complete the required pre-contract activities. 
 
 
BUDGET/FUNDING:   
 
No changes. 
 
 
 
STAFF RECOMMENDATION:  
 
Staff recommends that Town Council approve the resolution at their June 25, 2018 Town Council Meeting. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F R O N T  R O Y A L  D O W N T O W N  
R E V I T A L I Z A T I O N  P R O J E C T  

C I G  # 1 7 - 2 3  
 
 

B Y L A W S  A N D  M E M B E R S  O F  T H E   
F A Ç A D E  A D V I S O R Y  B O A R D  

T O W N  O F  F R O N T  R O Y A L ,  V I R G I N I A  
 
 

A D O P T E D  B Y  T O W N  C O U N C I L  
 O N  _ _ _ _ _ _ _ _ _ _ _ _ ,  2 0 1 8  

 
 

ASSISTANCE PROVIDED BY: 
COMMUNITY PLANNING PARTNERS, INC.
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BYLAWS OF THE FAÇADE ADVISORY BOARD 
FRONT ROYAL DOWNTOWN REVITALIZATION PROJECT 

ARTICLE I – THE BOARD 

SECTION 1. Name of the Board.  The full name of the Board shall be the “Front Royal Downtown 
Revitalization Project Façade Advisory Board (FAB). 

SECTION 2. Purpose of the Board. 

1. The Board shall recommend policies and procedures that govern all improvements 
implemented under the Front Royal Downtown Revitalization Project’s Façade 
Improvement Program.   

2. The Board shall monitor staff, consultant, and contractor work progress in 
accordance with the Façade Improvement Program Design. 

3. The Board shall have the authority to approve pre-qualified contractors to perform 
work related to the project for all contracts.   

4. The Board shall approve applicants seeking program assistance. 

5. The Board shall review bids and make contract awards for all Façade Improvement 
Program activities in consultation with Town staff, the Project Management Team, 
the Management Consultant, and the Consulting Architect. 

6. The Board shall address and take action on written complaints or disputes that may 
arise in the course of the grant implementation.  The Board shall respond in writing 
to all written appeals within 30 days of receipt and shall act to resolve the appeal 
within the subsequent 30 days. 

7. The Board shall take other action, as permitted by the Town Council of Front Royal, 
Virginia, and as necessary to the Façade Improvement Program of the Front Royal 
Downtown Revitalization Project.  

SECTION 3. Office of the Board.  The office of the Façade Advisory Board shall be in the Town of 
Front Royal, Commonwealth of Virginia.  The Board will hold its meetings in the 
Front Royal Town Office or at such place and time as it may designate. 

SECTION 4. Board Members.  The Façade Advisory Board shall be appointed by Town Council 
and consist of a minimum of seven (7) voting members including: 

• The Town Manager serving as Grant Administrator 

• The Director of Planning & Zoning serving as Project Manager 

• The Director of Tourism & Community Development serving as Assistant Project 
Manager 

• A Town Council Liaison 

• A Board of Architectural Review Liaison 

• _______________________________ 
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• A Non-Benefiting Downtown Business Representative 

 Non-Voting Consulting Members.  The Board shall appoint non-voting members to 
serve in an advisory capacity as deemed necessary.  At a minimum these shall 
include the Management Consultant. 

ARTICLE II – OFFICERS 

SECTION 1. Officers.  The officers of the Façade Advisory Board shall be a Chairperson, Vice-
Chairperson, and Secretary. 

SECTION 2. Chairperson.  The Chairperson shall preside at all meetings of the Façade Advisory 
Board. 

SECTION 3. Vice Chairperson.  The Vice Chairperson shall perform the duties of the Chairperson 
in the absence or incapacity of the Chairperson; and in case of the resignation or 
death of the Chairperson, the Vice-Chairperson shall perform such duties as are 
imposed on the Chairperson until such time as the Façade Advisory Board shall 
select a new Chairperson. 

SECTION 4. Secretary.  The Secretary shall have the responsibility for keeping the minutes of the 
meetings, recording all votes of the Board, and keeping a record of the 
correspondence and proceedings of the Board.  The records and minutes of the 
Board will be available for public review in the offices of the Town Manager or 
his/her designee. 

SECTION 5. Election or Appointment.  The Chairperson, Vice-Chairperson, and Secretary shall 
be elected by the members of the Façade Advisory Board with a simple majority and 
shall hold office for the term of the project, or until their successors are elected and 
qualified. 

SECTION 6. Vacancies.  Should any of the offices become vacant, the Façade Advisory Board 
shall elect a successor from its membership at the next regular meeting. 

ARTICLE III – MEETINGS 

SECTION 1. Regular Meetings.  Regular meetings of the Façade Advisory Board shall be held as 
necessary to progress project Downtown; but will meet at least once per year.  The 
Chairperson of the FAB will call the meetings.  All meetings will take place at the 
Front Royal Town Office or at such place and time as it may designate by the Project 
Manager. 

SECTION 2. Special Meetings.  The Chairperson of the Façade Advisory Board may, when 
deemed expedient, call a special meeting of the Board for the purpose of 
transacting any Downtown designated in the call. 

SECTION 3. Interim Applicant Approvals/Denials & Contract Awards.  The Chairperson of the 
Advisory Board may, when deemed expedient, conduct a poll of the members 
regarding specific applicant approvals/denials and Façade Improvement contract 
awards by e-mail or telephone, as long as the appropriate data and information 
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have been made available to the members in a timely manner.  A record of such 
interim decisions should be maintained in the Board’s records and affirmed upon 
the first subsequent regular or special meeting of the Board. 

