Community Development Division - HUD Entitlement Funding

NOTICE: CDD-2025-01
Issue Date: April 21, 2025
Issued to:  All Subrecipients

SUBJECT: Standards for Documentation of Personnel Expenses

Purpose and Background

This notice serves to provide additional guidance on the documentation to be
included in reimbursement requests to appropriately document salary and wage-related
expenses for a reimbursement request to meet the cost principles of 2 CFR 200 and be
considered eligible for reimbursement. This notice does not include or cover all types of
expenses or guarantee the eligibility of a given expense for a specific project or activity.
Review of this notice also does not fulfill the responsibility of subrecipients to become
familiar with the applicable regulations, including those at 2 CFR 200, and ensure
compliance. For program or project specific questions, please contact your designated
project lead.

Documentation Required to Support Payroll Expenses

1. Indirect Employee Expenses

2 CFR 200.413 differentiates direct costs, those easily assigned to a specific project
or activity, from indirect costs, those incurred for a common purpose that are not easily
assigned to a specific cost objective without disproportionate effort. If an individual
cannot easily assign their time to a program or activity, the cost is considered indirect
and should be recovered under the indirect cost rate. Any staff whose time is spent on
multiple programs for common purposes, such as administrative staff, shall not be
submitted as a direct expense unless the time can easily be assigned to a specific
program.

2. Direct Employee Expenses (Employees that work on more than one
activity)

2 CFR 200.430(g)(1) states that charges to federal awards for salaries and
wages must be based on records that accurately reflect the work performed. Therefore,
documentation to support salaries and wages charged as direct costs to the program
shall include copies of paystubs, or other payroll expense records, that support the total
labor expense and clearly document the distribution of the expense among specific
activities or cost objectives if the employee works on multiple awards. The distribution of
the expense must be based on the actual work performed.
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To document the actual work performed and support the portion of the expense
being charged to the program, full tour of duty timesheets signed by the employee and
supervisor must be included. Full tour of duty timesheets account for all hours
worked in a given pay period and clearly reflect the hours spent on each activity,
cost objective, or program. The portion of the total labor expense allocated to the
City-funded program must not exceed the portion of the total time spent on the program.
For example, if an individual spent 40 hours in an 80 hour pay period working on a City-
funded CDBG activity, the timesheet should account for all 80 hours and clearly identify
the 40 hours spent on the City-funded CDBG activity, and the amount allocated to the
City’s CDBG agreement should not exceed 50% of the total expense.

Additionally, the full tour of duty timesheets must be supported by appropriate
activity records. These records shall account for all hours worked by day, identify the
applicable program, and provide enough of a description to demonstrate the program
being charged was appropriate. CDD recommends tracking activity by the hour, at a
minimum, and updating the activity records daily, or weekly at a minimum.

3. Direct Employee Expenses (Employees that work on a single activity)

If an employee works on a single activity, cost objective, or program, a complete
timesheet signed by the employee and direct supervisor, and certification that the
employee worked on the single activity, cost objective, or program is required.

For further information:

Please contact the appropriate project lead listed below.
e Homeless and Homelessness Prevention:

Erika Lopez | 559-621-8403 | Erika.Lopez@Fresno.gov

e Owner-Occupied Home Repair

Erica Castaneda | 559-621-8514 | Erica.Castaneda@Fresno.gov

e Public and Community Services/Public Infrastructure Improvements

Kimberly Archie | 559-621-8458 | Kimberly.Archie@Fresno.gov

e Affordable Housing Development

Corrina Nunez | 559-621-8506 | Corrina.Nunez@Fresno.gov

e General Inquiries

Community Development Division | $59-621-8300 | HCDD@Fresno.gov

Attachments

Community Development Division’s Guidance on Reimbursement Packets
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Guidance on Reimbursement Packet Submission

To facilitate an efficient review and expedite reimbursement, subrecipients/awardees should
ensure that reimbursement packets are complete and organized. This document provides
guidance on what should be included in reimbursement packets, organization of the packet,
and the supporting documentation required.

