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Agenda

1. Start with the Operating 
Manual

2. Monthly Programmatic 
Reports (MPRs)

3. Requests for 
Reimbursement (RFRs)

4. Monitoring 

5. Closeout & Final Reminders

6. Resources
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Start with the 
Operating Manual

Your main reference for project 
administration.



Your Main Resource 
for CDBG 

Administration
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The Operating Manual will answer:

• What am I allowed to do?

• Who can I serve and count?

• What do I report each month?

• What controls do I need?

• What happens if the City reviews my project?

• How do I finish the year?

https://www.sandiego.gov/cdbg/apps


Key Changes for FY27

● The Operating Manual has been reorganized around the 

project lifecycle, following a more natural sequence

● Plain-language revisions and less repetitive guidance

● Separate NCIP/Construction addendum

● Added Quick Reference section in the intro, which includes 

annual deadlines and reporting reminders

● New Agreement provisions related to the City’s Due Process 

and Safety Ordinance has been incorporated
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Your CDBG Subrecipient Agreement
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Component What it controls

Scope of Work
What activities are approved, who may be served, and what outcomes are 
expected

Budget What CDBG funds may pay for and the approved amount by category

Term and Schedule
When activities and costs are authorized and when milestones are due. Most 
non-construction related projects have a 12-month project period.

Performance Indicators
What services, beneficiaries, outputs, and outcomes must be documented and 
reported

The Agreement defines what is approved and what you are responsible for delivering.



Annual Compliance Calendar
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When Required Action

Monthly by the 15th Submit the MPR and RFR, including no-claim periods.

Within the first 6 months by 
December 2026

Purchase approved administrative supplies and equipment early enough for 
meaningful use during the Agreement period.

By April 15, 2027
Submit allowable budget-modification requests before the March RFR and no later than 
April 15.

Final 90 days
Limit purchases to small, necessary items used before the Agreement ends. No 
accelerated spending or stockpiling! 

July 15, 2027 Submit June MPR and final RFR by July 15.

July 31, 2027 Submit the Closeout Report or Year-End Report (for continuing NCIP projects).



Monthly Programmatic 
Reports (MPRs)

Document first. Report second.



The monthly reporting rhythm
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If an exemption to this process is required, you must submit an 

Agreement/Operating Manual Exemption Request Form

1 Document

• Eligibility

• Services

• Costs

• Payments

• Progress

2 Submit MPR

• Narrative

• Indicators

• Demographics

• Attachments

3 Submit RFR

• Eligible costs paid
during the 
reporting period

• Proof of payment

4 City review

• Project Manager 
approves MPR 
before RFR can be 
approved

5 Correct early

• Resolve returns, 
disallowances, 
and delays 
promptly

Both the MPR and RFR are required every month. The MPR should support the RFR, and the RFR should not 
contradict the MPR. Reports must continue to be submitted even when no activity or costs are claimed. 



What the City should understand from 
your MPR
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What happened? 

● Work completed during the 

month

● Progress on each Scope 

activity

● Relevant attachments or 

photos

Who benefitted? 

● Eligible clients, households, 

or businesses

● Required demographics and 

income levels

● Unduplicated totals

Are we on track?

● Milestones and outcomes

● Delays or limited progress

● Corrective steps and support 

needed

Think of the MPR as the monthly story of the project.



Writing a useful MPR narrative
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Be specific enough to show what happened, who was served, and whether the project is on track.

Weak

“Project activities continued this month. Staff 
provided services to clients and made progress 
toward goals.”

Better

“Staff completed 18 intake appointments, 
confirmed eligibility for 15 City residents, and 
provided 42 case-management contacts. 
Enrollment was lower than projected because of a 
staff vacancy. The position was filled on August 12, 
and outreach will resume next month.”

Your MPR should tell the same story as your source records, performance indicators, and RFR.



Client Eligibility and Demographics
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Before reporting 
a client, confirm:

What this means

Low- to moderate-
income (LMI) eligibility

Use the presumed benefit or direct income documentation as approved in the Agreement.

City of San Diego 
residency

Maintain documentation confirming the beneficiary resides in the City of San Diego.

Demographics
Collect required race, ethnicity, income level, and other applicable information directly from the 
client.

Service documentation Maintain dated records showing the qualifying service or assistance provided.

Unduplicated count Count each beneficiary only once for the applicable unduplicated reporting measure.

