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Purpose 
The purpose of this guide is to assist Subrecipients with the payment process for allowable and eligible 
Community Development Block Grant-Disaster Recovery (CDBG-DR) expenses.  

This guide is applicable specifically to Subrecipients funded in the Community Development Affordable Housing 
Development Program – Round 3. 

Introduction 
CDBG-DR funds are reimbursable or payable to the Subrecipient by NCORR, if NCORR has found all of the 
expenses incurred by a Subrecipient’s project to be eligible, necessary, reasonable, allowable and allocable to the 
CDBG-DR program. 

It is the Subrecipient’s responsibility to be knowledgeable and compliant with the following regulations, prior to 
incurring expenses: 

• 2 CFR § 200, including all of Subpart E Cost Principles 

Knowledge of 2 CFR 200 prior to incurring expenses will ensure the appropriate, effective, timely, and eligible use 
of CDBG-DR funds. Each Subrecipient is responsible for monitoring contractors1 and project progress, in 
accordance with these requirements as well. It is the responsibility of the Subrecipient to pay each contractor.  

NCORR will make payments to Subrecipients only, not individual contractors. 

Pursuant to 2 CFR § 200.302(a), the Subrecipient’s financial management systems, including records 
documenting compliance with Federal statutes, regulations, and the terms and conditions of the Federal award, 
must be sufficient to permit the preparation of reports required to demonstrate the tracing of funds to a level of 
expenditures adequate to establish that such funds have been used according to the Federal statutes, 
regulations, and the terms and conditions of the Subrecipient Agreement and CDBG-DR grant. 

Furthermore, Subrecipients must maintain accounting systems that provide for clear, real-time tracking of costs 
and targets related to the CDBG-DR grant, including by national objective, by most impacted and distressed 
geographies (MID), and by targets outlined in the Subrecipient Agreement (SRA). 

Cost Allocations 
Cost principles are those common principles detailed in 2 CFR §200.400 (Subpart E–Cost Principles). The 
information that follows describes how costs are classified. The Office of Management and Budget (OMB) and 
The US Department of Housing and Urban Development (HUD) identify three specific attributes related to costs: 

• Allowability 
• Reasonableness 
• Allocability. 

 
1 For the purpose of this guide the term contractor(s) is all-inclusive of any work performed by a company or individual outside of the 
Subrecipient’s in-house staff. 
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Allowable Costs (2 CFR § 200.403) 
All costs incurred by the Subrecipient must be eligible as described. Eligible costs are those that conform to HUD 
CDBG-DR requirements, including limitations and waivers described in applicable Federal Register Notices, 
comply with federal cost principles, and align with all associated cross-cutting federal requirements (Davis-Bacon 
and Related Acts, Environmental requirements, etc.) and State and Local law. 

Pursuant to 2 CFR § 200.403, costs must meet the following general criteria in order to be allowable as a charge 
against any Federal award: 

1. Costs must be necessary and reasonable for the performance of the Federal award and be allocable 
to that award and not to a different award; 

2. Costs must conform to any limitations or exclusions set forth in 2 CFR § 200 or in the Federal award as 
to types or amount of cost items; 

3. Costs must be consistent with policies and procedures that apply uniformly to both federally-financed 
and other activities of the Subrecipient; 

4. Costs must be accorded consistent treatment; 
5. Costs must be determined in accordance with generally accepted accounting principles (GAAP); 
6. Costs must be adequately documented. 

Federal requirements place limitations on specific items of costs, including prohibiting certain costs from being 
charged to a federal award (notable examples include expenditures for lobbying, alcohol, and payment on 
uncollectable debts). These requirements are specific and enumerated in 2 CFR § 200.420 – § 200.475. 
Subrecipients should reference these requirements and become familiar with them in order to carry out the 
CDBG-DR Federal program. 

Costs must be necessary expenditures of Federal funding in order to meet program objectives. Unnecessary 
costs are those that are not required to achieve the objectives of the Subrecipient Agreement or not related to 
the CDBG-DR program. 

Reasonable Costs (2 CFR § 200.404) 
A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred by a prudent 
person under the circumstances prevailing at the time the decision was made to incur the cost. In determining 
reasonableness of a given cost, consideration must be given to: 

1. Whether the cost is of a type generally recognized as ordinary and necessary for the operation of the 
non-Federal entity or the proper and efficient performance of the Federal award; 

2. The restraints or requirements imposed by such factors as: sound business practices; arm's-length 
bargaining;  

3. Federal, state, local, and other laws and regulations; and terms and conditions of the Federal award; 
4. Market prices for comparable goods or services for the geographic area; 
5. Whether the individuals concerned acted with prudence in the circumstances considering their 

responsibilities to the Subrecipient; and 
6. Whether the Subrecipient significantly deviates from its established practices and policies regarding the 

incurrence of costs, which may unjustifiably increase the cost. 

