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LEGAL NOTICE INVITATION TO SUBMIT PROPOSALS TO CONDUCT A MEDIAN AND
LOW INCOME HOUSEHOLD SURVEY FOR THE TOWN BRUNSWICK 

The Town of Brunswick, New York has issued this Request for Proposals for the purpose of 
selecting a qualified firm to develop, conduct and analyze a Median and Low Household Income 
Survey for the Town of Brunswick. A scope of services is included. 

Proposals must be submitted no later than 1:00 P.M. on Tuesday, March 19, 2019. Firms must 
submit three (3) completed hard copies in a sealed envelope clearly marked “Proposals for 
Median and Low Household Income Survey.” All proposals must include all costs in one sealed 
envelope clearly labeled as such. Proposals shall be mailed or hand delivered to: 

William Lewis Town Clerk 
 Town of Brunswick 

 336 Town Office Rd Troy NY 12180 
Re: Proposals for Median and Low Household Income Survey 

Proposals submitted must include all information and documents as requested in this request 
for proposals. No oral or electronic proposals, including those sent by facsimile or via email, will 
be accepted or considered. All proposals received after the submittal time will be rejected and 
returned unopened. The Town reserves the right to reject any or all proposals and to waive any 
informality. Proposal packets are available online at www.TownofBrunswick.org or at the 
Brunswick Town Hall, 336 Town Office Rd, Troy, New York. 

Proposals will be opened and evaluated in private and proposal information will be kept 
confidential until an award is made. 

Questions shall be addressed to: 
William Bradley 

Superintendent of Water  
Town of Brunswick 
336 Town Office Rd 

Troy NY 12180  
wbradley@TownofBrunswick.org 
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SPECIFICATIONS 

I. BACKGROUND

The Town of Brunswick is looking for grants and low interest loans to fund a number of water, sewer and 
dam infrastructure projects in the Town.  There may be potential areas of the Town which may meet the 
income requirements to get these grants and low interest loans.  

The Community Development Block Grant Program and the New York State Environmental Facilities 
Corporation grant and low interest funding programs are used to allocate dollars to municipalities for 
implementation of community projects. The projects typically include sewer/water improvements, road 
reconstruction, park improvements, and a variety of similar activities. An important criterion for funding 
projects through these programs pertains to the ultimate beneficiaries of the project, the primary 
beneficiaries must be low-income or low/moderate-income persons.  One way to satisfy these criteria is 
to document that 51 percent or more of the persons benefiting from a project fall within this income 
group.  

II. PURPOSE

The purpose of this request for proposals (RFP) is to plan and conduct a community-wide income survey 
of all users of the Water and Sewer system in the Town of Brunswick for the purpose of gathering 
information regarding household income and to establish Median Income and the Low Moderate income 
of the Town residents.  This information will be used to determine if the Towns is eligible for Grants or 
low interest loan for improvement to the Water and Sewer Systems in the Town. This will be the first 
comprehensive Median and Low Household Income Survey conducted by the Town. 

As noted above, one method for determining a project's eligibility is to identify its area-wide benefit to 
low and moderate income households. In order to be eligible under this category there must be 
documentation either through the federal census or an income survey which notes that the majority of 
the beneficiaries of the project are low- and moderate- income. 

Over the years, numerous municipalities, although ineligible under the broader area census information, 
are able to show that the beneficiaries of a particular project are within the eligible income group by 
virtue of an income survey carried out by municipal employees or a subcontractor to the municipality. 
The task of undertaking such a survey can be burdensome to municipalities, especially to those lacking 
staff resources. 

It is therefore the desire of the Town of Brunswick to engage the services of an appropriate consulting 
firm who would be available to conduct income surveys when requested by the Town of Brunswick. 
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III. OBJECTIVE

The Town of Brunswick is seeking a statistically valid Median and Low Moderate Income Survey. The 
selected respondent will be responsible for formulating a survey questionnaire based on staff input and 
national and/or regional benchmark data, conducting a statistically valid survey, analyzing the survey 
responses and presenting a complete report to staff and the Town Board. Reference should be made to 
Appendix A to this RFP. Appendix A describes a suggested survey methodology for determining 
low/moderate-income status for various community development block grant service areas. The 
procedures outlined in the attachment are those desirous by the Town to be undertaken by the selected 
consulting firm. This information should be reviewed prior to your response to this RFP. The type of 
survey may be telephone, mail, or door-to-door. The Town of Brunswick requires the successful firm to 
include time for door-to-door interviews to get the best possible response. 

General Process and Schedule 

Estimated Selection Process Steps Date(s) 

Release of Request for Proposals (RFP) March 6, 2019 

Proposals Due March 19, 2019, 1 PM 

Interview of Finalist(s) (If needed) March 28, 2019 

Estimated Town Board Approval April 11, 2019 

Estimated Engagement start April 15, 2019 

Completion Date July 1, 2019 

IV. SCOPE OF WORK

The final project scope, responsibilities, and tasks will be determined with the preferred vendor who is 
selected. The successful vendor will need to demonstrate ability to perform the following scope of services: 

a. Present and implement current best practices in municipal income survey work;
b. Work collaboratively with the Town of Brunswick staff to determine the income survey

methods and questions to comply with the grant and loan programs the Town wishes
to apply for;

c. Develop survey questions and sequencing;
d. Create the format and survey tools;
e. Assist in drafting survey-related communications for Town publication and notification;
f. Generate survey list based on the Town’s water and sewer billing database, currently estimated to

be 2800 units in the service areas.  There are 3 water districts and 13 sewer districts.  The Sewer
districts overlap with the water districts. Figure 1 Town of Brunswick Water District Overview

g. Administer the survey tool, including printing and mailing. Alternative survey distribution
methods may be added as an alternate proposal if such methods meet the goals of reaching
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the majority of participants. Percentage of Door to Door surveying must be stated in the 
proposal; 

h. Enter and tabulate results;
i. Present results including level of statistical accuracy;
j. Provide data in a format accessible to the Town;
k. Compile comprehensive and summary results reports as determined by the Town.
l. Present summary findings at a Town Board meeting if required.

