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STATE OF CALIFORNIA - BUSINESS, CONSUMER SERVICES AND HOUSING AGENCY GAVIN NEWSOM, Governor 

DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT 
DIVISION OF FEDERAL FINANCIAL ASSISTANCE 
2020 W. El Camino Avenue, Suite 200, 95833 
P. O. Box 952054 
Sacramento, CA  94252-2054 
(916) 263-2771
www.hcd.ca.gov

CDBG-DR Management Memo #23-01 

This management memo supersedes CDBG-DR Management Memo #22-01 

Date: May 10, 2023 

To: Community Development Block Grant – Disaster Recovery (CDBG-DR) and Mitigation 

(MIT) Subrecipients 

Subject: Grants Network Financial Reports 

Attachments: Subrecipient Supporting Documents Reference Guide, CDBG-DR/MIT Financial 
Report Workbook 

NOTE #1: This management memo includes the following updates: 

• Updated Financial Report Workbook to calculate indirect costs

• Updated Payroll Report Form to include pro-rated leave hours

• Updated Davis Bacon and Related Acts (DBRA) statement in the Financial Report Workbook

• New requirement for projects funded with more than one HCD CDBG-DR/MIT grant

• Overpayment reimbursement guidance

• Time and materials contract invoice supporting documentation requirements

NOTE #2: This management memo contains information that will be integrated into the completed 

CDBG-DR/MIT Grant Administration Manual at a future date. At the point that this memo becomes 

outdated, it will be rescinded and superseded by the Grant Administration Manual. 

Purpose 

The purpose of this memo is to document the process and requirements for Grants Network Financial 

Reports for all CDBG-DR/MIT programs. This includes gathering and reviewing required supporting 

documentation, completing the Financial Report Workbook, and completing required Grants Network 

actions. 

Documentation is a key part of complete reporting. The California Department of Housing and 

Community Development (Department) requires Subrecipients to maintain supporting documentation 

for all data entered and submitted on Grants Network Financial Reports, including direct and indirect 

costs, activity delivery expenditures, activity expenditures, overpayment reimbursement, and all 

expenditures of CDBG-DR/MIT Program Income. Subrecipients shall maintain in their records copies 

of all Financial Reports and full supporting documentation to substantiate each Financial Report. 

http://www.hcd.ca.gov/
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However, only certain information and documents must be submitted to the Department in Grants 

Network. 

Background Requirements 

The U.S. Department of Housing and Urban Development’s (HUD) recordkeeping requirements for 

CDBG-DR/MIT funds administered by the Department are contained in 24 CFR Part 570. Specifically, 

24 CFR 570.490 (a) (1) states that “The State shall establish and maintain such records as may be 

necessary to facilitate review and audit by HUD of the state’s administration of CDBG funds under 

Section 570.493.” The state is required to have fiscal controls such that it can ensure the funds are 

used in “compliance with all applicable statutory and regulatory provisions,” “only spent for 

reasonable and necessary costs,” and “not used for general expenses required to carry out other 

responsibilities of state and local governments” as described in Section 570.489 (d). 

The updated Excel-based Financial Report Workbook must be used no later than May 2023 for all 

CDBG-DR/MIT Subrecipients to submit Grants Network Financial Reports, monthly, beginning as 

soon as possible but no later than the April 2023 expenditures. This workbook will also serve as 

documentation that the authorized representative of the Subrecipient has approved all expenditures 

contained in the Financial Report Workbook and complied with all applicable requirements at 2 CFR 

Part 200 and other federal, state and local requirements. 

Frequency 

Grants Network Financial Reports must be submitted on a monthly basis. The only acceptable reason 

for not requesting reimbursement on a monthly Grants Network Financial Report is if costs incurred 

do not exceed $1,000.00 since the last Financial Report was submitted, pursuant to Master/Standard 

Agreement Exhibit B – Method of Payment. If costs incurred are between $0 and $1,000.00, the 

Subrecipient must submit a Financial Report indicating that they are seeking a $0 reimbursement. 

