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Training Topics

 Financial Grant Life Cycle

 Budget Submitted for Approval

 Financial Certifications and 
Disclosures

 Quarterly Financial Reporting 

 Acceptable Accounting 
Practices

 Things to Remember
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UNDERSTANDING THE FINANCIAL 
GRANT LIFE CYCLE
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FINANCIAL GRANT LIFE CYCLE
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NOFA Application

AWARD

Grant 
Agreement

Budget

Grant 
Reporting

LOCCS

Financial & 
Administrative 

Review



FINANCIAL GRANT LIFE CYCLE
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• Pre-Award Accounting System Review

• Leverage funds supporting documentation 

• OMB Circulars

• Code of Federal Regulations

NOFA 
Application

• Financial disclosures and certifications

• OMB Circular A-133 submission

• Indirect Cost Rate Documentation

• Sub-allocation List (Intermediaries, MSOs 
and SHFAS only)

• Billing Methodology (Intermediaries, MSOs 
and SHFAS only)

Award

• Article XI, Reporting

• Federal Regulations

Grant 
Agreement



FINANCIAL GRANT LIFE CYCLE
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• Form SF-424 or Other Form

• Budget AssumptionsBudget

• Article XI, Reporting

• Sub-allocations, administrative cost, 
billing methodology, SF-425 
(Intermediaries, MSOs and SHFAS only)

Grant 
Reporting

• Authorized Individual

• Request for Payment

• Draw-down funds with quarterly 
reports

• Maintain documentation

LOCCS



BUDGET SUBMITTED FOR 
APPROVAL

Why emphasize this?
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BUDGET FOR APPROVAL

• Based on the approved award amount

• HUD Form SF-424 CB or Other Format

• Detailed itemized budgetary line items, at a 

minimum salaries, fringe and other benefits, 

training, travel, rent, phone, postage, supplies, 

technology/ equipment, marketing and indirect 

costs

• Assumptions to support budgetary line items:

• Salaries based on actual amounts to be paid

• Administrative salaries must be justified

• Fringes based on annual amounts

• Indirect cost – Negotiated Indirect Cost Rate 

Agreement OR indirect cost rate tool to be 

provided by HUD
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BUDGET FOR APPROVAL

• Allowable costs only (OMNI Circular, Subpart E)

• Unless otherwise stated, once submitted is 

considered the approved budget and draw 

down request should be based on approved 

budgetary line items: 

• After approval, request prior approval from 

HUD under 24 CFR Part 84 for any changes to 

the budgetary line items

• Signature and title of authorized person
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BUDGET FOR APPROVAL
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HUD Form SF-424



BUDGET FOR APPROVAL
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Instructions for HUD Form 
SF-424



BUDGET FOR APPROVAL
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Instructions for HUD Form 
SF-424



BUDGET FOR APPROVAL
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CHART E.2. LHCAs

1Applicant Name:

2 (A) (B)

3 Expenses
Applicant's Total Budget, All 

Sources 

4Salaries

5 Housing Counselors

6 Housing Counseling Program Managers

7 All Other Housing Counseling Program Staff

8Fringe Benefits

9 Housing Counselors

10 Housing Counseling Program Managers

11 All Other Housing Counseling Program Staff

12Total Other Direct Costs

13
Other (Must Provide Explanation of Other Expenses in 
Narrative)

14 Total Direct Costs
$                                                                 
-

15Indirect Cost Allocation Amount (if applicable)

16 TOTAL BUDGET
$                                                   
-

HUD Provided Format -
LHCA 



BUDGET FOR APPROVAL
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Form SF-424

CHART E.1.  Intermediaries, SHFAs and MSOs

1Applicant Name:

2FY 2013 Grant Period Applicant's Total Budget, All Sources of Funding $                          -

3FY 2013 Grant Period HUD Housing Counseling Grant Funding Amount

4
FY 2013 Grant Period Percentage of HUD Funds Sub-allocated to Sub-grantees and 
Funded Branches

5 (A) (B) (C) (D)

6 Expenses

Applicant's Total 
Administrative 

Budget, All Sources 
(Do Not Include 

Funds Sub-allocated 
to Sub-grantees/ 

Funded Branches)

Total Budget of all 
Sub-Grantees/ 

Funded Branches, All 
Sources (Include 
Main Office that 
Provides Direct 

Counseling)

