
FY 2025 
Subrecipient Invoice Request Training

1



Meet Your EDP Grants Team

Tanisha Drummond
Grants Coordinator

tanishadrummond@franklincountyohio.gov
(614) 525-5562

2

Julia Jones
Community Development Official

juliajones@franklincountyohio.gov
(614) 525-4874

Walter Dillard
Assistant Director

walterdillard@franklincountyohio.gov
(614) 525-5629

David Morris
Business Service Officer-Finance

djmorris@franklincountyohio.gov
(614) 525-7268

Ruchelle Pride
Interim Director

ruchellepride@franklincountyohio.gov
(614) 525-2197
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Agenda
I. UEI, Accounting System & ACH Payment Options
II. Financial Requirements

I. No-Invoice Request
II. Invoice Request
III. Submission Checklist

III. Supporting Documentation
IV. Other Templates
V. Monitoring Instructions
VI. Questions
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Prerequisites: UEI & Accounting System
• To receive federal funds, agencies must have a Unique Entity Identifier (UEI) versus a 

DUNS number
 - Register your agency at SAM.gov to receive your UEI
• Subrecipients must establish and maintain a separate & adequate system of accounting 

and internal controls
 - Must separate expenses and revenue from all other expenses and 
 revenue
 - Project codes are an effective way to separate accounts

• Subrecipients must accurately account for federal and state funds, including match
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Prerequisites: Accounting System

Our office strongly recommends the use of an accounting 
system that allows our grant recipients to separate grant- 
specific expenses and revenue from other organization 
expenses and revenue.

These systems allow you to assign identifiers to separate your 
accounts and run financial reports (i.e. General Ledgers) that 
will be necessary to complete your financial reporting
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ACH Vendor Process
To expedite your grant reimbursement, Subrecipients may choose to become an ACH 
Vendor. ACH vendors will receive their monthly reimbursements via an ACH bank transfer 
instead of a paper check.
• Complete the Electronic Payment Form
• An original voided check from your bank (no counter checks) OR
• An original signed bank letter on bank letterhead verifying the following

• Name of Account Holder(s)
• Routing Number
• Account Number

All documents must be signed originals
All copies will be rejected by the Auditor’s Office
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Electronic Payment Form
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Original, signed copy of the electronic
payment form & voided check needs mailed
or dropped off to our office at:
Economic Development & Planning
150 South Front Street
Suite 10
Columbus, OH 43215



ACH Required Documentation
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VOIDED Check
• Must be an original check – starter checks will not be accepted by the auditor
• Name on the checking account must match the name of the Organization/Person receiving payment



Sample Bank Letter
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We cannot accept any form that is for Direct Deposit. A bank letter must be used in lieu of a voided check.



Financial Requirements
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Monthly Invoice Templates
• Monthly Invoice Templates are a financial summary of grant activities over the 

past 30 days

• All subrecipients are required to submit monthly financial reports by the last day 
of the following month of each succeeding month to receive payments

• These reports must show actual subrecipient receipts and expenditures

• Payment will be distributed monthly on a reimbursement basis 

• EDP has provided subrecipients with a monthly template, checklist and 
instructions for completion
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Invoice Submission Deadlines
Subrecipients are required to submit an electronic copy of the Invoice Template with 
backup documentation to FCEDPsubrecipient@franklincountyohio.gov by the following 
deadlines:

 Reporting Period Due Date  Reporting Period Due Date
 01/01 – 01/31  02/28   07/01 – 07/31  08/31
 02/01 – 02/28  03/31   08/01 – 08/31  09/30
 03/01 – 03/31  04/30   09/01 – 09/30  10/31
 04/01 – 04/30  05/31   10/01 – 10/31  11/30
 05/01 – 05/31  06/30   11/01 – 11/30  12/31 
 06/01 – 06/30  07/31   12/01 – 12/31  01/31

A report must be submitted every month, even when there have been zero expenditures.
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Expenditure Guidelines
• EDP grants are paid on a reimbursement basis. Only include actual paid 

expenses for the reporting period

• Must align with approved budget in contract

• All expenses submitted for reimbursement must be incurred during project 
period and paid during the reporting period

• Expenses must equal requested reimbursement

• Include and maintain backup to support expenses

• Funds may not be spent in a category not included in approved budget
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Guidance & Instructions
• EDP has provided subrecipients with 

Checklist & Invoice Templates files 
containing instructions on how to use the 
invoice template documents.