FIGURE 1 TOWN OF BRUNSWICK WATER DISTRICT OVERVIEW 
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V. PROPOSAL REQUIREMENTS

This section outlines the information that must be included in the Proposal. Vendors should review 
this list to ensure that their Proposals include all requested information prior to submission. 

GENERAL INSTRUCTIONS 

All questions should be directed to William Bradley Superintendent of Water, by email to 
wbradley@TownofBrunswick.org, no later than March 13, 2019. Questions received after this deadline 
will not be accepted. 

ANSWERS TO SUBMITTED QUESTIONS 

Answers to submitted questions will be published on the Town’s website no later than March 14, 2019, 
at www.TownofBrunswick.org/Water Department 

PROPOSALS DUE 
Three (3) original copies and one (1) separate sealed cost proposal must be received no later than March 
15, 2019 by 1:00 P.M. addressed to 

William Lewis Town Clerk 
336 Town Office Rd 

Troy NY 12180 

Requests for extension of the submission date will not be granted unless deemed in the best interests 
of the Town. Vendors submitting proposals should allow for normal mail or delivery time to ensure 
timely receipt of their proposal. 

Any proposal received after the stated closing time will be returned unopened. If proposals are sent by 
mail or other carrier (UPS, FedEx, etc.) to the Town Clerk’s Office, the vendor shall be responsible for 
actual delivery of the proposal to the Town Clerk’s Office before the stated closing time. If mail or carrier 
service is delayed beyond the date and hour set for the closing time, proposals thus delayed will not be 
considered and will be returned unopened. 

Fax or email proposal submittals will not be accepted. 
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VI. PROPOSAL FORMAT

Proposals should follow the Request for Proposals format provided below. Please include a Table of 
Contents at the beginning of the proposal clearly outlining the contents of each section. Please provide 
the following sections, as a minimum: 

a. Cover Letter signed by an individual authorized to bind the proposing entity. The cover letter should
include a statement of professional qualifications, an interest in providing professional services in
connection with the proposed project and the official name and address of the company submitting
the proposal. (1 page maximum)

b. A description of the firm’s qualification, history, number of employees, methodology proposed to
conduct the Median and Low Household Income, including objectives, processes, procedures and
end product (2 page maximum)

c. Qualifications for all professional staff members, including subcontractors, who will work on the
project, including specific areas of responsibility and qualifications and experience in those
specializations. (10 pages maximum)

d. A project schedule including beginning and ending dates for each phase of work.
e. A list of references for similar projects completed in the past five years including at names of

contact persons and telephone numbers, description of services provided, start date and end date
of contract (if applicable).

f. A Lump Sum Price for professional services requested to complete the entire scope of work,
including a breakdown of costs for specific portions of the project and services included as outlined
in the above Scope of Work. The Lump Sum Price shall also include any limitations to the scope of
work.

g. Any potential work not included within the proposed scope of services, or which has not been
mentioned in this RFP, must be clearly identified, along with a suggested basis for payment,
should those services be necessary or elected by the Town.

Note: All Proposals must be signed by a duly authorized official representing the vendor. Only written 
communication from the Town may be considered binding. The Town reserves the right to terminate the 
selection process at any time and to reject any or all Proposals. The contract will be awarded to the vendor 
whose overall Proposal best meets the requirements of the Town. 

The Town shall not be responsible for any pre-contract costs incurred by interested vendors 
participating in the selection process. 

The contents of each vendor's proposal shall remain valid for a minimum of 60 calendar days from the 
proposal due date. 

Vendors should provide copies of any sample contracts for outsourced communication/marketing 
services. Please note that all contracts are subject to negotiation. 
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The Town of Brunswick will require the vendor selected to agree to include the contents of this Request for 
Proposals and all representations, warranties, and commitments in the proposal and related 
correspondences as contractual obligations when developing final written contracts. 

VII. PROPOSAL EVALUATION

Proposals will be evaluated based on the following criteria: 

• Technical approach, including project design and methodology
• Firm’s qualifications, background and prior experience in conducting similar surveys
• Understanding of the scope of the project
• Firm’s ability to meet schedule and results achieved with similar projects
• Professional qualifications and references for key personnel
• Cost

The respondent must demonstrate the ability to provide: 

• Excellent oral and written communications skills.
• Develop and conduct a statistically valid Median and Low Household Income.
• Experience with municipal income survey projects of similar size and scope.
• Knowledge of emerging trends and technologies.
• Ability to effectively collect, compile and assemble information clear, concise manner.

VIII. TOWN RESPONSIBILITIES

The Town will provide the consultant with all relevant information it has pertaining to the organization, 
projects, and operations. The Town will provide a Mail list of all available contacts in the water and sewer 
department data base. This will not include all individual apartment listings.  If required the Town will work 
to provide an amicable agreement for use of technology including access to a computer, fax machine, 
copier, printer, telephone extension, internet service, secure wireless network, email address, general office 
supplies, and if necessary office space located in Town Hall (336 Town Office Rd). 

