SECTION D - FINANCIAL MANAGEMENT

1. OVERVIEW

This section provides grantees with guidelines to meet the CDBG financial
requirements. The purposes of these guidelines are:

a. To ensure that the grantee maintains accurate and complete financial
records,

b. To outline source documentation that must be kept with the financial
records,

c. To help the grantee establish control and accountability for all funds,
property, and other assets used during the implementation of the CDBG funded activity, and

d. To outline internal controls which eliminate the potential for fraud and abuse.

2. LOCAL FINANCIAL MANAGEMENT RESPONSIBILITIES

Local financial management procedures should allow one to trace each CDBG dollar to see where it
went. The grantee’s financial staff will be required to do the following:

» Review all expenditures through contracts, invoices, and purchase orders;
» Ensure proper coding of expenditures;

» Review and process requests for payments by contractors;

» Maintain records;

* Prepare financial reports;

 Prepare checks for approved expenditures.

Most financial record keeping and reporting requirements are consistent with accounting systems used by
Utah counties and municipalities. There is no need to redesign local accounting systems that already
provide for adequate recording procedures. In many instances, the CDBG recording procedures require
only minor adjustments or additions to the existing system.

3. INCURRING COSTS

The receipt of a CDBG award letter or executed contract does not authorize the grantee to begin incurring
costs. Under no circumstances can CDBG funds be used to reimburse costs incurred prior to obtaining an
environmental release letter from the state. As a general rule, costs incurred prior to contract execution
will also not be reimbursed. The state regulations at 24 CFR Part 579(b) gives the state a little flexibility
in this regard. If a grantee has a special situation and must incur costs prior to contract execution, it must
submit a request in writing outlining its needs. The state CDBG staff will make a determination and
respond in writing. The grantee cannot proceed without written approval.

V. 2009 1



4.
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MULTI-YEAR CONTRACTS

If a grantee has a multi-year CDBG contract, costs associated with the second or third years can be
incurred at any time after the environmental release and original contract execution. The state,
however, cannot reimburse costs for the amount of the second year’s funding until the second year of
the contract and the third year’s funding until the third year.

The grantee must pay expenditures up front and wait for reimbursement. For example, a grantee has
a three-year CDBG contract with funding at $25,000 per year for a total of $75,000 that begins in
June. In July the grantee obtains an environmental release. In August it spends $75,000 on the
project. When the RFF and documentation is submitted to the state, the grantee will be reimbursed
$25,000. In June of the following year the contract will be amended to a total of $50,000. Another
RFF is submitted and another $25,000 will be reimbursed. In June of the next year the final $25,000
will be added to the contract and the final RFF for $25,000 will be processed.

FINANCIAL DOCUMENTATION

Every CDBG transaction must be supported by adequate source documentation. Documentation
should be kept to support the claims (Request for Funds) submitted in WebGrants. Examples of
source (or back-up) documentation include:

. Employee time sheets that identify time spent on the CDBG project (time sheets must
account for 100% of employee time, not just the portion relevant to CDBG)
Payroll registers that identify salary and benefit amounts

Heavy equipment logs (when city/county employees do construction projects)
Contractor invoices

Other invoices or receipts

Travel receipts and supporting documentation

Copies of canceled checks

Copies of deposit slips and/or bank statements verifying deposits

Indirect cost plan

Cost allocation plan

Inadequate or unacceptable documentation includes:

. Purchase orders (without a supporting invoice or receipt)
. Statements (without supporting invoice details)
. Contractor bids or estimates

The type of documentation needed depends on the type of project being funded. Some projects
require a contractor while others use city/county employees. Some grantees include “administration”
expenses in their budget. Documentation for a construction project using a contractor with no
administration expenses would be the following:

. Contractor's invoices,
. Copies of the canceled checks made out to contractor,
. Copies of the deposits of CDBG funds — (Bank Statements, not ledgers)



On the other hand, if city employees perform the work, (Force Account Labor) the documentation
would be:

« Employee time sheets with time spent on CDBG projects specified,
 Payroll registers,

» Heavy equipment logs, with time spent on the CDBG project specified,
« Invoices for construction materials and supplies,

» Canceled checks,

» Copies of deposits of CDBG funds.