Allocable Costs (2 CFR § 200.405 and § 200.406) 
A cost is allocable to a particular grant, Subrecipient Agreement, vendor contract, program or other cost objective 
if the goods or services involved are chargeable or assignable to that cost objective in accordance with relative 
benefits received. This standard is met if the cost: 
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• Is incurred specifically for that cost objective; 
• Benefits both that cost objective and other work of the Subrecipient and can be distributed in proportions 

that may be approximated using reasonable methods; and 
• Is necessary to the overall operation of the Subrecipient and is assignable in part to the specified cost 

objective in accordance with 2 CFR § 200. 

Any cost allocable to a particular cost objective may not be charged to other Federal awards to overcome fund 
deficiencies, to avoid restrictions imposed by Federal statutes, regulations, or terms and conditions of the Federal 
awards, or for other reasons. 

If a cost benefits two or more projects or activities in proportions that can be determined without undue effort or cost, 
the cost must be allocated to the projects based on the proportional benefit. 

Costs should only be charged net of all applicable credits. Applicable credits refer to those receipts or reduction-
of-expenditure-type transactions that offset or reduce expense items allocable to the cost objective. Examples 
include: 

1. Purchase discounts; 
2. Rebates or allowances; 
3. Recoveries or indemnities on losses; 
4. Insurance refunds or rebates; and 
5. Adjustments of overpayments or erroneous charges. 

Section 3 
Section 3 of the Housing and Urban Development Act of 1968 requires that grantees, subgrantees, 
subrecipients, contractors, subcontractors, and/or developers funded in whole or in part by CDBG-DR funding, 
to the greatest extent feasible, extend hiring opportunities and contracts to Section 3 eligible residents and 
businesses. The recent Final Rule for Section 3 was adopted in November 2020 and is found at 24 CFR Part 
75. For those entities that receive more than $200,000 in HUD CDBG-DR assistance (24 CFR Part 75.3(a)), 
NCORR requires that an approved Section 3 Plan be in place before the project is awarded.  

Section 3 required reporting procedures, forms and other tools can be found at 
https://www.hudexchange.info/programs/section-3/resources-and-tools/#section-3-tools 

Subrecipient Payment Set-Up 
NCORR is unable to process any request for payment without first receiving the following information from the 
Subrecipient: 

• Authorized Signatories Form (Appendix A) 
• Direct Deposit Authorization Form (Appendix B) – if the Subrecipient elects to use direct deposit 
• North Carolina Office of State Controller Tax ID form (Appendix C) 

Authorized Signatories Form 
The Subrecipient must identify the persons responsible for both contractual documents (executed Subrecipient 
Agreement, associated amendments, and various program certifications) and financial documents (requests for 
payment, issuance of check) on the Authorized Signatories Form: 

• Signatures of the persons authorized by the local governing body to sign these documents for the 
Subrecipient; 

https://www.hudexchange.info/programs/section-3/resources-and-tools/#section-3-tools
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• A copy of the resolution passed by the city council or county commissioner’s court authorizing the 
signatories (by job title is recommended); 

• If an authorized signatory of the Subrecipient changes (due to elections, illness, resignations, etc.), the 
form and resolution must be updated. 

These documents must be submitted electronically in PDF format in SharePoint (instructions included in the 
SharePoint instructions for submission section of this guide). The Subrecipient must keep a hard copy of all 
documents on file for the purposes of record retention and monitoring. 

Direct Deposit Authorization Form 
The Subrecipient is strongly encouraged to authorize direct deposit to receive payments from a state agency 
posted directly to the local bank account. Subrecipients should complete the Direct Deposit Authorization Form 
(Appendix B) and submit electronically in PDF format in SharePoint (instructions included in the SharePoint 
instructions for submission section of this guide). After the form is submitted and subject to a 30-day processing 
period, grant payments will be deposited using this method. The Subrecipient must keep a hard copy of all 
documents on file for the purposes of record retention and monitoring. 

NC Office of State Controller Tax ID form 
The Subrecipient must provide the appropriate Taxpayer Identification Number (EIN, SSN, or ITIN) type and 
enter the 9-digit ID number on this form (Appendix C). The U.S. Taxpayer Identification Number is being 
requested per U.S. Tax Law. The NC Office of the State Controller will not accept IRS Form W-9 in lieu of this 
form. 