uuuuuuuuuu
CDEG SUBRECIPIENT REIMBURSEMENT REQUEST FORM

Reimbursement Packets e e
nnnnnnnnnnnnnnnnnnnnnnnnn H
. . . CDBG REIMBURSEMENTS TO DATE B
Subrecipients/awardees should include: FERDING VU EENT: T DATE s
L. i cnuiaudgm Line“:tem Budget Amount | Previous Requests C:rmult::f:m . Eemau'lrlihng
1) Subrecipient Reimbursement Request Form it et e e | T

per approved budgst, Exhibit 5

E E E 5

2) General Ledger

3) Receipts and Supporting Documentation

The Subrecipient Reimbursement Request Form

must include the submission date, a unique

reimbursement request number similar to an invoice

number, and be signed by an authorized official. . . ; ;

Copies/scans of documents should be clear and, TOTALPAYMENT REQUESTED TS IVOICE:S

MOTE: Cor back-up source ion must be attached.
when possible, in portrait orientation.

' § czrity thet B use of COBE Frogrem Funds is for siigisie casts of the Project 22 dmteiedin e
sieor bgreama, dxeed Ny araject for whih CDBS Funds mey Sfedinzs R

Organization of the Packet — o .

Supporting receipts and back up documentation

should be organized in the order they appear in the General Ledger. Numbering the pages of
the supporting documentation and including the corresponding page number(s) next to the
expense on the General Ledger will also aide in a more efficient review.

If a receipt or supporting documentation contains multiple charges or purchases, highlight the
line items applicable to the program grant agreement with the City of Fresno.




CITY OF FRESNO
Guidance on Reimbursement Packet Submission

Supporting Documentation Required

Subrecipients/awardees should include source documentation that supports the expense (i.e.
invoice) and proof of payment (i.e. receipt). The type of supporting documentation required will
depend on the activity that is being funded and the type of expenses incurred for those
activities. Below are examples of common expenses and examples of acceptable supporting
documentation.

Please note that not all of the expenses below may be applicable to a given grant/activity and
are presented as examples only.

PAYROLL EXPENSES

For payroll expenses submit copies of
i Payroll

paystubs or payroll expense records to

support the total expense. Data . Changes | Creditn | Bakames

If supporting documentation includes

multiple staff members, highlight staff
members billed to the program grant

agreement.

Submit copies of full tour of duty timesheet(s) signed by employee and supervisor.

Full tours of duty timesheets account for all hours worked and identify the hours worked on the
City funded program.

Employee NAME John Deaux Employee ID: 12345

Department: Pay Period: _ 4/12/2021-4/25/2021
Supervisor: Jane Smyth

Project 1 Project 2 Project 3 Totals Notes
DATE Hours Job ID Hours  [lob 1D Hours [1ob ID
4/12/2021 City of Fresno General admin 2|State project
4/13/2021 City of Fresno General admin State project
4/14/2021 City of Fresno
4/15/2021 City of Fresno
4/16/2021 City of Fresno
4/17/2021
4/18/2021
4/19/2021 4|City of Fresno 2] 2|state project
4/20/2021 6| City of Fresno 1|General admin 1|state project
4/21/2021 4|City of Fresno 4|General admin 0|state project
5 3 0]
2 0 6|

General admin State project
state project

state project

wlolofo]s
waunfrof e |0

General admin

General admin

lelo|m
| |ow|o|w

General admin

4/22/2021 City of Fresno General admin State project
4/23/2021 City of Fresno state project
4/24/2021

4/25/2021

|||l

General admin

[TOTAL: 80|

City of Fresno 40|
General Admir 25
State Project 15
TOTAL 80)

SIGNATURES

EMPLOYEE: Date:

SUPERVISOR: Date:
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If staff work on more than one activity, cost

objective, or program (i.e. they do not prparnen: — Payperiod: _4/12/2001-4/25/2001
spend 100% of their time working on the

City funded program), include a notation to ~ FE.__fem e —fom oo o s
show what portion of the expense i = = £
allocated to the program grant agreement. e Sty of fremno | Aigenerel admin 1 state project :
This can be included as a note on the L
documentation or as an attached allocation b Soh st sfomeriainin O ST —
chart. Please note that the portion of the g S — — § E——
expense allocated to the program must be =
supported by the signed timesheets. For e S
example, if an individual’'s time sheet shows e 5

that they worked 20 of the 40 hour week on ewpLovee

Date

the City funded program, the portion of the

SUPERVISOR:

Date:

expense allocated to the program grant
agreement must not exceed 50%.