IX. AVAILABLE BUDGET/CONTRACT

The Town wishes to negotiate a contract with a Lump Sum with the vendor meeting the requirements of 
this RFP.  The Town of Brunswick assumes no liability for actions of the Consultant, Consultant's directors, 
officers, owners, employees, agents or any other person acting on or purporting to act on behalf of 
Consultant (the “Consultant Group”) under this Professional Services Agreement. Consultant agrees fully 
to indemnify and hold harmless the Town of Brunswick against any and all liability, loss, damage, cost or 
expenses, including attorneys' fees, which the Town of Brunswick may sustain, incur or be required to pay 
as a result of any and all wrongful or negligent acts of the Consultant Group in the performance of 
its/his/her services and obligations under this Professional Services Agreement. The foregoing indemnity 
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shall also apply to, but not be limited to, any failure of the Consultant to obtain permission from the 
Town prior to any personnel or replacement personnel providing services under this Professional Services 
Agreement. 

The Consultant shall maintain workers' compensation insurance on its own behalf and shall fully 
indemnify and hold harmless the Town of Brunswick against any and all liability, loss, damage, cost or 
expense which the Town of Brunswick may sustain, incur or be required to pay as a result of any and all 
accidental injuries suffered by the Consultant Group. 

It is understood and agreed to by the parties that the Consultant must be required to maintain 
Commercial General Liability insurance with coverage limits of not less than $1,000,000 per occurrence 
and $2,000,000 aggregate, and Automobile Liability coverage with limits of not less than $500,000 per 
occurrence and $1,000,000 aggregate. A Certificate of Liability Insurance naming elected and appointed 
officials, employees and agents of Town of Brunswick as additional insured’s shall be attached to this 
Professional Services Agreement. 

X. CONDITIONS

a. Proposers interested in providing this service are invited to respond to this request.
b. It is the Town's intent to select the proposer that best provides the assistance the municipalities need.
c. The Town reserves the right to amend this RFP. The Town reserves the right to reject and or all

proposals, or any part therein, submitted in response to this RFP, and reserves the right to waive
formalities, if such action is deemed to be in the best interest of the Town. The Town reserves the
right to request additional information from any proposer. The Town reserves the right to award
negotiated contracts to one or more proposers.

d. This RFP is not intended and shall not be construed to commit the Town to pay any costs incurred in
connection with any proposal or contract with any firm.

e. The firm is responsible for being familiar with all conditions, instructions, and documents governing
this contract. Failure to make such preparations shall not excuse the firm from performance of the
duties and obligations imposed under the term of this contract.

f. The firm further understands and agrees that if this proposal is accepted, they are to furnish and
provide all labor, materials, tools and equipment necessary as specified in this agreement.

g. The Town of Brunswick is exempt from State and Federal taxes. Proposals shall not include any taxes
or fees.

h. Proposals shall be considered firm and valid for at least 60 days following submittal deadline.
i. The Town will only contract with firms that do not discriminate against employees or applicants for

employment because of race, creed, color, national origin, sex, age, disability, marital status, sexual
orientation, citizenship status or any other status protected by New York State and Federal laws.

j. That any proposal, attachments, additional information, etc. submitted pursuant to this Request for
Proposals constitutes merely a suggestion to negotiate with the Town of Brunswick and is not a bid
under Section 103 of the New York State General Municipal Law;
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k. Submission of a proposal, attachments and additional information shall not entitle the proposer to
enter into an agreement with the Town of Brunswick for the required services;

l. By submitting a proposal, the proposer agrees and understands that the Town of Brunswick is not
obligated to respond to the proposal nor is it legally bound in any manner whatsoever by submission
of the same;

m. That any and all counter-proposals, negotiations or any communications received by a proposing
entity, its officers, employees or agents from the Town, its elected officials, officers, employees or
agents shall not be binding against the Town of Brunswick, its elected officials, officers, employees of
agents unless and until a formal written agreement for the services sought by the

n. RFP is duly executed by both parties and approved by the Brunswick Town Board or there
representative.

XI. TERMINATION

This Professional Services Agreement may be terminated immediately by, or at the direction of, the Town 
Board, in the Town Board's sole discretion; and in such an event, Town Board shall cause immediate 
written notice of such termination to be given to Consultant.  In every such event in which the Town 
Board shall terminate the services of Consultant, Consultant is obligated and agrees to refund to the 
Town of Brunswick all moneys paid to it by the Town of Brunswick for services not rendered by said 
Consultant through the date on which Consultant shall receive notice of termination or the effective date 
thereof. Further, in the event of such termination, the Consultant shall immediately deliver or return to 
the Town of Brunswick all work product produced by or for the Town of Brunswick under this Professional 
Services Agreement. 

XII. NOTICE

Any notices which are required to be given or which may be given under this Professional Services 
Agreement shall be sent to the parties at the addresses shown in the "Parties" Section of this 
Professional Services Agreement.  Service may be given by any means capable of producing a written 
confirmation of receipt, excluding e-mail. 