SECTION 3. Quorum.  The powers of the Façade Advisory Board shall be vested in the members.  
Four (4) voting members shall constitute a quorum of the Board for the purpose of 
conducting its Downtown and exercising its powers and for all other purposes, but a 
smaller number may adjourn until a quorum is obtained.  When a quorum is in 
attendance, action may be taken by the FAB upon a vote of a simple majority.  Each 
member, including the Chairperson, shall have one vote. 

SECTION 4. Attendance.  Members are expected to attend all meetings and should notify the 
Secretary of any absence in advance. 

ARTICLE IV – AMENDMENTS TO THE BYLAWS. 

The Bylaws of the Façade Advisory Board shall be amended only with the approval of at least four 
(4) of the voting members of the Board at a regular or a special meeting, but no such amendment 
shall be adopted unless at least five (5) days written notice thereof has been previously given to all 
of the members of the FAB. 

ARTICLE V – PARLIAMENTARY PROCEDURE 

Robert’s Rules of Order Newly Revised, 11th Edition shall govern the conduct and procedures at all 
meetings of the Façade Advisory Board. 

MEMBERS APPOINTED BY ACTION OF TOWN COUNCIL: 

1. Mr. Joe Waltz, Town Manager serving as Grant Administrator 

2. Jeremy Camp, Director of Planning & Zoning serving as Project Manager 

3. Felicia Hart, Director of Tourism & Community Development serving as Assistant Project Manager 

4. Bill Sealock, Town Council Liaison 

5. Angela Toler, Board of Architectural Review Liaison 

6. __________________, ________________________________________________ 

7. __________________, A Non-Benefiting Downtown Business Representative 
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Approval 

Reviewed and adopted by the Front Royal Town Council in session on _________________, 2018 

 

______________________________________  ______________________ 

Joe Waltz, Town Manager & Certifying Officer  Date 
Town of Front Royal 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

F R O N T  R O Y A L  D O W N T O W N  
R E V I T A L I Z A T I O N  P R O J E C T  

C I G  # 1 7 - 2 3  
 
 

F A Ç A D E  I M P R O V E M E N T  
P R O G R A M  D E S I G N  

T O W N  O F  F R O N T  R O Y A L ,  V I R G I N I A  
 
 

A D O P T E D  B Y  T O W N  C O U N C I L  
 O N  _ _ _ _ _ _ _ _ _ _ _ _ ,  2 0 1 8  

 
 

ASS ISTANCE P ROVID ED  BY:  
COMMUNITY PLANNING PARTNERS, INC.
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SECTION 1:  PROGRAM ADMINISTRATION 
 
PROGRAM OBJECTIVES 

The Town of Front Royal is committed to providing financial incentives to private property owners 
for the rehabilitation of exteriors of the commercial structures within the project boundaries of 
the Front Royal Downtown Revitalization Project Area identified for funding through the Virginia 
Community Development Block Grant (CDBG) Program.  The designated project area is shown on 
the map attached to this program design. The Town is prepared to offer both financial assistance 
and technical design assistance to property owners in order to improve the appearance and 
economic viability of the businesses and to eliminate blight and blighting influences in the 
identified project area.  Front Royal has established the Front Royal Downtown Facade 
Improvement Program to: 

1. Promote a diverse and economically viable downtown business district; 

2. Contribute to eliminating blight, blighting influences, and other visual clutter detrimental 
to a downtown business district; 

3. Promote economic development by providing an incentive for property owners to 
renovate their buildings for the expansion of the current use, for accommodation of a 
higher use, and to increase the occupancy level of vacant or underutilized buildings. 

 
PROGRAM DESCRIPTION 

The Town of Front Royal has budgeted $350,000 in CDBG funds provided by the Virginia 
Department of Housing and Community Development (DHCD) to provide matching deferred loans 
to property owners within the Front Royal Downtown Revitalization Project Area for commercial 
property facade improvements.  The matching deferred loan must be applied to physical 
construction.  The Town has also budgeted $35,000 in CDBG funds for architectural design 
assistance for the businesses.    

 
The CDBG matching deferred loan is strictly for improvements to the exteriors of buildings visible 
from a public right-of-way.  This generally excludes repairs to a building's roof, unless such 
improvements clearly contribute to enhancing the visual environment.  The matching deferred 
loan may be applied to the primary façade, the exposed side(s) of a building, and the rear of a 
building (under certain circumstances).  Exceptions to this guideline may be granted by the Front 
Royal Downtown Revitalization Facade Advisory Board based on the level of improvements 
needed on each face of the building.  

 
A property owner must match the deferred loan amount with other exterior or interior 
improvements to the building.  The matching deferred loan program will be administered by the 
Town of Front Royal Director of Planning and Zoning serving as Project Manager or his designated 
representative and will be available from June 2018 until funds are exhausted or close-out of the 
Front Royal Downtown Revitalization Project, whichever comes first.  The program may be 
extended if new sources of funds become available to the Town of Front Royal.  Recipients of 
matching deferred loans will be required to execute a legally binding agreement with the Town. 
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IMPROVEMENT STANDARDS 

The Town will establish a Front Royal Downtown Revitalization Project Management Team of local 
citizens and public officials to provide overall coordination of the Front Royal Downtown 
Revitalization Project.  A Front Royal Downtown Revitalization Facade Advisory Board will be 
appointed by Town Council to review and approve all commercial improvements proposed for 
funding under this program.  The Advisory Board will work closely with each applicant and any 
consulting parties to devise appropriate designs/work write-ups and implement repairs and 
improvements that are in compliance with this Program Design.  All exposed facades of existing 
buildings should present a finished appearance in character comparable to the remainder of the 
building.  Economy of maintenance is important as well as producing a harmonious relationship 
with neighboring buildings and therefore exterior finishes should be of reasonably permanent and 
durable materials. 
 
