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Financial Backup & Monitoring for Federally Funded Programs
Purpose
This guide helps partner agencies (PA) stay compliant with federal grant requirements (2 CFR 200) and clarifies Community Shelter Board’s expectations for invoicing and financial backup.
Accurate invoices and complete backup documentation:
· Protects your organization during audits
· Speeds up reimbursement
· Ensures CSB meets funder requirements, including:
· 100% backup for all federal funds passed through the city and county and federal funds passed through the Governor’s Office of Faith-based and Community Initiatives
· 10% verification testing of financial records for federal funds for HUD Continuum of Care and Ohio Department of Development’s Homeless Crisis Response Program 
Applicability 
· All CSB subrecipients and contractors must maintain financial documentation and submit the backup with their monthly invoices.

· Annual PR&C: All financial documentation must be available for review.

· 10% testing: Applies to costs in disbursement journals for HUD Continuum of Care and Ohio Department of Development funding. The Financial Grant Manager picks these items and emails PA financial staff for this backup. 
· 100% backup: Required for all federal funds passed through the City of Columbus, Franklin County, and the Governor’s Office of Faith-based and Community Initiatives (GOFBCI), including:
· ESG (City and County)
· CDBG (County)
· HOME (City)
· TANF (State of Ohio)
Refer to Exhibit 1 in your CSB‑funded project contract for a complete list of which funding sources are federal. Agencies should use this information to support audit preparation and financial reporting.
Invoicing Requirements
· Monthly Invoices: Submit invoices and backup by the end of each month for the prior month’s expenses. 
· Final Invoices: Partner agencies must submit final invoices within 45 days of the end of the contract period.
· Note: This timeframe may be shortened to meet City of Columbus requirements. CSB must submit all final invoices to the City within 15 days after contract closes To meet this requirement and provide the required 100% backup documentation, agency deadlines are earlier.
· HOME: Contract ends 12/31 → Final invoice due to City 1/15. Partner Agency deadline: 12/7 (to allow CSB to review  and develop its own 100% backup).
· ESG: Contract ends 6/30 → Final invoice due to City 8/15. Partner Agency deadline: 7/31.
· Federal pass-through funds:  Backup must be submitted with the invoice in SharePoint. Only include costs on your disbursement journal that you can fully support with backup documentation. Costs without backup should not be listed. (Applicable to: City & County ESG, County CDBG, City HOME, and GOFBCI.

· No-Cost Invoice: Partner agencies are required to submit an invoice every 30 days, even if no costs are being billed for that period.

· A no‑cost invoice must be submitted when:
· No expenses were incurred during the month, or
· Backup documentation is not yet available for costs incurred. In this case, the costs should be held and included on next month’s invoice once full backup is ready.

· Submitting a no‑cost invoice ensures CSB can track compliance with the 30‑day invoicing rule, prevents unnecessary follow‑up, and avoids agencies being mistakenly flagged as noncompliant.
Core Principles
1. Allowable Costs: Expenses must align with the grant’s scope and federal regulations.
2. Allocability: Costs must directly relate to the grant’s objectives.
3. Reasonableness: Expenses must reflect market rates and prudent judgment.
4. Proof of payment: Backup must include confirmation of payment from the agency’s accounts (cancelled check, bank statement, electronic payment confirmation, credit card statement, and some reports from timekeeping software like ADP)
5. Documentation Standards: All expenses require legible, itemized receipts/invoices that can be clearly tied to the information provided on the invoice and disbursement journal with:
· Date of transaction
· Vendor/payee name
· Purpose of expense
· Amount 
6. Organized: Subrecipients must submit backup documentation that is clearly organized and labeled to facilitate timely and accurate reviews. The following standards are required for all submissions:
· Grouped by cost category: Backup must be organized by each budget category and arranged in the same order as entries appear on the disbursement journal.  For each invoice, please create a backup folder. The folder name must match the name of the invoice’s month and year. Place all corresponding backup documentation inside that folder. 
· Numbered and indexed: On Column W of the Disbursement Journal for CSB grants and Column Q for CoC grants, assign each entry a document file name and page number.
· One expense per entry: Each invoice or receipt should be matched with its proof of payment and any relevant allocation documentation. Do not bundle unrelated materials together.
· Highlight partial charges: If only a portion of a large invoice is being billed to the grant, clearly indicate the relevant line items by highlighting, circling, or otherwise flagging them. Include a brief summary note that specifies the total amount being charged, page number(s) where it appears, and how it ties to the disbursement journal entry.
· Summarize large invoices and/or cost allocations: For submissions that include lengthy vendor bills (e.g., utility bills, payroll reports, or consolidated service invoices), include a one-page summary sheet identifying: 
1. Total invoice amount
2. Grant-charged portion
3. Page reference(s)
4. Explanation of allocation method, if applicable
· Note: Submissions consisting of unstructured PDFs, scanned folders or bulk uploads without clear labeling and sequencing will be returned for correction and may delay reimbursement. 
7. Reversing Expenses.  Do not Delete: If an expense was previously billed to CSB but is later determined to be unallowable, incorrectly charged, or reimbursed from another source:
· The expense must be reversed on the next invoice — do not delete it from the original invoice’s disbursement journal.
· Clearly identify the reversal in the disbursement journal by entering a negative line item.
· Clearly describe the invoice being corrected and the need for correction in Column D of the Disbursement journal. (e.g. CSB Correction for invoice July 2025; costs allocated to a different funding source.)
· Backup documentation (e.g., credit memo, journal entry) must be retained by the agency and made available upon request but does not need to be submitted with the routine invoice package.
* This approach ensures reviewers and auditors can see the complete trail — the original charge, the reversal, and the supporting documentation — which protects against audit findings and prevents confusion in financial records we have already submitted for payment.