XIII. NON-ASSIGNABILITY

Consultant understands that this Professional Services Agreement is an agreement for the personal 
services of Consultant or its/his/her employees and that it is made by the Town of Brunswick in 
reliance on Consultant's or its/his/her employees' personnel skill and knowledge in the activity to be 
conducted, and as represented by Consultant. Accordingly, this Professional Services Agreement is 
non-assignable by Consultant. 
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XIV. REGULATIONS

a. Compliance. The Consultant warrants that it is familiar with and shall comply with Federal, State and
local laws, statutes, ordinances, rules and regulations and the orders and decrees of any courts or
administrative bodies or tribunals in any manner affecting the performance of the Agreement
including without limitation Workers’ Compensation Laws, minimum salary and wage statutes and
regulations, laws with respect to permits and licenses and fees in connection therewith, laws
regarding maximum working hours. No plea of misunderstanding or ignorance thereof will be
considered.

b. Evidence of Compliance. Whenever required, the Consultant or subcontractor shall furnish the Client
with satisfactory proof of compliance with said Federal, State and local laws, statutes, ordinances,
rules, regulations, orders, and decrees.

c. Non-discrimination. Consultant shall comply with all terms of the New York State Human Rights Law.

XV. INDEMNIFICATION AND INSURANCE

a. The proposer accepts and agrees that language in substantially the following form will be included in
the contract between the proposer and the Town:

b. In addition to and not in limitation of the insurance requirements contained herein the Consultant
agrees:

c. That except for  the  amount, if any, of damage contributed to, caused by or resulting from the
negligence of the Town, the Consultant shall indemnify and hold harmless the Town, its officers,
employees and agents from and against any and all liability, damage, claims, demands, costs,
judgments, fees, attorneys' fees or loss arising directly or indirectly out of the acts or omission
hereunder by the Consultant or third parties under the direction or control of the Consultant; and

d. To provide defense for an defend, at its sole expense, any and all claims, demands or causes of action
directly or indirectly arising out of this Agreement and to bear all other costs and expenses related
thereto.

e. Upon execution of any contract between the proposer and the Town, the proposer will be required to
provide proof of the insurance coverage described in Section IX.

f. Insurance Coverage: Coverage to include overall package (covers staff, volunteers, clients, accidents,
vehicles, equipment, etc.), employee disability, worker's compensation, directors and officers and
umbrella.

g. Insurance coverage in amount and form shall not be deemed acceptable until approved by the Town
Attorney.
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XVI. NON-COLLUSION
The proposer, by signing the proposal, does herby warrant and represent that any ensuing agreement  has 
not  been solicited, secured or prepared directly or indirectly in a manner contrary to the laws of the State 
of New York and the Town of Brunswick and that said laws have not been violated and shall not be 
violated as they relate to the procurement or the performance of the agreement by any conduct, including 
the paying or the giving of any fee, commission, compensation, gift, gratuity or consideration of any kind, 
directly or indirectly, to an Town employee, officer or official. 

XVII. CONFLICTS OF INTEREST
All proposers must disclose with their proposals the name of any officer, director or agent who is also an 
employee of the Town of Brunswick. Further, all proposers must disclose the name of any Town 
employee who owns, directly or indirectly, an interest of ten percent or more in the firm or any of its 
subsidiaries or affiliates. 

There shall be no conflicts in existence during the term of the contract with the Town. The existence of a 
conflict shall be grounds for termination of a contract. 

XVIII. MISCELLANEOUS

a. This Professional Services Agreement, which includes the Scope of Work referred to under Section IV,
constitutes the entire agreement between the parties pertaining to the subject matter hereof and
supersedes all prior or contemporaneous agreements and understandings of the Parties in connection
therewith. No modification of this Professional Services Agreement shall be effective unless made in
writing, signed by both parties hereto and dated after the date hereof.

b. This Professional Services Agreement shall be governed by and construed in accordance with the laws
of the State of New York. Venue for any dispute arising hereunder shall be the Rensselaer County
Court, Troy, New York.

c. This Agreement may be executed in counterparts, each of which shall be deemed to be an original,
but all of which together will constitute one and the same instrument.
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OCR PY2014 NYS CDBG APPLICATION - 25- 5/2014 

C. LMI National Objective Compliance Requirements

I. DATA COLLECTION

As part of the application process, Applicants will need to provide income data to demonstrate the need and/or 

market for each activity proposed and to provide evidence that each activity will meet a National Objective.  For 

activities meeting the National Objective of assisting LMI persons and/or households, two types of data can be used 

to demonstrate compliance – Census data or income survey data.  In addition to collecting income data, Applicants 

must use other methods for documenting need.   

A. Census Data

The most recent Census data can be used to determine and provide evidence of compliance with the LMI Area 

Benefit National Objective.  If it is believed that the data does not accurately reflect the current economic condition 

of the area, the Applicant may conduct an income survey.  Income surveys may be conducted if: 

 The proposed activity is located in a Census Tract or Block Group that has less than 51% LMI persons based

on the most recent available Census data and the Applicant has reason to believe that the Census information

is not accurate and the area is primarily LMI;

o The activity is located in a Census Tract or Block Group that has at least 51% LMI persons,

based on the most recent available Census data, but does not serve the entire Census Tract, or

Block Group, or it serves portions of several Census Tracts or Block Groups;

o The service area (area benefiting from the activity) of the proposed activity is not contiguous

with any Census designated area for which data is provided.

B. Income Surveys

Applicants may need to conduct an income survey to document compliance with the LMI Area and Direct Benefit 

National Compliance requirements.  Applicants using a third-party to conduct an income survey must obtain all of the 

survey documents (instrument, summary, surveys) and retain this information in their project files. 

