
A. BACKGROUND 

REQUEST FOR PROPOSAL 

ERIE COUNTY COMMUNITY DEVELOPMENT PROGRAM -
INCOME SURVEY 

RFP#1717VF 

The Erie County Department of Environment and Planning administers approximately $2.7 
million annually in Community Development Block Grant funding on behalf of a 34-municipality 
Urban County Consortium. Attachment A to this RFP illustrates the location of Consortium 
communities within Erie County. 

A key component of the Community Development Block Grant Program is the allocation of 
dollars to municipalities for implementation of community projects. The latter typically include 
sewer/water improvements, road reconstruction, park improvements, and a variety of similar 
activities. An important criterion for funding pertains to the ultimate beneficiaries of 
the projects which are funded through the program. Under federal requirements, 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. Reference should be made to Attachment B to this RFP for the 
most current income eligibility schedules. 

Proposers interested in providing this service are invited to respond to this request. 

It is the County's intent to select the proposer that best provides the assistance the 
municipalities need. 

The County reserves the right to amend this RFP. The County 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 County. The County 
reserves the right to request additional information from any proposer. The County reserves 
the right to award negotiated contracts to one or more proposers. 

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

The County 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. 

B. PROBLEM 

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. 
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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 Erie County Department of Environment and Planning to engage 
the services of an appropriate consulting firm who would be available, on call, to conduct 
income surveys when requested by the Department. 

C. SURVEY DESCRIPTION 

Reference should be made to Attachment F to this RFP. The memorandum describes a 
suggested survey methodology for determining low- and low/moderate-income status for 
various community development block grant service areas. The procedures outlined in the 
attachment are those desirous by this Department 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. 

D. FEE 

It is the intention of the Department to allocate payment to the selected firm according to the 
size of the survey conducted. See sample survey sizes below, arranged according to households 
in universe and corresponding percentage sample size. 

1. <77 (90% sample size) 
2. 78to133 (75% sample size) 
3. 132 to 308 (60% sample size) 
4. 309to1200 (40% sample size) 
5. 1201 or more (15% sample size) 

II. PROPOSAL PROCEDURES 

A. ANTICIPATED SCHEDULE OF PROPOSAL 

The following schedule is for informational purposes only. The County reserves the right to 
amend this schedule at any time. 

Issue RFP: July 14, 2017 

Proposals Due: August 11, 2017 

Selection Made: August 25, 2017 (14 days following due date) 

Contract Signed: Following all necessary County approvals 
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B. GENERAL REQUIRMENTS 

1. Each proposal shall be prepared simply and economically avoiding the use of elaborate 
promotional materials beyond what is sufficient to provide a complete, accurate and 
reliable presentation. 

2. One {1) original and five (5) copies shall be submitted. Proposals MUST be signed. Unsigned 
proposals will be rejected. 

3. Submission of proposals shall be directed to: 

Paul D'Orlando, Principal Contract Monitor 
Erie County Department of Environment and Planning 
Edward A. Rath County Office Building 
95 Franklin Street, Room 1014 
Buffalo, NY 14202 

All proposals must be delivered to the above office on or before August 11 at 4:00 pm. 
Proposals received after the above date and time will not be considered. The County is 
under no obligation to return proposals. 

4. Requests for clarification of this RFP must be written and submitted to Paul D'Orlando at the 
Erie County Department of Environment and Planning, Edward A. Rath County Office 
Building, 95 Franklin Street, Room 1014, Buffalo, NY 14202 no later than 4:00 pm on July 28. 
Formal written responses will be distributed by the County on or before August 4. NO 
COMMUNICATIONS OF ANY KIND WILL BE BINDING AGAINST THE COUNTY EXCEPT FOR THE 
FORMAL WRITTEN RESPONSES TO ANY REQUEST FOR CLARIFICATION. 

5. Proposers may be required to give an oral presentation to the County to clarify or elaborate 
on the written proposal. Those proposers will be notified to arrange specific times. 

6. No proposal will be accepted from any agreement awarded to any proposer that is in 
arrears upon any debt or in default of any obligation owed to the County. Additionally, no 
agreement will be awarded to any proposer that has failed to satisfactorily perform 
pursuant to any prior agreement with the County. 

7. Certified Minority Business Enterprise/Women's Business Enterprise {MBE/WBE) proposers 
should include the Erie County certification letter with the proposal. 

8. If a proposer is a Veteran Owned Business, proposer should include a letter indicating 
company is 51% or more Veteran-owned. 

All proposers submitting proposals must include a cost proposal in a separate sealed 
envelope clearly labeled with the proposer's name, due date of proposal, proposal name 
- Income Survey 1717 VF - and Cost Proposal. 
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IV. PROPOSAL REQUIREMENTS 

This proposal should include the following: 

A. Description of the agency's qualifications and experience. 
1. Qualifications/experience of the agency. 
2. Qualifications/experience of key personnel who will be assigned to the project. 
3. Administrative budget breakdown for project manager and/or other staff showing 

appropriate hours per month. 
4. List of grants and other funding sources applied for/secured in the last two (2) years/ 

B. Proposal Fees: The agency shall submit a description of project costs related in nature to 
this request and prepared by the professional staff that will be assigned to the project. 
Proposed fees for performing all tasks outlined in Ill-A for the following period oftime: 

October 1, 2017 - September 30, 2021 

C. Similar Engagements: The agency shall submit a description of projects related in nature to 
this request and prepared by the professional staff that will be assigned to the project. List 
of grants and other funding sources applied for/secured in the two (2) years. 

D. Team Members and Project Manager: The proposer shall list all individuals who will work on 
the project as well as the project manager. Include hourly rates for assigned staff. 
Administrative budget breakdown for the project manager and all staff showing appropriate 
hours per month. 

E. References: A minimum of two (2) professional references, including name and telephone 
number, shall be included in the proposal. 

F. Evidence of any proposed MBE/WBE firm participation in the engagement. 

G. Identification of the primary contact person. 

H. Time Period: The engagement will extend approximately three (3) years from the date of 
the contract extension. 

I. Copies: One (1) original and five (5) copies of each proposal are required. Submit all copies 
to Paul D'Orlando, Principal Contract Monitor, no later than 4:00 pm on ???? 

ERIE COUNTY CONTACT 

Mr. Paul D'Orlando, Principal Contract Monitor, Erie County Department of Environment and Planning, 
Edward A. Rath County Office Building, 95 Franklin Street, Room 1014, Buffalo, NY 14202 Telephone: 
716-858-2194. 
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CAVEATS 

A. The Erie County Department of Environment and Planning reserves the right to reject any 
and all proposals. 

B. The Erie County Department of Environment and Planning reserves the right to issue 
written notice to all participating firms of any change in the proposal submission schedule 
should the County determine in its sole discretion that such changes are necessary. 

C. Acceptance by the Erie County Department of Environment and Planning of any proposal 
submitted pursuant to this Request for Proposal shall not constitute any implied intent to 
enter into a contract for consultant services. 

V. STATEMENT OF RIGHTS 

UNDERSTANDINGS 

Please take notice, by submission of a proposal in response to this request for proposals, the proper 
agrees to and understands: 

• That any proposal, attachments, additional information, etc. submitted pursuant to this Request 
for Proposals constitutes merely a suggestion to negotiate with the County of Erie and is not a 
bid under Section 103 of the New York State General Municipal Law; 

• Submission of a proposal, attachments and additional information shall not entitle the proposer 
to enter into an agreement with the County of Erie for the required services; 

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

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

• RFP is duly executed by both parties and approved by the Erie County Legislature, the Erie 
County Fiscal Stability Authority and the Office of the Erie County Attorney. 

