Form 16 
CDBG – PROJECT TIMELINE/SCHEDULE OF COMPLETION
Instructions

	Time frames requested/indicated on Form 16 will be used to determine the length of the 	contract with ADOH that is appropriate to the activity type. Implementation components (project milestones) already completed and recipient capacity for implementing must be considered when developing the timeline. 

A Project Timeline/Schedule of Completion is used to define the readily identifiable major events which must be accomplished to initiate and implement the CDBG-funded activity, and includes all tasks of the proposed activity, both CDBG funded and non-CDBG funded. The Project Timeline/Schedule of Completion will convey to the CDBG Program how the activity will proceed, and must show any dependent relationships with other activities.

	All CDBG funds must be drawn down within the contract period. Each activity must be completed (i.e., a National Objective benefit achieved) within the contract time period. However, in some cases non-CDBG funded components of an activity may take longer to complete, e.g., the construction of new housing by a private developer or the creation of jobs by a business. 

	RECIPIENT INFORMATION: Beginning at line 5 column B – complete the green shaded boxes with the requested information. 

CONTRACT SCHEDULE/CONTRACT DATE/COMPLETE ? : Beginning at line 14 insert the major events or components in column A under the heading “Contract Schedule”. Then insert the anticipated completion date for each of the major events or components in Column F under the heading “Contract Date”. If an event or component of the CDBG Activity has already been completed (e.g. engineering, construction drawings, ERR), indicate the word YES in Column G under the heading “Complete ?”.  If the event has not been completed, simply leave this column blank.

EXAMPLE CONTRACT SCHEDULE EVENTS OR COMPONENTS:  Pre-award approval; Procurement of engineer; ERR; engineering; easement acquisition; procurement of construction contractor; construction etc. For further information please see the SAMPLES provided in the CDBG Application Handbook. 

PROJECT TIMELINES SHOULD BE REALISTIC TO THE PROJECT TYPE. For example procurement of equipment (e.g. Kitchen, Fire Truck etc) is usually about a 12month or less activity where street improvements (e.g. drainage, sidewalk etc) may take closer to 24 months. 

ADDITIONAL NARRATIVE INFORMATION: If additional space for entering major events or components of the project is needed attach a separate page, identify it by number and reference it in the space proved at line 28 of the spreadsheet. Other relative narrative information if applicable can also be included in this space.  For example, if there is a relatively long time between milestones for some reason, this is where you should provide an explanation. 

The Form 16 CDBG - Project Timeline/Schedule of Completion will be translated onto the recipient’s Performance Report/Schedule of Completion (Attachment B) to the Funding Agreement when awarded. Recipient will then use the Attachment B for quarterly reporting or for indicating any changes to the awarded activity’s Project Timeline/Schedule of Completion. 