Because the Front Royal Downtown Revitalization Project Area is within the state and federally 
recognized Front Royal Historic District, façade improvement designs and exterior finishes are 
subject to review and approval by the Board of Architectural Review (BAR) and where necessary, 
the Planning Commission of the Town of Front Royal according to the Front Royal Historic Overlay 
District Guidelines and the Town of Front Royal Municipal Code (including Chapter 175 – Zoning) 
and subject to review and approval by the Virginia Department of Historic Resources (DHR) 
regarding their appropriateness for the building and location within the Historic District and the 
period of construction.  Additionally, Preservation Virginia has requested to be a consulting party 
on all project reviews provided to the BAR and DHR.   

 
SECTION 2:  ELIGIBILITY CRITERIA 
 
ELIGIBILITY REQUIREMENTS 

All non-government-owned commercial buildings (income producing) within the project area are 
eligible for assistance through this program.  However, buildings identified as deteriorating or are 
dilapidated in the Town’s CDBG application area are targeted for funding.*  Early in the program, 
the Façade Advisory Board and the Town will contact the owners of these buildings individually to 
urge them to participate.  At its discretion, the Board may reduce CDBG funding levels for lower-
priority buildings in order to conserve adequate funding to address the targeted buildings.  In this 
event, the Board will use a point system to rank each facade improvement project pending 
approval.  The project receiving the most cumulative points will be funded first, and so on until 
funds are exhausted.  The points assigned will be as follows: 
 

Building Condition Rating: * 
Sound 
Deteriorating 
Dilapidated 
 

Points 
1 
2 
3 

Weight 
3 
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Cash Contribution to Work: 
100% match 
101-150% match 
151-200% match 
201%+ match 

Points 
1 
2 
3 
4 

Weight 
2 

Leveraged Match/Investment: 
100% match 
101-200% match 
201-300% match 
301%+ match 

Points 
1 
2 
3 
4 

Weight 
1 

* See Front Royal Building Conditions Map in the CIG application. 
  

The total point score for each proposed project will be calculated by multiplying the point total for 
each criterion by the weight assigned to that criterion, and then adding the three (3) products. 

 
APPLICATION PROCESS / TECHNICAL ASSISTANCE 

The Town of Front Royal will accept applications from identified commercial property owners in a 
sequence that takes into account the extent of need, proximity of location, and similarity of work 
so as to benefit from any economies of scale that might be realized through the contracting 
process and the points awarded per above as necessary.  As a first step, the owner should fill out 
an application for assistance.  The application should identify the building and its owner, provide a 
preliminary overview of the work to be performed, and include a brief summary of the proposed 
matching investment.  Such application may be made on a form provided by the Town, and must 
be signed by all owners.   
 
After receiving the application, the Project Manager/Assistant Project Manager will review the 
application, meet with the applicant, and do a preliminary site inspection in order to confirm 
eligibility for the Facade Improvement Program; to clarify and provide additional detail as needed 
to the owner’s preliminary overview of the work to be performed; and to review the intended 
work for compliance with the property maintenance code, zoning ordinance, Historic Preservation 
regulations, and this Program Design.  The Project Manager/Assistant Project Manager will 
forward the application and all additional details developed in these initial conversations to the 
Consulting Architect contracted to provide architectural design assistance. 
 
The Consulting Architect will subsequently conduct a inspection of the subject building’s exterior 
and consult with the owner in preparing improvement design sketches (by means of elevations, 
photographs with call-outs, or renderings indicating particular design elements and treatments) 
with a more detailed work write-up and preliminary cost estimate so as to assist contractors in 
preparing accurate bids and performing the required work.  The Town, utilizing CDBG funds, will 
cover the cost of designs and work write-up ups, up to an amount equal to 10% of the CDBG funds 
invested in each Façade Improvement project (this percentage formula having been set by the 
Virginia Department of Housing and Community Development and agreed to by contract with the 
Consulting Architect).  Any additional design assistance provided at the owner’s request beyond 
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that associated with the agreed upon Façade Improvement will be at the owner’s expense per a 
separate agreement with the Consulting Architect or any other architect chosen by the owner. 
 
The Town will refer each application, design sketches, work write-up, and cost estimate for 
approval to the Advisory Board.  The Advisory Board is responsible for approving the work to be 
done as defined by design sketches and work write-ups, the intended matching investment 
amount, and readiness for bid.  After Approval by the Advisory Board, the design sketches and 
work write-up for each project will be forwarded to the Town of Front Royal Board of Architectural 
Review for approval or advice and to Preservation Virginia for consultation.  Once BAR approval 
and Preservation Virginia input are received and addressed appropriately, the Project 
Management Consultant will prepare for each Façade Improvement project a “Work Write-Up and 
Standards Check List” form provided by the Virginia Department of Historic Resources.  This DHR 
form along with the design sketches and work write-up will be forwarded to DHR for its review 
and approval.  The final work write-up, after any required adjustments or edits, will serve as the 
agreed upon scope of work for obtaining quotes or competitive sealed bids from contractors (see 
bidding procedure described below). 
 