In addition to the foregoing, by submitting a proposal, the proposer also understands and agrees that 
the County of Erie reserves the right, and may at its sole discretion; exercise the following rights and 
options with respect to this Request for Proposals: 

• To reject any or all proposals; 

• To issue amendments to this RFP; 

• To issues additional solicitations for proposals; 
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• To waive any irregularities in proposals received after notification to proposers affected; 

• To select any proposal as the basis for negotiations of a contract and to negotiate with one or 
more of the proposers for amendments or other modifications to their proposals; 

• To conduct investigations with respect to the qualifications of each proposer; 

• To exercise its discretion and apply its judgment with respect to any aspect of this RFP, the 
evaluation of proposals and the negotiations and award of any contract; 

• To enter into an agreement for only portions (or not to enter into an agreement for any) of the 
services contemplated by the proposals with one or more of the proposers; 

• To select the proposal that best satisfies the interests of the County and not necessarily on the 
basis of price or any other single factor; 

• To interview the proposer; 

• To request or obtain additional information the County deems necessary to determine the 
ability of the proposer; 

• To modify dates; 

• All proposals prepared in response to this RFP are at the sole expense ofthe proposer and with 
the express understanding that there will be no claim, whatsoever, for reimbursement from the 
County for the expenses of preparation. The County assumes no responsibility or liability of any 
kind for costs incurred in the preparation or submission of any proposal; 

• While this is a RFP and not a bid, the County reserves the right to apply the case law under 

General Municipalities Law § 103 regarding bidder responsibility in determining whether a 
proposer is a responsible vendor for the purpose of the RFP process; 

• The County is not responsible for any internal or external delivery delays which may cause any 
proposer to arrive beyond the stated deadline. To be considered, proposals MUST arrive at the 
place specified herein and be time stamped prior to the deadline. 

EVALUATION 

The following criteria, not necessarily listed in order of importance, will be used to review the proposals. 
The County reserves the right to weigh its evaluation criteria in any manner it deems appropriate: 

• Proposer's demonstrated capacity to provide the services. 

• Evaluation of the professional qualifications, personal background and resume(s) of individuals 
involved in providing services. 

• Proposer's experience to perform the proposed services. 
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• Proposer's financial ability to perform the services. 

• Evaluation of the proposer's fee submission. It should be noted that while price is not the only 
consideration, it is an important one. 

• A determination that the proposer has submitted a complete and responsive proposal as 
required by this RFP. 

• An evaluation of the proposer's projected approach and plans to meet the requirements of this 
RFP. 

• Evidence of any proposed MBE/WBE firm participation in the engagement. 

• The proposer's presentation at and the overall results of any interview conducted with the 
proposer. 

• Proposers MUST sign the Proposer's Certification attached hereto as Schedule "A". Unsigned 
proposals will be rejected. 

• Proposers may be required to give an oral presentation to the County to clarify or elaborate on 
the written proposal. 

• No proposal will be accepted from nor any agreement awarded to any proposer that is in 
arrears upon any debt or in default of any obligation owed to the County. Additionally, no 
agreement will be awarded to any proposer that has failed to satisfactorily perform pursuant to 
any prior agreement with the County. 

SELECTION PROCESS 

1. Criteria 
a) Experience of the firm in conducting household surveys; 
b) Flat Rate Fee Schedule; 
c) Reference responses 

2. Review Committee 
A selection committee will be established, consisting of two representatives from the 
Department of Environment and Planning and a representative from the Community 
Development Block Grant Consortium. 

CONTRACT 

After selection of the successful proposer, a formal written contract will be prepared by the County of 
Erie and will not be binding until signed by both parties and, if necessary, approved by the Erie County 
Legislature, the Erie County Fiscal Stability Authority and the Office of the County Attorney. NO RIGHTS 
SHALL ACCRUE TO ANY PROPOSER BY THE FACT THAT PROPOSAL HAS BEEN SELECTED BY THE COUNTY 
FOR SUBMISSION TO THE ERIE COUNTY LEGISLATURE AND/OR THE ERIE COOUNTY FISCAL STABILITY 
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AUHTORITY FOR APPROVAL. THE APPROVAL OF SAID LEGISLATURE AND/OR AUTHORITY MAY BE 
NECESSARY BEFORE AVALID AND BINDING CONTRACT MAY BY THE COUNTY. 

INDEMNIFICATION AND INSURANCE 

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

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

(a) That except for the amount, if any, of damage contributed to, caused by or resulting from 
the negligence of the County, the Consultant shall indemnify and hold harmless the County, 
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 

(b) 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. 

Upon execution of any contract between the proposer and the County, the proposer will be required to 
provide proof of the insurance coverage described in Schedule "B". 

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. 

Insurance coverage in amount and form shall not be deemed acceptable until approved by the County 
Attorney. 

INTELLECTUAL PROPERTY RIGHTS 

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

All deliverables created under this Agreement by the Consultant are to be considered "works 
made for hire". If any of the deliverables do not qualify as "works made for hire", the 
Consultant hereby assigns to the County all right, title and interest (including ownership of 
copyright) in such deliverables and such assignment allows the County to obtain in its name 
copyrights, registrations and similar protections which may be available. The Consultant agrees 
to assist the County, if required, in perfecting these rights. The Consultant shall provide the 
County with at least one copy of each deliverable. 

The Consultant agrees to indemnify and hold harmless the County for all damages, liabilities, 
losses and expenses arising out of any claim that a deliverable infringes upon an intellectual 
property right of a third party. If such a claim is made or appears likely to be made, the 
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Consultant agrees to enable the County's continued use of the deliverable or to modify or 
replace it. If the County determines that none of these alternatives is reasonably available, the 

deliverable will be returned. 

All records compiled by the Consultant in completing the work described in this Agreement 
including but not limited to written reports, source codes, studies, drawings, blueprints, 
negatives of photographs, computer printouts, graphs, charts, plans, specifications and all other 
similar recorded data shall become and remain the property of the County. The Consultant may 
retain copies of such records for its own use. 

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 County of Erie 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 County 
employee, officer or official. 

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 County of Erie. Further, all proposers must disclose the name of any 
County 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 County. The 
existence of a conflict shall be grounds for termination of a contract. 

COMPLIANCE WITH LAWS 

By submitting a proposal, the proposer represents and warrants that it is familiar with all 
federal, state and local laws and regulations and will conform to said laws and regulations. The 
preparation of proposals, selection of proposers and the award of contracts are subject to 
provisions of all federal, state and county laws, rules and regulations. 

CONTENTS OF PROPOSAL 

The New York State Freedom of Information Law as set forth in the Public Officers Law, Article 6, 
Sections 84 et seq., mandates public access to government records. However, proposals 
submitted in response to this RFP may contain technical, financial background or other data, 
public disclosure of which could cause substantial injury to the proposer's competitive position 
or constitute a trade secret. Proposers who have a good faith belief that information submitted 
in the proposals is protected from disclosure under the New York Freedom of Information Law 
shall: 

a) Insert the following notice in the front of its proposal: 
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and 

"NOTICE 

The data on page 13 of this proposal identified by an asterisk (*) contains technical or 
financial information constituting trade secrets or information the disclosure of which 
would result in substantial injury to the proposer's competitive position. 

