
© 2025 Environmental Protection Network

FINANCIAL MANAGEMENT 
BEST PRACTICES
Compliance Toolkit for EPA Recipients 
and Subrecipients

DEVELOPED IN COLLABORATION WITH: 



© 2025 Environmental Protection Network

Table of Contents

INTRODUCTION............................................................................................................. 3

TIME AND EFFORT REPORTING............................................................................. 4

CLASSIFYING PROJECT PARTNER ROLES.......................................................... 6

INVOICING, REIMBURSEMENTS, AND RECORDKEEPING........................... 9

PAYMENTS....................................................................................................................... 12

REPORTING.................................................................................................................... 15

RESOURCES.................................................................................................................... 17



© 2025 Environmental Protection Network

Introduction 

The Financial Management Best Practices Handbook is designed to provide a clear and 

specialized guidance documents on topics such as subawards, procurement, invoices, and 

reporting. 

The Handbook will serve as a living resource and will be periodically updated by the 

EPN, L4GG, NRDC and other partners are committed to supporting EPA grantees through 

can be submitted through this form.
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Time Tracking and Reporting 

the following criteria:

 
1

 

TIME AND EFFORT REPORTING ON EPA PROJECTS 

estimates, per CFR 200.430 2

record their time and activities performed, distinguishing between time spent on the grant 

 Paid in whole or in part with EPA funds 

 

paid with EPA funds.

knowledge of the work performed. 
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timesheet systems such as Harvest, , and ClickTime enable organizations to 

EFFORT REPORTING FOR INSTITUTES OF HIGHER EDUCATION 

Uniform Guidance Section CFR 200.430 3 to 

to federal awards, including EPA grants.4

CERTIFIED PAYROLL REPORTING FOR CONSTRUCTION ACTIVITIES 

5

the information in the report is correct. The reports must include the following information 

 

 6  

 Hours worked daily  

 Total hours 

 Rate of pay 

 Gross amount earned7

 Payroll deductions8 

 Total of deductions and net wages paid for the week 

organizations, including Miter, Gusto, and Patriot Payroll.
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Classifying Project Partner Roles 

directs some of their funding towards a subrecipient or a contractor, the recipient is serving 

is going towards a subrecipient or contractor. Distinguishing between subrecipients and 

are factors which can help determine if a project partner is a subrecipient or contractor.

SUBRECIPIENTS

receive a portion of grant funds to carry out part of the project’s objectives. The subaward will 

include EPA terms and conditions9 as part of the subrecipient’s responsibility10 in carrying 

out the project. Subrecipients can only receive reimbursement for their actual direct or 

and the recipient.

Characteristics of subrecipients:

 Performance is measured by whether objectives of EPA grant funded project 

are met
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 Implements a program for a public purpose as opposed to providing goods and 

full and open competition. In general, subawards are typically made to government agencies, 

research, training, technical assistance, public education, or demonstration projects. These 

subawards can also be in instances where ancillary services that are widely available in the 

competitive market, such as accounting or technical assistance, are being provided between 

the subaward is on carrying out the federal grant, and the missions of the organizations are 

aligned with the grant.

CONTRACTORS 

for 

the project. The contract will not include EPA terms and conditions, and the contractor is not 
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Characteristics of contractors include:

 Provide goods and services within normal business operations

 

 Normally operate in a competitive environment

 Provide goods or services ancillary to implementation of the federal grant

 

CONTRACTORS 

2 CFR 200.319 and            

2 CFR 200.320 since goods and services are being provided on commercial terms rather than 

carrying out a Federal grant funded project. Including contractors in an EPA grant proposal 

contractors.

ADDITIONAL GUIDANCE

 

contractors can be challenging. EPA provides guidance on their website; there is 

also an updated version of .

 

2 CFR 200.331 Subrecipient and Contractor Determinations. 

 EPA also provides short guidance on this topic in their EPA Subaward Policy 

.

 To further assist recipients in determining project partner roles it can be helpful 

 You can also create a table of project partner roles to help lead your discussion 

with project partners or your PO.
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Invoicing, Reimbursements, and 
Recordkeeping 

COMMON SENSE TIPS

11

 

drawdown and payment, showing need, approvals, proper accounting, and 

receipts of goods and services.

 

be used for all accounts.

 Payroll records, including timesheets, must account for 100% of work time for 

 

or charged to the general ledger.
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PLAN FOR COMPLIANCE WITH PARTNERS

and their subrecipients collect invoices and documentation on costs as these are incurred, 

should send these to the recipients as soon as they are available, on a timely basis, to ensure 

that records are accurate and up to date. This will enable recipients to ensure that incurred 

costs are aligned with the budget. 

SETTING UP GRANT PROJECT FILE

A  is essential for organization, compliance, and accountability in managing 

information related to your grant, and should include:

 

12

 

 Changes to grant agreement or budget with written approvals and emails with EPA

 

 

 

documentation
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 Indirect cost rate proposals, calculations, and/or cost allocation plans

SUBRECIPIENT FINANCIAL MANAGEMENT

 

 Invoices and purchase orders, including down payments, contractor/supplier 

agreements

 

paid by subrecipients

Invoices, purchase orders, credit card receipts, and payments associated with incurred 

handling these items on behalf of the recipients should communicate with the recipient to 

paid. Some recipients may prefer to approve and handle all payments to subrecipients and 

contractors; other recipients may delegate some of their authority to subrecipients. 

