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OPENING COMMENTS

Welcome

CD50 (PY 2025) Updates

City Fiscal Year 2026: CIP & Operating Budget

Purpose:

Align city agency subgrantee reporting with 

substantiation of CDBG expenditures to ensure grant 

compliance.



PRESENTATION
AGENDA

Why do we collect CDBG Report data

When do we collect data

What data do we collect

"CDBG Statement of Charges" in Neighborly

Communication through Neighborly

Questions
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WHEN, WHY AND HOW DO WE COLLECT DATA?

• Quarterly – 30th day after the end of each quarter (CD50, Q.1. extension –

Nov 30)

• Annually – in July of each year for the CAPER

• All reports must be submitted via Neighborly

• Substantiates that work is complete and reimbursable to the City

• HUD requires DHCD to report on each subrecipients' accomplishments
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FINANCIAL REPORTING 
City programs that receive CDBG awards must do the following to comply with CDBG grant financial requirements for 
the following reasons:

• The CDBG Statement of Charges form allows the CDBG team to substantiate expenditures as eligible/allowable and 

submit a reimbursement request to HUD.

• If the expenditures can’t be substantiated, DHCD cannot request reimbursement. This means the city will not get 

reimbursed for general funds spent under your CDBG worktags, creating a revenue deficit.

• Lack of reimbursement will also cause the City to have grant compliance and timely spending issues with HUD.

• Divisions are responsible for any deficit created by DHCD’s inability to request reimbursement for your charges.

Although we all use the same financial systems, it is the direct responsibility of the programs awarded CDBG funding to 
review and substantiate their expenditures, as this is a compliance requirement for ALL subrecipients.



1. Request a Payroll Report (and/or other CDBG worktag reports) from your Fiscal Division for all staff 

and/or program expenses included in your CDBG budget, for the appropriate quarter and worktag.

2.  Review the reports for your CDBG worktag(s) to ensure the costs are accurate and eligible under 

CDBG requirements.

3. Check to make sure you aren’t missing any charges that might have been charged to a non-

CDBG worktags. Typically, this happens with payroll but could be anything.

4. If errors need to be corrected, work with your Fiscal Division to make those corrections.

5. Once any corrections have been made and you are sure the report is accurate, transfer the Workday 

report data to the CDBG Statement of Charges (CDBG-SoC) Form. Upload the CDBG-SoC Form in the 

Budget tab as a supporting document.

6. Complete the Draw tab in the Budget Section of Neighborly
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FINANCIAL REPORTING PROCESS
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ACTIVITY REPORTING – NEIGHBORLY REPORTS PART 1: 
GOALS

• Provide progress achieved in accomplishing goals / objecঞves 

• Show actual outcome versus expected outcome 

• Note any difficulties encountered 

• Documents to HUD that the activities for which funds were awarded have
taken place

• Goals come from Section F: Activity Descriptions on your application

Always click save when you are ready to move on.
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ACTIVITY REPORTING – NEIGHBORLY REPORTS - PART 2: 
ACCOMPLISHMENTS REPORTING

Beneficiaries Served 

• Quarterly Target to be Served 

• Number Actually Benefiting this 
Quarter 

• Total Served to Date 

Costs  

• CDBG Costs as Authorized in your
Contract 

• Amounts from other funding 
sources  

• CDBG Amount Expended  

• Other Funding Expended  

Always click save when you are ready to move on.



ACTIVITY REPORTING – NEIGHBORLY REPORTS PART 3: NARRATIVE 
AND SUPPORTING DOCUMENTS

• Provide a narrative describing accomplishments and barriers during the
quarter

• This can be done by listing Successes/Highlights for your activity

• Upload the supporting documentation

• See your Award Letter or MOU for what Supporting Documents are
required

Always click save when you are ready to move on.



ACTIVITY REPORTING – NEIGHBORLY REPORTS- PART 4: 
REQUIRED DOCUMENTS

Upload the required electronic reports to the appropriate location in Neighborly

• Based on the Reporting Requirements stated in your MOU or Award Letter

• Download and complete the appropriate forms and upload into Neighborly Part
4 in their original format (Word or Excel). No PDF's

• Do not submit reporting forms as an attachment to a Task or an email. Only
submit Accomplishment Report forms to Neighborly Reports – Part 4.

Always click save when you are ready to move on.



ACCOMPLISHMENT REPORTING - 1
• Click on Reports section to open reporting module.

Reporting Accomplishments
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Accomplishment Reporting - 2
• Review & complete Parts 1 – 4.
• Questions? Ask CDBG Monitor before submitting report.
• Submit
• Save / Complete & Continue.

Reporting Accomplishments
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• *NEW - City and DHCD subrecipients must submit CDBG Statement of 

Charges quarterly through the Neighborly Budget portal. “Draw Request”

• *NEW - CDBG Statement of Charges will be included in your MOU or Award 

Letter email.

• *NEW - Reporting reminders will be generated in Neighborly and sent as a 

Neighborly Notification email.

Special Note: Quarter 1 of CD-50 will have an extended deadline of November 30th
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REIMBURSEMENT REQUESTS - CHANGES IN CD-50



Draw Request 
• Click on Draw Requests tab.
• Example of Canceled Draw Request – Orange Box

Completing A Draw Request
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Draw Request - continued
• Enter description to advance. 
• Naming Protocol for document upload: DHCD / COB_Office of_Soc1_CD-50
• Document naming protocol for Statement of Charges (SoC): DHCD / COB_Office of_SoC1_CD-50

Completing A Draw Request
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Draw Request - continued
• Upload Draw Form. Use naming protocol for doc. Yellow Box.
• Enter amount requested. Orange Box.

Completing A Draw Request
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Draw Request –cont.
• Enter amount requested. Orange Box.
• Click Submit or Cancel. 

Completing A Draw Request
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Draw Request - continued
• Visualization of draw & funding status . Blue Box.

Completing A Draw Request
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Task Assignment – Response & Completing
• Task assignment.

Communication Via Neighborly
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Task Assignment – Response & Completing
• View all tasks on Neighborly dashboard.

Communication Via Neighborly
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Task Assignment – Response & Completing
• View specific task.
• Do not upload documents to task unless directed by CDBG staff. Upload documents in 

appropriate Neighborly location. 

Communication Via Neighborly
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Task Assignment – Response & Completing
• Respond to the Task Follower.

Communication Via Neighborly
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