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MINOR HOME REPAIR ASSISTANCE PROGRAM 
Policies and Procedures 
(Program Year 2019-20) 

 
 

I. INTRODUCTION 

Lee’s Summit became an Entitlement community under the Community Development Block 
Grant (CDBG) program, a Federal Entitlement Program, through the U.S. Department of 
Housing and Urban Development (HUD) in 1994. As an Entitlement community, the City of 
Lee’s Summit (“City”) receives annual CDBG grant allocation to support local programs and 
activities that meet the established National Objectives and local priority needs. 

The City’s Minor Home Repair Assistance Program (“MHR”) utilizes CDBG funds allocated by 
the City Council through the adoption of the Annual Action Plan to provide financial assistance 
to existing homeowners of low-to-moderate income for needed exterior home repairs and 
sanitary sewer repairs. The CDBG funds are Federal funds provided to local governments for 
local programs and the use of such funds must be in full compliance with relevant Federal, State 
and local regulations. This Minor Home Repair Assistance Program Policies and Procedures 
manual outlines the City’s standard policies and procedures for the administration of this 
program to ensure compliance. 

II. PROGRAM APPLICABILITY 

Due to funding limitations, this program only applies to Minor Exterior Repairs or Minor 
Private Sanitary Sewer Repairs of Owner-occupied Single-family Detached Homes of 
homeowners whose household income is below HUD Income Limits. Homes must be located 
within the current city limits. 

III. PROGRAM ASSISTANCE 

The MHR provides funds in the form of a ZERO-INTEREST LOAN secured with a Three-year 
Lien placed on the property, forgivable if the applicant remains the owner of the property for 
three (3) consecutive years following the completion of the repairs and the home remains to be 
the primary residence of the applicant during that period. The maximum loan amount for minor 
home repairs is $10,000 per household, and $3,000 for minor sanitary sewer repairs. 

IV. PROGRAM ELIGIBILITY POLICIES 

This section outlines policies and criteria for eligibility determinations. Both the type of repair 
requested and the applicant must meet the eligibility criteria, as established below: 

1. ELIGIBLE HOME REPAIRS 

a. Exterior doors 
b. Windows/Glass 
c. Minor roof repairs 
d. Flashing or gutter 
e. Exterior paint 
f. Porch or steps (attached to the house) 
g. Tuck pointing of mortar foundation 
h. Broken masonry units on foundation 
i. Exterior walls and trim 
j. Front driveway (eligible only if other home repairs are approved for the same 

property) 
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2. ELIGIBLE SANITARY SEWER REPAIRS 

a. Private sanitary sewer repairs 
b. Private sanitary sewer improvements 

3. ELIGIBLE APPLICANT 

a. Applicant is the owner of record of the property; 
b. Total projected annual household Adjusted Gross Income during the upcoming 12 

months below the current HUD Income Limits, adjusted for household size (Refer to 
the INCOME ELIGIBILITY DETERMINATION POLICIES AND PROCEDURES for 
details); 

c. Applicant will remain the owner of the property for a minimum of three years; 
d. Applicant will live on the property as primary residence for a minimum of three years; 

and 
e. Applicant is agreeable to a monetary contribution for the approved repairs as 

determined by the City. 

4. CONFLICTS OF INTEREST PROHIBITED 

No Covered Person who exercises or has exercised any function or responsibility with 
respect to CDBG activities, or who is in a position to participate in a decision making 
process or gain inside information with regard to such activities, may obtain a financial 
interest or benefit from a CDBG-assisted activity, or have a financial interest in any 
contract, subcontract, or agreement with respect to a CDBG-assisted activity, or with 
respect to the proceeds of the CDBG-assisted activity, either for themselves or those 
with whom they have business or immediate family ties, during their tenure or for one 
year thereafter. Refer to City Council Ordinance No. 6819 for details regarding the City’s 
CDBG conflict of interest policies. 

