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INITIAL CONSIDERATIONS ABOUT 
ACCESSING SUBAWARD FUNDS



PAYMENT BY REIMBURSEMENT

DNRC typically disburses subaward funds on a 
reimbursement basis, which means you ...

incur expenses in 
support of your 

project,

pay the 
expenses,

then submit a request 
for disbursement to 

DNRC.



PUTTING TOGETHER
THE DISBURSEMENT REQUEST ...

Make sure project 
spending aligns with

• the budget in the 
subaward agreement.

• activities outlined in 
the project proposal.



PUTTING TOGETHER
THE DISBURSEMENT REQUEST ...

Involve both fiscal and 
project staff, so the request 
comes from combined 
knowledge ...

rather than an accountant 
working alone in the office or 
a project manager compiling 
numbers from the field.



PUTTING TOGETHER
THE DISBURSEMENT REQUEST ...

Review your project 
reports to date and 
make sure expenses 
are supported by 
your reported 
accomplishments.



DOCUMENTING EXPENSES

• Under certain circumstances, 
DNRC will disburse subaward 
funds on an advance basis.

• Contact the program manager 
to discuss the possibility.



DISBURSEMENT REQUESTS:
AN OVERVIEW



DISBURSEMENT REQUEST FORM

DNRC usually provides a disbursement request form for you to use, 
either in the appendices of your subaward agreement or on a DNRC website.



DISBURSEMENT REQUEST FORM

In most cases, you’ll 
need to display your 
expenses in the 
budget categories 
provided by DNRC.



DISBURSEMENT REQUEST FORM

Note: Categories on the form are the same as those in the subaward budget. 



DOCUMENTING EXPENSES

The subaward agreement 
provides instruction about 
how to document expenses.

In most cases, documentation 
must demonstrate that 
expenses have been both 
incurred and paid.



DOCUMENTING EXPENSES

Some subawards may not 
require full 
documentation for 
disbursement requests.

However, subrecipients 
are still expected to be 
able to furnish these 
documents upon 
request.



DOCUMENTING EXPENSES

The following kinds of 
documents ...

• show that expenses were 
incurred and you are 
obligated to pay them.

• provide details to show 
what was purchased.

Purchase order Invoice

Signed contract Employee 
Timesheet



DOCUMENTING EXPENSES

These kinds of documents show that an expense was paid:

Payroll 
report Check stub Receipt Transaction 

report
Bank 

statement



DOCUMENTING EXPENSES

When assembling 
documentation, clarify 
expenses:
• As needed, highlight specific 

expenses or add notes.

• A third party should be able 
to recreate the amounts in 
the request.



DOCUMENTING 
SALARIES/WAGES/BENEFITS (S/W/B)



DOCUMENTING S/W/B

The s/w/b category 
represents the cost of your 
organization’s staff time on 
the project.

It includes both salaries or 
wages paid to employees and
the employer’s payroll costs 
for taxes and benefits.

Note that this total can be charged to the subaward.



DOCUMENTING S/W/B

To show s/w/b expenses were 
incurred, provide payroll 
records describing the ...

• cost of an employee’s time 
worked on subaward project.

• dates work was conducted.

• type of activities performed.



DOCUMENTING S/W/B

To show s/w/b costs were paid, include one of the following documents:

Check stub Payroll report Accounting 
statement

Bank 
statement



DOCUMENTING
OPERATING EXPENSES



DOCUMENTING OPERATING EXPENSES

The operating expenses category typically includes such items as these:

Supplies Materials Travel Training



DOCUMENTING OPERATING EXPENSES

To show costs
were incurred,
send copies of 
invoices.



DOCUMENTING OPERATING EXPENSES

If purchases are 
not itemized on an 
invoice or receipt, 
add a memo to 
clarify them.



DOCUMENTING OPERATING EXPENSES

To show costs were paid,
send transaction reports, 
receipts, check stubs, or 
bank statements.



DOCUMENTING OPERATING EXPENSES
(TRAVEL)

Incurred travel 
expenses are often 
supported by 
mileage logs or per 
diem claims.



DOCUMENTING OPERATING EXPENSES 
(TRAVEL)

Show that travel costs 
were paid by sending 
transaction reports, 
receipts, check stubs, 
or bank statements.



DOCUMENTING
CONTRACTED SERVICES



DOCUMENTING
CONTRACTED SERVICES

This category covers the purchase of services: 
that is, an individual or business, 

acting as an independent contractor, 
provides professional advice or services 

in exchange for compensation.



DOCUMENTING
CONTRACTED SERVICES

Commonly contracted forestry 
services include ...

• hazardous fuels mitigation.

• forest thinning or restoration.

• pest management.

• irrigation system set-up.

• tree planting.



DOCUMENTING
CONTRACTED SERVICES

Other contracted services might include the following:

Consulting Legal

Accounting Information 
Technology



DOCUMENTING
CONTRACTED SERVICES

To show costs were 
incurred, send a 
copy of an invoice.



DOCUMENTING
CONTRACTED SERVICES

A copy of the 
actual contract
can help document 
that the expense 
was incurred.



DOCUMENTING
CONTRACTED SERVICES

To show costs 
were paid, 
provide a receipt, 
transaction 
report, bank 
statement, or 
check stub.



DOCUMENTING
PAYMENTS TO LANDOWNERS



DOCUMENTING
PAYMENTS TO LANDOWNERS

This category comprises 
payments made directly to 
private landowners to 
reimburse costs for work done 
on their properties.

In this scenario, landowners are 
considered the beneficiaries
of the subaward program, not 
contractors.



DOCUMENTING
PAYMENTS TO LANDOWNERS

To show costs were 
incurred, send a copy 
of an invoice or 
landowner agreement.



DOCUMENTING
PAYMENTS TO LANDOWNERS

To show costs 
were paid, 
provide a receipt, 
transaction report, 
bank statement, or 
check stub.



DOCUMENTING
PAYMENTS TO LANDOWNERS

Include documentation to support 
that the landowner’s project was 
inspected and approved by a 
representative of your organization 
before payment was made.

This could take the form of an email, 
official inspection sheet, or signed 
attestation by a project officer.



RETAINING DOCUMENTATION

How long do subrecipients need to retain 
documents to support their expenses?



RETAINING DOCUMENTS

The “Records and Audits” 
section of the subaward 
typically requires a 
subrecipient to retain 
documents to support 
expenses for a minimum of 
three years after 
expiration of the subaward.



AVOIDING 
REIMBURSEMENT DELAYS

How to avoid delays in receiving 
reimbursement from DNRC



AVOIDING REIMBURSEMENT DELAYS

Provide complete documentation of expenses.

Anything requiring follow-up or further clarification 
may slow the processing of a payment.



AVOIDING REIMBURSEMENT DELAYS

For instance, make sure to ...

• clearly and adequately document all expenses.

• categorize costs appropriately.

• line expenses up with the project budget in the  
subaward agreement.



AVOIDING REIMBURSEMENT DELAYS

Ensure reporting 
requirements are up-to-
date (i.e. quarterly or final).

Per the subaward agreement, 
DNRC cannot make a payment 
without current reports on file.



AVOIDING REIMBURSEMENT DELAYS

Insurance must be 
current and on 
file at DNRC.

Certification must 
be provided before 
payment can be 
made.



FOR MORE INFORMATION ABOUT
ACCESSING SUBAWARD FUNDS

Contact DNRC Forestry Division

at (406) 542-4300.
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