1. LMI Direct Benefit National Objective

For projects meeting a Direct Benefit National Objective such as housing rehabilitation, homeownership, job

creation and retention, and wastewater and drinking water laterals where eligibility is directly based on the

individual household income, with the use of income survey data, Applicants must demonstrate that there is

a LMI market and a need for the direct benefit activity being proposed.

2. LMI Area Benefit National Objective

For Area Benefit activities, income survey data may be used to demonstrate that 51% of the area is LMI and

to aid in demonstrating the LMI need for the proposed activity.

Defining the Service Area

Applicants must first determine the service area for their project to determine the total number of residential

units (occupied, vacant and seasonal) in the project area.  Activities that benefit an entire community are

considered to have an area wide benefit and the service area is the entire community excluding social service

residences such as those operated by the New York State Office of Mental Retardation and Developmental

Disabilities, group quarters, prisons, dormitories, etc.  Activities that benefit a smaller or targeted group only

benefit a designated area of a community.   If you are trying to determine the LMI status of households in a

neighborhood that is benefiting from a NYS CDBG funded activity, that neighborhood is the service area.

Instead of a neighborhood, the service area may be a town, it may be as large as a county, or it may be

defined some other way.

Non-Random Income Survey

A non-random income survey is conducted when an Applicant wants to survey the entire service area of an

activity.  This type of income survey is typically used in areas with a relatively small population and the

intent is to gather information from 100% of the households in the service area.
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OCR PY2014 NYS CDBG APPLICATION - 26- 5/2014 

Response Rates 

After defining the size of the service area, the Applicant must determine the number of responses needed to 

estimate the overall characteristics of the service area accurately. Using the tables below, Applicants can 

determine the number of households that must respond to the income survey. 

NON-RANDOM INCOME SURVEY:   REQUIRED RESPONSE RATE 

# OF HOUSEHOLDS IN THE SERVICE AREA REQUIRED RESPONSE RATE 

1 - 50 95% 

51-100 90% 

101-200 80% 

201-300 70% 

301-400 60% 

401-600 55% 

601-800 50% 

800-1000 45% 

1,000 or more 40% 

The following formula should be used to determine the survey response rate: 

Total Number of Surveys Returned 
    =  Response Rate 

Total Number Surveyed 

If the initial response rate is lower than the required response rate, Applicants must either repeat follow-up 

actions or survey additional persons.  Applicants that do not meet the minimum response rate will be at 

risk of a determination of non-compliance of the LMI National Objective.  Applicants must include as 

an attachment to their application, the survey methodology and a tabulation of the survey results. 

OCR reserves the right to review, re-tabulate and ultimately reject any questionable survey 

methodology, instruments and data.  Applicants should be prepared to defend the validity of their 

survey methodology, instruments and data when the LMI Area Benefit is demonstrated to be no more 

than 55%.     

Applicants can achieve more accurate estimates if they do not write off a household as unreachable too 

quickly.  When conducting a door-to-door income survey, Applicants should make two or more passes 

through the area (at different times) to try to catch a family at home.  Only after at least two tries or an 

outright refusal should a sampled household be replaced.  No matter what you do, however, some 

households just will not be home during the time of interviewing, some probably will refuse to be 

interviewed, some will terminate the interview before you finish, and some will complete the interview, but 

fail to provide an answer to the key question on household income.  In order to be considered an adequate 

response, the interview must be completed, and you must obtain complete and accurate information on the 

respondent's household income.    

Applicants must ensure that the entire service area is surveyed.  When tabulating the results of the 

survey, Applicants may identify surveys that were not completed accurately or vital information is 

missing.  In such cases, the survey must be rejected included in non-LMI the tabulation.   

Vacant and Seasonal Housing 
All vacant and seasonal housing units must be included in the total number of households and persons 

benefiting.  However, for the purpose of conducting an income survey and meeting the required response 

rate, these units are deducted from the group to be surveyed.  The applicant must clearly demonstrate on a 

map, the exact location of all vacant and seasonal housing. 

II. DESIGNING THE INCOME SURVEY QUESTIONNAIRE

It is important that all of the individuals surveyed are asked the same exact questions in the same format and the 

responses are recorded correctly.  To ensure this, a written questionnaire is needed.  Each question should be clear, 

written in simple language, and convey only one meaning.  Applicants should include questions designed to elicit 

information that will substantiate compliance with the National Objectives as well as questions that are considered 

important to the activity. 
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Applicants should be aware that experience has shown that overly detailed surveys may adversely affect the response 

rate.  Income survey questions should be designed to provide, at a minimum, data regarding family size, household 

income, housing tenure, head of household status and racial and ethnic composition.  The survey should request the 

respondent to provide their annual household income or the most recent HUD Income Limits should be listed in 

ranges that will allow the Applicant to determine whether the respondent is at or below 30%, 50%, or 80% of area 

median income or above.   

Types of Survey Questions 

When designing the income survey questionnaire, Applicants should select the best format that will solicit the 

information needed.  There are two question formats that Applicants can use in an income survey: open-ended 

and closed-ended.  An example of an open-ended question is: “What do you think is this community’s most 

important need?”  The respondent is allowed to answer in any way he/she chooses.  Usually, several blank lines 

are provided for an answer.  

A closed-ended question is one that forces the respondent to make a choice: “Do you like the new community 

center?” Answer yes or no.  “Is your income below $5,000; between $5,000 and $10,000; or above $10,000?”  

Typically, closed-ended questions have a box to check for the appropriate answer. 

