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July 12, 2019

McHenry County Community Development Division

 Standardizing reimbursement requests

 Reimbursement Request Packet
◦ Required documents and structure

 Evidencing leverage/match

 Redacting sensitive information

 Submission and review process
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 For those that have active projects that have 
submitted requests…
◦ Delays in fulfilling requests

 Software errors and glitches are reducing

 Hoping to expedite process
◦ At least back to normal timeframe

 Why?
◦ Standardizing request packets will assist in 

expediting reviews/processing

◦ Assist both Community Development Division and 
Auditor’s Office

◦ Project types will have different supporting 
documents, but packet structure is similar for all 
projects
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1. Cover letter

2. Request for Reimbursement Form

3. Invoice Summary List

4. Supporting documentation

 Printed on agency letter head

 Addressed to Hans Mach

 Information required on letter
◦ Name of project

◦ Request amount

◦ Request number

 First, second, etc. and final

◦ Brief description of request

◦ Signed by authorized representative



7/12/2019

4

 Key financial document for request

 Form will be provide to you after Subrecipient 
Agreement has been fully executed

 Form is an Excel worksheet with formulas

 Accuracy is required, a packet with a form 
containing errors will not be reviewed
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 List of supporting documents within the 
request packet

 Assists in verifying all documents are 
included

 Provides CD Division ability to ask 
questions/clarification on specific documents
◦ “On Invoice #2…”

 Leverage/match also noted on this document
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 “If it is not documented, it didn’t happen”

 Evidence of eligible cost and payment

 Documentation should be:
◦ Singled sided

◦ Labeled correctly to match Invoice Summary List

◦ Not stapled – paperclip or binder clip acceptable

◦ Not folded if possible

◦ If photocopied, information is not cut off or blurry
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 Employee timesheet
◦ Signed by employee and supervisor

 Payroll sheet or pay stub

 Invoices and proof of payment

 Partial or full lien waivers

 Tenant Based Rental Assistance (TBRA) forms

 Certified payroll sheets
◦ Required for Davis-Bacon/IL Prevailing Wage rates

◦ Use form WH-347 from Department of Labor

 Davis-Bacon Act
◦ Enacted 1931
◦ Required for CDBG projects over $2,000.00 for 

non-service projects or when rehabilitation occurs 
on more than 8 units in one structure

◦ Required for rehabilitation or construction of more 
than 12 HOME assisted units in one structure

 Illinois Prevailing Wage Act
◦ Enacted 1941
◦ Required for projects funded with public funds

 Costs may be similar, but could be slightly 
different – use higher rate
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 Leverage/match amount taken from Subrecipient 
Agreement

 “If it is not documented, it didn’t happen”

 Invoices can be split between reimbursement and 
leverage/match evidence
◦ Ex: $100 cost with $75 in CDBG request and $25 as 

evidenced as leverage

 Leverage/match is very important as it is 
reported back to HUD and Congress for each 
project

 Redact following information from requests 
prior to submission:
◦ First five (5) digits of employee/contractor’s Social 

Security Number
◦ First twelve (12) digits of a Credit Card
◦ Bank routing/account numbers on checks
◦ Employee’s home address
◦ Minor’s name
◦ Minor’s address
◦ Employee’s birthdate
◦ Employee’s personal cell phone number
◦ Medical tests/diagnoses
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 Submit by mail
◦ McHenry County 

Department of Planning 
and Development

◦ c/o Community 
Development Division 
Office

◦ 2200 N. Seminary Ave., 
Woodstock, IL 60098

 Submit by courier
◦ McHenry County 

Administration Building

◦ 667 Ware Rd., Woodstock

◦ Suite 208

 When submitting the final reimbursement 
request:
◦ Must state “final” on the cover letter
◦ Include a “Final Report”

 Report provided by CD Division staff or on webpage

 In some instances additional reports may be requested

 Any funds remaining in the project after the 
final request is processed will be withdrawn 
from the project and placed back into the 
funding pool for future competitions.
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 Targeted fulfillment time is within 30-60 
days of Community Development Division 
office receiving the request
◦ Review documentation and cost eligibility

◦ Request more information or missing information

◦ Staff capacity to complete reviews and requests 
during funding rounds

 Upon receiving Reimbursement Request Packet, the 
Packet will reviewed by CD Division
◦ Verifying necessary documentation, eligible project costs, 

and accuracy of documents

 Packet then submitted to Auditor’s Office
◦ Verify supporting documentation and amount accuracy

 Questions/clarifications may arise at any point of the 
review process

 Once Packet receives all clear, processed in software 
and check will be cut
◦ Mailed checks usually take a week to be received once cut
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 Guide will be available on the Community 
Development “ CD Planning Documents” 
webpage

 Information presented in this presentation 
will be in Guide

 Guide will contain example documents

 Requests must following Packet structure
◦ Request not following structure will not be reviewed

 CD Division has partnered with Volunteer 
Center McHenry County on the GROW 
Program
◦ Program designed to offer classes to help non-

profit capacity
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 Community Development Division office
◦ Phone: 815-334-4560, option 5

 Hans Mach, Community Development 
Administrator
◦ HDMach@mchenrycountyil.gov

 Jena Hencin, Community Development Specialist
◦ JMHencin@mchenrycountyil.gov

 Zak Klehr, Community Development Specialist
◦ ZAKlehr@mchenrycountyil.gov

 Bianca Gonzalez, Administrative Assistant
◦ BLGonzalez@mchenrycountyil.gov

We appreciate your hard work to improve the 
lives of the people in McHenry County.
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