The Town will compile a list of pre-qualified licensed contractors to notify regarding bidding 
opportunities and will submit the list to the Advisory Board for its approval at the beginning of the 
program.  The Town will place each approved job out for bid upon approval of the application by 
the Advisory Board, in accordance with the Virginia Public Procurement Act and Federal Labor 
Standards.  Once received, the Board will also review all bids and approve all contract awards in 
consultation with Project Manager/Assistant Project Manager.  
 
Once a project is ready to get underway, the Town will set up a contract/loan closing with the 
property owner and contractor to answer any final questions, discuss logistics and timing of 
construction activities, and sign the construction contract and deed of trust/deed of trust note 
associated with the deferred loan (explained more fully below).  If the cost of the planned and 
agreed upon improvements exceed the maximum eligible amount available through the Façade 
Improvement Program, the property owner is expected to pay the additional costs at closing.   

 

SECTION 3:  MATCH REQUIREMENTS   
 
PRIVATE INVESTMENT MATCH REQUIREMENTS 

Building owners must pay all costs above $20,000 and match the CDBG funds committed to the 
Façade Improvement projects dollar for dollar.  An owner can meet the match requirement in 
three ways: 
 

1. The basis for the match can be qualifying improvements to the building the owner has 
completed or will have completed at the time of the contracted Façade Improvement 
work.  Matching qualifying improvements include any permanent improvements, interior 
or exterior, made to the building such as improvements to the plumbing, electrical, or 
mechanical systems of the structure, a new roof, new doors or windows, etc.  Furnishings, 
shelving, appliances, moveable kitchen equipment, and other unattached improvements 
are not considered qualifying improvements.  The cost of the previous or concurrent 
improvements must equal dollar for dollar the CDBG funds committed to the project.  
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Example:  With $20,000 in improvements funded by $20,000 in CDBG funds, the property 
owner would need $20,000 in previous or concurrent improvements as a matching 
investment. 
 

2. If the property owner does not have any qualifying matching investment, the owner can 
opt to finance 50 percent of the total dollar value of the improvements through an actual 
cash contribution or a loan from a lending institution.  Example:  With $20,000 in façade 
improvements shared equally by the property owner and the Façade Improvement 
Program, each would make a $10,000 payment. 

 
3. If the owner wishes to invest via both of the above because of a limited amount of 

previous or concurrent qualifying improvements, the total amount invested must still 
equal the CDBG investment.  Example:  With $20,000 in improvements and only $10,000 
in previous or concurrent improvements as a matching investment, the CDBG funds 
committed to the project could only be $15,000.  The property owner’s dollar for dollar 
match would equal the $10,000 in previous or concurrent improvements plus an 
additional $5,000 in cash toward the cost of façade improvements under this program for 
a total of $15,000.  

 
All match amounts will be based on the final contractor quote or bid price accepted by the owner, 
Advisory Board, and Town.  Private investment that has been made since September 1, 2015 may 
be counted toward the required match.  The owner must present invoices or other appropriate 
information to document the matching investment. 
 
For building owners who opt to use their own time and labor as match, standard wage rates by job 
types and building owner skills will be utilized to calculate the match.  DHCD will provide wage 
information based on federal wage rates for various job types. 
 
Prior to approving an application for assistance, the Advisory Board must have adequate assurance 
that the owner has clear title to the property, that the property is properly insured, and that the 
property owner has provided verification of his/her financial match or has on hand the financial 
resources needed to meet the approved match amount.  If the approved matching amount 
includes a cash contribution toward the cost of the contracted façade improvements, the owner 
must agree to pay the matching funds to the Town at contract signing/loan closing so that the 
Town can pay contractor invoices in a timely fashion. 

 
CONDITIONS OF THE MATCHING DEFERRED LOAN 
 

The Town of Front Royal will make matching deferred loans to qualified applicants for the repair 
and improvement of the primary façade and exposed side(s) of the building, if visible from a public 
right-of-way including all vertical surfaces, gutters, downspouts, doors, windows, attached signs, 
exterior lighting, canopies, awnings, masonry cleaning & repair, and painting.  Ineligible work 
includes any repairs/improvements to the interior, electrical, plumbing & mechanical systems, 
roofs, structural elements, non-permanent fixtures, and new construction. 
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Loan amounts available are:   
 

1. Up to $15,000 for the cost of improvements to a primary building façade; 
 

2. Up to an additional $2,500 per bay on a primary façade with multiple businesses 
(maximum of two additional bays); 

 
3. Up to $5,000 for non-primary facades as long as the primary façade meets program 

standards or is also being improved under the Façade Improvement Program; 
 

4. No more than $20,000 provided per separately parceled commercial property, regardless 
the number of facades or bays. 

 
Owners will be expected to also cover all costs over the maximum eligible amount calculated for 
their buildings.  Costs above the CDBG funds to be invested into each project must be paid at 
contract signing/deferred loan closing. 
 
