
CDBG Claims Training



Overview

•How to submit a claim

•Preliminary Requirements

•Pay Applications/Invoices

•GAX Form

•New Changes



Claim Walkthrough
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Claim Walkthrough Cont.
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Typical claim status progress: Editing, Submitted, Approved, Paid
Claims can be Withdrawn or Correcting, this is less common



Claim Walkthrough Cont.
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Report period: Enter the start and end dates of the work performed (required)

Please submit separate claims for each fiscal year:

 FY 2025: Reporting dates prior to June 30th

 FY 2026: Reporting dates after July 1st



Claim Walkthrough Cont.
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Claim Walkthrough Cont.
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Match should be reported proportionate to the CDBG expenditures based on the approved budget.



Claim Walkthrough Cont.



Claim Walkthrough Cont.
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Claim Walkthrough Cont.

11

Complete all 
applicable 
sections

Add any comments to Project Manager



Claim Walkthrough Cont.

12



Claim Walkthrough Cont.

13



Claim Walkthrough Cont.
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Claim Walkthrough Cont.

Upload the Alternate Signator/CEO Change Form



Claim Walkthrough Cont.



Claim Walkthrough Cont.

Claims are required to be submitted at least every 6 months, but more frequent submission is advised.
Reminder: Claims must be separated by state fiscal year (7/1-6/30)



Steps for Claim Payment

Reviewed by 
Project Manager

Reviewed by 
Operations 
Manager

Entered into 
Federal System 
(IDIS or DRGR)

Reviewed by 
IEDA Accounting

Funds requested 
from HUD

Funds received 
by State 

Accounting

Payment 
approved by 

State Accounting

Payment issued 
by State 

Accounting

Warrants/Direct 
Deposit receipts 
received by IEDA

Warrants/Direct 
Deposit receipts 

mailed

Claim 
processing 
time is 4-6 

weeks



Preliminary Requirements for First Claim
(Contracts prior to July 2025)

○ Signed Contract 
○ Signed RARA (Residential Anti-displacement & Relocation Asst. Plan)
○ Signed Excessive Force Resolution
○ Signed Equal Opportunity Policy 
○ Signed Fair Housing Policy 
○ Signed Code of Conduct 
○ Signed Procurement Policy 
○ Signed 2 CFR 200.319 Competition Certification of Compliance 
○ Signed Acknowledgement of Environmental Review Requirements 



Pay Applications/Invoices

Pay Applications are required for all CDBG programs, including the 
Regular, Disaster Recovery (DR), and COVID (CV) programs.

Please note that each of these programs may have different requirements 
related to pay applications. It’s important to consult with the project manager at 
the start of the project to ensure you understand the specific expectations for 
the program you're working with.

Invoices must include a detailed description of the charges and proof 
of payment, such as a canceled check or bank statement.

For DR claims, the reimbursement request should reflect the exact amount, 
while Regular programs' claims should be rounded to the nearest whole dollar.



GAX Form



GAX Form Cont.



New Changes
Correct vendor code and pay code 
must be included on GAX form.
○ Vendor Code 
     Found under General Information

○ Pay Codes
    2019 DR Pay Code: 0340-269-5000-4125
     Derecho Pay Code: 0340-269-5250-4125
     Covid Pay Code: 0340-269-5500-4125
     CDBG Pay Code: 0340-269-4610-22-4125
 

FOR CDBG ONLY
The Sub Org should be 
the first two digits of 
the contract. 22-WS-099



New Changes Cont.

○Proof of payment must be uploaded under expense 
documentation in the claim, along with the corresponding 
invoice.

○The Alternate Signator/CEO Change Form must be 
uploaded under Miscellaneous Documents for every 
claim.



THANK YOU
Hayley Crozier  |  Operations Program Manager

Iowa Economic Development Authority
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