All CDBG financial documentation should be kept in a single CDBG file to simplify the WebGrants
claims process.

6. INCURRING ADMINISTRATIVE COSTS

The state CDBG program allows up to 10 percent of the grant to be used for administrative costs.
Administration covers the costs of implementing a local project, including preparing the
environmental review, planning, accounting costs, fees paid to a consultant for administering the
project and other contractual costs for professional services used in administration of the grant.

If the grantee wants to charge administration to the grant, it must be included in the contract budget.
You must also document all administrative expenses just as you would project costs.

7. APPLICABLE LAWS

The following state and federal requirements apply to the financial management function for local
CDBG programs:

» 24 CFR Part 85 PART 570 ADMINISTRATIVE REQUIREMENTS FOR GRANTS AND
COOPERATIVE AGREEMENTS TO STATE, LOCAL AND FEDERALLY RECOGNIZED
INDIAN TRIBAL GOVERNMENTS

This part establishes uniform administrative rules for Federal grants including guidance on financial
administration, procedures for control and disposition of property, and retention of records. Federal
requirement for record retention is three years after close out of the grant, but the state requires
retention for five years after close out.

Also, the following Federal Regulations apply to grantees and sub-grantees (as appropriate).

A-87  Cost Principles for State, Local and Indian Tribal Governments

A-102 Grants & Cooperative Agreements with State and Local Governments

A-21  Cost Principles for Non-Profit Organizations

A-110 Uniform Administrative Requirements for Grants and Agreements

With Institutions of Higher Education, Hospitals and Other Non-Profit Organizations
e A-122 Cost Principles for Non-Profit Organizations*

Grantees may contact the state staff for copies of any of the above regulations.
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COST PRINCIPLES FOR STATE AND LOCAL GOVERNMENT

OMB Circular A-87 establishes the following criteria for determining whether specific costs
are allowable under the CDBG program. The cost must:

(@)  Be necessary and reasonable for the proper and efficient administration of the grant
activities,

(b) Be allocable to the grant,

(c)  Be authorized or not prohibited under State or local law,

(d) Conform to any limitations or exclusions set forth in federal laws and regulations.

INTERNAL CONTROLS

The grantee must establish internal controls that eliminate the potential for fraud and abuse of
CDBG funds. The system of internal controls must meet the following criteria:

* No person shall have complete control over every phase of a significant transaction. For
example, the person who authorized payments to contractors cannot also cut and issue the
checks to the contractor.

« Fiscal record keeping shall be separate from other program management operations.

» Monthly bank reconciliations shall be made by someone who is not responsible for handling
cash or issuing checks.

« Preparation of payrolls and issuance of paychecks shall be handled by different individuals.

10. REQUEST FOR FUNDS (Claim) Note: Webgrants instructions begin on page 8 of this
section.

11.
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All Request for Funds (claims) must be submitted online through WebGrants; the division’s
electronic grants management system. After logging into WebGrants, grantees click on “My
Grants” and open the current CDBG grant. From there, grantees click on “Request for Funds”
and “Add” to enter a claim. All supporting documentation must be attached to the claim and will
be reviewed by the state CDBG staff. After clicking “submit”, state staff are notified
electronically that a claim has been submitted. No further action from the grantee is required.
The level of documentation required will depend on the grantee’s ability to demonstrate adequate
internal financial controls. (An Internal Control Questionnaire is completed as part of the
application process.) If a claim lacks the proper documentation, it will be put into “correcting”
status and the grantee will be notified that more information is needed. Generally, claims are paid
within one week of receipt. The status of a claim can be tracked in WebGrants. The claim will be
marked as “paid” when a check has been issued to the grantee.

