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AGENDA

 Staff introductions 
 Overview of Community Development Fund
 Subrecipient agreements
 Reporting and invoicing
 Changing budget or performance measures
 Important dates
 ZoomGrants demo



Community Development Team

Jennifer Daniels, Manager
703-228-3822, jldaniels@arlingtonva.us

Zina Abdulrahman, Administrative Grants Specialist 
703-228-3786, zabdulrahman@arlingtonva.us

Jessica Worrall, Management and Budget Analyst 
703-228-3787, jworrall@arlingtonva.us

Caitlin Jones, Planner 
703-228-3762, cjones1@arlingtonva.us

Joel Franklin, Planner 
703-228-7949, jefranklin@arlingtonva.us

mailto:jldaniels@arlingtonva.us
mailto:zabdulrahman@arlingtonva.us
mailto:ahartsig@arlingtonva.us
mailto:cjones1@arlingtonva.us
mailto:jefranklin@arlingtonva.us


New this year!
 New staff
 11-month period of performance
 Last year in ZoomGrants



Subrecipient agreements
 Agreements and purchase orders need to be in 

place before funds can be spent
 All backup documentation needs to be uploaded to 

ZoomGrants
 Agreements were routed via DocuSign to 

authorized signers
– Authorized signers may or may not be CEO/ED – check 

your corporate documents

 Executed version will be e-mailed to staff listed in 
ZoomGrants (usually Executive Director and grant 
contact)
– Let us know if you want direct deposit and submit W9



Community Development Fund 
overview

• Made up of four different funding sources, 
each with different requirements:

• Community Development Block Grant (CDBG)
• Community Services Block Grant (CSBG)
• Community Services Block Grant Temporary 

Assistance for Needy Families (CSBG-TANF)
• Affordable Housing Investment Fund (AHIF)

• County staff also administers some County 
general funded programs, using CDBG general 
guidelines



Question: 
Do you know which 
funding source your 
grant is?  



CD-specific terms
 Subrecipient or subgrantee: Because Arlington County is the 

recipient of federal funds, the organizations that are awarded 
funds from the County are called subrecipients

 P.E. form: Program evaluation form, the reporting portion of 
the subrecipient agreement that includes program strategies, 
performance measures, demographic and leveraging 
information – attached to agreement, reported in “program 
evaluation” in ZoomGrants

 Consolidated Plan/Annual Plan:  Planning documents that 
outline strategies, programs and resources for housing and 
community development 

 CAPER:  Consolidated Annual Performance Evaluation Report, 
the annual report submitted to HUD on the Consolidated Plan



Community Development Block 
Grant (CDBG)

 CDBG programs must comply with Title 24 of the 
Code of Federal Regulations, Part 570

 Can serve clients up to 80% area median income
 Additional requirements – we’ll let you know if they 

apply to you:
– National Environmental Policy Act (NEPA) 
– Section 504/Americans with Disabilities Act
– Fair Housing Act
– MBE/WBE
– Equal Employment Opportunities Act
– Federal Funding Accountability and Transparency Act

http://www.law.cornell.edu/cfr/text/24/570
http://www.law.cornell.edu/cfr/text/24/570


AHIF requirements
 Set-aside from the County’s Affordable Housing 

Investment Fund, which is generally bricks and 
mortar development projects

 AHIF Housing Services grants are non-renewable 
and awarded for two years
– No need to apply for the second year, but you will need to 

update budget, performance measures, etc. 