The proposer requests that such information be used only for the evaluation of the 
proposal but understands that any disclosure will be limited to the extent that the 
County considers proper under the law. If the County enters into an agreement with 
this proposer, the County shall have the right to use or disclose such information as 
provided in the agreement unless otherwise obligated by law." 

b) Clearly identify the pages of the proposals containing such information by typing in 
bold face on the top of each page "*THE PROPOSER BELIEVES THAT THIS 
INFORMATION IS PROTECTED FROM DISCLOSURE UNDER THE STATE FREEDOM OF 
INFORMATION LAW." 

The County assumes no liability for disclosure of information so identified provided that the 
County has made a good faith legal determination that the information is not protected from 
disclosure under applicable law or where disclosure is required to comply with an order or 
judgment of a court of competent jurisdiction. 

The contents of the proposal which is accepted by the County, except portions "Protected from 
Disclosure", may become part of any agreement resulting from this RFP. 

EFFECTIVE PERIOD OF PROPOSALS 

All proposals must state the period for which the proposal shall remain in effect (i.e. how much 
time does the County have to accept or reject the proposal under the term proposed). Such 
period shall not be less than 180 days from the proposal date. 
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SCHEDULE "A" 

PROPOSER CERTIFICATION 

The undersigned agrees and understands that this proposal and all attachments, additional 
information, etc. submitted herewith constitute merely an offer to negotiate with the County of 
Erie and is NOT A BID. Submission of this proposal, attachments and additional information 
shall not obligate or entitle the proposing entity to enter into a service agreement with the 
County of Erie for the required services. The undersigned agrees and understands that the 
County of Erie is not obligated to respond to this proposal nor is it legally bound in any manner 
whatsoever by submission of the same. Further, the undersigned agrees and understands that 
any and all proposals and negotiations shall not be binding or valid against the County of Erie, its 
directors, officers, employees or agents unless an agreement is signed by a duly authorized 
officer of the County of Erie and, if necessary, approved by the Erie County Legislature and Erie 
County Fiscal Stability Authority and the Office of the County Attorney. 

It is understood and agreed that the County of Erie reserves the right to reject consideration of 
any and all proposals including but not limited to proposals which are conditional or incomplete. 
It is further understood and agreed that the County of Erie reserves all rights specified in the 
Request for Proposals. 

It is represented and warranted by those submitting this proposal that except as disclosed in the 
proposal, no officer or employee of the County of Erie is directly or indirectly a party to or in any 
other manner interested in this proposal or any subsequent service agreement that may be 
entered into. 

Proposer Name 

By: Name and Title 
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ATTACHMENT B 

INCOME ELIGIBILITY SCHEDULE 
ERIE COUNTY COMMUNITY DEVELOPMENT PROGRAM 

No. of 
Persons 

1 

2 

3 

4 

5 

6 

7 

8 or more 

CDBG MODERATE INCOME 

80°/o of Erie 
Countv Median 

$ 38,240 

$ 43,680 

$ 49,120 

$ 54,560 

$ 58,960 

$ 63,360 

$ 67,680 

$ 72,080 

Effective: April 14. 2017 

Inclim 17 



Suggested Procedures for Conducting a Sample Survey to 
Determine Whether the Majority of Persons In A Target Area 

Have Low- and Moderate-Incomes 

Introduction 

This document was prepared by Community Planning and Development's Office 
of Program Analysis and Evaluation to assist staff in HUD's Field Offices, in 
States, and in localities to develop methods to determine whether a geographic 
area will meet CDBG program requirements related to low- and moderate
income benefit. In this paper, we assume that State or local CDBG staff without 
substantial research background will use survey research techniques to make 
this determination, and we identify the basic techniques for conducting a sample 
survey that will yield acceptable levels of accuracy. 

The purpose of a sample survey is to ask questions of a portion of the population 
in order to make estimates about the entire population. If we ask proper 
questions of a randomly-drawn sample of adequate size, we can be reasonably 
sure of the degree of accuracy of our overall estimates. In the survey that is 
discussed here, we are seeking to determine one thing -whether at least 51% 
of the persons living in a target area have low- and moderate-incomes. 

The remainder of this paper is divided into six major sections, each of which 
discussed a different major step in administering the survey. In order to obtain 
accurate results, it is necessary to complete each step properly. You must ask 
the right questions of the right people and interpret their answers correctly. 

While this paper is to assist people without a background in survey research in 
conducting a successful survey of income, we would recommend trying to locate 
a source of experienced guidance before proceeding. For example, if there is a 
local college, a professor might be persuaded to conduct the survey as part of a 
course. At a minimum, perhaps such an individual or someone with social 
science background in a county or areawide planning office will be willing to 
comment and make recommendations on key parts of your procedures. 

STEP 1. Selecting the Type of Survey 

Any type of survey that fulfills the criteria discussed below can be used to 
determine whether an area qualifies as low - and moderate-income. The most 
commonly used surveys for this application are: a) telephone surveys; b) door-to
door surveys; and c) mail surveys. 

Telephone Surveys are relatively east to conduct. An interviewer just needs to 
call up, identify the head of the household or someone competent and 
knowledgeable enough to answer for the head of the household, and proceed 
with the interview. However, the steps that must be taken before you reach the 
point of telephoning may prove difficult. In a telephone survey, you must acquire 
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the telephone numbers of all the households in your target area and devise a 
method for contacting households without telephones or those with unlisted 
numbers. It may be preferable to sample door-to-door in small target areas, such 
as a neighborhood or small town, where it may be difficult to find a list of 
telephone numbers that identifies everyone in the area while excluding everyone 
outside of the area. 

Door-to-Door Surveys involve a little more work - the interviewers must actually 
go outside, knock on doors, and do the "leg work" necessary to obtain interviews. 
However, in small areas this type of survey may be the easiest because you can 
define the target area by its geographic boundaries and develop procedures for 
sampling within those boundaries so that no list of the households in the area is 
needed beforehand. 

Mail Surveys may be the easiest of all. You need a list of all the addresses in the 
target area, a questionnaire, and postage. However, mail surveys usually yield a 
very low rate of response, which means a low degree of accuracy. Also, 
provisions must be made to provide non-English speaking residents with a 
questionnaire in their own language. Thus, for estimating low- and moderate
income benefit, we do not recommend this type of procedure, unless you include 
in your mailing a stamped self-addressed return envelope and count on doing at 
least one follow-up letter or telephone call to encourage everyone to respond. 

Of course, it is possible, and sometimes quite useful, to combine these types of 
surveys. For example, if a door-to-door survey you find that someone is not 
home, you can leave a note for them to telephone the interviewer. Or you can 
use the telephone to schedule a time when an interviewer will call at the door to 
conduct an interview. Similarly, you can mail a letter to residents of the target 
area to let them know in advance when an interviewer will call or visit. 

STEP 2. Developing a Questionnaire 

It is important that all of the individuals interviewed are asked exactly the same 
questions and that their responses are recorded correctly. To ensure this, you 
need a written questionnaire, and you need to have your interviewers write down 
on each questionnaire the exact responses of each respondent. Each question 
should be clear, written in simple language, and convey only one meaning. It is 
usually best to test a draft questionnaire on a few people to ensure that they 
understand the questions as you think you are writing them. 

The central question in this survey is whether the household being interviewed 
has an income that is below the low- and moderate-income level for households 
of the same size. We recommend in door-to-door interviewing that the 
interviewers carry with them a set of cards, one card each for the households 
household sizes to be considered. On each card should be written the figure for 
the low- and moderate-income levels for a household of that size. For example: 



Card Number 
1 
2 
3 
4 
5 
6 
7 
8 

Table A 
Illustration of Income Cards 

Persons in Household 
1 
2 
3 
4 
5 
6 
7 
8 

Attachment F 

Income Levels 
$19,800 
$22,650 
$25.450 
$28,300 
$30,050 
$31,850 
$33,600 
$45,400 

In proceeding, the interviewer first should make contact with someone who is 
qualified to speak for the household. After making the contact with the head of 
the household, the spouse of the head of household, or someone in the 
household who is mature and knowledgeable about the household income, the 
interviewer should introduce him/herself, identify the purpose of the study, and 
solicit the participation of the respondent. 