The matching deferred loan will be made for a five (5)-year term at zero percent (0%) interest.  
The deferred loan will be entirely forgiven at the end of the five-year period and the property lien 
removed if the applicant has met the following conditions: 

 
1. The property owner has completed the facade improvements in accordance with the 

CDBG program guidelines and has done so within six (6) months of bid acceptance, unless 
the Advisory Board grants a request for extension of time.  All buildings receiving CDBG 
funds must be free of exterior blight once the construction is complete. 

 
2. The property owner has continued to maintain the improvements in a satisfactory 

condition. 
 
3. The building to be improved must have a current tenant operating a business or must be 

occupied by a tenant operating a business within one year after the improvements are 
completed, unless the Advisory Board grants a request for extension of time.  Rental 
apartments are considered a business, as long as the apartments meet all applicable 
property maintenance code and zoning ordinance requirements.  If the owner is 
unsuccessful in securing a tenant within this timeframe, only 10% of the deferred loan will 
be forgiven during the first year and no amount of the deferred loan will be forgiven in 
subsequent years of vacancy. 

 
4. Once rented, short vacancies of four (4) months or less will not be added to the term of 

the deferred loan.  Longer term vacancies of five (5) months or more and frequent and 
repeated vacancies of any duration will be added onto the term of the deferred loan.  
Exceptions to this provision are at the discretion of the Advisory Board or any successor 
organization created by the Town of Front Royal to oversee the Façade Improvement 
Program. 

 
5. The owner of the building at the time of the loan approval has retained ownership of the 

improved property during the five-year period.  If the owner sells the property within the 
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five-year term, or otherwise voluntarily transfers ownership, the balance on the loan note 
will become due and payable on a prorated basis (20% of deferred loan forgiven per year). 

 
In addition, property owners will be expected to continue maintaining the improvements beyond 
the term of the deferred loan.  This expectation will be enforced by the Town through its property 
maintenance ordinance. 
 
CDBG funds returned to the Town through enforcement of these conditions shall be considered 
Program Income.  The Town will use any such Program Income to make additional deferred loans 
in accordance with this Program Design and the Program Income Plan approved by DHCD and 
implemented as a part of the Front Royal Downtown Revitalization Project.  
 

SECTION 4:  BIDDING, CONTRACTING, INSURANCE, & PAYMENTS  
 

The goal of these procedures is to minimize the time and complexity of applying for assistance, 
while meeting U. S. Department of Housing and Urban Development (HUD) and DHCD 
requirements for use of CDBG funds.  In this manner, it is the Town’s hope to maximize 
participation by eligible Downtown Front Royal property owners. 
 
All jobs involving CDBG funds must be bid by the Town, which shall select the winning bidder with 
the assistance of the Advisory Board and in accordance with the Virginia Public Procurement Act.  
The winning bidder must also be acceptable to the owner.   
 
As a policy exception due to extraordinary circumstances, building owners who are also licensed 
and insured contractors may choose to have their personal company do the construction work 
with the prior approval of the Advisory Board, including approval of the design sketches and work 
write-up.  In such circumstances, CDBG funds can only be used for the documented cost of 
materials secured from the supplier providing the lowest price quote, with a minimum of three (3) 
quotes provided.  It should be noted that under this circumstance, a building owner may not be 
eligible for the full matching deferred loan because the cost of materials may be significantly less 
than the $20,000 deferred loan available per commercial building.  A two-party contract between 
the Town and the owner for the cost of materials would be executed in such circumstances. 
 
As a policy exception due to extraordinary circumstances, a building owner may negotiate 
independently with a licensed and insured contractor with the prior approval of the Advisory 
Board, including approval of the design sketches and work write-up.  In such a circumstance, CDBG 
funds can only be used for the documented cost of materials secured from the supplier providing 
the lowest price quote, with a minimum of three (3) quotes provided.  It should be noted that 
under this circumstance, a building owner may not be eligible for the full matching deferred loan 
because the cost of materials may be significantly less than the $20,000 deferred loan available 
per commercial building.  A two-party contract between the Town and the owner for the cost of 
materials would be executed in such circumstances. 
 
A formal contract and lien must secure each job involving CDBG assistance.  The Town will prepare 
these documents for execution by the owner.  The two-party or three-party contract (as 
appropriate) will outline each party's responsibilities and the work description.  In addition to the 
contract, a deed of trust and deed of trust note will be executed by the owner and the Town and 
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subsequently recorded in order to secure the loan.  Property owners will need to be prepared to 
pay any cash match that is required and any costs over the maximum eligible amount calculated 
for the building at closing. 
 
Prior to execution of the contract and loan documents, the owner of the building to be improved 
must provide evidence of ownership such as a deed or tax receipt.  The Town will have performed 
a Title Search prior to contract execution where any question of ownership or clear title arises.  
The Town will require written documentation from the owner that the structure is covered by all-
hazard insurance in a sufficient amount to protect the Town's investment in the improvements 
prior to contract execution.  For any commercial building in a 100-year flood plain, insurance 
coverage must include flood insurance provided through the National Flood Insurance Program.   
 
To be eligible for the Façade Improvement Program, a property owner and any and all tenants 
occupying the building must not owe past due taxes of any type levied and collected by the Town 
of Front Royal or County of Warren unless an official arrangement has been made for payment of 
back taxes between the property owner and the Town of Front Royal and County of Warren. 
 
All construction is subject to the Virginia Uniform Statewide Building Code as adopted by reference 
in the Warren County Code of Ordinances and to regular inspection and approval by the Warren 
County Building Official and/or Building Inspectors. 
 
