

City of Waterbury
 Community Development Program
List of Recommended Documents to be Maintained


The following is a list of documents that each agency should maintain.   Some may not be applicable (i.e. contract bids etc.) for your program/agency, but in general most of these apply to public service agencies. Although you may keep some of these documents electronically, they should also be kept in hard copy and maintained in a fire-safe location.  Although some of these documents are already incorporated into your sub recipient contract, we are providing a binder so that they can be organized for easy access.   All documents should be kept for a minimum of five (5) years. 

____Original Funding Application

____Any Amendments/Revisions to Application

____Notice of Grant Award

____Correspondence with Grantee

____Articles of Incorporation

____Nonprofit Determination

____List of Board of Directors

____Records of Board Meetings; Board Minutes

____Authorization of Agency Official to Request Funds/Enter into Contract

____Organization Chart of Employees and Staff

____Financial Statements/ Audit

____Conflict of Interest Statement

____Plan for Compliance with National Objective (will address on applications)

____Budget for CDBG/ESG Funds

____Program Budget

____Narrative of Scope of Work /Description of Program 

____Documents on Leveraging of Funds

____Financial Accounting Records

____Anti-Discrimination, Fair Housing, EEO, ADA 504 Certifications (if applicable)

____Drug-Free Workplace Policy

____Certificate of Insurance

____Client-Intake Data Forms (income, ethnicity documentation)

____Monitoring Correspondence: Letters; Reviews; All Correspondence

____Bills/Expenses/ Receipts

____Staff Timesheets

____General Memos and Correspondence
                
________________________________________________________________________


· Copies of Required Reports: Monthly Daily Benefit Activity Reports, Quarterly & Final Close-Out Reports
· Payroll Records (if applicable)
· Supporting Documentation on Project Outputs/Outcomes; Demographics etc.
· Financial Status Reports
· Drawdown Request Forms
· Executed Contracts with Bid Documents (if applicable)
· Board Approvals of Contracts (if applicable)
· Davis Bacon Certified Payrolls (if applicable)



Effective October, 2024