A beneficiary should not be reported until eligibility, City residency, demographics, and service documentation are complete.

Only report completed, documented beneficiaries. Do not estimate demographics or 

count inquiries, registrations, or incomplete intakes as clients served.

Applicable HUD Regulations: 24 CFR 570.208 and 570.506

https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-C/section-570.208
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-C/section-570.208
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-J/section-570.506


Project type reporting reminders
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Public Services (PS)

Client eligibility, City residency, 

demographics, services provided, 

outcomes, and unduplicated 

status.

Community Economic 

Development (CED)

Eligibility of each assisted business 

owner and microenterprise (5 or 

fewer employees including owner), 

type of assistance provided, 

business plans, required follow-up, 

outcomes, and City of San Diego 

Business Tax Certificate if applicable.

Nonprofit Capital 

Improvement Project (NCIP)

Construction progress, photos, site 

inspections, certified payroll, Section 3 

when applicable, change-order approvals, 

and payment documentation.

Review details in Section V of the Operating Manual, the CED 

Microenterprise Assistance Guidelines, and the NCIP/Construction 

Addendum for detailed record requirements.



Submitting 
your MPR in 
ED Grants: 

Find the 
current 
MPR
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MPRs appear in the Log 
tab after the reporting 

month closes.

Click the eyeball icon to 
open the current report



Submitting 
your MPR in 
ED Grants: 

Overview 
Tab
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Enter a concise monthly 
narrative in the Overview 

tab. Explain activity, 
beneficiaries, outcomes, 
progress, and delays. Be 

sure to save before 
moving to the next tab.



Submitting 
your MPR in 
ED Grants: 

Indicators 
Tab
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Report only activity 
supported by completed 
source records. Enter the 

reporting-month total. Use 
zero when there is no 

reportable activity. Confirm 
monthly and cumulative 

totals reconcile. 



Submitting 
your MPR in 
ED Grants: 

Demographics 
Tab
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Income level must 
match eligibility 
documentation

Race and ethnicity must 
reflect information 

collected from the client, 
not based on staff 

assumptions.

Female Head of Household 
is not required for PS/CED 
unless specifically directed.



Submitting 
your MPR in 
ED Grants: 

Attachments 
Tab
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Upload monthly photos, 
detailed narratives, or other 

requested supporting 
documents. For NCIP projects, 

upload progress photos for 
months with construction 

activity. Be sure to use clear 
file names. 



Requests for 
Reimbursement (RFRs)

Every dollar claimed needs a clear trail.



How reimbursement works
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The City reimburses the Subrecipient. The City does not pay your vendors directly.

CDBG is reimbursement-based funding

1. Pay first

Your organization pays the 
employee, vendor, contractor, 
or other approved party using 
an organizational account.

2. Document it

Keep the source 
documentation (i.e. invoice, 
payroll record, etc.) and proof 
of payment.

3. Request 
reimbursement

Submit the RFR in ED Grants 
for the month the cost was 
paid. Anticipate that RFRs will 
be processed within 30 days. 



Eligible Cost Test
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Question What to confirm before claiming the cost

Is it approved? The cost supports the approved Scope of Work and budget narrative.

Is it timely? The cost was incurred during the Agreement period and claimed in the correct 
reporting month.

Is it reasonable? The amount is necessary, reasonable, and properly procured when applicable.

Is it allocated? Only the CDBG share is claimed, based on a documented method.

Is it supported? Documentation shows what was paid, why it was paid, and that payment cleared.

An approved budget does not automatically make a cost eligible.

If any answer is unclear, check before you claim the cost.

Applicable HUD Regulations: 2 CFR 200 Subpart E and 24 CFR 570.502

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-J/section-570.502


What makes a strong RFR package?
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Include What it should show

Applicable City RFR form
Download the form for the budget line from ED Grants, complete it, and upload it with 
the supporting documentation when claiming that expense.

Invoice, payroll record, or 
receipt

What was paid, to whom, when, and for what

Allocation support How the CDBG share was calculated, when applicable

Proof of payment Cleared organizational payment showing the cost was actually paid

Project support How the cost connects to the approved activity or deliverable

Each claimed cost should be easy to trace from the budget to payment.

Each budget line has an applicable City RFR form in ED Grants. Download and 

complete the current form each time costs are claimed under that line.



Common RFR Situations to Know
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When something is unusual, document it clearly and contact your Project 

Manager before submitting.

A few recurring scenarios that can affect how you submit or resubmit costs.

