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Example
• Rango County
• Hurricane Harvey contract for

$6,410,600 for ditch and culvert
repair executed 2/1/2021

• Mitigation contract for $1,182,000
for construction of a detention
pond executed 1/1/2022

• Rango County must submit
required reporting to the GLO for
both contracts throughout the
period of performance of their
contract
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• Pursuant to Sections 4.02, 4.03 and 4.04 (If
applicable) of the GLO Contract subrecipients are
required to submit quarterly and monthly reports to
track program activities, budgets/drawdown,
milestones, and outcomes.

• These reports vary by program (Harvey vs. MIT) but
are similar and can be found as attachments in your
associated GLO contracts.

• Failure to submit reports to the GLO in a timely
manner may lead to withholding of payments,
pending Subrecipient’s correction of the deficiency.
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Reporting 
Requirements

T E X A S  G E N E R A L  L A N D  O F F I C E
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MONTHLY 
ACTIVITY 
STATUS 
REPORT
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• To complete the Monthly Activity Status
Report, you will need to know what
Milestone phase each of your project
sites is currently in.

• In addition to identifying the current
Milestone, you will need to provide more
info on what the current status of each
project site is.

• You will need to track (if applicable) the
program income generated through each
project site activity.
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Milestones

Harvey Milestones reporting tab
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Harvey Monthly 
Activity Status Report
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Harvey Monthly Report Example 2
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Harvey Monthly 
Activity Status Report



• Pursuant to Sections 4.02 of the GLO
Contract, subrecipients are required to
submit monthly status reports for the
scope fo work identified in the
Attachment A

• CDBG-MIT monthly report due: 5th of
every month following the reporting
period

• Reports are due for the duration of the
Contract (review contract for terms)

• Report should include all TIGR
Milestones for each phase & identify
whether the project is on schedule
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Mitigation Monthly 
Activity Status Report

CDBG-MIT Instructions tab
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CDBG-MIT Monthly Report Example 1
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Mitigation Monthly 
Activity Status Report

• Complete one Project Milestone Chart
that encompasses all activities

• Subrecipients will input whether a
milestone is pending “P” or complete “C”

• Milestones phases are not considered
complete until all activities have
completed that phase.
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CDBG-MIT Monthly Report Example 2
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Mitigation Monthly 
Activity Status Report

• Subrecipients should enter “yes” or
“no” to indicate whether the project
milestone is on schedule.

• If “no”, describe the improvement plan
to get back on schedule

• Input project status concerns
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CDBG-MIT Monthly Report Example 3

C O M M U N I T Y  D E V E L O P M E N T  A N D  R E V I T A L I Z A T I O NT E X A S  G E N E R A L  L A N D  O F F I C E

Mitigation Monthly 
Activity Status Report

• Each Performance Statement
(Attachment A) Activity budget
should be reported separately

• The Total Budget and Total
Expended columns should
reflect the accurate totals at the
end of the performance period



• Subrecipient Monthly Activity Status Report is Attachment F of
the GLO Contract

• Non-Mitigation (15/16/Harvey):
https://recovery.texas.gov/documents/grant-

administration/grant-implementation/infrastructure-forms/s1-
subrecipient_att_f---monthly-report.xlsx
• MIT:
https://recovery.texas.gov/documents/grant-
administration/grant-implementation/infrastructure-
forms/mitigation-monthly-report.xlsx
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Reporting 
Template
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HUD Contract 
Reporting
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• Public Law 113-2 requires grantees “to
maintain on a public web site
information accounting for how all grant
funds are used, including details of
contracts and procurement processes”

• Section 4.03 of the GLO contract
requires subrecipients to submit HUD
Contract Reporting monthly or quarterly
as indicated in the respective contract

• Subrecipients are required to submit this
completed form to
cdrsubsreporting@recovery.texas.gov

• Best practice is to copy your GLO Grant
Manager as well

• Subrecipients will need the Grant
information and their vendor contract
information to complete the report
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HUD Contract 
Reporting