This form must be submitted electronically in PDF format in SharePoint (instructions included in the SharePoint 
instructions for submission section of this guide). The Subrecipient must keep a hard copy of all documents on file 
for the purposes of record retention and monitoring. 

Request for Payment Process Flow 
The following graphics depict the process NCORR uses to process payments for Subrecipients. Two options are 
shown: first, the Subrecipient pays the contractor invoice or staff grant administration cost and gets reimbursed 
by NCORR; second, the Subrecipient uses the pass-through billing option which permits contractor invoice 
payments through the grant provided all requirements are satisfied. 

Both graphics illustrate the process once the vendor or contractor has submitted an invoice with all necessary 
supporting documentation to the Subrecipient according to the Subrecipient’s specifications. For purposes of 
this guide the term “contractor invoice” indicates the demand for payment for any work performed on the funded 
project by a company/provider outside the Subrecipient’s in-house staff, and the terms “vendor” and “contractor” 
should be considered interchangeable for this section. 
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Subrecipient Reimbursement 

 

Pass-through Billing 
NCORR will permit this program’s Subrecipients to request payment of project-related contractor invoices 
without having first disbursed UGLG funds, an arrangement sometimes referred to as pass-through billing. 
Note: Any costs associated with Subrecipient administration of the program are not eligible for pass-through 
billing. Permitting pass-through billing in no way absolves the Subrecipient of responsibility for performing all the 
documentation review and verification requirements described below, delineated in 2 CFR 200, and specified 
elsewhere in program documentation. 

After reviewing and approving a contractor invoice in accordance with all applicable policies and procedures, the 
Subrecipient is permitted to submit the invoice to NCORR prior to rendering payment to the contractor. NCORR 
will process the pay request, request the funds for disbursement from HUD, and disburse the funds to the 
Subrecipient. The Subrecipient is then responsible for paying their vendor and submitting proof of vendor 
payment to NCORR within five days. 
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Subrecipient’s Responsibility 
Prior to submitting a request for payment to NCORR, the Subrecipient, at a minimum, is responsible for taking 
the following steps: 

1. Before incurring any costs, reviewing the financial management systems in place to determine if changes 
are needed to conform to Federal standards. Contact NCORR for help with this step if necessary. 

2. Confirm there are sufficient internal controls and procedures within the financial system with the proper 
segregation of duties. No single person is able to have control over the entire payment process. NCORR 
recommends the Subrecipient have separate programmatic and financial approvals for each payment if 
possible.  

3. Creating (or reviewing the existing) payment process for contractors. While there is no exemption from 
applicable state prompt pay laws or other similar construction requirements, NCORR does not require a 
specific process or timeline for a Subrecipient to pay contractors unless the Subrecipient has received 
funds through the pass-through billing process, in which case invoices must be paid within 5 days of the 
Subrecipient receiving the funds. If the Subrecipient elects not to use pass-through billing, NCORR requires 
that requests for payment be submitted to NCORR within 60 days of payment to the contractor. As with 
pass-through billing NCORR makes payments to the Subrecipient only, not individual contractors. 

4. Providing NCORR with a copy of the entire procurement file for the contractor(s) performing work. These 
documents must be submitted electronically in PDF format in SharePoint (instructions included in the 
SharePoint instructions for submission section of this guide). The Subrecipient must keep a hard copy of 
all documents on file for the purposes of record retention and monitoring. All procurements must be 
supported by an independent cost estimate or price analysis in accordance with 2 CFR 200.323. 

5. Ensuring all contractors included in the request for payment were procured in compliance with 2 CFR 200. 
6. Checking all contractors included in the request for payment for current and active status in on SAM.gov. 
7. Reviewing Davis-Bacon certified payrolls submitted by the contractors for accuracy (if applicable to the 

project type). 
8. Conducting on-site Davis-Bacon interviews (if applicable to the project type). 
9. Reporting compliance with Section 3 (if applicable to the project type). 



 

 
Page | 10  

 

10. Reporting compliance with minority- and women-owned businesses (MBE/WBE). 
11. Determining costs included in the request for payment are supported, reasonable and eligible. 

Requests for Payment Procedure 
Once the above stated responsibilities have been met, the Subrecipient is able to submit electronically in PDF 
format in SharePoint (instructions included in the SharePoint instructions for submission section of this guide), 
a CDBG-DR Subrecipient Payment Request Cover Page (Appendix D). The completed cover page must be 
signed by the authorized signatory. 