Acceptable Backup Documentation by Expense Type
All expenses require proof of payment, which may include the bank statement, cancelled check, electronic confirmation, credit card bill, etc. We must be able to prove that the money left your agency. 
Administrative and Indirect Costs
· Copy of indirect cost-rate agreement
· Indirect or cost allocation plan (showing the cost pool and base)
· General ledger summary by account code 
· Supporting invoices for shared services (phone, rent, insurance, etc.) with allocation calculations
Client Assistance (Gift Cards, Direct Aid)
· Acceptable:
· Written policy on distribution and tracking
· Logs showing recipient name/ID, date, and signature
· Purchase receipts for cards or vouchers
· Unacceptable:
· Cash equivalents without tracking
· Missing distribution logs
Contractual 
· Vendor/service agreements, MOUs and/or subaward agreement (scope, unit cost)
· Invoices broken out by service date, type and rate
· As applicable, sign in sheets or service logs (to document units delivered)
· Deliverable or performance reports and monitoring reports, as applicable may be requested during PR&C. 
Equipment (Capital Purchases)
· Definition: Equipment is tangible personal property with a useful life of more than one year and a per-unit cost of $5,000 or more (per 2 CFR 200.1).
· Acceptable:
· Prior approval documentation (if required by the federal awarding agency. Contact your Grant Manager to inquire).
· Three written quotes for purchases above the micro‑purchase threshold ($10,000), retained with the invoice package.
· Purchase order and vendor invoice.
· Proof of payment (bank statement, canceled check, or electronic confirmation).
· Inventory log with asset tag/serial number, maintained in accordance with 2 CFR 200.313. (Do not submit the log with the invoice but have it available for inspection at PR&C).
· Unacceptable:
· Lump‑sum “equipment” charges without itemization.
· Purchases above the micro‑purchase threshold without required quotes.
· Missing inventory records.
· Failure to document selection rationale when multiple quotes are obtained.
· Charging CSB for depreciation. 

· Procurement Standards:
· ≤ $10,000 (Micro‑purchase): May be awarded without soliciting competitive quotes if the price is reasonable; documentation of reasonableness must be retained.
· $10,001–$250,000 (Small purchase): Must obtain three written quotes from qualified sources and document selection rationale.
· > $250,000 (Formal procurement): Requires sealed bids or competitive proposals per 2 CFR 200.320.
· Any purchase over $3,000 requires prior approval by the CSB CCOO
· Inventory & Disposition Federal Funds:
· Agencies must maintain an up‑to‑date equipment inventory log including description, serial number, funding source, acquisition date, cost, location, and condition.
· Disposition of equipment must follow 2 CFR 200.313, including prior approval for sale or transfer when required.
Food Costs (if allowable)
  Acceptable:
· Itemized receipts (no alcohol)
· Sign‑in sheets or agendas showing programmatic purpose if applicable
· Policy showing per-person meal limits if applicable

· Unacceptable:
· Grocery receipts without explanation
· Staff meals not tied to program activity

* Note on Food Costs (City of Columbus Funding):
· Food costs are not allowed under City of Columbus funding unless and until there is a vote to approve a waiver.
· Because CSB awards funds before receiving executed City contracts, partner agencies must use other funding sources for food expenses until notified by the CSB staff that the waiver has been approved.
· Timing of approval varies:
· City General funds: Waivers are typically approved in late spring/early summer.
· City ESG funds: Waivers are often not approved until late fall or early winter.
Maintenance
· Acceptable:
· Vendor invoices for repairs, cleaning, or upkeep of grant‑funded space or units.
· Work orders or service contracts showing scope of work.
· Unacceptable:
· General building improvements or capital upgrades not tied to the grant.
· Handwritten notes without vendor details.
Moving Costs (Furniture Bank Deliveries, Appliances, Moving Trucks, Unit Turnover)
· Acceptable:
· Vendor invoices for moving services, truck rentals, or delivery fees.
· Receipts for appliances or furniture purchased for client use.
· Documentation linking the expense to client/unit turnover (e.g., client file note, unit assignment).