Public Law 113-2 Contract Reporting Template
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HUD Monthly Report Example
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HUD Contract 
Reporting 
Instructions

Grant Number can be found 
as the Federal Award Number 
on the first page of the GLO 
Contract

Input the Total Contract 
amount that is in the 
executed vendor 
agreement regardless of 
funding source

Input the amount of 
the vendor contract 

that will be paid for by 
CDBG funding

Input the 
Scope of 
Work of the 
vendor 
contract

Subrecipient 
who holds 
the vendor 
contract

The Grantee is the Texas- GLO

Period of 
Performance of 
vendor contract

Vendor

Vendor 
DUNS



• HUD Contract Report is  Attachment H of the GLO contract
• Applies to Non-MIT (15/16/Harvey) & MIT contracts
• Accessible at https://www.hudexchange.info/resource/3898/public-

law-113-2-contract-reporting-template/
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Reporting 
Template
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https://www.hudexchange.info/resource/3898/public-law-113-2-contract-reporting-template/


Section 3 
Reporting
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• Section 3 of the Housing and Urban
Development Act of 1968, as amended, requires
the GLO to ensure that training, employment
and other economic opportunities generated by
CDBG programs shall be directed, to the
greatest extent feasible to low- and very low-
income persons.

• Subrecipients required to submit both quarterly
and annual Section 3 reports to demonstrate
efforts to meet the GLO’s Section 3 goals, the
results of actions taken, and impediments
encountered (if any)

• Reporting required for contracts over $200,000

Section 3
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Section 3 Quarterly and Annual Reports
• Contracts executed prior to November 30, 2020

(Legacy Projects)
• Quarterly:

https://recovery.texas.gov/documents/grant-
administration/grant-implementation/infrastructure-
forms/s3-section-3-quarterly-report.xlsx

• Annual:

https://recovery.texas.gov/documents/grant-
administration/grant-implementation/infrastructure-
forms/s7-section-3-annual-summary-report.xlsx
• Contracts executed after November 30, 2020

• Reports to be submitted in TIGR

Reporting 
Template
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• Similar Quarterly and Annual Reports. Annual
report compiles the information from all the
quarterly reports for that year

• Input award and Subrecipient Information
• Part I: Input employment and Training

information.
• Ensure to complete columns B,C, and F to

report all new hires, section 3 new hires, and
section 3 trainees

• Part II: Input monetary amounts of all
construction and non construction contracts
awarded including information about any
Section 3 businesses awarded

• Part III input information about all the efforts
taken to hire and or train section 3 residents
and businesses.
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Legacy Project Reporting



• From the Contracting &
Compliance top level
navigation tab, select Manage
Change Requests, Single Audit
& Section 3
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Section 3 
Reporting in TIGR
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• The Manage Contract
Change Requests, Single
Audit Certifications and
Section 3 Reports page
is displayed
• Click the dropdown
to view contracts for the
organization associated
with your profile
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Section 3 
Reporting in 
TIGR
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• Click the dropdown to open the
contract
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Section 3 
Reporting in TIGR



• The Create, Edit and Submit Draft Change
Requests, Single Audit Certifications and
Section 3 Reports page is displayed

• In the Section 3 Reports area of the page,
click Create
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Section 3 
Reporting in TIGR
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• The Create pop up is displayed
• Enter the Fiscal Year and select the
Reporting Quarter

Section 3 Reporting in TIGR
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Section 3 
Reporting in TIGR



• The Section 3 record is displayed in the table. Click Edit

Section 3 Reporting in TIGR
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Section 3 
Reporting in TIGR



• The Edit popup is displayed
• Complete the form and click Submit

Section 3 Reporting in TIGR
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Section 3 
Reporting in TIGR
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• The popup
closes and the
system is
updated to
show that the
Section 3 report
is submitted

Section 3 Reporting in TIGR
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Section 3 
Reporting in TIGR
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QUESTIONS?
1-844-893-8937

cdr@recovery.texas.gov

Texas General Land Office

@glotx

@txglo
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