Proof of Payment

• An invoice marked “paid” is not 
enough. 

• Provide evidence that the 
payment cleared the 
organization’s account. 

• Use the check reconciliation 
form only when permitted.

No-Claim Months

• Submit an RFR even when no 
costs were paid. 

• Upload the required no-claim 
form. 

• Costs for that period should 
not be claimed later unless the 
City approves.

Disallowed Costs

• Correctable disallowances may 
generally be resubmitted with 
the next RFR. 

• Identify the prior month and 
explain what was corrected. 

• Final RFR disallowances cannot 
be resubmitted.



Budget modifications and accelerated spending
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Do not wait until the end of the year to solve spending issues.

Budget Modifications
• Request before exceeding an approved line item.

• Must support the existing Scope of Work.

• Cannot increase the total award.

• Due before the March RFR and no later than April 15.

• Amounts cannot be moved between categories (personnel 
to non-personnel).

Accelerated Spending
• Administrative supplies and equipment must be purchased 

within the first six months so they can be used 
meaningfully.

• Final 90-day purchases should be small, necessary, and 
used before the Agreement ends.

• Client-use items may be purchased later when tied to 
actual distribution or use records.

• Do not stockpile supplies or equipment.

Reminder: a budget change does not authorize a Scope of Work change.



Common reasons RFRs are delayed or disallowed
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A quick pre-submission review can prevent most issues.

Documentation

• Unreadable or incomplete 
documents

• Missing invoice or payroll 
support

• Missing proof of payment

• Amounts do not reconcile

Cost Eligibility & Timing

• Cost not approved in the budget

• Cost outside the Agreement 
period

• Claimed in the wrong month

• Required procurement or 
approval not completed

Reporting alignment

• MPR not yet approved

• MPR does not support the 
claimed activity

• Client records are incomplete

• Delay or variance is not 
explained



Unacceptable documentation will be disallowed
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Documents must be readable, complete, and relevant.

Before uploading: check that the full page is visible, the text is readable, and the 

document supports the amount claimed.



Submitting 
your RFR in 
ED Grants: 

Find the 
current 
RFR
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RFRs appear in the Log 
tab after the reporting 

month closes. Click the eyeball 
icon to open the 
current report



Submitting 
your RFR in 
ED Grants: 

Financials 
Tab
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Enter the amount requested by 
budget line. Only approved 

budget-line items in your project 
proposal will show. Be sure to

save before moving on. 

If the entered amount is lower 
than the documentation, only the 

entered amount can be 
reimbursed. If it is higher, the 

unsupported difference may be 
disallowed. 



Submitting 
your RFR in 
ED Grants: 

Atttachments 
Tab
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Use the pencil icon for the 
budget line being claimed. 

Click the cloud icon to 
download and complete the 

applicable City form, then 
upload it with the supporting 

documentation under that 
same budget line.



Submitting 
your RFR in 
ED Grants: 

Submitting a 
Disallowed 
Cost
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In the Overview tab, identify 
the prior disallowance. In the 

comment field, state the 
budget line, amount, and 

prior amount. Be sure to also 
explain what was corrected 
and upload any corrected 

supporting documents in the 
Attachments.



Monitoring

Monitoring should not be a surprise.



Monitoring

● City staff will conduct desk audits (Monthly Programmatic Reports; 

Requests for Reimbursement) and on-site General Site Visits.

● Construction projects: Certified Payroll Reports/Worker Interviews.

● Program Monitoring Reviews, Fiscal Monitoring Reviews, and Real 

Property Disposition Monitoring Reviews will be conducted on-site 

or remotely.

● Notifications of monitoring review results will be issued; required 

actions related to Concerns or Findings identified will be included 

in the notification.
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Program Monitoring Review

The following areas to be covered include, but may not be 

limited to:

● Service Delivery Processes.

● Reporting Policies and Procedures.

● Records Maintenance Systems.

● Selected Project Participant Files.

● Original Source Documentation for Monthly Programmatic 

Reports.
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Fiscal Monitoring Review

The following areas to be covered include, but may not be 

limited to:

● Financial Management.

● Internal Controls.

● Payment Reporting.

● Program Income.

● Records Retention.

● Equipment Management Disposition.

● Board Financial Oversight.
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Real Property Disposition 
Monitoring Review
Real Property Disposition Monitoring Reviews will also be conducted on 

construction projects completed in prior fiscal years to determine:

● Whether the ownership status changed.