• Do you have allowable expenses to 
submit for reimbursement?
o No = No Invoice Template

o Yes = Invoice Template & Submission 
Checklist

• Reference Guide provides description to 
all required fields on the Invoice 
Templates.
o Items 1 – 4 of the reference guide are 

required prior to payment approval.
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No Invoice Template
1. All cream-colored cells should be completed
2. Date submitted should be the same date as 

signature dates 
3. Begin & End Dates should reflect the month you 

are reporting on
4. Amount Previously Invoiced should equal "Total 

YTD Expenditures" from last Invoice Template 
Submission

5. Modify the certification message to include 
correct subrecipient name

6. Two signatures and dates at the bottom
7. Email the signed PDF document to: 

FCEDPsubrecipient@franklincountyohio.gov
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Invoice Template

1. All cream-colored cells should be completed
2. Date submitted should be the same date as 

signature dates 
3. Begin & End Dates should reflect the month you 

are reporting on
4. Prior Expenditures amounts should match prior 

month's invoice template for Total YTD amount
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Invoice Template Cont

5. Modify the certification message to include 
correct subrecipient name

6. Two signatures and dates at the bottom
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Invoice Template Cont
7. Compare the Total YTD Expenditures from the previous month Invoice Request to the Prior Expenditures column for the 

current month. Do the amounts agree?
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Invoice Template Cont
8. Compare the Approved Budget in the Invoice Request to the approved budget in the contract or last approved budget 

amendment. Do they agree?
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Submission Checklist
1. Final checklist to ensure all Invoice Template items 

have been completed & all supporting 
documentation has been provided.

2. Required to be submitted with Invoice Template
o EDP will reject your invoice submission if this checklist is not 

provided.
3. Signature and date at the bottom
4. Email the signed Invoice Template, Checklist & all 

supporting documentation to: 
FCEDPsubrecipient@franklincountyohio.gov



Invoice Review Process
• Upon receipt, EDP staff will review and reach out with questions. Please note, our 

review begins with the most recent approved budget.

• Pending there are no issues with the submitted Invoice Request and all backup 
documentation is included, payment for Invoice Requests will be processed 
within 30 days from the date the Invoice Request was received.

• Incorrect or incomplete Invoice Requests will be returned for modifications. This 
may result in a delay in payment.
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Invoice Review Process Cont.
What does EDP look for?

• Correctness of funding period & project periods

• Consistency with reimbursement and current expenditures

• Correctness of the sum of your current and previous YTD expenditures

• Compliance between current expenditures, submitted backup 
documentation, and expenses in the most recently approved budget

• Only approved budget expenses may be approved for payment

• Reimbursement amount aligns with the level of programmatic activity 
reported during the same reporting period (i.e. if programmatic activity is 
zero, but you are requesting $10K in reimbursements)
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Supporting Documentation
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Key Questions
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1. Is the Submission Checklist supported by required 
supporting documentation? 
 Invoices
 Payroll records 
 Proof of payment

2. Does your documentation support the total Invoice 
Request and detailed amounts by budget line item?

3. If restrictions are listed in your contract, have you 
provided support showing the expenses fall within the 
contract parameters?



Invoice Supporting Documentation
Examples of Supporting Documentation 
Budget Category Required Backup Documentation

Personnel (Salaries/Fringe Benefits) Payroll summary, timesheets, activity logs, paycheck stubs

Consultants/Contractors/Pass 
through Subrecipients

Invoices, Mileage log & Contractor hours log

Travel (Personnel or 
Consultant/Contracts)

Mileage logs (including date of travel, starting address, ending address, and trip 
total), Travel receipts (hotel, fuel, conference fees)

General Operating Expenses Rent/utility bills, phone bills,  insurance statements, invoices, card receipts, 
maintenance and repair statements
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Note: Backup documentation is required for all expenses you request reimbursement for. Please reach out to EDP for 
any questions/concerns on allowable documentation. 



General Operating Expenses

We may require additional documentation if no invoice is provided, and the receipt does not provide enough information.
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Sub Category Required Backup Documentation

Office Supplies & Laptops Invoice and/or receipt

Cell phones/Wi-Fi devices Invoice for service and/or receipt for device purchase

Insurance Invoice

Rent Rent Receipt, rent ledger or copy of lease agreement.
* Lease agreement only needs submitted 1 time

Utilities Invoice

Staff Training Invoice and/or receipt

Workbooks Invoice and/or receipt



Invoice Supporting Documentation
Personnel/Payroll Support

• Personnel/Payroll related expenses require: 
• Employee timesheet showing:

• Employee Name
• Pay period date range
• Total hours worked/paid
• Hours worked on grant related programs, not exceeding 100%

• Payroll Register for each employee where reimbursement is requested
• Payroll Register total page
• Proof of payment that total payroll was paid – either bank statement (ACH) or cleared 

employee checks (front & back of check image)
• Payroll Expense Example – PDF Document provided
• Grant Timesheet & Mileage Log Sample Template 27



Invoice Supporting Documentation
General/Non-Payroll Support

• General/Non-Payroll related expenses require: 
• Invoice that clearly defines the service dates
• Invoice that details services provided
• Credit card statement is not sufficient invoice support by itself

• Must also include contract, purchase receipt or invoice related to credit card related grant 
expenses

• Proof of payment showing invoice was paid – either bank statement (ACH payment) or copy 
of cleared checks (front & back of check image)

• Non-Payroll Expense Example – PDF Document provided
• Mileage Log & Contractor Log Sample Template
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Invoice Supporting Documentation
Additional Support

• If you are allocating a portion of employer paid benefits, you must provide total 
benefit costs and allocation explanation. *

• If you are allocating a portion of utility payments or rent based on square 
footage, an explanation of how that allocation is determined must be provided 
with your supporting documentation.*
• *Allocations should be consistent with polices and procedures provided at the beginning of 

the contract.