CDBG/HOME PROGRAM ADMINISTRATION

CDBG funds cannot be used to fund HOME program administration. CDBG funds can be used
to pay program delivery costs in the HOME program. The difference between administration and
program delivery is not strictly defined. Probably the best way to look at costs is that if a cost
can be identified to a specific project, it is program delivery and can be charged to CDBG. If a
cost was incurred for a mixed function such as accounting, budgeting, coordinating, and program
management, it is an administrative cost and should be charge to HOME administration. CDBG
funds used for HOME program delivery are subject 0 CDBG eligibility and national objective
requirements.



12. REVOLVING LOAN FUNDS - PROGRAM INCOME

Program income, for the purposes of the CDBG program, is gross income that is received by
either a grantee or sub-grantee and has been directly generated from the use of CDBG funds. For
those program income-generating activities that are only partially assisted with CDBG funds,
such income is prorated to reflect the actual percentage of CDBG funds that were used.
Examples of CDBG program income include:

»  Proceeds from the disposition by sale or long-term lease of real property purchased
or improved with CDBG funds.

»  Proceeds from the disposition of equipment bought with CDBG funds.

e Gross income from the use or rental of real property that has been constructed
or improved with CDBG funds and that is owned by the recipient of
subrecipient.

» Payments of principal and interest on loans made using CDBG funds.

*  Proceeds from the sale of loans made with CDBG funds.

» Proceeds from the sale of obligations secured by loans made with CDBG funds.

* Any interest earned on funds held in a revolving fund account.

* Any interest earned on program income pending its disposition.

Both the state CDBG regulations and the Administrative regulations at 24 CFR Part 85 have
sections devoted to program income. Under the regulations the state will have to track a grantee's
program income as long as there is program income, even after contract closeout. There is one
exception. Program income excludes amounts less than $10,000 collected and retained by local
governments in a single year. The state has identified the year to be the entity's fiscal year. If a
grantee receives less than $10,000 in program income in a fiscal year, that amount is no longer
considered program income and can be used at the discretion of the grantee. If a grantee receives
more than $10,000 in a fiscal year, the entire amount is considered program income.

Grantees must disburse program income to fund the same activity before seeking new program
funds. The state always requires a statement of program income balance when requesting new
revolving loan money. Quarterly program income reports are also a requirement of the state
program. These reports are as of March 31, June 30, September 30 and December 31. Program
income is a complicated issue. If you have questions please consult with the state CDBG staff.

13. SINGLE AUDIT

CDBG funds are federal funds and are subject to the requirements of OMB Circular A-
133, Audits of States; Local Governments and Non-profit Organizations. This circular
establishes uniform requirements for audits of Federal financial assistance. This
document is available on line at http://www.access.gpo.gov/su_docs/help/hints/fr.html Or through
the state CDBG staff. It establishes uniform requirements for audits of federal financial
assistance provided to states, local governments, and non-profit organizations and
promotes the efficient and effective use of audit services.

Who Must Have A Single Audit?

a. Grantees that expend $500,000.00 or more in federal financial assistance (CDBG funds plus all
other federal funds) in the recipient’s fiscal year must have a single audit completed. Determining
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the amount of federal funds expended shall be based on actual cash disbursed, not notice of an
award, execution of a contract or receipt of funds.

What Is A Single Audit?

A single audit includes an audit of a grantee’s financial statements, additional tests of compliance
with applicable laws and regulations, review of the schedule of federal financial awards and

expenditures of said funds, reports on internal controls, findings and proposed corrective actions,
and a letter from the independent auditor.

Reporting Requirements

OMB Circular A-133 requires the auditor to issue on behalf of the entity:

. A report on the general purpose or basic financial statements of the entity as a whole, or the
department, agency, or establishment covered by the audit.
. A report on internal accounting control based solely on a study and evaluation made as a
part of the audit of the general purpose of basic financial statements.

. A report on compliance with laws and regulations that may have material effect on the
financial statements.

