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SUBJECT Approve Letter Agreement for Grant Research and Writing Services 

ITEM TYPE ☐ Public Hearing ☐ Work Session ☒ Action Item 

PRESENTER Troy L. Butzlaff, ICMA-CM, Interim City Administrator  

  

APPLICABLE VICTOR VALUES 

☐Culturally Historic  ☐ Sustainable  ☐ Connected to Nature 

☐ Small Town Feel  ☐ Family Friendly ☒ Administrative Need 

____________________________________________________________________________________ 
 
PURPOSE & PROCESS 
The purpose of this item is to approve a Letter Agreement with Todd Hong for grant research and 
writing services related to the Infrastructure Investment and Jobs Act. 
 
BACKGROUND/ALTERNATIVES 
The $1.2 Trillion Infrastructure Investment and Jobs Act (IIJA) is the largest investment in infrastructure 
in more than a half-century.  The bill includes $550 billion in new funding to help rebuild America’s 
roads, bridges, and rails, expand access to clean drinking water, ensure every American has access to 
high-speed internet, tackle the climate crisis, advance environmental justice, and invest in underserved 
communities. 
 
Although the bill is massive in its scope and scale, there are several specific areas of funding that apply 
to the City.  These areas include: 

 
• $110 billion for construction, repair, and research for roads and bridges; 
• $65 billion to expand broadband in rural areas and in low-income communities; 
• $50+ billion to protect infrastructure from cybersecurity attacks and address flooding, wildfires, 

coastal erosion, other extreme weather events; 
• $11 billion to address highway, pedestrian, pipeline, and other safety areas; 
• $8 billion for western water infrastructure, including mitigating drought conditions; and 
• $7.5 billion for a nationwide network of electric vehicle charging stations. 

 
While the City does receive grant awards, the application process can be complicated and time-
consuming for Staff.  To maximize the City’s success rate, especially with the multiple funding 
opportunities available under the IIJA, Staff believes it would be advantageous to retain the services of 
an experienced grant writer.   
 
In researching various grant writing companies and consultants that could be utilized, Staff learned of a 
possible grant writer residing in Idaho Falls.  Todd Hong is a seasoned grant writer, having served as a 
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Community Development Block Grant Coordinator for the Idaho Department of Commerce.  He has 
worked in the quasi-government and non-profit sectors since 1990 and has submitted multiple grants 
on behalf of clients totaling over $3 million in grant funding.  A copy of Mr. Hong’s resume is attached. 
 
Staff has discussed the intricacies of the IIJA with Mr. Hong and identified numerous potential projects 
that the City could submit grant applications for.  Some of the specific projects that have been 
identified for grant funding include: 
 

• Replacement of Crystal Bridge; 

• Paving Baseline from Center to Old Jackson Hwy; 

• Public Restrooms at City and Sherman Par;k 

• Security improvements at all City water and sewer facilities; and 

• Implementation of the Comprehensive and Transportation Plans. 
 
Mr. Hong has submitted a proposal for grant research and writing services related to the IIJA and grant 
applications that City may wish to submit.  A copy of Mr. Hong’s proposal is attached. 
 
ATTACHMENTS 

• Resume of Todd Hong 

• Grant Services Proposal 

• Letter Agreement with Todd Hong for Grant Research and Writing Services 
 

FISCAL IMPACT 
Mr. Hong is proposing an hourly rate of $50/hour.  Based on the different grant categories the City 
might submit applications for under the IIJA, Mr. Hong is estimating 45 hours of research and 50 hours 
of writing services.  The total proposed cost is $4,750.  
 
STAFF IMPACT 
The complexity of grant applications vary with some grants requiring additional research and 
information.  Staff may be required to provide additional assistance in researching and compiling 
information for certain grant applications. 
 

LEGAL REVIEW 
N/A 
 
RECOMMENDATION  
Staff recommends that the City Council approve a Letter Agreement with Todd Hong for grant research 
and writing services related to the Infrastructure Investment and Jobs Act. 
 
SUGGESTED MOTION  
I move to approve a Letter Agreement with Todd Hong for grant research and writing services related 
to the Infrastructure Investment and Jobs Act. 
 