V. PROCESS AND PROCEDURES 

For the MHR program, the City shall follow the process and procedures as outlined below: 
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1. City advertises MHR Program – At the beginning of each program year, the City will 
advertise the program using the City’s website, social media, press release, direct 
mailings and other media outlets. In addition to dissemination of information to the 
general public, the City may also directly target certain areas of the City or certain 
households to enhance effectiveness of its outreach effort. The advertising should include 
dissemination of information regarding the program, eligibility criteria, application process, 
submission deadline, review, prioritization and selection process and relevant regulations 
and requirements for the program. 

2. Tier I Environmental Review – Federal regulations require the City to conduct NEPA 
(The National Environmental Policy Act) Environmental Review for all CDBG funded 
activities. For the MHR program, a Tiered Review shall be conducted, which includes Tier 
I and Tier II reviews. It is the Federal policy as well as the City’s policy that no CDBG 
funds may be committed to any activity before the required Environmental Review is 
completed. The Tier I Environmental Review shall be conducted at the beginning of the 
program year prior to application reviews. The Tier I review is not location specific in 
nature and addresses environmental compliance covering environmental features and 
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hazards that will not have a direct negative impact on any given property for which the 
program will provide assistance. After Tier I review is complete and the Environmental 
Review Record (ERR) is created, the City shall publish in a local newspaper of the largest 
circulation a Notice of Intent to Request for Release of Fund (RROF) announcing a public 
review and comment period of 10 calendar days. The City shall make the ERR 
information available during regular business hours for public access and review. Public 
comments shall be accepted in written form. Following the public comment period, the 
City shall submit the RROF form to HUD for clearance. The Tier I review is complete 
when the City receives HUD approval. 

3. Application Review for Eligibility Determination – All applications received shall be 
date-stamped at the time of receipt and filed in a secure filing system. Applications shall 
be reviewed by the CDBG Administrator for completeness and eligibility. Incomplete 
applications will not be considered for assistance. The CDBG Administrator may request 
from the applicant additional information or documentation as deemed necessary for 
eligibility determination. Eligibility verification shall include ownership, location of the 
property, housing type, household size and household income. Eligibility determination 
shall be based on the eligibility criteria established in this policy manual. The CDBG 
Administrator shall complete and sign the Application Review and Eligibility Determination 
Form. 

4. Property Inspections to Verify Needs – The CDBG Administrator shall conduct onsite 
inspections of properties of all applicants who have been determined to be eligible for 
assistance. The inspections should be conducted in such a manner that the current 
conditions of the requested repair are documented clearly. Photographs and videos may 
be used for documentation, if appropriate. The inspection results will be analyzed to 
confirm the requested needs and will be used in the prioritization process. 

5. Evaluation and Prioritization – The CDBG Administrator shall evaluate and prioritize all 
eligible assistance requests using the established criteria, with an emphasis on the 
degree of severity and urgency of the needed repair. The household income level shall 
be taken into consideration in the prioritization process. The evaluation and prioritization 
results shall be documented in the MHR Master File. 

6. Selection of Properties and Repairs for Funding – The City shall make a selection, 
following the completion of its review, evaluation and prioritization, of properties and 
repairs for assistance. Not all requested repairs of a property will be selected for funding. 
Each selected property is limited to $10,000 for home repairs and $3,000 for sanitary 
sewer repairs. Depending on the availability of the MHR fund, some properties, though 
determined to be eligible for assistance, may not be selected for funding. These 
properties will be placed on a WAIT LIST for possible consideration should additional 
funds become available during the program year. The WAIT LIST shall expire at the end 
of each program year (June 30). 