OMB Circular A-133 requires that the auditor include, for the entity's federal financial assistance
programs--

. A report on a supplementary schedule of the entity's federal financial assistance programs,
showing total expenditures for each federal financial assistance program. ¢ A report on

internal controls (accounting and administrative) used in administering federal financial
assistance programs.

. A report on compliance with laws and regulations identifying all findings of
noncompliance and questioned costs.

. A report on fraud, abuse, or an illegal act, or indications of such acts, when discovered (a
written report is required); normally, such reports are issued separately.

Who Can Perform A Single Audit?

An independent Certified Public Accountant must perform the single audit.

When Is The Audit Due And Where Should It Be Sent?

The audit is due 6 months after the end of the grantee’s fiscal year. It should be sent to:
Utah State Auditor’s Office, Room E310, East Capitol Complex, SLC, UT 84114-2310
Please direct any questions to Macray Curtis at (801) 538-1335.
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Who Pays For A Single Audit?

The state prefers to have a grantee pay for its single audit out of general funds. The cost of a
Single Audit is, however, an allowable charge to the CDBG grant IF THE RECIPIENT
EXPENDED $500,000.00 OR MORE IN FEDERAL ASSISTANCE IN THEIR FISCAL
YEAR AND ARE REQUIRED TO HAVE THE AUDIT COMPLETED. (If the recipient is
not required to have a Single Audit completed, but merely elects to have one completed, federal
funds may not be used to finance the cost of the audit.) The percentage of audit costs charged
to the CDBG grant should not exceed the percentage of CDBG funds expended. In other
words, if 25% of an organization’s expenditures were CDBG expenditures, 25% of the cost of
the audit may be charged to CDBG.

Follow-Up Of Sub-Recipient Audits

For audits performed at the sub-recipient level, an HCD accountant will review the audit reports for
compliance with the Single Audit Act and to identify questioned costs and other audit findings and
recommendations, and decide whether to sustain the findings. Ininstances where the State sustains the
questioned costs, the State will account for them as a receivable and pursue recovery, or take other
appropriate follow-up action. In other instances, the State will review the audit report with the audited
sub-recipient and/or the auditor and decide not to sustain the costs. In either instance, the resolution
should be within a reasonable time, which has been established to be within 6 months from receipt of
the audit.

Resolving Findings And Grant Close-Out

v. 2009

An unresolved audit finding may result in one or more of the following sanctions: a withholding of
the questioned cost (or repayment of the questioned cost), suspension of current CDBG awards,
terminations of current CDBG awards or denial of future CDBG awards. Likewise, these sanctions
may be imposed if the Single Audit is not completed as required.



How to Submit a Request for Funds (RFF) in
WebGrants

1. Log into WebGrants & click “My Grants”

. I
a@ @ httpsi/fwebgrants.community.utah.gov/logindo P 820X | 2 WebGrants - Utah Departm,
File Edit ‘View Favorites Tools  Help

s W MSNT L MSN ) W MSN () 2] http-wwwestunion.co., 0 MIN G MSNE) W MSN D W MSN 2 Custornize Links &

Utah et gov webfrints

%Menu | B Help | Log Out Q@Backl | |

@ Welcome

Main Menu

j Instructions

iia Apply for Grants

@ My Applications

U Environmental Reviews
Q% My Grants

a My Profile

Click
“My Grants”
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2. Open the grant.

B@ (& https:/fwebgrants, community.utah.govy/grantlist.doPstardndex=1

PL-adcX H (= WebGrants - Utah Departrm.,

File  Edit  View Favorites Tools  Help

o MEM (D MSNGE) W MSN(5) 2 hittp--wawvestunion.co.,. W MSN () W MSN ()

§ MM @ W MSN 2] Custornize Links £

Jtahetgov
@Menul B Help | ﬁLug Qut %Backl
[ Grants Click contract
- “Number” to
urrent Grants -
open grant file.
Mumber  Status Year
12-1150  Underw ay Ency Food Assistance & Supportive Case Manage
12-0656 011 2011 COBG - Hsg/RLF Program Delivery; ED. & Planning T.A.
12-0655 ~ Underway 2011 2011 COBG - Consolidated Planning, Admin & Rating & Ranking