Grants Network Financial Reports are due on the 10th of each month for the previous month’s 

expenses (reporting period) for the available prior periods. 

HCD Program Representatives may grant an extension of the Grants Network Financial Report due 

date up to 25 days from the end of the reporting period. To request an extension, please email 

the request to your HCD Program Representative. The HCD Program Representative will extend the 

due date manually in Grants Network. 

Process 

The CDBG-DR/MIT Grants Network Financial Report process is comprised of three distinct activities: 

◼ Step 1: Gathering and reviewing required supporting documentation

◼ Step 2: Completing the Financial Report Workbook
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◼ Step 3: Completing and submitting information and supporting documents in the Grants
Network Financial Report

Step 1: Required Documentation 

Subrecipients are required to submit supporting documentation for expenditures reported in the 

Financial Report Workbook as indicated in this memo. Timely review of supporting documentation 

allows the Department to determine that the Subrecipient is meeting all program requirements and 

will reduce instances that may require Subrecipients to re-pay the Department for funds spent on 

ineligible costs (as required by 2 CFR 200.339(b) and per each CDBG-DR/MIT program’s policies). 

While proof of payment is not required with each expenditure reported in the Financial Report 

Workbook, Subrecipients must maintain proof of payment in their records and must be prepared to 

furnish records to the Department upon request for monitoring and audit purposes. The Department 

reserves the right to request additional documentation to support any expenditures reported in the 

Financial Report Workbook. 

Acceptable documentation is shown in the attached Supporting Documents Reference Guide, 

including the required Procurement Certification form, and new guidance for indirect costs. Additional 

acceptable documentation may be contained in each respective CDBG-DR/MIT program’s policies 

and procedures manual. 

Note: For projects funded with more than one CDBG-DR/MIT grant, Subrecipients must submit 

separate Financial Reports in Grants Network, one for each grant, inclusive of a separate Financial 

Report Workbook and supporting documentation. The purpose of this requirement is to comply with 

federal requirements, primarily those at 2 CFR 200, that costs be tracked and attributable to a 

particular grant. 

Step 2: Completing the Financial Report Workbook 

Subrecipients will receive the updated Financial Report Workbook from their HCD Program 

Representative. A sample workbook is available on the Department website at Disaster Grant 

Administration & Reporting | California Department of Housing and Community Development. The 

workbook contains four worksheets: a coversheet, an expenditures worksheet that is linked to the 

coversheet, an employee timesheet template, and a payroll report form. Images of the four 

worksheets are shown in Exhibit 1. Instructions for each worksheet and samples of completed 

worksheets are shown in Exhibits 2-5. 

The Coversheet (Exhibit 2), linked Expenditures worksheet (Exhibit 3), and Payroll Report Form 

(Exhibit 5) must be completed and submitted with each monthly Grants Network Financial Report. 

The Employee Timesheet template form (Exhibit 4) must only be completed and submitted if the 

Subrecipient’s local timesheet system/process, cannot produce a timesheet for each employee that 

worked on a CDBG-DR/MIT project or activity that (1) specifies the date range of the pay period, (2) 

reflects all hours worked during the pay period, (3) identifies the number of hours worked for each 

https://hcd.ca.gov/community-development/disaster-recovery-programs.shtml
https://www.hcd.ca.gov/grants-and-funding/disaster-recovery-and-mitigation/disaster-grant-administration-and-reporting
https://www.hcd.ca.gov/grants-and-funding/disaster-recovery-and-mitigation/disaster-grant-administration-and-reporting
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project / activity by funding source, and (4) can be signed and dated by the employee and supervisor 

or otherwise authorized electronically. Submissions must include either the Subrecipient’s local 

timesheet that conforms with the employee timesheet template, or the employee timesheet template 

for each employee charged during the reporting period. 
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Exhibit 1 – Financial Report Workbook 
Coversheet 
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Expenditures Worksheet 
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Employee Timesheet Template 

 

 
 
 
 

Payroll Report Form 
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Exhibit 2 – Coversheet Worksheet 

The fields at the top of the coversheet are prepopulated by your HCD Program Representative. 