An adequate questionnaire must be able to provide answers to at least the 
following two questions: 

1. How many people live in your household? (Record answer) 
2. (If the interview is being conducted in persons, the interviewer then finds 

the card for the household size of the respondent, and hands it to the 
respondent, and ask) Would you tell me whether, during the past twelve 
months, the total income of all members of your household was above or 
below the figure noted on the card? (Record Above or Below) Note that 
the interviewer should be prepared to provide a consistent answer to the 
questions, "What should I include as income?" 

If the interview is being conducted by telephone, a card obviously cannot be 
used, and the interviewer should make reference to the income level that is the 
threshold for a household of the size of the respondent's. For example, if there 
are three persons in the respondent's household you might ask, "during the past 
twelve months, was the total income of your household less than or more than 
$25,450?" While the necessary questions are brief and simple, there are some 
additional factors to take into account when designing this questionnaire. First, 
the questions used in the survey cannot be "loaded" or biased. In this particular 
case, the interviewer may not imply that the neighborhood will benefit or receive 
Federal funding if respondents say that they have low incomes. The questions 
must be designed to determine truthfully and accurately whether respondents 
have low- and moderate-incomes. It is permissible to note that the reason for the 
survey is to gather information essential to support an application for funding 
under the State CDBG program or to undertake a CDBG funded activity in the 
area. 



Second, you should bear in mind that questions about income are rather 
personal. Many people are suspicious or reluctant to answer questions about 
their incomes -- especially if they do not see the reason for the question. A good 
way to handle this problem is usually to put questions about income at the end of 
a somewhat longer 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 feed 
back on some policy or project. As 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 may cause respondents to lose interest before it is over. The ideal 
length here would probably be less than 1 O minutes, although certainly you could 
develop an even longer questionnaire if it were necessary. 

Of course, it is 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 
levels. 

STEP 3. Selecting the Sample 

In selecting a sample of households to interview so that you can estimate the 
proportion of all individuals who have low- and moderate-incomes, there is a 
series of steps that must be taken. First, you must define the group whose 
characteristics you are trying to estimate. Then you must determine how many 
households in that group must be sampled in order to estimate the overall 
characteristics accurately. Next you must make some allowances for households 
who, for whatever reason, you will not be able to interview. And finally you must 
actually select the households where you will try to obtain interviews. This 
section discusses each of these steps. 

Defining the Universe. In sampling, the large group whose characteristics you 
seek to estimate from a sample is known as the universe. If you are trying to 
determine the proportion of households in a neighborhood with low- and 
moderate-incomes, that neighborhood is the universe. Instead of a 
neighborhood, the universe may be a town, it may be as large as a county, or it 
may be defined some other way. For purposes of the CDBG program, your 
universe will be the area that is to be served by a CDBG funded project. But 
before you can draw a sample, you must clearly define what area you want the 
sample to represent. Let us assume here that the universe is a neighborhood 
that contains about 400 homes. You will sample from the 400 households 
residing here so that you may make estimates about the incomes of all the 
residents of these households. 
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When you have defined your universe, you next need to a method of identifying 
the individual members of that area so that you can sample them. Ideally, for a 
given neighborhood, you will have a list of every person living in the 
neighborhood and perhaps their telephone numbers. Then you would devise a 
procedure to select randomly the person you wanted to interview. In reality, you 
will not have such a list available and you probably will not even have a list of all 
the households in the neighborhood, so you will have to improvise a little. One 
way would be to go to the neighborhood and randomly select which homes to go 
for an interview - the advantage of this method is that the houses are there, so 
you can go right to them instead of making a list. After collecting information on 
the various households, you then can make some estimates about the number of 
people in the neighborhood and their incomes. 

For larger areas where travel costs are higher, it may not be practical to go door
to-door and a list of some sort may be absolutely necessary. City indexes, if 
available and up-to-date, usually provide the best source of household 
information suitable for sampling. Telephone books may be adequate, but keep 
in mind that you will miss people without telephones or with unlisted numbers. 
Also, telephone directories usually will have far more people listed than those 
who are in your defined universe, so you will need to work to eliminate those 
outside of your target area. Tax rolls are a source identifying addresses in an 
area, but keep in mind that they identify property owners, whereas you are 
interested in residents. Also, tax rolls generally identify building addresses, 
whereas in the case of apartment buildings you are interested in the individual 
apartments. You can use tax rolls to identify addresses to go to in order to get 
an interview, but you cannot use them as the basis of a mailing or telephone 
survey unless you have access to a telephone directory that identifies telephone 
numbers by property address. 

How Big A Sample? After you have defined your universe and identified a 
method for identifying individual households in the universe, you must next 
determine how many residents to select. Assuming that you develop procedures 
whereby every household in your target area has an equal chance of being 
included in your sample, you can use Table B below to determine how many 
households you need to interview to develop a survey of acceptable accuracy. 

The first column of Table B presents size of neighborhoods you may be 
interested in. The second column shows about how many households you need 
to interview from a neighborhood of the size indicated in the first column. This 
paper uses the hypothetical 400 household neighborhood to illustrate the use of 
this table. Looking down the column that says "Number of households in the 
Universe" you will find 400 is covered by the "399-650" line. Reading across this 
line, you see that the sample size required to generate an acceptable level of 
accuracy is 250. (See the attached Appendix B for a discussion of how these 
sample sizes were determined). 



Table B 
Required Sample Sizes for Universes 

Of Various Sizes 

Number of Households 
In the Universe 

1-55 
56-63 
64-70 
71-77 
78-87 
88-99 
100-115 

116-138 
139-153 
154-180 
181-238 
239-308 
309-398 
399-650 
651-1,200 
1,2001-2, 700 
2,701 or more 
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Sample Size 
50 
55 
60 
65 
70 
80 
90 
100 
110 
125 
150 
175 
200 
250 
300 
350 
400 

Unreachables and Other Non-Response. It is important to realize that the 
sample sizes suggested in Table B indicate the number of interviews that you 
need to complete, and not necessarily the size of the sample you need to draw. 
There is almost always a difference. No matter what you do, some households 
just will not be home during the time you are 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 income level. In order to be considered an adequate response, the 
interview must be conducted, and you must complete and accurate information 
on the respondent's income level. Table C suggest some of the usual rates of 
response to be expected by a variety of surveys. 
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Table C 
Expected Response Rates for 

Different Types of Surveys 

Survey Types 
Mail 
Mail, with letter follow-up 
Mail, with telephone follow-up 
Telephone 
Door-to-Door 

Expected Rate of Response 
25-50% 
50-60% 
50-80% 
75-90% 
75-90% 

According to Table C, if you were doing a door-to-door sample to obtain 250 
interviews in the 400 household neighborhood, you should anticipate that you will 
need to actually try to interview between 278 and 333 households (250 divided 
by . 75 or .9). Thus, if you were drawing a list from whom to seek interviews, one 
way to deal with non-responses is to oversample - list above the 300 
households and assume you will interview 250. In door-to-door surveys, it 
usually is possible to replace unreachables, by trying to obtain an interview next 
door to the household actually sampled. 