12-0506
11-1538
11-0913
11-0352
11-0351

Underway 2011 FY 2011 CDBG - AOG Direct Planning Assistance

Underw ay 2011 Emergency Assistance & Case Management Services

Underw ay 2011 Five County Association of Governments

Underw ay 2010 CDBG Consolidated Fan Planning, Administration and Rating & Ranking

Underw ay 2010 Five County AOG Direct Planning Assistance
11-0350  Underway 2010 Housing/RLF Program Delivery, Economic Development & Technical Assistance
10-1518  Underway 2010 3C30 - 20110 Community Service Block Grant

temp-41955 Underw ay 2009 Fire Station Il {Dummy)
08-2539 Underway 2008 2008 Rating and Ranking
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Closed Grants

Program Area

Community Services Block Grant (CSBG)
Community Development Block Grants (CDBG)
Community Development Block Grants (CDBG)
Community Development Block Grants (CDBG)

Community Services Block Grant (CSEG)
Pamela Atkinzon Homeless Trust Fund (PAHTF)
Community Development Block Grants (CDBG)
Community Development Block Grants (CDBG)
Community Development Block Grants (CDBG)

Community Services Block Grant (CSEG)
Community Development Block Grants (CDBG)
Community Development Block Grants (CDBG)

Showing 1-12 of 12



3. Click “Request for Funds” component.

@ hittps:f fwebgrants.community.utah.gov/qrantComponents dofdocurnentPk

S P-alaeX

@ WebGrants - Utah Departm..,

File  Edit View Favortes Tools  Help

o5 W MSN T MSNGE) W MSN (5 2 http-wsewestunion.co., W MSN G W MSN ) W MSN @ W MSN 2] Customize Links 24

Utahestgov
@Menul BHeIpI '@Log Out %Backl

5}; Contracts

Contract: 12-0506 - FY 2011 CDBG - AQG Direct Planning Assistance - 2011

Status: Underway
Program Area: - Community Development Block Grants (CDBG)

Grantee Organization: Fjye County Association of Governments

onRuss

Contract Components View Contract | View Application | View Opportunity
Component Last Edited State
General Information 0971372011 Unlocked
Scope of Work 07272011 Unlocked
Budget 07272011 Unlocked
Closeout Forms /Clle “Request for Unlocked
Request For Funds 1 Funds” to view or 01/26/2012 Unlocked
HUD Activities 02/08/2012 Unlocked
State Program Office Attachments add a req uest. 0113072012 Unlocked
Grantee Attachments Unlocked
Environmental Reviews Unlocked
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4. Click “Add” to create a new Request for Funds.

afq)) @ https:ffwehgrants.cnmmunit},f.utah.gnv,’viewt:nmponent.dn?pruperty(dncume[wtp P-aBcdx 1‘—3 WebGrants - Utah Departr

File Edit ‘iew Favortes  Tools  Help
o MSN T MEN ) MSN (3 2] hittp--weravestunion.co.. 0 MSN (4 W MSN 3 W MSH @ W MSN 2 Customize Links

Utah st gov webofrics
@[Menul 8 Help | @Log Out "'\lé]Eackl | @Azltll

3 Contracts

Contract: 120506 - FY 2011 CDBG - AOG Direct Planning Assistance - 2011

Click “Add” to
create a new
“Request for

Funds” (Claim)

Status: Underwa'-l'r

Program Area:  Community Development Block Grants (COBG)

Grantee Organization: Fjye County Association of Governments

Request for Funds Continue
Document Date Date Date Date Percent  Remaining
Number . . Status  Amount
Number  Submitted Paid From To Spent Amount
12-0506 - 002 201607 01/26/2012 02im2nm2 1m0 1230201 Paid $12,008.00 46.77% 526,615.00
12-0506 - 001 200821 10/31/2011 1022011 070172011 09/30/2011 Paid 311,377.00 2275% $33,623.00

$23,385.00
Last Bdited By: Carclyn Moss, 01/26/2012

1)

_ The “Status” column w
On this screen all alert users to claims in
previous Request for “Editing” “Submitted”

Fpndsd(RFF’s) can be “Awaiting Approval” or
viewed. s {33
Paid” status.
\ /

V. 2009 11



5. Enter the period of time for which the expenses were incurred
and click “save”. (Grantees are encouraged to submit requests
monthly or quarterly.)