Subrecipients should verify that all information is accurate, current and complete. Subrecipients 

should fill in the Subrecipient Invoice #, if applicable, and the Reporting Period Start Date and 

Reporting Period End Date for each report submitted. 

UPDATE: Two new fields were added: 1.) Indirect Cost Method; and 2.) Indirect Cost Rate. Work with 

your HCD Program Representative to update these fields after submitting the required documentation 

shown in the Supporting Documents Reference Guide. If a Subrecipient is not seeking 

reimbursement for indirect costs, the HCD Program Representative will enter “N/A” and “0” in the 

respective fields. 

Subrecipients should NOT enter additional information on the coversheet, aside from entering County 

or Jurisdiction required information. All financial information contained on the coversheet is 

automatically generated as Subrecipients complete the expenditures worksheet. Subrecipient should 

also select Yes or No to indicate whether Program Income has been allocated for this project. 

Note: The Reporting Period Start and End Date should always begin with the first day of the month 

and end with the last day of the month. 

 

 

UPDATE: Two new columns were added to the Financial Table: 1.) Indirect Cost Amount Reported 

This Period; and 2.) Total Amount Reported This Period. The two new columns were added to 

account for indirect costs. All three columns are auto populated based on information entered on the 

Expenditures Worksheet. 
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To finish the form, carefully read and agree to the certification statement, fill in the Name, Title, and 

Phone Number of the Authorized Certifying Official indicated on the Resolution on file with the 

Department and have that official electronically sign and date the form. 

UPDATE: The following has been added to the certification statement: “I certify all contractors and 

subcontractors complied with the requirements of Davis Bacon and Related Acts (DBRA).” 
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Exhibit 3 – Expenditures Worksheet 
 

Subrecipients should enter all project/program expenditures on the Expenditures Worksheet. 

Subrecipients must identify whether each expenditure is an Activity or Activity Delivery expenditure. 

Note that Subrecipients are required to provide supporting documentation for ALL reported expenses 

on the Expenditures Worksheet and the Grants Network Financial Report as outlined in this memo. 

Subrecipients should list their expenditures in the same order that the supporting documentation is 

provided in the Grants Network Financial Report.  Subrecipients must ensure that the information 

contained on the Expenditures Worksheet matches the supporting documentation provided. 

Subrecipients should double check all information entered before submitting in Grants Network. 

UPDATE: A new column has been added for indirect costs. For each expenditure, Subrecipients 

must select whether or not the expenditure is a Modified Total Direct Cost (MTDC) subject to the 

indirect cost rate. In the example above, construction costs are not MTDCs when using the De 

Minimis indirect cost method, and therefore, Subrecipients cannot apply the 10% indirect cost rate to 

that expenditure. Staff costs and the Subrecipient’s CDBG-DR//MIT consultant costs are MTDCs, 

however, and therefore, the Subrecipient can apply the 10% indirect cost rate to those expenditures. 

Completing the expenditures worksheet automatically populates the expenditures categories and 

amounts for direct and indirect costs on the coversheet. Subrecipients should confirm that amounts 

shown are the totals they are expecting to request for the reporting period. Any adjustments to 

categories or amount MUST be made on the Expenditures Worksheet. 
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UPDATE: 
 
If HCD discovers an overpayment was made to a Subrecipient on a prior Financial Report, whether 
through a monitoring event or other means, the Subrecipient will receive a letter indicating the 
overpayment amount, and if the overpayment can be applied to a future request for reimbursement. 
The reimbursement to HCD of an overpayment through a Financial Report must follow these 
standards and in alignment with 2 CFR 200.305: 
 

• Align with the Grant that the overpayment occurred in. 

• Occur within the next available Financial Report after the issuance of the overpayment letter. 
 

A Subrecipient can’t delay an overpayment or extend an overpayment across multiple Financial 
Reports until there is sufficient costs to apply to the overpayment. The overpayment can extend to 
more than one Financial Report however the net reimbursement must be $0 until all overpayments 
are returned to the Department. 
 