Drawing Samples. In sampling you are looking at a portion of everyone in a 
group and making references about the whole group from the portion you are 
looking at. For those inferences to be accurate. evervone who is in the group 
should have an equal chance of being included in the sample. For example, if 
you are sampling from a list, using a random numbers table will provide you with 
a highly random sample. In using a random numbers table, you take a list of 
your universe and draw from it according to the table. If, for example, the first 
three random numbers are 087, 384,and 102, then you would go through your 
universe list and take the 8J1h, 334th, and 102"d households to try to interview. 
Continue until you have achieved the desired sample size. 

As indicated above, when sampling from a list, you should oversample. Then, if 
you encounter unreachables, you should replace them with households in the 
oversample list in the order they were selected. For example, if you drew a list of 
300 households in an effort to obtain 250 interviews, the first household you write 
off as "unreachable" should be replaced by the 251st household sampled. 

Achieving a purely random sample can be costly, so sometimes it is acceptable 
to take some shortcuts. If you do not have a list of all the households in a target 
area or group you are trying to measure, but you know the geographic 
boundaries of the target area, you might randomly select a point at which to start 
and proceed systematically from there. In the hypothetical 400 household 
neighborhood, for example, in trying for 250 interviews, you would need to 
interview every 1.6th household. In whole numbers, this work out to about 2 of 
every 3 households. Therefore, you could start at one end of the neighborhood 
and proceed systematically through the entire neighborhood trying two doors and 
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skipping one. Any households that were selected by this procedure at which an 
interview as not possible could be replaced by the next household you would 
have skipped. If the sample size called for you to sample one of every six 
households, you could draw a random number from one to six and start at the 
household and every sixth household after it, and replace unreachables with 
every third household in the six household group. 

You will achieve more accurate estimates if you are not too quick to write off a 
household as unreachable. You are most certain of randomness if you obtain 
interviews from the households you selected first. Thus, if you are doing a door
to-door survey, you probably should make two or more passes through the area 
(possibly at different times) to try to catch a family at home. Frequently they will 
be busy, but will say that they can do the interview later-you should make an 
appointment and return. Only after at least two tries or an outright refusal should 
a sampled household be replaced. With a telephone survey, at least three or 
four calls should be made before replacing a household. 

STEP 4. Conducting the Survey 

To carry out the survey, you have to reproduce sufficient questionnaires, recruit 
and train interviewers, schedule the interviewing, and develop procedures for 
editing, tabulating, and analyzing the results. 

Publicity. To promote citizen participation in your effort it may prove worthwhile 
to arrange some advance notice. A notice in a local newspaper or 
announcements at churches or civic organizations can let people living in your 
target area know that you will be conducting a survey to determine area income 
levels. If you let people know in advance how, when and why you will contact 
them, usually they are more willing to cooperate. 

As with all aspects of the survey and questionnaire, any publicity must be worded 
so that it does not bias the results. For example, it is fine to say that the 
community is applying for a State CDBG grant and that, as part of the 
application, the community has to provide HUD and the State with current 
estimates of the incomes of the residents of the target neighborhood. It is not 
appropriate to say that, in order for the community to receive the desired funding, 
a survey must be conducted to show that most of the residents of the target area 
are low- and moderate-income. 

Interviewers. Anyone who is willing to follow the established procedures can 
serve as an interviewer. It usually is not necessary to go to great expense to hire 
professional interviewers. Volunteers from local community groups will serve 
well. Also, schools or colleges in doing courses on civics, public policy, or survey 
research frequently may be persuaded to assist in the effort as a means of 
providing students with practical experience and credit. 
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Generally, it is best if interviewers are chosen to make the respondents feel most 
at home. For this reason, survey research companies often employ mature 
women as their interviewers. When interviewers are of the same race and social 
class as the respondents, the survey usually generates a better response rate 
and more accurate results. What is most important, though, is that the 
interviewer will command the attention of the respondent, ask the questions as 
they are written, follow respondent selection procedures, and write down the 
responses as given. 

Contact and Follow-Up. Interviewers should attempt to contact respondents at a 
time when they are most likely to get a high rate of response from most types of 
people. Telephone interviews usually are conducted early in the evening, when 
most people are home. Door-to-door interviews also may be conducted early in 
the evening (especially before dark) or on weekends. You should try again at a 
different time to reach anyone in the initial sample who is missed by this initial 
effort. 

In general, you should know best the residents of your community and when they 
can be reached. What you should avoid is selecting a time or method that will 
yield biased results. For example, interviewing only during the day from Monday 
to Friday probably will miss families where both the husband and wife work. 
Since these families may have higher incomes than families with only one 
employed member, your timing may lead to the biased results of finding an 
excessively high proportion of low- and moderate-income households. 

As part of your questionnaire, or at least as part of the training of interviewers, 
you should develop an introduction to the actual interview. This should be a 
standard introduction in which the interviewers introduce themselves, identify the 
purpose of the survey, and request the participation of the respondent. Usually it 
is also a good idea to note the expected duration of the interview - in this case 
to let respondents know that the burden to them will be minimal. 

You also should emphasize to respondents that their answers will be kept 
confidential - people are more likely to give you honest answers if they will 
remain anonymous. You should do your very best to maintain this confidentiality. 
Usually, the respondent's name, address and telephone number appear only on 
a cover sheet. After you complete the survey, you can throw away the cover 
sheet or at least separate it from the actual interview. If you number both the 
cover sheets and the questionnaires, you can then match them up if absolutely 
necessary. What is important is that people will not just be able to pick up a 
questionnaire and see what the Jones family is. 

Interviewers also should follow the set procedures for replacing "unreachables" 
as discussed in Step 3. If they must write off an interview, they should not say 
"Well, I was refused an interview here, so I'll go over there where I think I can get 
an interview." This replacement procedure is not random and will hurt the 
accuracy of your survey results. 
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The Interview. Interviewers should read the questions exactly as they are 
written. If the respondent does not understand the question or gives an 
unresponsive answer, it usually is best to have the interviewer just repeat the 
question. Questions should be read in the order in which they are written. The 
respondents' answers should be recorded neatly and accurately immediately as 
they are provided. At the end of the interview, the interviewer should always do a 
quick edit of the questionnaire to be sure that they have completed every answer 
correctly. This simple check helps to avoid the frustrating mistake of having gone 
to the time and expense of conducting the interview, but without getting the 
information you sought. 

For the survey here being discussed on low- and moderate-income benefit, note 
that there may be an important exception to reading the questions in the exact 
order each time. If you elect to include other questions, and if you place the 
questions on income at the end, it is possible that a willing respondent will end 
the interview before you get to the critical question. If it appears to the 
interviewer that the respondent is about to terminate the interview, it is 
recommended that he or she immediately try to get an answer to the critical 
income question. 

Editing. Interviewers should turn their completed surveys in to the person who 
will tabulate and analyze them. That person should review each survey to 
ensure that it is complete and that each question is answered once and only 
once in a way that is clear and unambiguous. Questions or errors that are found 
should be referred to the interviewer for clarification. It also may be desirable to 
call back the respondent, if necessary, to clarify incomplete or ambiguous 
responses. Note that editing is an ongoing process. Even after you have started 
to tabulate or analyze the data, you may come across errors, which you need to 
correct. 

STEP 5. Determining the Results 
After you have your data collected and edited, you just need to add up the 
numbers to see what you have learned. Actually, it is useful to think of this in tow 
parts: (1) tabulating up the responses from the questionnaires and calculating an 
estimated proportion of low- and moderate-income persons; and (2) determine 
how accurate that estimate is. The first of these parts can be taken care of by 
completing the Low-And Moderate-Income Worksheet, which appears below. 