G@%‘ https:/ Anebgrants.communiteutah.gosyeditClaimGenerallnformation.dofprograr O - @ 8 & X | ,_% WebGrants - Utah Departrm.,, *
File Edit “iew Favorites Tools  Help
o W MSNGT W MSN ) W MSH(5) 2] http--wavavestunion.co., W MSN (4 MSN 3 W MSN (@) W MSN 2] Customize Links 2 W

Utahestgov

@Menul B Help | @Lag Out Type in the two dates | kg Save
) or use the calendar tool
3 Claim to choose the dates.

General Information

Report Period: ﬂ

From® to®

After entering the 2 dates, click
“Save” to continue. Note: The //
are added automatically.
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6. Review the saved data and click “continue”.

e @ hittps:ffnee bgrants.communiby utah.gowisave ClaimGenerallnformation. do P~-a2dX ‘ @WebGrants - Utah Departt

File  Edit ‘“iew Favorites Tools Help
o W MSM T W MSN ) W MSN S 2 http--wseaavestunion.co.. M MSM @ W MSH 3 @ MSN @) W MSN 27 Custornize Links

Utahstgov websBrints
@ Menu | B Help | il Log Out {9 Back| | &K Edit |

5k Claim

Claim: 12-0506 - 003
Grant: 12 0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area:  Community Development Block Grants (CDBEG)

Claim Status: Editiﬂg

General Information Continue

Claim Mumber: 120506 - 003

Report Period:  (11/(01/2012 01/31/2012
From to
Status:  Fditing
Document Number: Review and click

Contract Number: {20505

“Continue” to move to
the next page.

Grant Year: 2011

Submitted Date:

Approved Date:
Paid Date:

Last Edited By: Carclyn Moss, 03/12/2012
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7. A new Request for Funds ‘record’ has now been created and this
screen shows that the 1% of 4 components has been completed.
A “J" will appear when each component is completed. Click
“Reimbursement” to continue.

-— = d
File Edit ‘iew Favorites Tools  Help

o W MSN T o MSN (6 W MSN (5 2 hitp--wwawestunion.co., M MSN (4 W MSN () W MSN (D MSN 2 Customize Links &

Utahsgov wehefiats

@Menul B Help | '@Lag Out Qr'a]Backl %Printl | %Delete |

1 Claim

Claim: 12-0506 - 003
Grant: 12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area: - Community Development Block Grants (CDEG)

Claim Status: Editing

Components Preview | Submit
Name Complete? Last Edited
General Information ¥ 03122012

Reimbursement
Comments/5Status
Attachments

Click “Reimbursement” to
continue.
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8. Click “Edit” to enter expenses in whole dollars. Click “Save”

and “Continue” to move to the next component.

e[g%@ https:/fnvebgrants.community.utahgovivienComponentdofproperhidocumentP O - @ B & X |