• If available from your financial software, provide a detailed general ledger report 
outlining total grant expenses equal to Invoice Request.

• If your contract has restrictions, ensure all restrictions are noted on your invoice 
template and provide explanation or supporting documentation of how 
restrictions are monitored. 29



Other Templates
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Personnel/Payroll Expenses
Timesheet Log
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• Timesheets are required to be submitted with 
your Invoice Request if you incurred personnel 
expenses.

• The Timesheet should match the pay periods 
in which you are requesting reimbursement.

• Employees working on grants should log all 
hours on their Timesheet, so their grant-
specific hours can be clearly tracked back to 
the Invoice Request.



Consultants/Contractors or Subrecipient Expenses
• All consultants, contractors or pass through subrecipient expenses 

are required to have a contract on file with your organization that 
defines the scope of work being provided to your organization and 
pay terms of your agreement. 

• EDP will require a copy of the contract for each consultant to be submitted either 
with your first invoice request or the first invoice request where a consultant is being 
charged to the grant.

• All consultants/contractors are required to complete Contractor 
Hours Log for labor being invoiced.

• All consultants/contractors must submit an invoice to your 
organization for payment. 

Required backup documentation: Consultant/contractor invoice & 
Contractor Hours Log
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Mileage/Travel Expenses
• A mileage log must be kept for all mileage expenses. This log is 

required and should include date of travel, starting address, ending 
address, and trip total. 

• Employees mileage reimbursement should be able to be verified via 
their personnel backup documentation (payroll summary, time sheets, 
etc.). Mileage paid to consultants should be included on their 
consultant invoice

• Mileage rate must be the rate approved in your budget. If not outlined 
in budget use the IRS approved rate. (make sure you are using the 
correct rate in effect for the service period)

• If you have approved rideshare and/or taxi services in your budget, 
you must keep a receipt of all trips that include the starting address, 
ending address and total trip cost.

• Receipts must be kept for all travel expenses including hotel, fuel, 
conference fees. All travel related expenses must be considered 
reasonable. 

Required backup documents: Mileage logs & travel receipts
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Budget 
Amendment

If you need to amend your budget, please reach 
out to your Community Development point of 

contact to discuss the budget amendment 
process.

This template has been provided but should not 
be submitted until requested by EDP.



Indirect Costs
• Indirect costs are the hidden costs that support a project. They include general expenses for the 

organization’s administration that are incurred for common or joint objectives, and not readily 
identifiable to a specific project or cost objective. Typically, indirect costs are the expenses of 
doing business and include costs such as administrative salaries and wages; accounting and 
auditing services; rent, leases, and mortgages; basic office supplies and equipment; building 
maintenance and utilities.

• Expenses must be treated consistently - if rent and utilities are charged to another line item, 
they cannot be charged to indirect as well.

• We do not require backup documentation for indirect costs with your Invoice Request 
submissions. 

• Backup documentation must be maintained for all expenses that are charged to indirect costs. 
Backup may be reviewed during your site visit. 
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Common Invoice Request Errors

• Not receiving appropriate support for grant expenditures

• Requested reimbursement amounts do not match incurred expenses.

• Expenditures submitted for reimbursement do not match approved budget. 
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How to Avoid Common Errors
• Only report actual expenses paid during reporting period
• Expenses must fall within grant period
• Ensure reimbursement request amount equals total expenditures 
• Report correct YTD figures
• Provide supporting documentation for all costs except indirect, unless you 

have a federally negotiated rate of more than 10% (must be able to 
substantiate)
• Awards issued on or after 10/1/24 indirect rate up to 15%

• Reach out to us for help! 
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What questions do you have about 
the Invoice Request submissions?
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Monitoring Instructions
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Monitoring Process
• EDP will be conducting monitoring for all subrecipients

• Required by federal regulations and will evaluate program to ensure the following:
• Subaward is utilized for authorized purposes

• Complies with Federal statues & regulations

• Meets the terms & conditions of the subaward

• Remote desk reviews begin mid-March and may also include on-site visits

• Subrecipients are asked to upload copies of the requested documentation to EDP’s 
SharePoint site using the link provided

• After the monitoring process is complete, all required corrections will be provided
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Monitoring Documentation Requests
• You will receive a link to EDP’s SharePoint where you can upload requested 

documentation under the appropriate folder:

• Please ensure the naming convention mirrors the name of the information requested
• For example: 

• Application folder > “Approved Application”
• Award Documents & Adjustments folder > “Signed Award”
• Financial Records folder > “General Ledger”
• Programmatic Records folder > “Organizational Chart” 41



What other questions do you have?
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If your organization would like to meet one on one with members from our grants team to review 
this information in greater detail, please reach out to FCEDPsubrecipient@franklincountyohio.gov.
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