If requested, materials deposits and progress payments can be released to the contractor based 
on a valid receipt for materials purchased and securely stored and/or a satisfactory interim 
inspection.  Otherwise, the total loan amount will be released in one (1) 100% payment after the 
construction work is determined to be substantially complete by the Project Manager/Assistant 
Project Manager, Building Official/Building Inspector, and property owner as documented by  an 
executed Statement of Final Completion/ Acceptance. 
 

Section 5:  Program Time Frame 
 

Matching deferred loans will be available to qualified applicants from June 1, 2018 until final close-
out of the Front Royal Downtown Revitalization Project or until funds are exhausted, whichever 
comes first.  However, at the Town’s discretion, submission of applications for assistance may be 
limited to certain windows of time (rounds of funding). 

 
Section 6:  Program Income 
 

Any CDBG funds recaptured during implementation of the Front Royal Facade Improvement 
Program will be used to recapitalize and extend the Facade Improvement Program.  Recaptured 
funds, if any, are expected to come only from prorated repayment of deferred loans due to non-
compliance with terms.  Recaptured CDBG funds will thus be used to further eliminate blight and 
blighting influence in Downtown Front Royal, removing obstacles to economic development.  The 
Town may elect to expend recaptured funds outside the current project area for this purpose 
according to the Program Income Plan approved by DHCD and implemented as a part of the Front 
Royal Downtown Revitalization Project. 
 



9 

 
Section 7:  Complaints and Appeals Procedure 
 

Oral complaints of any nature and by any party shall be documented and resolved by the Façade 
Improvement Program Project Manager as informally and quickly as possible.  If the complainant 
requires assistance in putting his or her complaint or appeal in writing, staff will make such 
assistance available.  Written complaints received by the Project Manager or the Town of Front 
Royal will be resolved and documented in consultation with the Advisory Board.  The person 
making the complaint will be notified in writing of the decision.  All written complaints will be 
addressed within thirty (30) days of receipt and resolved within the subsequent thirty (30) day 
time period and documentation retained for review.  Barring a resolution of the complaint by the 
Advisory Board, the complaint may be taken to the Front Royal Downtown Revitalization Project 
Management Team with the same requirements as above.  Barring a resolution of the complaint 
by the Management Team, the complaint may be taken to the Town Council where a non-legal 
resolution is final.  Any final appeal will be addressed in writing to DHCD where a non-legal 
resolution is final.  Appeals to DHCD should include a copy of all correspondance that has taken 
place to date.  The appeal should identify the problem and the desired solution.  DHCD will 
investigate the complaint and respond in writing in a timely manner. All involved parties will be 
copied. Beyond this step, the complainant may seek a legal remedy in the local court of 
jurisdiction at complainant’s own cost.  Once a job is Inspectorly closed out and the one-year 
warranty period is in effect, the property owner should address complaints, in writing, directly to 
the contractor involved in the rehabiliation. 

 
Section 8:  Recordkeeping 
 

The Advisory Board Secretary will be responsible for keeping the minutes of its meetings. The 
Board will also be responsible for tracking the number of businesses assisted by and participating 
in the Facade Improvement Program.  Documentation of private investments made by property 
owners within the project area either through source documentation (such as invoices, 
construction contracts, etc.) or through affidavit as submitted to the Project Manager are subject 
to validation by the Advisory Board.  
 

Section 9:  Program Design Amendments 
 

During implementation of the Front Royal Downtown Facade Improvement Program, the Town 
may find it necessary to make minor changes and refinements as the program proceeds.  If a 
minor alteration to this design is deemed necessary to better achieve the intent of the program, 
the Advisory Board will adopt the changes upon approval of the proposed change by DHCD.  If a 
major alteration to this design is deemed necessary, the Advisory Board will adopt the changes 
and forward them for approval by the Front Royal Town Council and by DHCD.  The Façade 
Improvement Program will be implemented to assure consistent and equitable assistance to all 
program participants. 
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Section 10:  Approval 
 

Reviewed and adopted by the Front Royal Town Council in session on ______________________. 
 
 
______________________________________  ______________________ 
Joe Waltz, Town Manager & Certifying Officer  Date 
Town of Front Royal 
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VIRGINIA COMMUNITY DEVELOPMENT BLOCK GRANT (CDBG) 
PROGRAM INCOME PLAN 

 
Front Royal Downtown Revitalization Project (CIG #17-23) 

 Town of Front Royal, Virginia 
 

OBJECTIVE 
The Town of Front Royal (Town) is committed to eliminating blight and blighting influences within its 
commercial and residential districts, addressing related community development needs in targeted areas, 
and supporting economic development to the benefit of its citizens, particularly those of low and moderate 
means.  Front Royal is interested in implementing these activities through the use of current and future 
Community Development Block Grant (CDBG) projects.  Doing so will involve recapturing Active 
Program Income, Inactive Program Income, and Miscellaneous Revenue from the Front Royal Downtown 
Revitalization Project to be used in support of these activities. 

ACTIVITIES 
Active Program Income, Inactive Program Income, and Miscellaneous Revenue realized from the Front Royal 
Downtown Revitalization Project, funded as a Community Improvement Grant (CIG) Downtown Revitalization 
Project though CDBG funds, will allow the Town to eliminate blight and blighting influences within its 
commercial and residential districts, address related community development needs, and support economic 
development to the benefit of its citizens, particularly those of low and moderate means, in designated areas 
throughout the Town according to the priorities and locations established under “PROJECT AREA.”  Assistance 
provided through the use of Active and Inactive Program Income will be provided under Virginia Department of 
Housing and Community Development (VDHCD) guidelines effective at the time of project implementation.   