Income survey questions should be brief and simple and should not be loaded or biased.  The interviewer 

should not imply that the neighborhood would benefit or receive federal funding if respondents say that 

they are of LMI.  The questions must be designed to determine truthfully and accurately whether 

respondents have LMIs.  It is permissible to note that the reason for the income survey is to gather 

essential information to support an application for funding under the State or to undertake a CDBG 

funded activity in the area.   

Applicants should also bear in mind that questions about income are personal.  Many people are suspicious or 

reluctant to answer questions about incomes -- especially if they do not understand the reason for the question. 

One way to handle this problem is to ask questions about income at the end of a somewhat lengthy questionnaire 

on other community development matters.  In this instance, a local agency can use this questionnaire to gather 

some information on what the neighborhood sees as important needs or to gather feedback on some policy or 

project.  At the end of such a questionnaire, it usually is possible to ask questions on income more discreetly.  If 

this option is chosen, however, the interviewer should be cautioned that an excessively lengthy questionnaire 

might cause respondents to lose interest before it is over.  The ideal length would probably be less than ten 

minutes, although certainly you could develop a longer questionnaire if it were necessary.    

Of course, it is also possible to ask only the critical questions on income.  You should know best how people in 

your community will respond to such questions.  With a proper introduction that identifies the need for the 

information, you can generate an adequate level of response with just a two-question questionnaire on income 

level. 

Appendix E contains the 2014 HUD Income Limits (Limits) for use in determining eligible income. 

Income limits can also be found at http://www.huduser.org/portal/datasets/il/il14/ny.pdf.  The Limits are 

arranged by Metropolitan Statistical Area and County.  They show the area median income and the 

income limits at 30%, 50% and 80% by household size.   Applicants use the income limits in the income 

survey instrument and/or in calculating the results of the income survey.  Household size and income are 

needed to determine if a household meets the LMI requirements. 

Racial/Ethnic Composition Data 

HUD requires racial and ethnic composition data on all beneficiaries of the State CDBG Program for input into 

their Integrated Disbursement Information System.  OCR also provides this data to HUD in its Annual 

Performance Report to HUD.  Even though racial and ethnic data is not required as part of this application, 

OCR will request this information from Recipients in the Semi-Annual Performance Report.  

Applicants may choose to collect the racial/ethnic composition data from potential program participants during 

the income survey or application intake (direct benefit activities) stages.  The following chart represents the 

racial and ethnic categories designated by HUD and how they should be reported. 
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III. INCOME SURVEY MATERIALS

* HUD has designated Hispanic as an ethnic group that is applicable to all races.  A household or person may be identified as both a member of a 

racial group and an ethnic group.

Income survey materials should include detailed concise information that will aid in the successful collection of the 

information solicited.  At a minimum, the following information should be provided to the residents: 

 A brief description of why the income survey is being conducted (without stating the preferred response)

and an explanation of why demographic data is being requested.  This may be presented in a written or

verbal format depending on the survey method.

 A statement assuring that the information is confidential. OCR strongly advises applicants to inform

candidates of the survey that the information collected is confidential and is not subject to the

Freedom of Information Act (FOIA).

 The name and telephone number of a person to be contacted if the respondent has any questions.

 Instructions for completing the questionnaire, such as what types of income are counted toward

household income and the difference between household size and number of dependents.

At a minimum, the household size, income and demographics, the respondent’s signature, date, and address should be 

collected. 

IV. CONFIDENTIALITY

Applicants must ensure that the income survey process used to substantiate compliance with the LMI National 

Objectives includes a way to identify specific households who responded to the questionnaire, yet ensures the 

respondent’s confidentiality.  Each income survey should include a statement ensuring respondent 

confidentiality and the process the applicant will undertake to ensure confidentiality.  

To preserve confidentiality, the income survey materials should be in two parts or consist of two separate pages.  The 

section with the respondent’s name and address must be separated from the income and demographic data 

after receipt.  All documents related to the income survey should be stored in a locked cabinet or other secure area, 

which has limited access.  The Applicant must impress upon those working with the income survey data the 

importance of confidentiality.   

Questions concerning household income and other personal questions are sensitive topics and applicants need to take 

this under consideration when developing their questionnaire and determining their Income survey method. If a 

respondent’s address is requested on the questionnaire, many persons may not answer the questions relating 

to income truthfully, answer the questions at all, or not complete the questionnaire in its entirety. To promote a 

high response rate and solicit accurate information, the questionnaire should not include identifying information, such 

as the person’s name or address.  The following are examples of acceptable methods for preserving anonymity of 

Income survey respondents: 

Racial/Ethnic Composition 

Racial Categories   (HUD Designated) 

Racial  Group *Hispanic

Total # Of Total # Of 

White 

Black/African American 

Asian 

American Indian/Alaskan Native 

Native Hawaiian/Other Pacific Islander 

American Indian/Alaskan Native And White 

Asian And White 

Black/African American And White 

American Indian/Alaskan Native & Black/African American 

Other Multi-Racial 

Totals 
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A. Applicants may hand deliver the questionnaire to the respondent or conduct the Income survey orally.  At

the time of delivery or upon completion of the interview, the surveyor would mark off the respondent’s

address from an address list.   If the hand delivered questionnaire is to be returned by mail or collected by

the applicant at a later date, the collector can check off the respondent’s address on the address list at the

time of collection.