[Roll call vote] 
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TODD Y. HONG   

_____________________________________________________________________________________________ 

694 Melrose Drive * Idaho Falls, ID 83401 * (208) 569-0334 * toddhong60@gmail.com  

 
Experienced CDBG Grant Administrator__________________________________________________________ 

Working Experience with the Following: 

 

 Knowledge of CDBG Regulations   Grant Monitoring Procedures 

 Knowledge of Project Monitoring   Conducting DB Wage Verification Interviews  

 Project File-keeping    Filing Reports 

 Project Close-outs    Conducting Environmental Reviews 

 Grant Planning and Writing   Conducting Public Hearings 

 Monitoring Fair Housing Requirements  Working w/Customer Concerns 

 

Additional Experience: 

 

 Knowledge of Loan Application Review and Processing 

 Operation of Basic office Equipment and PC Programs 

 Working with Elected Leaders and Other Officials 

 Ability to Work Independently 

 Effective Written and Verbal Communications Skills 

 

Professional Experience_________________________________________________________ 
Grant Administration Achievements: 

 

 Certified CDBG Grant Administrator w/the Idaho Department of Commerce 1990-1997 

 Planned and Authored Approximately Eight CDBG Applications 1990-1997 

 Received Funding for Six CDBG Projects 1990-1997 in the Amount of $900,000 

 Prepared and Successfully Obtained $1.23 Million in Grant Funding for Local CRO, 2003 

 Prepared and Successfully Obtained $2.3 Million in Grant Funds for Shoshone-Bannock Tribes, 2007-

 2014. 

 

Other Applicable Experience/Achievements: 

 

 Loan Officer at Southeast Idaho Council of Governments, 1994-1996 

 Business Finance Officer at Idaho Innovation Center, 1997-2001 

 Tribal Grants Writer, Shoshone-Bannock Tribes 

 
Applicable Work History:_____________________________________________________________________ 

 

Director, Eastern Idaho Community Reuse Organization, 2001-2002 

Business Finance Officer, Idaho Innovation Center, 1997-2001 

Loan Officer, Southeast Idaho Council of Governments, 1994-1996 

Community Planner, Southeast Idaho Council of Governments, 1991-1996 

Community Planner, East-Central Idaho Planning and Development Association, 1990-1991   

 

Education and Certifications:_________________________________________________________________ 

Idaho State University, Pocatello, ID 1988 – BBA/Finance 

CDBG Grant Administrator Certification, Idaho Department of Commerce, 1990-1997 

Pocatello High School, Pocatello, ID 1979 – High School Diploma 

 

References Available Upon Request 
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Grant Services Proposal for  

Infrastructure Investment and Jobs Act-funded Projects 

City of Victor, Idaho 

 

This proposal for grant services on behalf of the City of Victor, Idaho, is being submitted by 

Todd Hong, a private consultant, for the preparation of grant proposals regarding the recently 

approved Infrastructure Improvements and Jobs Act (IIJA). The Proposal is intended to 

address the IIJA-related projects identified by the City of Victor only; additional grant-related 

projects not related to the IIJA  may be discussed at a future date for consideration by both the 

city, and the consultant at the request of the city’s designated official(s). 

 

The Consultant proposes to accomplish the following: 

 

Research Services 

 

The Consultant will conduct research services incidental to preparing grant proposals related to 

the IIJA areas identified by the City, including: 

* City history, needs related to infrastructure, and priorities set by the City. This includes 

meeting with the City’s Public Works Director, City Engineer, and other City officials with 

knowledge of history regarding the city’s infrastructure.  

* A significant portion of research involving review of the IIJC grant availability announcements 

to determine what activities are allowable, and which are not allowed. If needed, the Consultant 

may be required to contact the granting agencies to clarify ambiguous language before 

proceeding with the grants. 

* Review of local, state and federal regulations that may impact proposed grant activities 

proposed by the Applicant (i.e. City); this can be accomplished by consulting with administration 

officials at all levels of government to clarify legality of proposed activities, if necessary. 

 

The Consultant estimates that approximately 35 to 45 hours will be required to accomplish the 

necessary research to create competitive grant proposals for the IIJA. 

 

Grant-writing Services 

 

The Consultant will prepare separate proposals to the respective granting agencies for funds 

addressing the City’s various infrastructure needs. If done correctly, the research performed prior 

to writing the proposals will result in concise, competitive applications that will assist the City in 

obtaining the grant funds requested to help improve local infrastructure. 