NCORR will accept one request for payment per Subrecipient, per month; exceptions may be made with prior 
approval from NCORR. 

All supporting documents must be submitted electronically in PDF format in SharePoint (instructions included in 
the SharePoint instructions for submission section of this guide). The Subrecipient must keep a hard copy of all 
documents on file for the purposes of record retention and monitoring. 

1. All documents attached to the CDBG-DR Subrecipient Payment Request Cover Page must have 
Personal Identifying Information redacted to preserve Subrecipient and contractor confidentiality. Bank 
account numbers, checking account numbers, etc. should all be redacted. The Subrecipient must keep 
an un-redacted hard copy on file for the purposes of record retention and monitoring. 

2. Requests for payment are processed in the order received. Once the request has been processed 
through the Finance Department, they cannot be amended or recalled. 

3. All questions regarding requests for payment should be submitted to the NCORR Program 
Manager. 

4. All requests for payment submitted to NCORR will be paid within 30 days of receipt of a complete 
request for payment package. NCORR has up to 21 days to approve, withdraw and/or reject any 
Subrecipient requests. 

5. In order for payment to be processed in the same month the request was received, the request for 
payment and all required documentation must be submitted by the 10th of the month. 

Supporting Documentation 
At a minimum, the following are required to be attached to each CDBG-DR Subrecipient Payment Request 
Cover Page: 

1. A copy of the invoice received by the Subrecipient from the Contractor requesting payment 
2. Proof of payment by the Subrecipient for each vendor/contractor included in the Request for 

Payment is attached (copy of a check, bank statement showing funds debited, electronic fund 
transfer approval), unless the pass-through billing option has been adopted by the Subrecipient 
and approved by NCORR 

3. Contractor Certified Davis Bacon Payrolls (if applicable – Construction Projects) on US Department 
of Labor Payroll Form WH-347 (Appendix E) 

4. Time and Effort Allocation Reports for the Subrecipient (if applicable) on approved NCORR Time 
and Effort sheet (Appendix F) 

5. Time and Effort Reports for the contractor/vendor (if applicable). 
6. Permits, Certifications or Inspection Reports received during the period covering payment 

(if applicable) 
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7. Project Progress Report (covering the Period of Payment) 
8. Approved Change Order(s) (if applicable) with updated Budget 
9. Any communication received from Federal Agencies (ex. FEMA, HUD, USACE) in regards to the 

project (if applicable). 

Time and Effort Reporting 
Subrecipient Staff 
Subrecipients seeking reimbursement for personnel costs for employees performing work on the grant are 
required to provide timekeeping reports and effort reports. Timekeeping reports may come in the form of a weekly 
timesheet or reporting from a timekeeping system and the reports must include the following: 

1. Employee’s name 
2. Position / Title 
3. Dates of the pay period reported 
4. Total hours worked by date for the entire pay period - including all non-grant hours worked 
5. Employee and Employee’s Supervisor signature and certification. 

Effort reports must provide sufficient information such that NCORR staff and future auditors are able to confirm 
a Subrecipient employee’s work was tied to the specific grant charged. The NCORR Time & Effort Allocation 
Report Form (Appendix F) is provided for use by the Subrecipient to record effort. When completing the NCORR 
form or providing a NCORR-approved substitute effort form, the following information must be provided: 

1. Employee’s name 
2. Position / Title 
3. Dates of the pay period reported 
4. Hourly Rate 
5. Contact Information 
6. Detailed Description of the Work – This is the effort statement. The statement should provide 

sufficient detail to trace work back to the specific grant. Statements should vary with the work 
performed and not be generic or repetitive. Do not include hours worked on non-NCORR 
Subrecipient Agreement activities. 

7. Work or Task Type – Employee will describe the work performed under the grant agreement. For 
Subrecipient organizations with multiple NCORR awarded projects, employees will select 
Administration in certain circumstances. For more information, please see the Time & Effort 
Allocation section below. 

8. Hours worked for each day of the week for the particular effort statement for each CDBG-DR grant 
9. Employee and Employee’s Supervisor signatures and certifications. 

Subrecipient’s Vendors 
If the Subrecipient has a contract with a vendor to provide professional services charged by hourly rate, with an 
overall not-to-exceed amount or, where tangible deliverables are not evident, the contractor must provide the 
same timekeeping and effort reports, as Subrecipient employees. These timekeeping and effort reports must be 
provided to the Subrecipient as part of the invoice package. Subrecipients will be unable to submit to NCORR for 
payment if vendor timekeeping and effort reports are missing. Subcontractors of vendors are not required to 
provide timekeeping reports reflecting all hours worked during a pay period, however, subcontractors must 
complete effort reports for time worked on the specific grant. 