B. If the questionnaire is to be mailed and returned by mail, the identifying information (respondent’s address)

can be on the return envelope.  Upon receipt of the completed questionnaire, the applicant can check off the

respondent’s address on the address list.  The envelope and questionnaire can then be separated and the

envelope destroyed.

C. Questionnaires may be coded which entails a simple method of placing a number on the questionnaires or

return envelopes.  Each number is assigned an address from an address list.  When the questionnaire is

received, a list of the codes is maintained.

D. Questionnaires may consist of two parts or two separate pages.  The section with the respondent’s name and

address can be separated from the income and demographic data after receipt.  Where a door- to- door

income survey is being conducted, the interviewer can instruct the respondent to separate the two parts of

the questionnaire after completion, and place the part with the income information in one envelope and the

other part in another envelope.

Excluding the two-part questionnaire method, applicants can review the address list to determine which

addresses did not respond to the questionnaire and require follow-up contact.

SURVEYS OF HOUSING CONDITIONS SHOULD BE CONDUCTED 

SEPARATELY TO ENSURE RESPONDENT CONFIDENTIALITY. 
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E. Definitions of Annual Household Income (24 CFR Part 5) 

 

 

General Category  Statement from 24 CFR 5.609 paragraph (b) (April 1, 2004)  

1. Income from 

wages, salaries, tips, 

etc.  

The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees, tips and 

bonuses, and other compensation for personal services.  

2. Business Income  

The net income from the operation of a business or profession. Expenditures for business expansion or 

amortization of capital indebtedness shall not be used as deductions in determining net income. An allowance for 

depreciation of assets used in a business or profession may be deducted, based on straight-line depreciation, as 

provided in Internal Revenue Service regulations. Any withdrawal of cash or assets from the operation of a 

business or profession will be included in income, except to the extent the withdrawal is reimbursement of cash 

or assets invested in the operation by the family.  

3. Interest & 

Dividend Income  

Interest, dividends, and other net income of any kind from real or personal property. Expenditures for 

amortization of capital indebtedness shall not be used as deductions in determining net income. An allowance for 

depreciation is permitted only as authorized in number 2 (above). Any withdrawal of cash or assets from an 

investment will be included in income, except to the extent the withdrawal is reimbursement of cash or assets 

invested by the family. Where the family has net family assets in excess of $5,000, annual income shall include 

the greater of the actual income derived from all net family assets or a percentage of the value of such assets 

based on the current passbook savings rate, as determined by HUD.  

 

4. Retirement & 

Insurance Income  

The full amount of periodic amounts received from Social Security, annuities, insurance policies, retirement 

funds, pensions, disability or death benefits, and other similar types of periodic receipts, including a lump-sum 

amount or prospective monthly amounts for the delayed start of a periodic amount (except as provided in number 

14 of Income Exclusions).  

5. Unemployment & 

Disability Income  

Payments in lieu of earnings, such as unemployment and disability compensation, worker's compensation, and 

severance pay (except as provided in number 3 of Income Exclusions).  

6. Welfare 

Assistance  

Welfare Assistance. Welfare assistance payments made under the Temporary Assistance for Needy Families 

(TANF) program are included in annual income:  

  Qualify as assistance under the TANF program definition at 45 CFR 260.31; and 

  Are otherwise excluded from the calculation of annual income per 24 CFR 5.609(c). 

If the welfare assistance payment includes an amount specifically designated for shelter and utilities that is 

subject to adjustment by the welfare assistance agency in accordance with the actual cost of shelter and utilities, 

the amount of welfare assistance income to be included as income shall consist of:  

  the amount of the allowance or grant exclusive of the amount specifically designated for shelter or utilities; 

plus 

  the maximum amount that the welfare assistance agency could in fact allow the family for shelter and 

utilities. If the family's welfare assistance is reduced from the standard of need by applying a percentage, 

the amount calculated under 24 CFR 5.609 shall be the amount resulting from one application of the 

percentage.  
 

7. Alimony, Child 

Support, & Gift 

Income  

Periodic and determinable allowances, such as alimony and child support payments, and regular contributions or 

gifts received from organizations or from persons not residing in the dwelling.  

8. Armed Forces 

Income  

All regular pay, special day and allowances of a member of the Armed Forces (except as provided in number 7 of 

Income Exclusions).  
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Household Income Exclusions (Part 5) 

General Category  Statement from 24 CFR 5.609 paragraph (c) (April 1, 2004)  

1. Income of 

Children  
Income from employment of children (including foster children) under the age of 18 years.  

2. Foster Care 

Payments  

Payments received for the care of foster children or foster adults (usually persons with disabilities, unrelated to 

the tenant family, who are unable to live alone).  

3. Inheritance and 

Insurance Income  

Lump-sum additions to family assets, such as inheritances, insurance payments (including payments under health 

and accident insurance and workers’ compensation), capital gains and settlement for personal or property losses 

(except as provided in number 5 of Income Inclusions).  

4. Medical Expense 

Reimbursements  

Amounts received by the family that are specifically for, or in reimbursement of, the cost of medical expenses for 

any family member.  

5. Income of Live-in 

Aides  
Income of a live-in aide (as defined in 24 CFR 5.403).  

6. Disabled Persons  Certain increases in income of a disabled member of qualified families residing in HOME-assisted housing or 

receiving HOME tenant-based rental assistance (24 CFR 5.671(a)).  

7. Student Financial 

Aid  
The full amount of student financial assistance paid directly to the student or to the educational institution.  

8. Armed Forces 

Hostile Fire Pay  
The special pay to a family member serving in the Armed Forces who is exposed to hostile fire.  