 

 

 



Once the applications have been completed in draft form, the Consultant will present the 

applications to the City for review. Any recommended changes in the applications will be 

returned to the Consultant in order to edit the applications prior to submittal to the granting 

agencies. Once all edits have been completed and approved, the applications will be ready to 

submit. 

 

The Consultant estimates that approximately 45 to 50 hours will be required to complete the 

writing process for the IIJA. 

 

Compensation for Consultant’s Services 

 

The Consultant’s per hour charge for both Research, and Writing, is $50/hour. The total costs per 

category are: 

 

Research: $50 x 45 hours = $2,250.00 (Maximum estimate) 

Writing (including review/edits): $50 x 50 hours = $2,250.00 (Maximum estimate) 

 

Total Costs: $2,250.00 + $2,500.00 = $4,750.00 

 

I appreciate the opportunity to prepare this proposal to the City of Victor, Idaho. Thank you for 

your consideration. 

 

Regards, 

 

Todd Hong 

Idaho Falls, ID 

 



 

 
 
 
 
 
 
January 20, 2022 
 

Sent via US Mail and Emailed to   
toddhong60@gmail.com 

 
 
 
 
Todd Hong 
694 Melrose Drive  
Idaho Falls, ID 83401. 
 
RE: Letter Agreement for Grant Research and Writing Services  
 
Dear Mr. Gunderson: 
 
It is the intent of this correspondence to establish, by letter agreement (hereinafter 
"Letter Agreement"), a contractual relationship between you (hereinafter "Consultant") 
and the City of Victor (hereinafter "City") to provide grant research and writing services 
pursuant to the Consultant’s Proposal a copy of which is attached hereto as Exhibit “A” 
(hereinafter "Project”).   
 
City acknowledges that Consultant has proposed an hourly rate of $50.00 per hour.  For 
all work performed in accordance to the scope of services described in Exhibit “A”, 
Consultant's billings shall not exceed Four Thousand Seven Hundred and Fifty Dollars 
($4,750) without prior written authorization by the City. City shall make payment to 
Consultant within thirty (30) days after approval by City of an itemized invoice prepared 
and furnished by Consultant.   

 
The City and Consultant both acknowledge their respective duties and responsibilities. 
The parties intend that Consultant shall perform the services required by this Letter 
Agreement as an independent contractor engaged by the City and not as an officer, 
employee or partner of the City.   
 
As a condition to this Letter Agreement, Consultant agrees to procure and maintain, at 
its sole cost and expense, any and all insurance coverage required by Idaho law and as 
deemed necessary by the City.  In addition to maintaining sufficient insurance 
coverages, Consultant agrees to hold harmless, indemnify, and defend the City, its 
officers, employees, agents, representatives, and successors-in-interest against any 
and all loss, damage, cost, or expenses which the City, its officers, employees, agents, 
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representatives, and successors-in-interest may incur or be required to pay by reason of 
any injury or property damage caused or incurred by Consultant, its employees, 
subcontractors, or agents in the performance of this Letter Agreement.  
 
It is expressly understood that the experience, knowledge, capability and reputation of 
the Consultant was a substantial inducement for the City to enter into this Agreement.  
Therefore, Consultant may not substitute another individual, nor may they reduce their 
responsibilities without the express written approval of the City. 
 
This Letter Agreement shall commence upon the date of execution below and continue 
in full force and effect until September 30, 2022 unless extended by mutual written 
agreement of the Parties. The City reserves the right to terminate this Letter Agreement 
by providing a written "Notice of Termination" to Consultant at least ten (10) days prior 
to the date of termination specified in said Notice.   
 
Should this Letter Agreement be acceptable to you, please sign this letter at the space 
provided and return the original to this office.  A copy of this correspondence will be 
mailed back to you for your records.  
 
I look forward to working with you on this project.  If you have any questions or need 
further clarification regarding this matter, please contact Troy Butzlaff, Interim City 
Administrator, at (208) 787-2940. 
 

Sincerely, 
 
 
 
Will Frohlich 
Mayor 

 
In Agreement: 

 
BY: _____________________________ 
 

_____________________________ 
            Date    
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