Example: 

• In March 2022, a Subrecipient requested in its Financial Report due March 10, 2022, and 
subsequently received reimbursement for, $1,000 in staff payroll costs. 

• In June 2022, the Subrecipient was monitoring by HCD, and HCD determined the actual 
amount eligible for reimbursement was $900, resulting in an overpayment of $100. 

• In July 2022, the Subrecipient received a letter from HCD indicating that the $100 
overpayment can be applied to a future request for reimbursement. 

• In August 2022, the Subrecipient has $2,000 in new eligible expenditures it planned to include 
on its Financial Report due August 10, 2022: $800 for new construction costs, and $1,200 for 
new payroll costs. 

 
To report the overpayment on the Financial Report due on August 10, 2022, the Subrecipient should 
complete the Financial Report as normal, but with one exception: the Subrecipient should enter the 
overpayment amount as a negative number on the Expenditures Worksheet, as shown below: 
 

 
 
Instructions: 

1. The overpayment line item must have the same “Category” as the overpayment itself. In the 
example, the overpayment was related to payroll costs, so the Category is “Activity Delivery”. If 
the HCD Overpayment Letter contained two or more “Categories”, enter separate line items for 
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each “Category”. If the current Financial Report does not have sufficient new expenditures to 
cover the overpayment in each “Category”, contact your HCD Representative. 

2. The “Service Period” should be the same period that was reported on the Financial Report 
Workbook for the cost that resulted in the overpayment. In the example, the Financial Report 
due March 10, 2022, contained the overpayment, so the Service Period is “March 1-31, 2022”. 

3. Always select “No” for MTDC since the overpayment amount will already include indirect costs, 
if applicable. 

4. The “Expenditure Name” should include the word “Overpayment” and should also include the 
type of expenditure; in this case, “Payroll”. 

5. The “Service Description” should state “HCD Overpayment Letter dated XX/XX/XX” – insert 
the date of the Overpayment Letter received from HCD. 

 
The Coversheet Worksheet will automatically reduce the reimbursement request by the 
overpayment amount. In the example, the Subrecipient had $1,200 in new payroll costs, and with the 
10% MTDC plus-up for indirect costs, had $1,320 in eligible Activity Delivery Costs for 
reimbursement. Due to the prior overpayment, however, $100 was deducted from the Activity 
Delivery Cost line item, resulting in a new expenditure amount of $1,220, or $100 less than the 
$1,320 in new expenditures. 
 

 
 
Note: The expenditure amounts on the table above cannot be negative. If any of the numbers are 
negative, the Financial Report will be rejected. You may contact your HCD Representative to discuss 
other options at any time, including returning the overpayment amount to HCD, instead of applying 
the overpayment to the Financial Report request for reimbursement or applying the remaining 
balance to the next Financial Report. 
 
If a Subrecipient discovers that a prior Financial Report contained a cost that was reimbursed by HCD 
that resulted in an overpayment, contact you HCD Representative. 
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Exhibit 4 – Employee Timesheet Template 
 

Employee Timesheets must be submitted for each employee that worked on a CDBG-DR/MIT project 
or activity. The timesheet must: 

• Specify the period (date range) of the pay period, and must correspond with the employee’s 
paycheck for that pay period; 

• Reflect all hours worked during the pay period, regardless of funding source; 

• Identify the number of hours and percentage of total hours worked for each project / activity by 
funding source; 

• Be signed and dated by the employee and supervisor or otherwise authorized electronically. 
 
The employee timesheet template form included within the Financial Report Workbook includes all of 
this information and is provided for your use. To add additional employee timesheets to the workbook, 
right-click the tab, select “move or copy”, check the box for “Create a Copy” and click “OK”. If you 
have a local timesheet that meets all of these requirements, feel free to use that and upload it with 
your Financial Report instead of using the tabs on the workbook. 
 