CDBG and AHIF reporting



CSBG requirements

 Requirements for federal Community Service Block 
Grant passed through the U.S. Department of 
Health and Human Services, administered by the 
Virginia Department of Social Services

 CSBG programs must comply with Title 45 of the 
Code of Federal Regulations, Part 96

 CSBG can serve clients up to 200% federal poverty 
level

https://www.acf.hhs.gov/sites/default/files/assets/general_terms_and_conditions_mandatory.pdf
https://www.acf.hhs.gov/sites/default/files/assets/general_terms_and_conditions_mandatory.pdf
https://www.cfda.gov/index?s=program&mode=form&tab=core&id=6012809fe2967afe29bd88edafe7a8a9
https://www.cfda.gov/index?s=program&mode=form&tab=core&id=6012809fe2967afe29bd88edafe7a8a9


CSBG-TANF Requirements
 Funds are allocated biennially through the Virginia 

General Assembly. Requirements are in the Virginia 
Code.   

 CSBG-TANF can serve clients up to 200% FPL.   
 TANF-specific requirements:

– Families must include a minor child (less than 18 years old) 
who resides with the family

– Services or payments cannot be considered “assistance” 
as defined by the TANF grant 

– All costs incurred must relate to one or more of the 
following: work subsidies, education and training, child 
care, transportation and non-recurrent short-term 
benefits which cannot extend beyond 4 months

http://virginiaservice.virginia.gov/wp-content/uploads/2016/03/Virginia-Administrative-Code.pdf
http://virginiaservice.virginia.gov/wp-content/uploads/2016/03/Virginia-Administrative-Code.pdf


CSBG and CSBG-TANF reporting



CSBG reporting (cont’d)



2025 income limits

https://housing.arlingtonva.us/income-rent-limits/



Invoice Documentation
 County staff looks for a number of 

things when approving invoices:
– Purchase Order number 
– Invoice number
– Backup (or supporting) documentation 
– Backup must be able to support every 

dollar requested but for one exception: 
indirect costs





Invoice Documentation
 Types of Backup/Supporting Documentation:

Personnel Timesheets with salary paid
Paystubs
Payroll Records
Benefits are NOT an indirect cost

Non-Personnel Receipts
Invoices
Proof of Payment

Other Please coordinate with County staff 
(Jessica Worrall 
jworrall@arlingtonva,us)







Reporting and invoicing

 Invoices can be submitted with reports, or 
separately.  They will not be approved unless reports 
are up to date, with the exception of 4th quarter 
reports.  

 Reports and invoices should be submitted in 
ZoomGrants.  



Invoicing for Costs Incurred
 Invoices can be submitted for costs incurred and expended 

and do not have to be proportional throughout the fiscal year.
 Incurred costs must be included in the agreement.

– For example:
– Overall Program Budget = $100,000
– Arlington County Grant = $10,000
– Grantee can invoice for $10,000 as soon as those costs are 

incurred and expended.
– Reporting takes into account all program participants for 

the fiscal year since the County funding is integral to the 
overall program (unless program has participants from other 
jurisdictions).

 Quarterly reporting requirements are not alleviated if funds 
are incurred, expended and reimbursed by the County early in 
the fiscal year – grantees must still submit required reports.



Making changes to budget or 
performance measures

 Submit requests to County project monitor via e-
mail, including:
– Explanation for why change is requested
– Comparison of approved and revised budget or 

performance measures
– Project monitor will respond with approval, and make 

changes in ZoomGrants

Personne l Expenditures  Budge t 
Revised 
Budge t 

Executive Director $15,000 $17,000 
Director of Programs $10,000 $8,000 
Director of Partnerships  $10,000 $8,000 
Program Coordinator $5,000 $7,000 

TOTAL $40,000 $40,000 
 



ZoomGrants
Demo



Questions?  



Important Dates
Date Action
July 1, 2025 Beginning of grant year
October 15, 2025 First Quarter reports due
January 15, 2026 Second Quarter report due
April 15, 2026 Third quarter report due
May 29, 2026 Final invoices due*
June 15, 2026 Final reports due

*Invoices can be submitted throughout the program year but 
due to the compressed period of performance, must be 
submitted by May 29. Program costs cannot be incurred after 
May 30.



Thank you for all 
your work on behalf 

of Arlington’s 
residents!
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