SUPPLIES

For costs of supplies submit an invoice (when

. . . . Plumbing. Inc
applicable) with a receipt of payment. Receipts e
detailing the items purchased and proof of payment [) 3505500
will also be accepted. S e et
[FRESND CA 93711
M | Joh# | Teme | ‘Servics Rep | Technicians |
Fresno West - 559-275-7059 Lo [ xx | = | !
3150 Y Shaw Ave ay Description Rate Amount
FFQSHO, Cﬂ\ifol‘lﬂ@l 93711-3215 kamnmmm&m@a ABANDONED SOLAR. HEAT 320000 320000
10/20/2020 07:41 PH E{‘ﬁwﬁg&é&ﬁ“‘mmm [
SRR TR AN L gﬁ%ﬁm@ﬁﬁ%ﬁ%ﬁsﬁ
IESIE}}DK_LE\KSANDMC]IW.\L\T\'
LAUNDRY CLEANING AND CLOSET
003020709 CLEANERS T $2.99
NON RETAIL
004100019 TARGET BAG N P $0.00
Bag Fee $0.10
\/SU\TIUNERY & OFFICE SUPPLIES
-V oBl021291 URYFRSE MRKR T $13.98
@ $6.99 ea
UBTOTAL $H'0?-
T = CA TAX 7.97500 on $16 gz $§ég; ‘PAYMENTS RECEIVED: 5000
m VISA CHARQ: $18-42¢ ALATE FEE OF 10% OF THE TOTAL BALANCE OR $15.00 WHICHEVER IS GREATHR
ALD: Amg%gguggégg : " WILL BE ASSESSED EACK MONTE ON ALL INVOICES 30 DAYS OVERDUE.

AUTH CODE: 032099

Thanks to customers like you; we are celebrating 25 years in business in 2019¢ | Balance Due  $3200.00 | .

Your Target Circle ="nings are in!
» Open the Target App or visit
Target.con/Circle to see your benefits,
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If a portion of a bill will be allocated to the program grant agreement, include a notation to
show how the allocation was calculated. The method of the allocation must also be
documented and provided with your reimbursement request.

3 INVOICE

Date: 1/1/2021
® su pply INVOICE# 1234

Bill to: Narme
Compay Name
Street Address
City, 5t Zip Code

Salesperson Payment Terms Due Date

[Bob [Due on receipt [ 1/15/2021 |

Description Amount

Paper S 80.00

Printer ink S 40.00
Total: 5 120.00

Total invoice amount: $120
50% allocated to City of Fresno
program

120.00x.5 = 560.00
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RENT/UTILITIES

For rent the first reimbursement request must include the rental agreement stating the monthly
rental amount. Also required is the rental bill and a receipt of payment.

For utilities, the bill or invoice must be included with a receipt of payment or proof of check.

LEASE AGREEMENT . o 1uz e
THIS AGREEMENT s ffoctv 211202 tooar I <A’ wince s v phors Lo SYERE BILL :
. LB i CychaRouts: 608
number are __ I o IR sidend. Utilitles Billlng & Collection Divistor ﬁ

X X i 2600 Fresno 5t. * Fresno, CA 937213609
THE PARTIES AGREE AS FOLLOWS: (5590 621-6888 '+ wvew.Fresno.gol/utllitybitl
1. RENTAL UNIT: Subject 1o the tirms and candiions of this Agroemanl, Cwner rants ta Resident and Rasideat rents from

Cwer, for residential Liss only,

Current Billing Summary

the remines oo at IR, <sno, G, L i AR Friniots Balanos $60220
2. RENT: Ran Is s in advance on the _1st _ day of each and evary manth, at 5 BEEEBper month, baginning on Acoount N Acistmn mﬁ
112020 Sendca Addrsa Batance Forward £000
g Servica Padod thru
. Aooount Baka - o
Rontia o by poid o S i Total SANITATION Charges 6o
and is to be delivered to Sariavon .
] I
Total SEWER - POT METERED Charges 33534
N Poinbs Swr Comm Low 334.05
- Important Message Pratreaiment Cat 3 1.2
Felaghona tnbar forarve addees: SRR ONE DAY OUTBOOR WATERING SCHEDULE starts T?;ﬁ{',!‘,f,’,],";’,’;‘; rermescy] oo [20
Tonancy start dale: 811172020, Ren for any partisl month ehi ba proraled st he siaunt of 1/30th o the manthly rant e day. Novenidar 1 Tosst WATER - METERED Gharges 500
00 Thetanancy di not start on tha fis of the manth, Resicert is 1o pay: ‘O Murmbared mm;;a fondng in'1,38,7,9) can watar an \é\m:: 7 ?;u\;wﬂiu S
lurdays only .
One month's rent al move-1o: I Evan Numbered Addressus (ending in 0,2,4,6,8) can water on - - .
Procaied rent of §0 on 8472020 Sundays only Currsnt Gharges $18.57
Tha regular sent of $ [l sach month, baginning 1st No watering betwenn 10AM and 6FM TOTAL AMOUNT DUE $I1BE7