@ WehGrants - Utah Depart

File  Edit “iew Faworites Tools  Help

s W MSH T W MSM G W MSN (S 2 http--veisive stunion.co..,

A MSH W MSK o MSM ) W MSM 2] Customize Links

Utahestgov
@Menul BHelpI @Log Qut

[k Claim

<y Back |

wﬁs&.ﬁh’
| (& Edit

Claim: 120506 - 003

Click “Edit” to enter

erant: 12,0506 FY 2011 CDBG - A0G Dire{ €XpPenses. Then click “Save”
Program Area:  Community Development Block Gran|  @and “Continue” to move the
Claim Status:  Editing next screen.
Reimburseme nt Continue
Contract Expenses Prior Available
St 2 B 2 Budget This Period Expenses L i) Balance
Administration 50.00 20.00 50,00 50.00 50,00
Planning 550,000.00 50.00 $23,385.00 523,385.00 526,615.00
Technical Assistance (AOG) 50.00 50.00 $0.00 50.00 50.00
Program Dedivery Costs 50.00 20,00 50,00 50.00 50,00
Construction 50.00 50.00 $0.00 50.00 50.00
Engineer/Architect 50.00 20.00 50,00 50.00 50,00
Other 50.00 20.00 50.00 50.00 50.00
Other 50.00 50.00 $0.00 50.00 50.00
Real Property Acquisition 50.00 20.00 50,00 50.00 50,00
Grand Total: $50,000.00 $0.00 $23,385.00 $23,385.00 $26,615.00
Last Edited By:
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9. Click “Comments/Status” and “Edit” to open box to add
description of expenses submitted. Please also add brief
narrative about the progress of the project.

a@ @ https:/fwebgrants.community.utah.gov/claimComponents,do?documentPk=1331 @ ~ @ B ¢ X @Webﬁrantg - Litah Departr

File Edit ‘iew Favortes Tools  Help
o M MSN T MIN G W MSN(S) 2] hitp--waewavestunion.co.. W MSN () MSNG) 8 MSN@ W MSN 2 Custornize Links

Utahetgov U

@yvenu| [ Help | g Log Out & Back | (%) Print| | 9 Delete |

3 Claim

Claim: 12-0506 - 003
Grant: 12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area: - Community Development Block Grants (CDBG)

Claim Status: Edltlﬂg

Components Preview | Submit
Name Complete? Last Edited
General Inform ation ¥ 031272012
Reimbursement ¥ 031212012
Comments/5Status
Attachments Click “Comments/Status” and then

“Edit” to add description of
expenses submitted.
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10. Enter description and then click “Save”.

G | B hitps:/fwvebgrants, community.utah.gow/editClaimComments.dofproperty(docum O ~ @ B & X |
File  Edit ‘“iew Fawvorites Tools  Help
gz L MSM T A MSH 8D W MSN (S 2] http-wawwestunion.co.. L MSM (9 W MSH 3 Wl MSN @ W MSN 2 Customize Links

Utahegov web e
@Menu | B Help | ‘ﬁLog Out C@Backl | TEJ Save

Qq Grants

& WehGrants - Utah Departt

Click “Save”

Claim: 12-0506 - 003 When done
Grant: 12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area:  Community Development Block Grants (CDBG)

Claim Status: Fdjti ng

Additional Comme nts/Status

Font "SizevBIU|

lIrvoice # 12894 - ABC Consultants - Soil testing

SIS |EEA P QAO0% | XD A

Trrvoice # 17865 - Acme Ensmeering - Prelimmary Stte Drawmgs.

Status to date: Engmeering 15 33% complete. Will put out to bid n June.

Click inside the text box in upper left
corner to add description.
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11. The final Component of the Request for Funds (RFF) form is
the “Attachments”. This is the place to attach invoices, ledgers and
other documents that will support the reimbursement requested.
(Purchase Orders and bids are not acceptable source documents)

— —
a@ @ https:/ furebgrants.corrmunity. utah.gov/claim Components,do?documentPk=1311 O~ @ B & X % WebhGrants - Utah Departt
File Edit Wiew Favorites Tools  Help
o W MSN T MSN ) MSN () 2] http--weewavestunion.co., W MSN () 8 MSN (3 8 MSN @) MSN 2] Custormize Links

Utahetgov web et

@Menu | B Help | @Lng Out "\:-QBackI {_’@Priml | g Delete |

3k Claim

Claim: 12-0506 - 003
Grant: 12_0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area:  Community Development Block Grants (CDBG)

Claim Status: Ed|1_|r|g

Components Preview | Submit
Name Complete? Last Edited
General Inform ation ¥ 03122012
Reimbursement v 031122012
Comments/Status ¥ 03122012
Attachments

Click “Attachments”
to add supporting
documents.
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12. To add an “Attachment”, a description must be entered along
with the file name to be attached.