7. Notification of Eligibility and Selection – The City shall notify the applicant its eligibility 
determination and selection decision. The notification shall include sufficient information 
as to the reasons for the determination and selection. It should also include information 
regarding the next steps needed forward as well as the Appeal Process for those 
determined to be ineligible or not selected for assistance. The appeal must be submitted 
to the CDBG Administrator in writing within five (5) business days of the receipt of the 
City’s notice. Being placed on the WAIT LIST is not appealable. The City has 30 calendar 
days to make a conclusion on the appeal and notify the applicant. It is important to note 
that the City’s eligibility and selection decisions DO NOT guarantee funding at the time of 
the decision. MHR funds shall be reserved with no commitment for the selected 
applicants at this point. MHR funds shall not be committed to any applicant or repair until 
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after all environmental reviews are complete and all legal documents are finalized and 
authorized. 

8. Tier II Environmental Review – The City shall conduct the required Tier II 
Environmental Review on properties selected for assistance. The Tier II review will 
include off-site reviews and on-site inspections. Off-site review typically involves review of 
information that can be obtained through sources other than the property itself, such as 
100-year floor hazard zone maps, sources of known environmental hazards, etc. On-site 
inspections involve both visual and odor examination of the property and its surrounding 
environment for identification of any contamination and potential health hazards. The 
review and inspection must be clearly documented. Section 106 review for historic 
preservation shall be completed and submitted to the Missouri State Historic Preservation 
Office (SHPO) for approval. Section 106 review shall be completed according to the 
Federal requirements. For properties built prior to January 1978, the MHR program 
assumes there is Lead-based Paint (LBP) Hazard on the property, therefore, no Lead-
based Paint Inspection will be conducted by the City (refer to Lead-based Paint Policies 
section for additional compliance information). The CDBG Administrator shall provide to 
all applicants approved for funding the EPA’s Renovate Right pamphlet and the 
applicants will be required to sign a certification form acknowledging receipt of the 
pamphlet. It is important to note that both Tier I and Tier II reviews must be completed 
before the assistance agreement is authorized. 

9. Meeting with Applicant to Review Assistance Agreement – The CDBG Administrator 
shall prepare the Minor Home Repair Assistance Agreement and meet with the applicant 
to go over all the policies, requirements, procedures, and deadlines included as a part of 
the agreement and answer any questions the applicant may have.  

10. Assistance Agreement Authorized by Applicant and the City – The applicant should 
understand all the stipulations in the agreement and agree to them before signing the 
document. Once the applicant signs the agreement, the CDBG Administrator shall send it 
to the Law Department for final review and clearance before it is forwarded for the City 
Manager’s signature. 

11. Radon Testing and Mitigation – HUD, through its entitlement programs, promotes 
healthy living environment free of hazardous materials, contamination, toxic chemicals 
and gasses, and radioactive substances. It is the City’s policy to require all homes 
selected for assistance to be tested for Radon levels. The applicant is responsible to get 
the test done and submit the test result to the City. Radon test may not provide accurate 
result dependent upon the time of the test. The City may request a second test done at a 
different time to obtain a result for comparison or result adjustment. The City will provide 
information on Radon Testing and the Radon Test Kit and Analysis is normally free of 
charge through government programs 

(https://health.mo.gov/living/environment/radon/testkit.php) or a minor cost to the 
applicant through a private source. Radon is a radioactive gas that cannot be seen, 
smelled or tasted. Radon gas is a natural substance that can be found in the dirt and 
rocks beneath houses, in well water and in some building materials. It can enter homes 
through soil, crawlspaces, foundation cracks, floors and walls. Once inside, it can 
sometimes become trapped in your home. All homes have some radon gas. Breathing 
high levels of radon can put people at risk for lung cancer. If the Radon test result is over 
the dangerous level, Radon Mitigation will be required at the MHR program’s expense, if 
MHR funds are available, or as determined by the Director of Development Services. 
After Radon testing is complete, the City may authorize the approved repairs to proceed 
pending mitigation if the test result is over the established limit. 