PROGRAM INCOME   
Active Program Income:  Active Program Income is income received as a result of program activities prior 
to administrative close-out of the CDBG Grant Agreement.  Active Program Income shall be used for 
current eligible project expenses and/or to reduce drawdowns for eligible project expenses.  Active Program 
Income on-hand at the end of the project will be used to reduce the final drawdown or returned to DHCD.  
Active Program Income will be used for the same CIG activities as approved in the CDBG Grant 
Agreement. 
 
Inactive Program Income:  Inactive Program Income is proceeds received in a 12 month period of $35,000 
or more as a result of CIG activities after administrative close-out of the Grant Agreement.  Any lump sum 
receipt of Inactive Program Income of $35,000 or more during a state fiscal year (July 1 through June 30) 
must be reported to DHCD at the time it is received and transmitted to DHCD within 60 days.  During the 
first five years after administrative close-out of the Grant Agreement, any Inactive Program Income 
received and accumulated in smaller amounts, but totaling $35,000 or more during a state fiscal year, 
including Inactive Program Income received from any other CDBG-funded project, can be expended only 
after:  a) the income is reported to DHCD via an Annual Inactive Program Report; b) a work plan and 
budget is submitted to DHCD; and c) DHCD approves the expenditure of the funds.  Inactive Program 
Income shall be used to continue the same eligible CIG activities as long as blight and blighting influences 
exist in the Front Royal Downtown Revitalization Project Area.  After all needs are met in the Front Royal 
Downtown Revitalization Project Area, Inactive Program Income will be used for the following purposes: 

1. Inactive Program Income may be used to eliminate blight and blighting influences within the Town’s 
commercial and residential districts, address related community development needs, and support 
economic development to the benefit of its citizens, particularly those of low and moderate means 
according to the priorities and locations established under “PROJECT AREA.” 
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2. Inactive Program Income may be also used for actual administrative costs.  At the time the Program Income 
is expended, 10 percent of the expended Program Income may be allocated for administrative purposes.  

MISCELLANEOUS REVENUE 
Miscellaneous Revenue is proceeds received in a 12 month period of less than $35,000 as a result of CIG 
activities after administrative close-out of the Grant Agreement, including income received from any other 
CDBG-funded project.  Miscellaneous Revenue is expended at the discretion of the Town of Front Royal 
according to this Program Income Plan and is reportable via the Annual Inactive Program Report for the 
first five years after administrative close-out of the Grant Agreement.  Miscellaneous Revenue shall be used 
to continue the same eligible CIG activities as long as blight and blighting influences exist in the Front 
Royal Downtown Revitalization Project Area.  After all needs are met in the Front Royal Downtown 
Revitalization Project Area, Inactive Program Income will be used for the following purposes: 

1. Miscellaneous Revenue may be used to eliminate blight and blighting influences within the Town’s 
commercial and residential districts, address related community development needs, and support 
economic development to the benefit of its citizens, particularly those of low and moderate means 
according to the priorities and locations established under “PROJECT AREA.” 

2. Miscellaneous Revenue may be also used for actual administrative costs.  At the time the Miscellaneous 
Revenue is expended, 10 percent of the expended Miscellaneous Revenue may be allocated for 
administrative purposes.  

TIMEFRAME 
The Town will make deferred loans to commercial property owners with 5-year terms, 0% interest, and no 
paybacks if the commercial property improved through a Façade Improvement Program deferred loan is regularly 
occupied/leased during the 5-year term.  The Town could make deferred loans through June 2020 as a part of this 
Front Royal Downtown Revitalization Project Grant Agreement and could receive Inactive Program Income and 
Miscellaneous Revenue from loan payments through June 2025.  Additional Inactive Program Income and 
Miscellaneous Revenue could be received upon property transfers.   

PROJECT AREA 
Activities will be carried out in the project area identified in the 2017 CIG application for the Front Royal 
Downtown Revitalization Project and subsequently affirmed by contract with VDHCD.  All projects funded 
with Program Income generated from the Front Royal Downtown Revitalization Project will be located 
within the Front Royal Downtown Project Area until there is no more need.  All Program Income realized 
(active and inactive) from the Front Royal Downtown Revitalization Project must be used according to the 
following priorities: 

1. Within the Front Royal Downtown Revitalization Project Area and used to continue the activity from 
which it was derived until all identified needs have been met. 

2. Within the Front Royal Downtown Revitalization Project Area and used on other eligible CDBG 
activities until all identified needs have been met. 

3. Within the jurisdictional boundaries of the Town of Front Royal and used for eligible CDBG activities, as 
permitted under the Housing and Community Development Act of 1974, as amended, until all identified 
needs have been met. 

