Community Development Administration

CDA-Fiscal
INSTRUCTIONS – CUMULATIVE SUBRECIPIENT FINANCIAL REPORT AND WORKSHEET

Please complete all sections of the Cumulative Subrecipient Financial Report and corresponding worksheet, if applicable. For an electronic, fillable version of these forms, please visit our website at https://www.stlouis-mo.gov/government/departments/community-development/Subrecipient.cfm under Fiscal Forms.
Agency: Enter your organization name.
Project Name: Enter the name of the program/activity of your organization’s award.
Date: Enter the date the report was prepared.
Report Period Ended: Enter the last date of the month you are reporting.
Contract Number: Enter the Contract number assigned by CDA to the awarded work program.
Project Termination Date: Enter the date the contract ends. 

1.) PROGRAM INCOME SECTION 
Important!!!! Amount received from CDA is not program income.
Total YTD Program Income Reported (Last Month): Enter the total YTD Program Income reported from prior month.
Program Income (This Month): Enter amount of Program Income received for the month.
Total YTD Program Income: Add YTD Program Income reported from prior month and current month. The form will calculate the total.
2.) REIMBURSEMENT REQUEST SECTION
Budget Category: Enter either administration, per unit services, construction. Budget Category can be found on Page C-2 of Part B Work Program-Budget.
Approved Budget: Enter approved budget from Page C-2 of Part B Work Program-Budget.
Cumulative Total from Prior Year: At the beginning of the following year, enter the Total Amount of Request for Interim Reimbursements submitted to CDA-Fiscal (January thru December).
Request for Interim Reimbursement Submitted: Enter total amount of Request for Interim Reimbursement submitted to CDA-Fiscal each month. 
Adjustments: Enter the difference between Request for Interim Reimbursement submitted and amount paid, if any.
Total: Total amount of Request for Interim Reimbursements submitted plus/minus any adjustments. The form will calculate totals.
Available Balance: Enter the difference between Approved budget and Total Request for Interim Reimbursements. The form will calculate available balances.
3.) ELIGIBLE COSTS SECTION
Budget Line Item/Direct Costs: Enter budget line item description from the Cost Allocation Plan.
CDBG Activity Budget: Enter CDBG Activity budget per line item from the Cost Allocation Plan.
Cumulative Total from Prior Year: At the beginning of the following year, enter the Total Amount of Eligible Costs from December Report (January thru December).
Eligible Expenditures for the Month: Enter actual eligible expenditures incurred each month. 
Total: Total amount of actual expenditures reported to date. The form will calculate totals.
Available Balance: Enter the difference between the Approved budget and total actual expenditures. The form will calculate available balances.
Total Indirect Costs: Enter the totals from Indirect Costs Worksheet - Eligible Indirect Costs Section.
CERTIFICATION SECTION
Must be signed and dated by the person who prepared the report, and approved and dated by an authorized signatory. 
CUMULATIVE SUBRECIPIENT FINANCIAL REPORT WORKSHEET – INDIRECT COSTS
TOTAL BUDGET SECTION
Line Items: Enter line item description from the Cost Allocation Plan Eligible Indirect costs.
Total Budget: Enter the total budget from the Cost Allocation Plan.
Total Costs Incurred: Enter the total costs incurred per line item each month.
Total: Total amount of costs incurred to date. The form will calculate totals.
Available Balance: Enter the difference between total budget and total costs incurred. The form will calculate available balances.

ELIGIBLE INDIRECT COSTS SECTION
Indirect Cost Rate: Enter the Indirect Cost rate from the Cost Allocation Plan.
CDBG Activity Budget: Enter CDBG Activity budget- eligible indirect costs from the Cost Allocation Plan.
Total Chargeable Costs to CDBG: Enter the number after multiplying the total costs incurred and indirect costs rate for each line item. The form will calculate the total chargeable costs.
Total: Total amount of chargeable costs to date. The form will calculate totals.
Available Balance: Enter the difference between CDBG Activity budget and total chargeable costs. The form will calculate available balances.
Important!!!!!!

Monthly Financial Report and Worksheet must be submitted on or before the 10th calendar day of the month following the reporting period. Submit one (1) set with original signatures directly to:

Community Development Administration

1520 Market, Ste 2000

Saint Louis, MO 63103

ATTN: CDA-FISCAL

