ATTACHMENT 3-3


Community Development Block Grant
THREE-DAY RULE COMPLIANCE POLICY

DETERMINATION OF COST ALLOWABILITY, ALLOCABILITY AND REASONABLENESS
1. The ______________________________ and ______________________________ will establish a financial record keeping system.  A non-interest-bearing checking account will be opened by the grantee in anticipation of the first drawdown, advance, or reimbursement.

2. All costs will be:

a) necessary and reasonable;
b) allocable to the CDBG-Small Cities Block Grant Program;
c) adequately documented.

3. Contractors will submit all payment requests to the Project Engineer and Grantee for review and approval before submission to the Project Administrator.

4. All other invoices must be submitted to the Grantee for approval before submission to the Project Administrator.

5. The Project Administrator will review the payment request to determine if the services are within the project scope, contract terms, budget, and to which line item the invoice will be charged.

6. Following their review, the Project Administrator must approve and sign each invoice.

7. The Project Administrator must prepare a letter of transmittal requesting approval of the Grantee's financial officer and/or other designated representative.

8. The ______________________________ must sign the drawdown and forward the approval request and supporting documentation to the West Virginia Development Office.

9. The ______________________________ Grantee will contact the Project Administrator immediately upon receipt of the CDBG funds and deposit the check into the CDBG Checking Account.  Receipt of the check begins the 3-day rule clock.

10. Immediately upon notification from the ______________________________, the governing body's representative must prepare checks for payment and mail them to the appropriate vendors.

11. The Project Administrator must maintain a record of receipts and disbursements that are supported by   bank statements and canceled checks and provide monthly to the Grantee.
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