12. Applicant Obtains Contractor Quotes/Bids – The approved applicant has the 
responsibility to seek a minimum of three competitive contractor quotes/bids for each 

https://health.mo.gov/living/environment/radon/testkit.php
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approved repair within 45 calendar days of the signing of the Assistance Agreement. 
During the process, the applicant should provide the contractor the Contractor Eligibility 
Policies provided by the City to ensure the contractor is eligible to carry out CDBG funded 
work. The applicant submits the obtained quotes/bids to the City. Quotes/bids from a 
family member or a relative of the applicant is prohibited to avoid the appearance of a 
conflict of interest. Less than three quotes/bids may be acceptable if the applicant can 
demonstrate that efforts have been made without success in securing three quotes/bids.  

13. Contractor Quotes/Bids Review and Selection – The CDBG Administrator shall 
conduct verification of Contractor eligibility based on the Contractor Eligibility Policies. 
Contractors debarred from the Federal Government are not allowed to be involved in any 
contract work where Federal funds cover a part of or the entire project. The CDBG 
Administrator shall conduct a Federal database search using SAM.GOV to verify the 
contractor’s status and document the search process and results. The Contractor may be 
required to provide additional documentation as determined by the CDBG Administrator. 
Contractors’ eligibility must be verified and determined before authorized to carry out any 
repairs. The selection process shall be completed by both the applicant and the CDBG 
Administrator. Under normal circumstances, the lowest bids should be selected. In case 
the applicant objects to the lowest bid, a higher bid may be considered if the applicant 
can provide legitimate reason for the objection. When selected bid(s) exceeds the 
allowable maximum from the MHR funds, the applicant should be given the option to 
agree to pay the Contractor the difference, in addition to the contribution obligation. 

14. City Issues Notice to Proceed – The CDBG Administrator shall mail a Notice to 
Proceed (NTP) to the applicant when all the prerequisites have been met. The applicant 
notifies the contractor to start making construction arrangements. It is strongly 
encouraged that the applicant and the contractor enter a binding contract for the repairs 
to be enforced by the two parties. However, the City should not be a part of this contract. 

15. Contractor Obtains Building Permits, as Required – Certain residential rehab work 
requires a building permit to be issued by the City. The Contractor shall be required to 
check with the City and obtain required permits before starting work. 

16. Contractor Carries Out Approved Repairs – The applicant has the responsibility to 
coordinate with the contractor and to monitor progress and the process of construction. It 
is also the applicant’s responsibility to communicate with the CDBG Administrator should 
issues or concerns arise. For properties that are subject to LBP compliance, the CDBG 
Administrator shall conduct onsite monitoring during construction to ensure the contractor 
uses the federally mandated Safe Work Practices and document the process. 

17. Applicant Notifies the City for Final Inspection – When the repair is complete, the 
applicant should inspect the results and notify the CDBG Administrator for a final 
inspection. 

18. CDBG Administrator Conducts Final Inspection – The CDBG Administrator shall 
conduct a final inspection of the completed repairs and document inspection results. The 
purpose of the City’s inspection is to ensure work is done according to the approved 
scope of work and specifications and the results comply with the City’s Building Code. 
The City’s inspection will not verify the quality of the repair or the product installed. 
However, the City has the responsibility to ensure that public investments are used 
appropriately and have achieved expected results. It is recommended that the applicant 
obtain some level of warranty for the work/product from the contractor satisfactory to the 
applicant. Should the City’s inspection identifies non-compliance, the CDBG 
Administrator shall provide to the contractor the inspection report and required corrective 
actions the contractor needs to take before a set deadline. When the corrective actions 
are complete, the CDBG Administrator shall inspect the results again. No payments shall 
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be made to the contractor before the final inspection is completed and the result is 
satisfactory to the City and the homeowner. 

19. The Applicant Signs Satisfaction Certification – When the repairs are completed and 
pass all inspections, the Applicant shall sign the Satisfaction Certification (provided by the 
City) and submit it to the CDBG Administrator. The applicant must be able to provide 
legitimate reasons for refusing to sign the Satisfaction Certification. 

