ATTACHMENT 9-6

MBE/WBE CONTRACTING ANNUAL REPORTING FORM 

(Form HUD 2516)

Instructions

All grantees with open CDBG and NSP projects are required to submit a HUD Form 2516 annually to report contracting activity with Minority Owned and Women Owned Businesses. 
Note the following when completing HUD Form 2516, “Contract and Subcontract Activity:”
· If the project submitted a Final Performance Report (FPR) during the previous fiscal year, the reporting period starts on July 1 and only includes up through the FPR submittal date.  
· Do not include any contracts or subcontracts reported previously, as the HUD 2516 is specific to the reporting period and is not cumulative.

· If a project has been funded out of multiple years, include CDBG/NSP funds for all program years. 
· Do not report the entire contract dollar amount if CDBG/NSP funds are only a portion of the total contract. Report only the CDBG/NSP funds.
· Column 7c has only three options from which to choose for non-housing projects, listed under CPD at the bottom left of the page.  The “3 = Other” category includes: supplies, engineering, professional services, administration, and all other soft cost activities except construction. Construction or Demolition contracts should be categorized as “1 = New Construction.” Do not report any contracts/activities under the “2 = Education/Training” category.  
· The total of the “3 = Other” contract amounts should equal the “Non-Construction” contracts total from Page 2 on Form HUD 60002.
· The Office of Small and Disadvantaged Business Utilization has not revised Form 2516 to reflect additional racial and ethnic categories. Therefore, you must select one of the options provided.

NEW THIS YEAR: Each reporting region/administrator is asked to complete the included excel spreadsheet entitled Section 3 and Contracting Compilation Form. There are three sheets tabbed at the bottom; Instructions, a sample form, and the fillable blank form. .
WVDO Instructions for Completing the HUD FORM 2516 
1. Grantee/Project Owner/Developer/Sponsor/Builder/Agency
Enter the name of the unit of Local Government Grantee.

2. Location (City, State, Zip Code)
Enter the mailing address of the Grantee.

3. a) Name of Contact Person 
and 
b) Phone Number (including area code)
Provide the name and phone number of the Grant Administrator (the person with knowledge about the HUD 2516).
4. Reporting Period

Check the box; it should be prefilled with recently ended fiscal year.
5. Program Code

Leave Blank
6. Date Submitted to Field Office
Enter the date submitted to WVDO.
7. Items A-J

A. Grant/Project Number: Enter the CDBG Project Number.
B. Amount of Contract or Subcontract: Enter the CDBG dollar amount (Excluded non-CDBG funds) rounded to the nearest dollar. If the subcontractor ID number is provided in 7h, the dollar figure will be for the subcontract only and not for the prime contract. Reporting of contracts and subcontracts of less than $10,000 CDBG funds is optional, unless they represent a significant portion of the CDBG project’s contracting activity.
C. Type of Trade: Enter a 1 or 3 as described above to best represent the contractor/subcontractor service. If the subcontractor ID number is provided in 7h, the type of trade code will be for the subcontractor only and not for the prime contractor. 

D. Business Racial/Ethnic Code: Enter the numeric code (see listing at bottom of form) which indicates the racial/ethnic character of the owner(s) and controller(s) of 51 percent of the business. When 51 percent or more is not owned and controlled by any single racial/ethnic category, enter the code which seems most appropriate. IF the subcontractor ID number is provided, the code will apply to the subcontractor and not to the prime contractor.

E. Women Owned Business: Enter Yes or No.

F. Contractor Identification (ID) Number: Enter the Employer (IRS) Number of the Prime Contractor (required). If the Contractor Identification (ID) is a Social Security number, use the format “xxx-xx-1234”.
G. Section 3 Contractor: Enter Yes or No. This portion of the form must reconcile with the Form HUD 60002. If yes, it must have been reported on the 60002. If no, it must not have been reported on the 60002. Ensure contract amounts match if appearing on both forms.  Note: Regional Planning and Development Councils do not count as “Section 3 Contractors.” 

H. Subcontractor Identification (ID) Number: Enter the Employer (IRS) Number of the Subcontractor (required). When the Subcontractor ID Number is provided, respective Prime Contractor ID Number must also be provided. If the Subcontractor Identification (ID) is a Social Security number, use the format “xxx-xx-1234”.
I. Section 3 Contractor: Enter Yes or No. This portion of the form must reconcile with the Form HUD 60002. If yes, it must have been reported on the 60002. If no, it must not have been reported on the 60002. Ensure contract amounts match if appearing on both forms.
J. Contractor/Subcontractor Name and Address: Enter this information for each firm receiving contract/subcontract activity. If there are no new contracts for the project that were awarded during the applicable fiscal year, please add a note stating “No contract activity during report period.”
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