COORDINATION WITH YOUR EPA PROGRAM OFFICER

at what points during the project, and provide a summary of project activities, costs incurred, 

invoices, supporting documentation, and proof of payment. Your PO should provide input 

on whether the incurred costs are reasonable, and if the invoices, supporting documentation, 

this approval prior to signing contracts, drawing down from ASAP and disbursing payments. 

Upfront communication with your PO helps prevent costs disallowed later and enables a 

smoother drawdown process. Upfront communication with EPA should also minimize delays 

in approving future drawdowns for similar costs.
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Payments

INTRODUCTION TO ASAP

The U.S. Department of Treasury operates the Automated Standard Application for Payments 

recipients can draw down funds. All EPA recipients must use ASAP to access awarded grant 

grant funds and authorization rules. If approved, funds are electronically transferred to the 

grantee’s bank account, typically within 24 hours. Figure 3 below illustrates the ASAP process.

Figure 1: ASAP Process.
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Recipients must complete the following prior to enrolling in ASAP:

 SAM

Instructions for registering on SAM.gov.n

 

apply for federal funding. You should make sure that the information in SAM is 

updated prior to enrolling in ASAP. Entity Registration Checklist can assist you 

in gathering information needed for a UEI.

HOW TO ENROLL IN ASAP

valid registration in SAM and a UEI. You should also ensure that your banking information is 

cancel your award, potentially resulting in loss of any remaining funding. You should contact 

your PO prior to changing any information in SAM.gov or proposing changes to your UEI or 

banking information.

Figure 2: Organizational ASAP Approval Process.

1. EPA will send an email to the grant recipient to enroll in ASAP.

2. Log into ASAP and enroll online. It is recommended that the same person serve as the 

3. 
account.

4. 
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submit documentation for drawdowns, but it is recommended that invoices and supporting 

account by logging in at least every 90 days.

ASAP is limited to amounts covering anticipated cash needs, and payments must be disbursed 

may retain up to $500/year of interest earned on federal funds. If there is program income 

from the project, recipients or subrecipients must disburse funds from program income 

above $500 needs to be returned to EPA.

As an alternative to ASAP, recipients can also receive EPA funds on a Working Capital Advance 

from EPA to subrecipients or contractors incurring costs on a federal grant funded project. 

ASAP to allow EPA payments to be received within 

ASSISTANCE WITH ASAP

contact the ASAP help desk at  or by phone at 855.868.0151 

Multiple federal agencies have created resources13 to assist in enrolling in ASAP. Note that the 

U.S. Department of Treasury will validate the banking account information which may take 
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Reporting

14 15 Your PO may provide a program 

The 

 Federal Cash Transactions

 

 Unobligated FundsCurrent valid registration in the System

 

 Program Income

 Indirect Costs

It is also important to maintain records of invoices and receipts to support the data provided. 

Multiple federal agencies including the U.S. Economic Development Administration, U.S. 

Department of Justice Community Oriented Policing Services, and National Park Service 
16 17 are available to 
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Program reports should provide a summary of project activities and should assist in creating 

 What occurred during this project period?

 

 How to resolve problems or seek guidance from EPA

 

 Any press releases or media events in this project period?

 

Recipients and their subrecipients are responsible for federal award oversight and should be 

accomplishments to objectives in their workplan; any interim data analysis; why objectives 

Projects with construction activities should include construction performance reports 

to conduct site visits and may waive construction performance reports if deemed to be 

unnecessary.

end of the 

project.18

value at the end of the project. Property may be determined to be of de minimis value, or 

EPA may provide approval for the property to continue to be used for the same purpose as 

to Sam.gov.
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Resources
 Utilize Technical Assistance Resources:

 

 

 

 

 Consult: EPA Uniform Grants Guidance

 Financial Management 2 CFR §200.302

 Internal Controls 2 CFR §200.303

  2 CFR §200.305

 Financial Reporting 2 CFR §200.328 

 Monitoring and Reporting Program Performance 2 CFR §200.329

  2 CFR §200.334

 Allowability of Costs 2 CFR §200.403

 Consult EPN Resources by Program: CCG, Community Air Monitoring, EJ TCGM, SFA

 Consult EPA Resources by Program: CCG, CPRG, SFA

 :

 

 High Rock Accounting: The Basics of Tracking Restricted Grants 

 , Thomas A. McLaughlin

 

• 

here that can be helpful; it is part of a series of resources on building resilience during 
uncertain times. 

• 

plan for uncertainty. 
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Resources
 Endnotes

1. 

2. 

3. 

4. 
may be subject to legal challenge.

5. Prevailing wage determination website:  

6. 
be considered an employee or independent contractor under applicable federal and state laws.

7. Hours worked daily includes day, date, and straight time and overtime hours

8. 

9. 

10. 

11. Procurement, Subawards, and Participant Support Costs Webinar. March 27, 2024.

12. 2 CFR 200.334

should be retained. 

13. NPS: 

 ASAP: 

 NOAA: 

 Bureau of the Fiscal Service: PowerPoint Presentation

14. 2 CFR 200.329

15. 2 CFR 200.328

16. U.S. Economic Development Administration. Department of Justice. 

17. Patricia Kwon at TRC. Email: @trccompanies.com

18. 2 CFR 200.344