20. City Issues a Purchase Order (PO) for the Contract Work – The City issues a PO at 
the request of the CDBG Administrator and provides the Contractor the PO number for 
billing purposes. If the contractor has not been set up in the City’s financial system as a 
Vendor, the contractor shall be required to submit a recent W-9 Form to the City. 

21. Contractor Submits Invoice to City for Payment – The Contractor should submit an 
invoice to the CDBG Administrator for payment processing. The invoiced amount for City 
payment must match the amount from the original quote/bid approved by the City after 
deduction of the homeowner contribution amount. The City shall not be subject to any 
contractor fees and charges in addition to the City portion of the repair cost. 

22. City Reviews Invoice and Processes Payment – The CDBG Administrator shall review 
the contractor’s invoice and compare it with the approved bid and scope of work for 
accuracy. A payment request will be prepared and approved by the department 
designated approver. The Accounts Payable (AP) processes the payment request and 
issues a payment check to the contractor. The applicant shall make payment to the 
contractor for the contribution amount and any additional amount over the MHR fund 
amount as agreed to by the applicant. 

23. City Files 3-year Lien – The CDBG Administrator shall file a 3-year lien for the 
applicant’s property with the County Recorder of Deeds immediately after the City’s 
payment is made. Should the ownership of the property change or the applicant stops 
living on the property as primary residence before the lien expires, a refund equal to the 
amount of the MHR assistance for the property must be remitted to the City by the 
applicant. 

24. City Files Request for Release of Lien – On or immediately after the expiration date of 
the lien, the CDBG Administrator shall file a request with the County Recorder of Deeds 
for lien release. 

VI. CONTRACTOR ELIGIBILITY POLICIES 

A contractor shall meet the following criteria to be eligible for carrying out MHR funded repairs: 

1. Business License – The Contractor shall have or obtain, prior to beginning the Work, a 
current and valid City business license. 

2. Insurance – The Contractor shall have and maintain comprehensive general liability 
insurance and other insurance as is appropriate for the work to be performed. 

3. Certifications – The Contractor shall possess all required Federal, State, and City 
certifications, and licensing for the scope of work to be performed. 

4. W-9 Form – The Contractor must have a W-9 form on file with the City prior to beginning 
the contract work or submit one to the City. 

5. Lead-based Paint Certification – The Contractor must possess appropriate certification 
pursuant to any and all Federal, State, and local Lead-based Paint requirements. Proof of 
LBP certification and lead-safe work practices certification is required. 

6. No Appearance of Conflict of Interest – The Contractor must not be a family member 
or a relative of the applicant of the MHR assistance. 
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7. Clear of Prior Violations and Unsatisfactory Performance – The Contractor must be 
clear of any prior violation of a City contract or MHR contract or of any City Codes and 
regulations. A contractor may be prohibited from carrying out a MHR project due to 
unsatisfactory performance in carrying out any prior MHR work as determined by the City. 

8. Clear of Federal Debarment – The Contractor must be clear of any Federal debarment 
decisions that can be substantiated through a search in the Federal database. 

VII. APPLICANT CONTRIBUTION 

The approved applicant is required to contribute a share of the fix-up cost. The 
contribution amount will not be below $20 or above $500, and will be scaled based on 
household income and the cost of repairs. The CDBG Administrator will calculate the 
contribution amount before meeting with the Applicant to discuss the Assistance 
Agreement and will make it known to the applicant. The contribution amount shall be 
included in the Assistance Agreement. The applicant may be required to produce proof 
that the contribution has been paid to the contractor before the City processes the 
contractor’s invoice. 

VIII. REPAYMENT AND REFUND OF THE LOAN 

The MHR assistance is a Zero-Interest Loan, forgivable when all the following 
conditions are met: 

1. The applicant has fulfilled the contribution obligation. 

2. The applicant has no violation of the 3-year lien before the lien expires. 

The applicant shall be required to refund the entire loan without interest should there be 
a lien violation on the part of the applicant in order for the City to file a lien release. 

