
Financial Systems 101

Financial Scoring Model 

10 points maximum score



Payment Request Form and Summary 
(6 points)

• On agency letterhead
• Contract and account number must be correct
• Term for request must be updated
• Budget is the same as contract Exhibit A, amended if necessary
• Budget lines and columns must foot in both directions (it’s easiest to prepare it in 

excel, double check your formulas and link between sheets to eliminate typos)
• Previous request column on current request must equal requested to date on 

previous request
• Total requested must equal backup
• Signed by agency executive director or finance director
• Summary page must list payroll detail for each category on payment by title, pay 

period, amount charged to CDBG or ESG and other
• Timesheets submitted as backup MUST be signed by agency employee and 

supervisor
• Costs incurred must be during the contract and billing period.  For example,  if you 

have a pay period or bill with a period that crosses, it needs to be prorated 
between periods.   













Audit Report (1 point)

• Audit confirmation letter is to be submitted in a timely manner, be 
accurate and in the correct format (see examples)

• A-133 audit is required by federal regulations if agency 
expenditures are over $500,000 during any given fiscal year

• Submit within 9 months of end of fiscal year OR request extension if 
it will be submitted late

• Include management letter (if issued) or letter stating that there 
was no management letter issued

• Opinion page must be on audit firm’s letterhead and signed
• Please submit a copy of your audit firm’s most recent external 

peer review report and any letter of comment.  You will need to 
request this from your audit firm.  This needs to be submitted on 
or before October 15, 2011.











Other (1 point)

• Application Clarity

• Subrecipient Responsiveness

• Proper handling and reporting of program 
income

• Familiarity with federal regulations and 
circulars



Demographic Reports (2 points)

• Must be submitted in a timely and accurate 
manner per your contracts.  Payment requests 
will not be processed until demographic forms 
are correct.



Miscellaneous (no points but 
important nonetheless)

• The City is audited by the State Auditor’s office annually and monitored by 
HUD periodically.

• Being familiar with your contract(s) will help you save time and reduce 
errors.

• Submitting information to the correct office will also help save time.  
Submit payment requests, demographics and general organization info to 
Community Development Office.  Submit audit confirmations and audit 
reports to Janie Miller, City Auditor’s Office, 107 City Hall, Duluth, MN  
55802.  Janie’s phone is 218-730-5042, her email is 
Jmmiller@duluthmn.gov.

• Payment requests or demos with errors and repeated submissions will 
cause you to lose points.
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