• A typical vendor contract that results in the need for time and effort reporting is a Program 
Management Organization (PMO) contract. 
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• If the vendor contract is for the delivery of specific deliverables, such as design or engineering 
documents or performing construction, then no time and effort reporting is required. 

It should be noted - timekeeping and effort reporting does not replace required Davis Bacon Payroll reporting 
for construction contractors and subcontractors. 

Time & Effort Allocation 
Subrecipients with only one awarded project will allocate time to that single project. Employees will always 
Identify the Work/Task Type (Admin, Professional Services, etc.) for that specific project under Work/Task Type. 
Subrecipients with Multiple Awarded Projects will record their effort, to the whole hour, for each specific project. 

For example, a county employee acting as a project manager will identify the specific work or task type for the 
specific project worked on at a given time. The effort (broken into whole hours) for each day will be divided 
among multiple effort statements, with each line capturing time spent on a specific project. Some Subrecipient 
employees, such as an assistant county manager, may need to oversee multiple projects, but cannot easily 
assign their time to each project. For these general management employees, the employee would select 
Administration to allocate their time. 

Vendors and subcontractors will always identify the work or task type for recording effort. Vendor and 
subcontractors never have access to Administration funds. 

To determine a Subrecipient organization’s Project Delivery and Administration budgets, please refer to the 
Subrecipient Agreement. 

SharePoint Instructions for Submission 
SharePoint is the vehicle for uploading all documents referenced within this guide. The Subrecipient must use 
SharePoint as the only means to upload financial documents for NCORR’s review. The SharePoint site is the 
repository for all requests for payment. The process for uploading requests for payment is as follows: 

1. Click on the SharePoint link emailed to you to access the SharePoint main landing page. When the 
main landing page opens, you will see only the folders accessible to you. 

2. Click on the folder corresponding to your program within the Subrecipients Portal (“Affordable 
Housing Development Fund→AHDF Round 3”)  
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3. Each Subrecipient has their own folder. Click on the folder for your Agency. 
4. To upload a new document into the folder, click the “Upload” button in the top banner. Choose 

“Files” from the dropdown options. 
 

 

 

 

 

5. When the window opens up, select the files you want to upload. Alternatively, you can click on the 
document you want to upload and move your cursor over to the SharePoint screen, then unclick. This 
action will also upload a document. 

6. Following upload, SharePoint will ask if you would like to notify your team. Clicking on “Notify your 
team” will send an automated email to the Program Manager, facilitating timely processing. 

NCORR staff will review all requests for payment for completeness, accuracy, and eligibility on a first in, first out 
basis. Subrecipients must ensure that all CDBG-DR funding is spent only on eligible, necessary, reasonable, 
and allocable costs associated with project activities within their Subrecipient Agreement. 
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Recalling Submission 

If an error or omission is discovered after a request for payment is submitted, the Subrecipient should: 

• Send an email to the NCORR Program Manager requesting the submission be deactivated; 
• Wait for notification from NCORR that the requisition is able to be deactivated in SharePoint by the 

Subrecipient; 
• Resubmit the full request for payment including the corrected or additional information. 

Minimizing the Time between Payment and Disbursement 
Subrecipients may submit a payment request for eligible costs once per month, subject to limitations in their 
Subrecipient Agreement and at least quarterly throughout the life of their Subrecipient Agreement. If using the 
pass-through billing option, Subrecipients must remit payment to contractors/vendors within five (5) days of 
receipt of payment from NCORR. 

Request for Payment Best Practices 
• Review the entire request for payment before submission to NCORR. 
• Compile all required documents in the order outlined on the CDBG-DR Subrecipient Payment 

Request Cover Page and scan the entire package as a PDF file. 
• Review the scanned PDF to ensure the file is legible and in the proper order. 
• For each expense, review to ensure it is allowable, necessary, eligible and reasonable. 

Final Request for Payment 
Subrecipients must submit final requests for payment to NCORR no later than 60 days after the Subrecipient 
Agreement expires or is terminated. NCORR in its sole discretion may deny payment and de-obligate remaining 
funds from the Subrecipient Agreement 60 days after expiration. 
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Appendix A: Authorized Signatures Form 
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Appendix B: Direct Deposit Authorization Form 
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Appendix C: NC Controller Tax ID Form 
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Appendix D: NCORR Request for Payment Cover Sheet 
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Appendix E: WH-347 (Davis Bacon Wage Sheet) 
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