‘;f _'|i§ https:/Awebgrants community utah.goviviewComponent.do?propertidocurmentP P~-adcx H i?;' WehGrants - Utah Departr.,

File  Edit \iew Favorites Tools  Help
o W MSNT f MSN S W MSN (S 2 hitp--wewavestunion.co.. @ MSM ) W MSN @) @ MSN @ W MSN 2 Customize Links £

Utahetgov web e¥rnes
ngenul 3 Help | '@Log Qut ‘LE,]BackI

‘38 Application

Claim: 120506 - 003
Grant: 12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area:  Community Development Block Grants (CDBG)

Click “Attach File”
and then the “Back”
button to finish.

Claim Status: Editing

Attach File
Description:

ABC Consultant Invoice # 12894

Attach File

Upload File: C\Users\cbrown\Documents\My Scans\scanf001.pdf

Attachments

Remowe? File Name Description
Mo files attached.

Note: Multiple documents can be attached and it is best to attach
invoices separately to make it easier for the Program Specialists to
review the documents submitted.

V. 2009 19



13. Almost done!!! Don’t forget to click “Submit”

‘;k-&ﬂ@ hitps:/ fwebgrants.cammunity.utah.gov/claimComponents do?documentPk=1331 O~ @ 2 ¢ X ‘

iﬂ;, WehGrants - Utah Departm.,

File:  Edit ‘iew Favorites Tools  Help
o W MINT W MSH () W MSN () 2 hitp-wmewaestunion.co., W MSN (9 ol MSN ) W MSH (D) o MSN 2] Custarnize Links &

Utah et gov weh#te

{;;rl‘u'lenul B Help | '@Lng Out Q.ir'a]Backl %Printl | “[}elete | |

13 Claim Click “Preview” to review
the RFF and to print a

Claim: 12-0506 - 003 copy.

Grant: 12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area: - Community Development Block Grants (CDBG)

Claim Status: Editing

Components Preview | Submit

Name Complete?
General Information v
Reimbursement v
Comments/Status v
Attachments v

Click “Submit” to complete the “Request
for Funds” process. An e-mail alert will
be sent to your Program Specialist to
alert him/her that an RFF has been
submitted.
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14. Click “OK” when the pop up message appears. This serves
as your electronic signature. Do not send any paper copies in
the mail unless instructed by your Program Specialist to do so.

GI:- >\|@ https:/fwebgrants. community.utah.goviclaimComponents.do?documentPk=1331 O ~ @ B & X

2 WWehGrants - Utah Departm,.

o W MSK T W MSM G W MSN (S 2 http--wawavestunion.co., W MSN @ W MSN @ W MSN @) W MSN 2 Custamize Links 2

Utahe:gov web ¢¥uts

@rvenu| B Help | i Log Out <3 Back| () Print | | 8 pelete |
5k Claim

Claim: 120506 - 003
Grant:  12.0506-FY 2011 CDBG - AOG Direct Planning Assistance

Program Area:  Community Development Block Grants (CDEG)

Claim Status: Editing

Components . Preview | Submit
Message from webpage —— ﬂ t Edited
General Information 31272012
Reimbursement I.-"'_"‘-.I By clicking "OK" wou are certifying that you are in compliance with the 12/2012
Comments/Status Y terms and conditions of this contract, 31272012
Attachments 1212012
T For cost reimburserment contracts, you are certifying that the funds
requested by this claim where expended in accordance with the terms
3 and conditions of this contract,
Submitting the Clairn will lock all sections from further editing. Hawe
you completed all sections? Are you sure you are ready to subrnit this
Utah Department of Commu Claim? Technology Partners Inc.
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