· Unacceptable:
· Reimbursements to clients and lack of receipts.
· Personal moving expenses for staff.
· Insufficient detail in disbursements journal for delivery fees called just “furniture (as furniture is only allowed as an operating expense in HUD CoC)
Personnel Expenses 
Staff Payments (Salaries/Wages)
· Acceptable:
· Timesheets signed by employee and supervisor.
· Pay stubs showing gross vs. net pay.
· Personnel Activity Reports (PARs) for effort certification.
· Payroll registers or system reports 
Fringe Benefits
· Acceptable:
· Policy documents outlining benefit rates (e.g., health insurance, retirement).
· Invoices from benefit providers.
· Payroll registers showing benefit calculations.
· Note: Benefits must align with organizational policies and federal cost principles. These must be applied consistently across all funding sources. 

Rent and Office Space
· Acceptable:
· Signed lease agreement (highlighting grant-funded space).
· Monthly invoices/receipts showing payment.
· Occupancy logs (e.g., square footage used for grant activities).
· Unacceptable:
· Handwritten notes without vendor details.
· Payments to self or client
Security Deposits
· Acceptable:
· Lease clause specifying deposit terms.
· Receipt from landlord.
· Evidence of refundability (if applicable).
Supplies and Materials
· Purchase orders or requisitions (approved in writing)
· Vendor invoices (showing item descriptions, quantity, unit costs)
· Receiving logs and packing slips (required for county funds)
Transportation
· Acceptable:
· Mileage logs (date, purpose, miles driven, rate) for staff transporting clients.
· Gas receipts tied to program vehicles.
· Public transit passes or tokens purchased for client use, with distribution logs.
· Vehicle maintenance invoices if the vehicle is grant‑funded.
· Unacceptable:
· Personal commuting costs for staff.
· Vehicle expenses not tied to grant activities.

Travel (Conferences, Fieldwork)
· Acceptable:
· Pre-approved travel authorization form.
· Itemized receipts for lodging, meals, and transportation.
· Conference agenda proving relevance to the grant.
· Mileage logs (date, purpose, miles driven, rate).
· Itemized hotel bill
· Airfare receipts
· Conference registration invoices
· Unacceptable:
· Alcohol or personal expenses.
Utility Bills
· Acceptable:
· Itemized utility bill (electricity, water, internet) with service dates.
· Allocation log if shared with non-grant activities (e.g., 40% of internet used for grant work).
Checklist for Reviewing Documents
· Must be an eligible expense, listed on disbursement journal and in order of the journal. See Eligible & Ineligible Costs on the CSB website. 
· Dates must align with the grant’s period of performance.
· No whiteout or alterations (use strikethroughs with initials).

Common Mistakes to Avoid
· Missing Signatures: Timesheets or PARs without supervisor approval.
· Vague Descriptions: Receipts labeled “office supplies” instead of “30 reams of paper for tutoring program.”
· Mixed Funding: Failing to separate grant expenses from other projects.
· Lack of sufficient details: Failure to submit a cost allocation plan or to provide documentation showing how the expense was calculated (e.g., the method used to determine fringe benefit charges).
· Deleting costs instead of reversing them: Providers sometimes remove a previously billed expense from the disbursement journal rather than entering a reversal on the next invoice. This practice erases the audit trail and creates reconciliation problems. All corrections must be made through a clearly labeled reversal entry (negative amount) that cross‑references the original charge.
· Uncertified invoices: Providers sometimes submit invoices without the required certification signature. Every invoice must be signed and dated by an authorized agency representative to certify that costs are accurate, allowable, and properly supported. Invoices lacking certification will be returned for correction and may delay reimbursement.
· Failure to submit invoices monthly: Some providers delay invoicing or submit multiple months at once. All invoices must be submitted monthly in accordance with CSB contract provisions. While CSB has not consistently enforced this requirement in the past, we intend to enforce it going forward.
· Exception: If backup documentation for a particular expense has not yet been obtained, the provider must still submit a no‑cost invoice for that month to maintain compliance with the monthly submission requirement. It is also acceptable to submit for costs you have backup for as well as wait on those you do not have. Then, once the backup is available, the expense can be included on the next invoice.
Resources
· 2 CFR 200: Uniform Administrative Requirements
· CSB Financial Tools Page: https://www.csb.org/providers/financial-tools/ 
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