IX. LEAD-BASED PAINT POLICIES 

Homes built before January 1, 1978 are subject to Lead-based Paint compliance. The 
City has determined to use one of the allowed methods for LBP compliance. This 
method allows the City to presume that all residential structures built before 1978 
contain LBP hazards without any inspection or testing to prove it. Federal regulations 
require that residential rehab must be performed by LBP licensed contractors using the 
“Safe Work Practices” when LBP presumption method is used. The contractor shall be 
required to provide proof of LBP certification and license. The CDBG Administrator shall 
conduct onsite monitoring to verify compliance and document it. 

X. RESERVATION OF MHR FUNDS FOR EMERGENCY REPAIRS 

The City maintains the power of reserving up to 10% of the City’s annual MHR funds 
each year for special cases or urgent needs as determined by the Development 
Services Director of homeowners with financial hardships for critical code violation 
abatements outside the normal application process by following a separate guideline 
and procedure. Funds from such reserve may be released at any time during the 
program year by the Director of Development Services for use to fund any other MHR 
activities to prevent delays in use of such funds. 

XI. PROTECTION OF INTEGRITY OF THE PROGRAM 

To protect the integrity of the public funds and achieve a maximum impact, the City’s 
selection process will focus on assessing and prioritizing requested repairs based on 
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the greatest need in terms of household income, the current conditions of the items 
needing repairs and the extent of repair necessary. The City will determine the 
appropriate level of repairs based on the current building code and other relevant local 
standards and regulations. Any repairs exceeding what the City determines to be 
appropriate will not be approved for funding, even if the applicant’s allowable assistance 
maximum is not reached under this program. As determined by the CDBG 
Administrator, certain repairs may require detailed specifications for the proposed 
construction or product.  

XII. PROTECTION OF PERSONALLY IDENTIFIABLE INFORMATION (PII) 

The City’s current policy states that “The City of Lee’s Summit understands the 
importance of safeguarding customer information. The City is responsible for managing 
the information it stores, processes, and transmits in support of its business functions in 
accordance with federal laws and regulations.” PII is defined as information that directly 
identifies an individual (e.g., name, address, social security number or other identifying 
number or code, telephone number, email address, etc.) or by which an agency intends 
to identify specific individuals in conjunction with other data elements. These elements 
may include a combination of gender, race, birth date, geographic indicator, and other 
descriptors. 

It is the City’s policy that PII to be collected through the MHR program shall be limited to 
what is required for compliance of federal regulations and CDBG program policies and 
that all PII of a MHR applicant or beneficiary must be maintained in a secure system to 
which only authorized personnel has access. 

XIII. APPLICANT INCOME ELIGIBILITY DETERMINATION POLICIES AND 
PROCEDURES 

Refer the City of Lee’s Summit Community Development Block Grant Program Income 
Eligibility Determination Policies and Procedures. 

XIV. APPLICANTION PROCESS AND REQUIREMENTS 

Homeowners wishing to apply for MHR loans must complete the following steps after 
the City formally announces the application period: 

1. Obtain and review all MHR program information provided by the City, including, but not 
limited to the following: 

a. MHR program policies and procedures manual; 
b. Income Eligibility policies and procedures; 
c. Application Form; and 
d. Any addition information regarding the program. 

2. Complete the Eligibility Self-check to determine eligibility; 
3. If Self-check results suggest the homeowner may be eligible, gather all required 

information and supporting documents for application; 
4. Complete the Application Form in its entirety and attach all required supporting 

documents; 
5. Review the completed application to make sure no required information is missing and 

sign it; 
6. Submit the application to the City before the announced deadline; and 
7. Provide additional information, if requested by the City, in order to complete the 

application process. 
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APPENDIX 

HUD FY 2019 Income Limits 

Household Size 1 Person 2 Person 3 Person 4 Person 5 Person 6 Person 7 Person 8 Person 

80% of MFI $46,350 $52,950 $59,550 $66,150 $71,450 $76,750 $82,050 $87,350 
Effective as of April 24, 2019. 

 