UPDATE: A new column has been added for Subrecipients to enter the hours of paid leave used. 
Additionally, the last row that auto-calculated the pro-rated percentages of total hours worked per 
project has been removed since pro-rated percentages are now calculated on the updated Payroll 
Report Form (Exhibit 5). 
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To use the employee timesheet template form included within the Financial Report Workbook: 

• Enter the employee’s name 

• Enter the week ending date to populate the Day and Date columns (Note: If your pay period 
includes fewer days than the number provided on this form, only fill in the days/dates where 
hours were worked; if your pay period is monthly, you may use a second timesheet or supply a 
local conforming timesheet.) 

• Adjust the funding source and activity descriptions across the top row to fit the employee’s 
workload (activities they are working on) 

• Fill in the daily hours worked by grant/activity 

• Insert any comments, if applicable 

• The employee must sign and date the form 

• The employee’s supervisor must sign and date the form 
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Exhibit 5 – Updated Payroll Report Form 
 
UPDATE: The existing Payroll Report Form has been replaced by a new Payroll Report form shown 
below. Subrecipients must use this new form as of the effective date of this memorandum, and: 

• Prepare a separate Payroll Report Form for each employee that worked on the CDBG-DR/MIT 
project during the Reporting Period. To add additional Payroll Report Forms to the workbook, 
right-click the tab, select “move or copy”, check the box for “Create a Copy” and click “OK”. 

• Include all pay periods for which the employee received a paycheck during the Reporting 
Period. 

• List each employee's total HCD CDBG-DR/MIT project costs for the Reporting Period as a 
separate line item on the Financial Report Workbook Expenditure Tab. 

• Enter Paid Leave Hours in the “Leave Hours” column to allocate the pro-rata share of those 
costs to the HCD CDBG-DR/MIT project; or enter Paid Leave Hours in the “Other Funding” 
column to exclude the pro-rata share of paid leave from the employee’s cost allocated to the 
HCD CDBG-DR/MIT project. 

 

 
 
To fill out the updated Payroll Report Form in the Financial Report Workbook: 

1. Enter the employee’s name 
2. Enter the employee’s position/title 
3. Enter the Reporting Period start and end date 
4. Enter the start and end date of each pay period for which the employee received a paycheck 

during the Reporting Period 
5. Enter the employee’s total wages for the pay period, including the cost of fringe benefits such 

has healthcare or pension, per pay period 
6. Enter the total hours worked on the CDBG-DR/MIT project/program per the pay period 
7. Enter the total hours worked on all other tasks per pay period, including hours worked on 

CDBG-DR/MIT funded programs reported on other Grants Network Financial Reports 
8. Enter the total leave hours used during the pay period 
9. Enter the Total Cost of the employee for the Reporting Period as a separate line item on the 

Financial Report Workbook Expenditure Tab. 
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Step 3: Submitting the Grants Network Financial Report 

Subrecipients should complete the following steps to complete and submit the Financial Report in 

Grants Network. 

 

Step Action 

1 Log in to the portal with your credentials.  

2 

Scroll to Program Solicitation and click the link for the award that needs a 

Financial Report.  

◼ Make sure to select the option that shows Awarded in the status 

column. 

 

3 

Scroll to Pending Tasks and look for the report you would like to complete.  

 

4 Click on the corresponding three lines  under Actions and select Create 

Financial Report in the pop-up window. 
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Step Action 

 

5 

Under Financial Report Details, find the Reporting Period field. Click in the 

field and use the calendar to select the reporting period. The reporting 

period selected must match the reporting period inputted in the 

Financial Report Workbook coversheet. Click Apply. 

 

6 

Enter claim totals for Activity, Activity Delivery and/or Program Income as 

applicable, based on the approved budget. These entries must match the 

amounts inputted on the Financial Report Workbook expenditures 

worksheet, and are inclusive of direct costs and indirect costs. 
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Step Action 

 

7 

Check the Reimbursement Request box at the bottom of the Financial 

Report Details section if you are requesting reimbursement. The dollar value 

will auto-populate based on the expenditures entered. 

 

◼ If this is a zero-dollar Financial Report without a reimbursement 

request, make sure that you DO NOT CHECK the Reimbursement 

Request box. 