Payments made n persan may b delivered o CwneriAgant between the hours of _Sam - 12pm _ and _{pm - 4:30pm_ on the
tallcwing days of the wesk:
61 Morsday B Tuesday B Wednesday &2 Thursday B Friday i@ Saturday O Sunday & Othe: [N

Acceptabls melhads of payment
& Personal Check B Cashier's Check i Money Ordar 0 EFT/Cradit (sea Ownenidgent for detalis) and O Gash

Due 1o haalth consems regarding ho outtreak of COVID- 19
our offfces al Manchaster Ganter and Glty Hall will ba clossd
urdl furthar natice. Phones lines will still ba opan during
lbugingss hows. For updated infrmation call E58.621-6888 or
chack the city wabsite at www.fredao.gov

Your unlt |5 subject AB 1482 rent caps and just cause. The follawing disclosure s required by law.

Califgrva law mis the amount your rend can bo inerensad, Sen Section 1997.12 of the Civil Code for more nformation,
Calfornia law also provides that after al tonants have conlinucusly and lawkily cacupiad he property for 12 manths cf more al
least one of the tanants has conthuously and lewlully ocoupied the property for 24 morhs of more, a landlord must provide @
statzment of cawse in any nofice ko fermnato a tanancy. Sea Saction 19462 of the Civil Code for more informatian.

Happy Holidays fram the Ciy of Fresno
Heter &

e | oeae? | consanpion
g6 | 7 IR

1 HCF (Hundred Cubie Fea) = 748 GALE (Gallons)

LATE FEES AND INSUFFICIENT FUNDS: If erkis paid after the _3d _ of he monty, ore wil be a lake charge of §_25.00
‘ss2agsad, This |sta enarge doos rol establish & grace perod. Thi Parkos 3gres Mal s % foe |3 presumed o be the smount of
dsmage sustained by lale payment of rent. It would ba Impracticetils or exdremely difficalt ts fix tha actual damage. This sum —
tepiesents a reasonable endeavor by the OwnortAgent lo astmale fair average campansation for any losa hat may be suslsined

&3 & result of lala payrmant of rent. Fallure i pay the fia s & matarlal brsach of this Agreement. Pussuant to Calforaia law, 1

Residani passes a chock on insufficient ds, Resdent will be Table lo CrmarAgent for the amoun of e check and = senvien L FRa00
charga of

§.25.00_, nol fo excoed 25 for the first check passed on inauffcent funds, or slep payment, you must pay all fulure rems with a

mnnay s or cashisds chack N mecnatisns. Tha Ownarinssl wiil ifias 8 naresnal chaek ae (ha tam of ral Asumsst 14 s

To: CITY OF FRESNO

Check Date:
Check Number:

Ao
$147.26
$163.94
$33.27
$15.24
$33.27
$21.99
$33.27
$16.21
$33.52
£55.50
$24.42
$1,160.96
ST,73838%

ke Moo A S DAt
1 1/30/2020
11/30/2020
11/30/2020
| 1/30/2020
11/30/2020
11/30/2020
11/30/2020
11/30/2020
11/30/2020
11/30/2020
11/30/2020

Total of other paid inveices

Totals:
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OTHER IMPORTANT NOTES
Copies of supporting documents must be clear and legible.

All costs must be allowable according to 2 CFR 200 and all other applicable federal rules and
regulations. Any expenses included that are not allowable will be deducted from the amount
reimbursable.

Expenses included in the general ledger or reimbursement request form that do not have
supporting documentation will be deducted from the amount reimbursable.