Tabulations. For ease of processing, it may be desirable to enter the responses 
onto a computer, if one is available. Personal computer packages such as 
dBase, Lotus 1-2-3, and SPSS-PC all are easy to use in tabulating this type of 
data. Computers also make it relatively easy to check for accuracy and 
consistency in the data. However, you can perform the calculations by hand or 
with a calculator. And you can process the data by putting it on a codesheet, by 
entering it on a manual spreadsheet, or just by flipping through the completed 
surveys. Regardless of how you process and tabulate the data, when you are 
finished you must be able to complete Part A of the Low- And Moderate-Income 
Worksheet. 



Low- And Moderate-Income Worksheet 

Part A. Information Contained In Your Survey 

1. Enter the estimated total number of households in 1 .. _____ _ 
the target area. 

2. Enter the total number of households interviewed. 2. ·------

3. Enter the total number of low- and moderate- 3 .. _____ _ 
income households interviewed. 

4. Enter the total number of persons living in the 4 .. _____ _ 
low- and moderate-income household interviewed. 

5. Enter the total number of households interviewed 5. ·------
in which the income was above the low- and 
moderate-income level. 

6. Enter the total number of persons living in the 6 .. _____ _ 
households in which the income was above 
the low- and moderate-income level. 

Part B. Calculations Based On Data Contained In Your Survey 

7. Divide Line 4 by Line 3. (This is the average 7 .. _____ _ 
size of the low-mod households interviewed) 

8. Divide Line 6 by Line 5. (This is the average size 8 .. _____ _ 
of non low-mod households you interviewed) 

9. Divide Line 3 by Line 2. (This is the proportion 9 .. _____ _ 
of households interviewed that have low - and 
moderate-incomes) 

10. Divide Line 5 by Line 2. (This is the proportion 1 O .. _____ _ 
of households interviewed that do not have 
low- and moderate-incomes) 

11. Multiply Line 1 by Line 9. (This is the estimate 11. _____ _ 
of the total number of low-mod households 
in the target area) 

12. Multiply Line 1 by Line 10. (This is the estimate 12. _____ _ 
of the total number of non low-mod households 
in your target area) 



13. Multiply Line 7 by Line 11. (This is the estimate 13. ____ _ 
of the total number of low-mod persons in your 
target area) 

14. Multiply Line 8 by Line 12. (This is the estimate 14. _____ _ 
of the total number of non low-mod persons in 
your target area) 

15. Add Line 13 and Line 14. (This is the estimate 15. _____ _ 
of the total number of persons in your target 
area) 

16. Divide Line 13 by Line 15, and multiply the 16. _____ _ 
resulting decimal by 100. (This is the estimated 
percentage of persons in your target area who 
have low- and moderate-incomes) 

Part C. Instructions and Explanations 

1. The number that goes on Line 1 is something you needed to know 
before drawing your sample. In the course of your survey, you may 
have refined your original estimate. On Line 1, you should enter your 
current best estimate of the total number of households in the area. 

2. For the number of households interviewed, you actually want the total 
number of interviews with complete and, as far as you can tell, 
accurate information on the income and size of household questions. 

3. When you are completing Part A be sure that the answers are logical. 
For example, the number on Line 4 cannot be smaller than the number 
on Line 3 (because every household must have at least one person). 
Similarly, the number on Line 6 cannot be less than the number on 
Line 5. Also note that the number on Line 3 plus the number on Line 5 
should equal the number on Line 2 - every household is either low
and moderate-income or it is not. 

4. Some examples for Part B. For purposes of illustration, assume that 
you estimated that the target area contained 650 households (Line 1 ). 
Assume that you interviewed 250 households (Line 2), of whom 130 
had low- and moderate-income (Line 3). These low- and moderate
income households contained 450 persons (Line 4). The 120 
households with incomes above the low- and moderate-income level 
(Line 5) contained 400 persons (Line 6). You would complete Part B 
as follows: 

Line 7. If the households you interviewed contained 450 low-mod persons in 
130 households, the number on Line 7 would be about 3.46 (450/130). 
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Line 8. If the households you interviewed contained 400 non low-mod persons 
in 120 households, the number on Line 8 would be about 3.33 
(400/120). 

Line 9. If you interviewed a total of 250 households, 130 of which had low- and 
moderate-incomes, the number on Line 9 would be about .52 
(130/250). 

Line 10. If 120 of the 250 households you interviewed did not have low- and 
moderate-incomes, the number on Line 1 O would be about .48 
(120/250). 

Line 11. If your target area contained an estimated 650 households, and you 
interviewed 250, of which 130 had low- and moderate-incomes, the 
number on Line 11 would be about 338 (650 X .52). 

Line 12. Continuing with the example, Line 12 would be about 312 (650 X .48). 
Line 13. 3.46 persons per low-mod household times 338 low-mod households -

Line 13 would be about 1, 169. 
Line 14. 3.33 persons per non low-mod households times 312 non low-mod 

households - Line 14 would be about 1,039. 
Line 15. Total low-mod persons (1,169) plus total non low-mod persons (1,039) 

- Line 15 would be about 2,208 estimated total persons. 
Line 16. 1, 169 low-mod persons divided by 2,208 total persons yields about 

.5294. Multiplied by 100, this gives an estimate that about 52.94 
percent of the residents have low- and moderate-incomes. 

Analysis. The estimate you reach for the proportion of residents who have low
and moderate-incomes will be just that - an estimate. If you have done nothing 
right, including random selection of the required number of households, the 
estimate should be reasonably accurate. If, using the procedures specified here 
you come up with an estimate of 55 percent or more of the residents of the target 
area having low- and moderate-incomes, you can be pretty sure that at least 51 
percent of the residents actually have low- and moderate-incomes. You can skip 
over this section, and go down to STEP 6. On the other hand, if your estimate is 
less than 51 percent of the people in the area having low- and moderate
incomes, the presumption is that the area is not eligible as a target area. This 
section, and in fact, the remainder of this paper, probably will not be of much use 
to you either. 

This section is intended for use by those whose survey results indicate that 
somewhere between 51 and 54 percent of the residents of the target area have 
low- and moderate-incomes. If your estimates were in the 51-54 percent range, 
it is probable that a majority of all neighborhood residents have low- and 
moderate-incomes, but there is less certainty than if you came up with a higher 
proportion. The closer your estimate is to 51 percent, the less certain you 
become that the area is low- and moderate-income. 
There are a couple of additional analyses you can make to help determine the 
extent to which your estimate of the proportion of low- and moderate-income 
residents is correct. First, compare the average size of low- and moderate-
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income households in your sample with the average size of above low- and 
moderate-income households. The closer these figures are to each other, the 
more confident you can be in your estimates. Thus, if you estimate that 53 
percent of the residents are low- and moderate-incomes and you found in your 
sample that both low- and moderate-income families and above low- and 
moderate-income families had an average of 3.4 people, you can be pretty sure 
that it is a low- and moderate-income area. 

A second simple calculation is to arrange your data into a table such as outlined 
below in Table D. This table enables you to compare the distribution of family 
sizes of families with low- and moderate-incomes with those that are above low
and moderate-income. 