FUNDS TO BE AVAILABLE 
1. Total projected Active Program Income, Inactive Program Income, and Miscellaneous Revenue for 

Next 7 Years (2018 through 2025, inclusive):  $0 

2. Term in Years for Each Deferred Loan: 5 years  
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3. Payback Schedule of Total Principle and Interest at 0.0%:   
 
 

Year 1  $0 Year 5 $0 
Year 2  $0 Year 6 $0 
Year 3  $0 Year 7 $0 
Year 4  $0   

 
 
ADMINISTRATION 
The Town Manager of Front Royal, as Grant Administrator and Certifying Officer, will be responsible for 
receiving any required deferred loan repayments.  The funds will be deposited in an interest-bearing escrow 
account and identified as revenue or expenditure.  Funds will be accounted for separately on the Town’s 
balance sheet.  Records will be kept on a fiscal year basis.  Records will show the amounts received by 
property owner’s name, separated as Active or Inactive Program Income and by contract and the income 
expended according to this Program Income Plan.  Copies of documentation will be placed in the 
appropriate file for each Façade Improvement project undertaken as a part of the Front Royal Downtown 
Revitalization Project Grant Agreement. 
 
The Town Manager will be responsible for filing an Annual Inactive Program Income Report with DHCD 
at the close of each Town/State fiscal year for a period of five years after administrative close-out of the 
Grant Agreement. 
 
The Town Manager may administratively approve specific proposals for use of accumulated Inactive 
Program Income and Miscellaneous Revenue.  Specific proposals for use of Inactive Program Income or 
Miscellaneous Revenue may originate from the Town Manager or any active management team or 
appointed oversight board assisting with the planning or implementation of a CDBG-funded project in 
accordance with an appropriate Project Management Plan and Program Design(s).  The Town Manager is 
responsible for managing the expenditure of said funds in compliance with CDBG regulations.   

CERTIFICATION 
I certify that this is the plan of this locality for use of income derived from the Community Improvement 
Grant Program after the current contract expires.  I further certify that the Town of Front Royal fully intends 
to carry out this plan, oversee its implementation, and assures that no other use of these funds will be 
allowed.  I certify that this locality will budget Program Income funds in a separate, distinct account and 
will maintain records documenting the use of those under the Home Investment Partnerships Act, as 
amended and Title I of the Housing and Community Development Act of 1974, as amended.  I understand 
that the Virginia Department of Housing and Community Development may review the receipt and 
expenditure of program income funds. 

 
 

__________________________________________  ________________________ 
Joe Waltz Town Manager, Town of Front Royal   Date 
Certifying Officer for the Front Royal Downtown 
Revitalization Project Community Improvement Grant 



Status of Pre-Contract Activities 
(Including Actions Necessary for Getting Under 

 Contract with DHCD for CDBG Funds) 

Front Royal Downtown Revitalization Project 
 

Federal Requirements (Other than ERR)   

Local (Section 3) Business & Employment Plan Approved by Town Council April 23, 2018 

✓ 
Non-Discrimination Policy Approved by Town Council April 23, 2018 

✓ 

Anti-Displacement Plan Approved by Town Council April 23, 2018 

✓ 

Fair Housing Certification Approved by Town Council April 23, 2018 

✓ 

Section 504 Policy Approved by Town Council April 23, 2018 

✓ 

Section 504 Self-Assessment To be performed by Town Staff 

✓ 

Advertisement of Non-Discrimination on the 
Basis of Handicap 

Published April 12, 2018 

✓ 

Advertisement Soliciting Local Employment Published April 12, 2018 

✓ 

Advertisement Soliciting Female, Minority, & 
Local Employees 

Published April 12, 2018 
✓ 

ERR / DHR  

Early Floodplain Notice Published April 12, 2018 

✓ 

Floodplain Management 8 Step Decision 
Making Process 

Completed June 4, 2018 

✓ 

Final Floodplain Notice Published June 4, 2018 

✓ 

ERR Notices/Letters, Research, Checklists, 
Text 

Complete, but awaiting response from ACHP  

DHR Programmatic Agreement Drafted, but awaiting response from ACHP  

ERR Publication Published June 4, 2018 

✓ 

Combined Notice of FONSI & NOI-RROF Drafted, to be advertised June 14, 2018  



RROF Certification to DHCD & PDC June 28, 2018  

Process Complete July 13, 2018  

Operations & Management   

Project Management Plan Drafted; roster needs to be complete; needs 
approval by Management Team only 

 

Façade Advisory Board Bylaws; Appointment 
of Advisory Board Members 

Drafted; roster needs to be complete; needs 
approval by Town Council 

 

Façade Improvement Program Design Drafted; needs approval by Management 
Team and Town Council 

 

Procurement   

Procure & Contract for Grant Management 
Assistance 

Procurement Complete, Awaiting DHCD 
Contract to Sign Contract with CPP 

 

Façade Architect Contract Addenda as needed  

DHCD Contract / Project Budget   

Prior-Authorization Request Transmitted on April 12, 2018 and Approved 
by DHCD. ✓ 

Resolution Authorizing Town Manager to Sign 
DHCD & Other Contracts and Appropriating 
Grant Funds 

Drafted, needs approval by Town Council  

Program Income Plan Drafted, needs approval by Town Council  

Pay-for-Performance Budget   

Project Budget, Final Update into CAMS   

Certification of Signatures   

 
Updated: June 13, 2018 (JFC) 
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    Work Session Agenda Form 
Item # 4 

 DATE:  June 18, 2018

AGENDA ITEM:    Liaison Committee Agenda Items 

SUMMARY: Council is requested to add items to the Liaison Committee Agenda for July 19, 2018. 
The Agenda from March 15, 2018 is attached. 

BUDGET/FUNDING: N/A 

STAFF RECOMMENDATION: Council takes desired action 
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