9. Self-Sufficiency 

Program Income  

a. Amounts received under training programs funded by HUD.  

b. Amounts received by a person with a disability that are disregarded for a limited time for purposes of 

Supplemental Security Income eligibility and benefits because they are set side for use under a Plan to 

Attain Self-Sufficiency (PASS).  

c. Amounts received by a participant in other publicly assisted programs that are specifically for, or in 

reimbursement of, out-of-pocket expenses incurred (special equipment, clothing, transportation, 

childcare, etc.) and which are made solely to allow participation in a specific program.  

d. Amounts received under a resident service stipend. A resident service stipend is a modest amount (not 

to exceed $200 per month) received by a resident for performing a service for the PHA or owner, on a 

part-time basis, that enhances the quality of life in the development. Such services may include, but are 

not limited to, fire patrol, hall monitoring, lawn maintenance, resident initiatives coordination, and 

serving as a member of the PHA's governing board. No resident may receive more than one such 

stipend during the same period of time.  

e. Incremental earnings and benefits resulting to any family member from participation in qualifying state 

or local employment training programs (including training not affiliated with a local government) and 

training of a family member as resident management staff. Amounts excluded by this provision must be 

received under employment training programs with clearly defined goals and objectives, and are 

excluded only for the period during which the family member participates in the employment training 
program.  

10. Gifts  Temporary, nonrecurring, or sporadic income (including gifts).  

11. Reparations  Reparation payments paid by a foreign government pursuant to claims filed under the laws of that government by 

persons who were persecuted during the Nazi era.  

12. Income from 

Full-time Students  

Earnings in excess of $480 for each full-time student 18 years old or older (excluding the head of household or 

spouse).  

13. Adoption 

Assistance Payments  
Adoption assistance payments in excess of $480 per adopted child.  

14. Social Security 

& SSI Income  

Deferred periodic amounts from SSI and Social Security benefits that are received in a lump sum amount or in 

prospective monthly amounts.  

15. Property Tax 

Refunds  

Amounts received by the family in the form of refunds or rebates under state or local law for property taxes paid 

on the dwelling unit.  

16. Home Care Amounts paid by a state agency to a family with a member who has a developmental disability and is living at 
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Assistance  home to offset the cost of services and equipment needed to keep this developmentally disabled family member at 

home.  

17. Other Federal 

Exclusions  

Amounts specifically excluded by any other federal statute from consideration as income for purposes of 

determining eligibility or benefits under a category of assistance programs that includes assistance under any 

program to which the exclusions of 24 CFR 5.609(c) apply, including:  

  The value of the allotment made under the Food Stamp Act of 1977; 

  Payments received under the Domestic Volunteer Service Act of 1973 (employment through VISTA, 

Retired Senior Volunteer Program, Foster Grandparents Program, youthful offender incarceration 

alternatives, senior companions);  

  Payments received under the Alaskan Native Claims Settlement Act; 

  Income derived from the disposition of funds to the Grand River Band of Ottawa Indians; 

  Income derived from certain sub marginal land of the United States that is held in trust for certain Indian 

tribes; 

  Payments or allowances made under the Department of Health and Human Services' Low-Income Home 

Energy Assistance Program; 

  Payments received under the Maine Indian Claims Settlement Act of 1980 ( 25 U.S.C. 1721); 

  The first $2,000 of per capita shares received from judgment funds awarded by the Indian Claims 

Commission or the U.S. Claims Court and the interests of individual Indians in trust or restricted lands, 

including the first $2,000 per year of income received by individual Indians from funds derived from 

interests held in such trust or restricted lands; 

  Amounts of scholarships funded under Title IV of the Higher Education Act of 1965, including awards 

under the Federal work-study program or under the Bureau of Indian Affairs student assistance programs; 

  Payments received from programs funded under Title V of the Older Americans Act of 1985 (Green 

Thumb, Senior Aides, Older American Community Service Employment Program); 

  Payments received on or after January 1, 1989, from the Agent Orange Settlement Fund or any other fund 

established pursuant to the settlement in the In Re Agent Orange product liability litigation, M.D.L. No. 381 

(E.D.N.Y.); 

  Earned income tax credit refund payments received on or after January 1, 1991, including advanced earned 

income credit payments; 

  The value of any child care provided or arranged (or any amount received as payment for such care or 

reimbursement for costs incurred for such care) under the Child Care and Development Block Grant Act of 

1990; 

  Payments received under programs funded in whole or in part under the Job Training Partnership Act 

(employment and training programs for Native Americans and migrant and seasonal farm workers, Job 

Corps, veterans employment programs, state job training programs and career intern programs, 

AmeriCorps); 

  Payments by the Indian Claims Commission to the Confederated Tribes and Bands of Yakima Indian Nation 

or the Apache Tribe of Mescalero Reservation; 

  Allowances, earnings, and payments to AmeriCorps participants under the National and Community Service 

Act of 1990; 

  Any allowance paid under the provisions of 38 U.S.C. 1805 to a child suffering from spina bifida who is the 

child of a Vietnam veteran; 

  Any amount of crime victim compensation (under the Victims of Crime Act) received through crime victim 

assistance (or payment or reimbursement of the cost of such assistance) as determined under the Victims of 

Crime Act because of the commission of a crime against the applicant under the Victims of Crime Act; and 

  Allowances, earnings, and payments to individuals participating in programs under the Workforce 

Investment Act of 1998. 
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