● Whether rent or client fees were collected resulting from the CDBG 

improvements completed and what the current rent charges are for 

multi-family housing projects.

● Whether the use of property or beneficiaries changed.

● Whether CDBG improvements completed are being properly 

maintained.

● Whether original source documentation of National Objectives eligibility 

continue to be properly maintained.
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Closeout & Final 
Reminders

Your monthly reporting sets up a 
successful closeout.



Closeout: What to Expect
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Closeout reconciles final performance, expenditures, and any responsibilities that continue after the 
Agreement ends.

Before Closeout

• All MPRs and RFRs 
submitted

• Final RFR completed

• Program and fiscal records 
reconciled

• Unspent funds identified

• Open monitoring items 
addressed

Year-End Submission

• Completed projects: 
Closeout Report

• Continuing NCIP projects: 
Year-End Report

• Final accomplishments and 
expenditures

• Required supporting 
documentation

After Closeout

• Retain required records

• Maintain audit and 
monitoring access

• Continue applicable 
property/equipment 
requirements

• Complete any remaining 
corrective action

Your Project Manager will notify you when closeout begins and provide the 

applicable instructions and forms.



Timeliness matters
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Unspent project funds can affect the City’s entire CDBG program.

Why the City tracks spending
• HUD measures whether entitlement jurisdictions use 

CDBG funds timely. 

• Delayed projects can place the City at risk of 
noncompliance. 

• Unspent balances may be reprogrammed when a 
project is delayed or no longer feasible.

What you can do
• Review progress monthly. 

• Identify barriers early. 

• Submit realistic spending projections when requested. 

• Request approved changes before the issue becomes 
urgent.

Do not wait until the last quarter to tell the City the project is behind.



Tips for a smoother year
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Your MPR, RFR, monitoring file, and closeout should all tell the same story.

Small habits make reporting and reimbursement much easier.

Keep a monthly 
project file

Save MPR and 
RFR source 
records by 
reporting month.

Do a pre-submit 
check

Reconcile narrative, 
indicators, 
demographics, and 
requested costs.

Name files 
clearly

Use the month, 
budget line, and 
document type.

Ask early

Contact your 
Project Manager 
before a cost or 
change becomes 
a problem.

Document 
decisions

Keep written 
approvals, 
explanations, 
and corrections 
in the project 
file.



Resources

Where to find the current tools, guidance, 
and support you’ll use throughout the year.



Resources and technical assistance
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Closeout confirms final performance, expenditures, and continuing responsibilities.

City resources

• Operating Manual

• MPR Guide

• RFR Guide

• Closeout / Year-End Guide

• NCIP and ESG addenda

• Current City forms

HUD and federal resources

• HUD Playing by the Rules

• HUD Income Eligibility 
Calculator

• Current HUD Income Limits

• 2 CFR Part 200

• 24 CFR Part 570

Ask us

• Project-specific questions: 
your assigned Project 
Manager

• General questions: 
CDBG@sandiego.gov

• Use written approvals for 
important decisions.

https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
https://www.hudexchange.info/resource/687/playing-by-the-rules-a-handbook-for-cdbg-subrecipients-on-administrative-systems/
https://www.hudexchange.info/incomecalculator/
https://www.hudexchange.info/incomecalculator/
https://www.hudexchange.info/incomecalculator/
https://www.sandiego.gov/sites/default/files/2026-05/hud-income-limits_updated-06-1-2026_0.pdf
https://www.sandiego.gov/sites/default/files/2026-05/hud-income-limits_updated-06-1-2026_0.pdf
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-J/section-570.502
https://www.ecfr.gov/current/title-24/subtitle-B/chapter-V/subchapter-C/part-570/subpart-J/section-570.502
mailto:CDBG@sandiego.gov


Finding the latest resources
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ED Grants Landing Page

City of San Diego Website: 
https://www.sandiego.gov/cdbg/apps

https://edgrants-int.my.site.com/ApplicantLogin4?username=null
https://www.sandiego.gov/cdbg/apps
https://edgrants-int.my.site.com/ApplicantLogin4?username=null
https://www.sandiego.gov/cdbg/apps


Questions?
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Contact 
Information

City of San Diego
Community Development 

Block Grant Program

Civic Center Plaza

1200 Third Avenue, Floor 14

San Diego, CA 92101

CDBG@sandiego.gov

(619) 236-6700
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