In completing Table D, you would count the number of low- and moderate
income families in your survey that had just one person in the household. You 
would enter this figure under "number" across from "one". You would proceed to 
enter the number of low- and moderate-income families with two persons, with 
three persons, and so forth through the "nine or more" category. Adding up all 
the entries in this column, you enter the sum across from "total", which will be the 
total number of low- and moderate-income families from which you obtained 
interviews. Then, considering families that are above low- and moderate-income, 
you follow the same procedures to complete the "number" column for them. For 
each income group, divide the number of one person families by the total number 
of families in that income group and multiply it by 100, yields the percent of that 
group that are in one-person households. You should fill in the "percent" 
columns, using this procedure. Each of the percent columns should total ot 100 
or so allowing for rounding errors. 

Table D 
Table For Comparing The Distribution Of 

Family Size by Family Income 

Number of Persons 
In the Family 
One 
Two 
Three 
Four 
Five 
Six 
Seven 
Eight 
Nine or More 

Totals 

Families with LMI Incomes 
# % 

100% 

Families Above 
# % 

100% 



When you have filled Table D with your data, compare the percentages of the 
low- and moderate-income respondents with the percentages of the above low
and moderate-income respondents for each family size. The closer the 
distribution, the greater the degree of confidence you can have in your estimate 
of the proportion of person with low- and moderate-incomes. For example, 40 
percent have two persons, and 50 percent have three persons, and among your 
above low- and moderate-income group 13 percent have one person, 41 percent 
have two persons, and 47 percent have three persons, you would have a great 
deal of confidence in your estimates. 

Consider a best-case scenario where you estimate that 51 percent of the 
residents have low- and moderate-incomes. You examine the distribution of 
household sizes according to Table D and find that in your sample 100 percent of 
your low- and moderate-income group had just one person and 100 percent of 
your above low- and moderate-income group had nine or more persons. (Yes, 
this would be a strange neighborhood.) This distribution would make it probable 
that your sample was badly distributed in favor of large above lower income 
families and that without the sample error the actual distribution in the target area 
is that more that 51 percent of the residents have low- and moderate-incomes. 

Third, after completing data collection, non-respondents should be briefly 
analyzed to determine that they were reasonably random. For example, you may 
want to tabulate the rate of response by street or block in the target area to see 
whether there are notable gaps in coverage of your survey. You may want to 
examine the racial or ethnic background of your respondents and compare them 
with what you supposed the distribution to be. If you do not detect any major 
gaps in the coverage of your sample or any probable patterns in the 
characteristics of your non-respondents, you can be more certain of the accuracy 
of your estimates. 

STEP 6. Documenting Your Efforts 

The results of your survey will indicate to you with a high degree of accuracy 
whether your target area is predominantly low- and moderate-income. People 
who may be auditing or evaluating the program may want to review the 
procedures and data you used to determine that your target area qualifies under 
the CDBG program regulations. You should therefore maintain careful 
documentation of the survey. The contents of that documentation are discussed 
here. 

1. Keep the completed surveys. This will show that you actually did the 
survey and that you asked the proper questions. It is best if each 
survey has a cover sheet that contains the information that identifies 
the respondent, such as name, address, and telephone number. 
Then, when the survey is completed, the cover sheets can be 
separated from the questionnaires. You can save the questionnaires 
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as documentation of your work, but you maintain the privacy of your 
respondents. 

If you save the cover sheets and save them separately, this provides 
you with a record of who was contacted. If anyone wanted 
subsequently to verify that you had not made up that data, they could 
contact some of the respondents noted on the cover sheet and ask 
them whether, in fact, they had been contacted on such-and-such a 
date by such-and-such a person to discuss matters related to 
community development. The privacy of their original response still is 
protected by this procedure. 

2. Keep a list of the universe of households you sampled from and a list 
of the actual households sampled. This might be one list with the 
sampled households being checked once if they were sampled, and 
checked twice if they were interviewed. Replacement households 
should be noted too. There should be some written documentation 
about the method you used to select households from the list for 
interviewing. Note that this is a little different from keeping just the 
cover sheets, since it documents not just who was interviewed, but 
also who was not interviewed and how interviewees were selected. 

If you did a door-to-door sample without starting from a universe list, 
you should have written down the procedures you used to select the 
sample, including instructions to interviewers for replacing sampled 
households who were not interviewed. 

3. To the extent possible, you should retain your data. If you put the data 
onto a computer, keep a floppy disk with the data and programs you 
used to tabulate the results. If you do your tabulations from 
spreadsheets, retain the spreadsheets. If you just leaf through the 
questionnaires and count up responses and enter them into a table as 
you go, keep the tables with the raw data counts. 



Overview of Steps In A Sample Survey 

Step 1: Selecting the Type of Survey 

a. Decide whether it is best to conduct a telephone, door-to-door, or other 
types of survey. Be sure to consider your available manpower, the 
size of the sample you need, and the means you have available for 
identifying households to interview. 

Step 2: Developing a Questionnaire 

a. Write your questionnaire. Remember to keep the language as simple 
as possible. Avoid bias - do not encourage particular answers. 
Include other questions, if you like, but make sure the survey does not 
take too long. 

b. Develop a standard introduction for your interviewers to use in 
approaching the respondents. 

Step 3: Selecting the Sample 

a. Define your universe. What is the area or population for which you are 
trying to estimate the portion of persons who have low- and moderate
incomes. 

b. Identify a procedure for identifying individual households in the target 
area. Obtain a complete list of residents, addresses, telephone 
numbers, or identify a procedure for selecting from all of the homes in 
the area. 

c. Determine the number of interviews you need to achieve an 
acceptable level of accuracy. 

d. Select your sample (or sample selection procedure). Make sure you 
can add households to replace refusals. Make sure that the entire 
universe is covered - that is, that you have not excluded certain areas 
or groups of people. 

Step 4: Conducting the Survey 

a. Select and train your interviewers. Make sure they are very 
comfortable with the questionnaire. Make sure they know the 
importance of randomness and how to select and replace individual 
households. 

b. Make contact with the sample. Write or phone and let them know you 
are coming. Or just knock on doors, if this is the procedure you select. 

c. Try again (and again) where contact has not resulted in an interview. 
d. Replace households you have written off as "unreacheable". 
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Step 5: Determining the Results 

a. Complete the Low- And Moderate-Income Worksheet. What is your 
estimated percent low- and moderate-income residents? If your 
results are between 51 and 60 percent, do your data give you any 
reason to think that this is an over-estimation? 

Step 6: Documenting Your Efforts 

a. Save the completed questionnaires - preferably in a form that does 
not identify the respondents. 

b. Save a list of the respondents -- preferably in a form that does not 
identify their responses. 

c. Save a list of your sampling procedures - this includes your universe 
list, your original sample, your replacements, your sampling method, 
and your replacement method. 

d. Save your data. 
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Appendix A 
A Random Numbers Table 

This appendix contains a four-page table of random numbers. It is just that -
each number there is random. You can use it going up, down, sideways, 
diagonally, and you can use any column or combination of the columns in 
drawing your random numbers. The following are some examples of how the 
enclosed table can be used. 

Example 1: Drawing a Sample of 5 or 10. 

Assume that you have a universe listing of 10 households and you want to draw 
a random sample of 5 households. Look at the next page. Look at the number 
"28" in the upper left hand corner. Let's start with the "01" and work down the 
column: the numbers we find are "1" "10", "5", "4" and "5". Since the number 5 
has been used, continue down the column until you find a number below 11 that 
has not been previously used. So from the list of 10 households, the sample of 
five would include the first, tenth, fifty, fourth, and third household. 

Example 2: Drawing a Sample of 5 of 100. 

Start this time with the "48" in the lower left hand corner of the table. Let's work 
across the bottom row from here, and take the numbers "48", "33, "50", "83", and 
"53". From the list of 100 households, our sample would include the 48th, 33rd, 
5oth, 83rd and 53rd households on the list. 