(B + C)  Network-
wide Total Budget, 

All Sources

7Salaries

8 Housing Counselors

9 Housing Counseling Program Managers

10 All Other Housing Counseling Program Staff $                            -

11Fringe Benefits

12 Housing Counselors

13 Housing Counseling Program Managers

14 All Other Housing Counseling Program Staff

15Total Other Direct Costs $                            -

16
Other (Must Provide Explanation of Other 
Expenses in Narrative) $                            -

17 Total Direct Costs $                             - $                            - $                          -

18
Indirect Cost Allocation Amount (if 
applicable)

19 TOTAL BUDGET $                      - $                     - $                    -

HUD Provided Format –
Intermediaries, MSOs and 
SHFAs



BUDGET FOR APPROVAL

• Updated list of sub-grantees and funded branches 

and their corresponding sub-allocations

• If reimbursing sub-grantees and/or branches at 

a fixed rate per counseling/education activity 

also have to submit budgets

• A detailed budget accounting for how all 

administrative funds (funds not passed through)

• Includes funds for training, travel, salaries and 

equipment for each quarter and cumulative

• If reimbursement period is for first two quarters, 

3rd quarter budget shall reflect itemized 

accounting for each period

• Billing methodology 
16

Additional budget related requirements for 

Intermediaries, MSOs, and SHFAs must include:



BUDGET FOR APPROVAL

• Billing methodology 

• Explain clearly the methodology used to 

reimburse Sub- grantees or branches

• If using formula, indicate hourly rate attributed 

to Grant or how each cost is calculated for 

fixed-cost reimbursement

• Explain process to ensure method/ costs used 

do not exceed actual costs
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Additional budget related requirements for 

Intermediaries, MSOs, and SHFAs must include 

(continued):



FINANCIAL DISCLOSURES AND 
CERTIFICATIONS

18



19

Financial Disclosures/Certifications

Financial Management

• §200.305 of the OMB Omni Circular

• Accounting system, including policies and procedures 

Internal Control  

• §200.303 of the OMB Omni Circular

• Establish and maintain internal controls

Non-Major Non Profit 

• §200.415 of the OMB Omni Circular

• Non-major corporation

Included in the application or as a part of the post-award 
requirements.  Should also be referenced in the grant agreement.



Financial Disclosures/Certifications
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Financial Disclosures/Certifications
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QUARTERLY FINANCIAL 
REPORTING AND PAYMENT 

REQUEST
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• Due 30 days after the end of the quarter and the final 

report is due when the Grantee has completed all Grantee 

activities that will be funded under the Grant 

• If grant awarded during the Period of Performance, the first 

quarterly report will be due to the GTR or GTM not later 

than 60 days after the quarter end date and should reflect 

Grantee’s cumulative activity for all prior quarters 1, 2 and 

3.  

• For Example, if awarded 5/15/2015 with a period of 

performance of 10/1/2014 to 3/31/2016, then the first 

quarter report is due 08/3/2015 for the quarters ended 

12/31/2014 (Qtr. 1), 03/31/2015 (Qtr.  2), and 06/30/2015 

(Qtr. 3)
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QUARTERLY FINANCIAL REPORTING
All Grantees



• Reporting requirements are detailed in the Grant 

Agreement

• Varies depending on grantee type

• Required 

• If not requesting payment

• If there is no activity (No Activity Report)

• Submitted to the HUD POC directly
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QUARTERLY FINANCIAL REPORTING
All Grantees



Budget
• Detailed expenses for each distinct quarter, and cumulative, under 

the grant.
• Must include salaries, fringe and other benefits, training, travel, rent, 

phone, postage, supplies, technology/ equipment, marketing and 
indirect costs provided those costs were submitted on the projected 
budget at time of award

• The budget must account for the expenditure of each dollar being 
billed to the Grant

• See prior slides for budget samples

Other Requirements

• Written prior HUD approval for all extensions
• If amending report, recommend indicating “AMENDED "or 

“CORRECTED” on the top of report 
• Signed and dated by authorized individual
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QUARTERLY FINANCIAL REPORTING
All Grantees



• Certification statement for all annual financial reports and 

requests for payments:

“By signing this report, I certify to the best of my knowledge 

and belief that the report is true, complete and accurate and 

the expenditures, disbursements and cash receipts are for the 

purposes and objectives set forth in the terms and conditions 

of the Federal award.  I am aware that any false, fictitious, or 

fraudulent information or the omission of any material fact, 

may subject me to criminal civil or administrative penalties for 

fraud, false statements, false claims, or otherwise.”
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QUARTERLY FINANCIAL REPORTING

All Grantees



QUARTERLY FINANCIAL REPORTING
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LHCA FY14 Grant Agreement



Grantees Name, address, and grant number

• Full legal name used on the grant application)

• Notify HUD of any name changes

Start and End Dates

• Quarter reporting period date, not period of performance 

date

• If over multiple quarters, use the actual dates of 

performance through the quarter

• Financial activity should be during those dates. 
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QUARTERLY FINANCIAL REPORTING
LHCA Requirements