 

8 

Include a Financial Narrative that provides a detailed summary of 

expenditures and associated work completed. If no reimbursement is 

requested, this should include detailed information about why no eligible costs 

have been incurred, and when they will be making their next reimbursement 

request. 
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Step Action 

 

9 

Below the Narrative field, Subrecipient will find the Financial Report Files 

section. Subrecipient should use the Upload file function to upload the 

completed Financial Report Workbook with the signed coversheet. 

 

10 

Subrecipient should also use this feature to attach required supporting 

documentation detailed in Step 1 above, in the same order as the expenses 

listed in the expenditures worksheet. 

11 
When the report is ready to submit, Subrecipient clicks the red Submit Report 

button at the bottom of the page. 

12 

A warning box will pop up. The Subrecipient should click OK if they are ready 

to submit the report.  

◼ Clicking Cancel will take the Subrecipient back to the reporting screen. 
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Step Action 

 

13 After selecting OK, the Subrecipient will be taken to the Award Dashboard. 

14 

Check status before exiting. Scroll to Award Activities and your submitted 

report status should say Pending Approval. 

 

15 

If Subrecipient needs to save the report before it is ready to submit, they can 

click Save and Close to return to the report later. 

◼ The Subrecipient can locate the unfinished report under Award 

Activities on the Award Dashboard.  

The Current Status of the incomplete report should show as Draft, and Edit 

Report should appear in the Actions column. 
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Subrecipient Financial Reports – Time and Material Contracts 

(UPDATE)  

The Department is providing clarification on the required information that Subrecipients must submit 

with the Financial Report when the Subrecipient is seeking reimbursement for a Time and Material 

Contract. Sufficient supporting documentation must be provided. The Subrecipient is required to 

maintain more detailed information in their records and be prepared to provide that information to the 

Department upon request. This may include, but is not limited to, requests for information during the 

Department’s monitoring and compliance events.  

The information within a Contract must support any Financial Report submitted. Subrecipients must 

require that Contracts include specific information that helps support the Financial Report submittals. 

This required information includes, but is not limited to, the name, position and rate of pay for staff 

working on the contract. In addition, Contracts should include the staff name associated with the 

detailed description of each task that includes the specific work to be performed and any deliverables. 

The Department recommends that the estimated total hour commitment for each staff for each task is 

in the contract either by the life of the contract or per the expected billing period. 

The Time and Material Contract must be on file with the Department. The Subrecipient must submit 

this contract to the Department with the Subrecipient’s application or with the first Financial Report. 

Any amendments or changes to the contract, including adding or changing staff and/or the associated 

rates must be provided with the next Financial Report submittal. 

Time and Material Contract invoices submitted to the Subrecipient must include sufficient supporting 

documentation. Required supporting documentation includes, but is not limited to, the task name; 

staff name(s) that completed the task; total hours per staff for each task and billing period; and a 

description of the task. The description of the staff position, task and rate is not required to be 

included in the invoice if it is included in the Time and Material Contract Statement of Work (“SOW”) 

and the SOW is cross-referenced in the invoice related to the task. 

The Time and Material Contractor must provide the Subrecipient and/or HCD with any requested 

documentation showing hours worked per staff per day for each task in the form of a timesheet within 

24-48 hours of the request. The Department recommends that this documentation be provided with 

the invoice submitted to the Subrecipient and included with the Financial Report submitted to the 

Department to help streamline the monitoring and audit process. Failure to provide timesheet detail 

upon request will automatically result in a monitoring or audit finding. If the Time and Material 

Contract vendor does not have the technical capacity to provide integrated time tracking with their 

regular invoices, they should use the Financial Report Workbook or an equivalent. Time reporting is 

only required for staff working on the Grant. 

Effective Date 

This memo is effective immediately and supersedes previous Management Memos and guidance 

related to Grants Network Financial Reports. This Management Memo applies to all active CDBG-

DR/MIT grants, program income, new CDBG-DR/MIT grant awards that have not yet been put into a 

Standard Agreement, and future CDBG-DR/MIT grant awards. 
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Questions 

If you have general process questions, please contact your HCD Program Representative. 
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