Example 3: Drawing a Sample of 5 of 30. 

Start this time back in the upper left hand corner and start with the "28" and work 
across. The numbers in order are "28", "89", "65", "87'' and "08". Notice that all 
of these numbers except for the 28 and 08 are greater than 30. Just skip them 
until you fine a number in your range. Here you would sample the 28th and oath 
household on iou list and continue until you found three more (which would be 
the 13th, the 4 and the 23rd). 
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Discussion of Sample Sizes 

Samples of the sizes suggested in Table B of this paper are intended to provide 
an estimate of the proportion of households that say they have low- and 
moderate-incomes that will be within ± 5 percent of the proportion that all 
households in the area would indicate if all were interviewed. Thus, if you 
interviewed 200 randomly selected households form a 350 household 
neighborhood and 70 percent indicated that they have low- and moderate
incomes you could reasonably infer that if you interviewed all 350 households 
that between 65 to 75 percent of the households would say that they had low
and moderate-incomes. 

In the survey being discussed in this paper the confidence interval probably will 
be a little less than ± 5 percent. The method here is to estimate the proportion of 
people who are income eligible, not the proportion of households. Following the 
procedures outlined here will result in sampling a fraction of people that is 
approximately equal to the fraction of households that would be sampled by 
following Table B (number of people sampled/total number of people = number of 
households sampled/total number of households). Other things being equal, if 
you increase the size of the universe and maintain the same sampling fraction, 
your confidence interval decreases. 

Of course, in this application, other things may not be equal. By sampling 
households as a cluster for gathering data on individuals, we are departing form 
a purely random selection of individuals. Thus, the actual confidence can be 
calculated only after the data actually are collected and the variance on 
household size and income are analyzed. The actual confidence interval should 
be a little less that ± 5 percent. But we also included an "analysisn section in the 
paper to help in determining the extent to which it may be less that ± 5 percent. 
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Random Number Table 

28 89 65 87 08 13 50 63 04 23 25 47 57 9113 52 62 2419 94 916748 5710 
30 29 43 65 42 78 66 28 55 80 47 46 419008 55 98 7810 70 49 92 0512 07 
95 74 62 60 53 5157322227 12 72 72 27 77 44 67 32 2313 67 95 07 76 30 
018554 98 86 66 86 65 64 60 56 59 75 36 75 46 44 33 63 71 54 50 0644 75 
10 9146 96 86 19 83 52 47 53 65 00 5193 51 30 80 0519 29 56 23 2719 03 
05 3318 08 51 517857 2617 34 87 96 23 95 89 99 93 39 79 1128941552 
04 4313 37 00 79 68 96 26 60 70 39 83 66 56 62 03 55 86 57 77 55 33 62 02 
05 8540 25 24 73 52 93 70 50 48 214774 63 17 27 27 51 26 35 96 29 0045 
84 90 90 65 77 63 99 25 69 02 09 04 03 35 78 1979950721 0284485197 
28 55 53 09 48 8628 30 02 35 713032 06 47 93 74 218633 49 90 2169 74 
89 83 40 69 80 97 9647 59 97 56 33 24 87 36 171816 90 46 75 27 28 5213 
73 20 96 05 68 93 416996 07 97 50 8179 59 42 3713 81 83 82 42 85 04 31 
10 89 07 76 21 40 24 74 3642 40 33 0446 24 35 63 02 31 61 34 59 43 36 96 
915027 78 37 06 0616 25 98 17 78 80 36 85 26 417763 37 716394 94 33 
034544 66 88 97 812603 89 39 46 67 2117 9810 39 3315 616300 25 92 
89 415891 63 65 99 59 97 84 9014 79 61 55 5616 88 87 60 3215 99 67 43 
13 43 00 97 26 1691213241 60 22 66 7217 318533 69 07 68 49 204329 
71 710051 72 62 03 89 26 32 35 27 9918 25 7812 03 09 70 50 9319 35 56 
19 2815 00 41 9227 7340 38 3711057516 98 819937 29 92 20 32 39 67 
56 38 30 92 30 45 519469 04 00 8414 36 37 9566390109 2168409579 
39 27 52 8911 00 810628 48 12 08 05 75 26 5616 88 87 60 13 812067 58 
7313 28 58 01 05 06 42 24 07 60 60 29 99 93 318533 69 07 2576015403 
816084 51 57 12 68 46 55 89 60 09 718789 7812 03 09 70 83 79 68 20 66 
05 62 9807 85 07 79 26 69 61 67 85 7237 41 98 819937 29 615887 08 05 
62 9716 2918 521616 23 56 62 85 80 97 63 32 25 34 03 36 48 84 60 37 65 
3113632108 16 019258 21 48 79 74 73 72 08 64 80 91 38 07 28 66 61 59 
97 38 35 3419 89 84 05 3447 88 09 315488 97 96 86 01 69 46 13 95 65 96 
32117833 82 519998 44 39 12 7510 60 36 80 66 39 94 97 42 36 3116 59 
81991337 05 0812 60 39 23 617384 8918 26 02 04 37 95 9618 69 06 30 
45 74 00 03 05 69 9947 26 52 48 06 300018 03 30 28 55 59 6610 714405 
11 8413 69 01 8891287950 71421496 55 9859960136 88 77 9045 59 
14 6612 87 22 59 45 27 08 51 85 64 23 85 41 64 72 08 59 44 67 98 56 65 56 
40 25 67 87 82 84 2717 30 37 48 6949 02 58 98 02 50 5811 95 39 06 35 63 
4448 97 49 43 65 45 53 41 07 14 83 46 7411 76 66 63 60 08 90 54 33 65 84 
419454 06 57 48 28 018384 0911 21 91 73 97 2844 74 06 22 30 95 69 72 
071215 58 84 9318 318345 54 52 62 29 91 53 58 54 66 05 4719 63 92 75 
64 27 9043 52 18 26 32 96 83 50 58 45 27 57 14 96 39 64 85 73 87 96 76 23 
80 718641 03 45 62 6340 88 35 69 3410 94 32 22 52 04 74 69 63 218341 
27 06 08 09 92 26 22 59 28 27 38 58 2214 79 24 3212 38 42 33 56 90 92 57 
54 68 97 20 54 33 26 74 03 30 7422191348 3028019249 58 615227 03 
02 92 65 68 99 05 5315 26 70 04 69 22 64 07 04 73 25 74 82 78 35 22 21 88 
83 52 57 78 62 98 617048 22 68 50 64 55 75 42 70 32 09 60 58 70 6143 97 
82 82 76 31 33 8513 41 3810 16 47 6143 77 83 2719 70 41 34 78 77 60 25 
38 613409 49 04 416609 76 20 50 7340 95 24 77 95 73 20 47 42 80 6103 
01 01118838 0310 16 82 84 39 58 20 12 39 82 77 0218 88 3311 491516 
21661438 28 54 08 18 07 04 9217 63 36 75 33 141111 78 97 30 53 62 38 
32 29 30 69 59 68 50 33 31 47 15 64 88 75 27 0451416196 86 62 93 66 71 
04 59 2165 59 39 90 89 86 77 46 86 86 88 86 50 0913 24 91 54 80 67 78 66 
38 64 50 07 36 56 50 45 94 25 48 28 48 30 51 60 73 73 03 87 68 47 3710 84 
48 33 50 83 53 59 77 64 59 90 58 92 62 50 18 93 09 45 89 06 13 26 98 86 29 