Hourly Rate

• Identify each counselor or other employee whose time/activity 

is being billed to the grant. Include title and hourly billing rate

• In the event of fixed-price reimbursement, document actual 

expenses

• Explain methods used to calculate hourly rates segregating 

direct rate from fringe benefits

Staff Labor Hours

• Indicate the total number of hours billed to grant cumulatively 

and for the quarter

• Multiply relevant hours by relevant hourly rate for cumulative and 

quarter totals

• Time shall be broken down by type of service provided
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QUARTERLY FINANCIAL REPORTING
LHCA Requirements
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QUARTERLY FINANCIAL REPORTING
LHCA Requirements

Sample Staffing Reporting

Quarter to Date Cumulative To Date 

Relevant 
Employee Title

Hourly 

Rate
(A) 

Total 

Hours 

Qtr. to 

Date
(B) 

Total 

Amount 

Charged

Qtr. to Date

(C)
A x B 

Total Hours 

Cumulative

(D)

(B+Prior Qtr. 
Cum Hrs) 

Total Amount 

Charged 

Cumulative 

(E)
A x D 

Jane Doe Housing Counselor $  20.19 15.00 $        302.85 25.00 $          504.75 

LHCA Sample Staffing Reporting
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QUARTERLY FINANCIAL REPORTING
Intermediary, MSO, SHFA FY14 
Grant Agreement



QUARTERLY FINANCIAL REPORTING
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Intermediary, MSO, SHFA FY14 
Grant Agreement



Sub-allocations

A listing of:

• All sub-grantees and funded branches and the 

corresponding amounts/allocations

• Dun and Bradstreet Universal (DUNS) Identifier number for 

each

Administrative Costs

• Detailed budget accounting for all administrative funds, 

i.e. funds used to run the program and not passed through 

to Sub-grantees or branches

• Includes funds for training, travel, salaries and equipment 

for each quarter and cumulative

• If reimbursement period is for first two quarters, 3rd quarter 

budget shall reflect itemized accounting for each period
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QUARTERLY FINANCIAL REPORTING
Intermediaries, MSOs and SHFAs



Billing Methodology

• Should be consistent with the methodology submitted with 

the approved budget.

• Clearly demonstrate that the agreed upon methodology is 

being used to charge HUD

• Ensure method/ costs used do not exceed actual costs

Federal Financial Report

• Summarizes financial data, including program income for 

each quarter

• Submit to HUD POC

• Access the form and instructions at:  

http://www.whitehouse.gov/sites/default/files/omb/assets/

gr ants_forms/SF-425.pdf or 

http://www.archives.gov/nhprc/pdfs/sf-425-fillable.pdf
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QUARTERLY FINANCIAL REPORTING
Intermediaries, MSOs and SHFAs

http://www.whitehouse.gov/sites/default/files/omb/assets/gr ants_forms/SF-425.pdf
http://www.archives.gov/nhprc/pdfs/sf-425-fillable.pdf


QUARTERLY FINANCIAL REPORTING
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FORM SF-425



QUARTERLY FINANCIAL REPORTING
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FORM SF-425 
Instructions



QUARTERLY FINANCIAL REPORTING
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FORM SF-425 
Instructions



QUARTERLY FINANCIAL REPORTING
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FORM SF-425 
Instructions



QUARTERLY FINANCIAL REPORTING
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FORM SF-425 
Instructions



QUARTERLY FINANCIAL REPORTING
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FORM SF-425 
Instructions



ACCEPTABLE ACCOUNTING 

PRACTICES
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ACCEPTABLE ACCOUNTING PRACTICES

• Financial Management system in compliance with 
Section 200.302 of the OMB Omni Circular

• Accounting Basis
• If accrual basis, grant reporting in the system should also be 

on an accrual basis.

• If cash basis, must still maintain grant financial information 
on the accrual basis outside of the system

• Each grant must be accounted for separately in the 
accounting system

• Maintain supporting documentation for all charges 
to HUD grant
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ACCEPTABLE ACCOUNTING PRACTICES

• Reconcile accounting general ledger to requests for 
payments, SF-425 (if applicable), and cumulative 
total for final quarterly report.

• Documented policies and procedures for key 
financial areas

• Communication between the program area and 
accounting

• Strong internal control policies and procedures
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THINGS TO REMEMBER

• Read the HUD Grant Agreement

• Read the OMB Omni Circular specifically 
Subparts D and E

• Send all financial reporting, except for requests 
for payments, to your HUD POC

• File reports timely, if necessary, request a prior 
written approval for an extension before the due 
date

• Be sure to use the approved rates for labor

•Do not hesitate to contact your HUD POC if you 
have any questions
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Questions

Please forward any questions to
housing.counseling@hud.gov with 

Financial Grant Reporting

in Subject line
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mailto:housing.counseling@hud.gov
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