
Payment Requests and the SF-270 
for 

Community Grants Recipients 

Regulations, statutes, and applicable Executive Orders take precedence in the event of a conflict with any of 
the materials contained on these training slides; recipients are expected to follow the terms and conditions in 

their grant awards as written. 



Housekeeping 

Meeting Audio 

 Attendees must use Device Audio 
(computer, headset, tablet, or smart phone) 

 Presenter Audio Only (like a TV broadcast) 
 If you cannot hear, ensure your system/device audio 

is turned up and not muted and that you have not 
paused the broadcast 

Computer audio is 
located at the bottom 
right of the Windows 
desktop. 

Ask a Question 

 Ask a question under Live 
Event Q&A panel 

 Click “Ask a question” 

Q&A panel is located on the top 
right side of the Live Event window. 

Closed Captions/Translation 

Turn on/off Live Captions 
Change Settings/Language 

CC panel is located on the 
bottom right side of the Live 
Event window. 
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Overview 
□ Background 
 Prior Review and Approval of Payments for Community Grants 
 Underlying Requirements 

□ Community Grants Program Payment Request Process 
□What EPA Reviews 
□ Preparing the Request 
□ Completing the Request with Examples 
□ Common Mistakes & How to Avoid Them 
□ Tips & Reminders for Recipients 

U.S. Environmental Protection Agency 



Background: Prior Review and Approval of 
Payments for Community Grants 

The Administrative Terms and Conditions of awarded Community 
Grants projects require recipients to submit Payment Requests for 
EPA review and approval prior to drawing down funds. 

Payment Requests are submitted to EPA using the Request for 
Advance or Reimbursement, Standard Form 270 (SF-270) and must 
include supporting documentation. 

This training will provide a review of the payment request process, 
documentation needed, common mistakes, and tips for recipients. 

U.S. Environmental Protection Agency 



Background: Underlying Requirements 
• Procurement and contract review* by EPA has already been completed. 
• Procurement and contracts follow all applicable requirements. 
• The grant has been awarded. 
• Costs are consistent with: 

• EPA-approved workplan and budget 
• Project language found in the Appropriations Act 

• The recipient is registered in Automated Standard Application for 
Payments (ASAP)* 

*Terms and Conditions included in the Community Grants award agreement include additional information on procurement review 
requirements and ASAP registration.   

U.S. Environmental Protection Agency 

https://fiscal.treasury.gov/payments-from-government/automated-standard-application-for-payments-asap#webinars


Community Grants Program Payment Request 
Process 

Recipient submits request & supporting materials to EPA 
Project Officer & Grant Specialist 

EPA Project Officer & Grant Specialist reviews request and 
notifies recipient of approval or requests more information 

Recipient receives approval and requests to draw funds in 
Automated Standard Application for Payments (ASAP) 

Recipient receives EPA funding to the approved amount to 
the account previously registered in ASAP 

U.S. Environmental Protection Agency 



What EPA Reviews 

• Are activities in invoice within the approved project scope in 
workplan? 

• Are costs eligible, reasonable, allocable, allowable? 
• Are activities in invoice within approved project/budget period? 
• Does the math add up? Is Cost Share accounted for? 
• Do the invoices match the schedule of values in the approved 

contract document? 
• Have the associated contract and procurement materials been 

reviewed by EPA? 

U.S. Environmental Protection Agency 

http://www.ecfr.gov/cgi-bin/text-idx?SID=27aab907b2e565fd3e2ec4c5de717c22&mc=true&node=sp2.1.200.e&rgn=div6


Preparing the Request 

When preparing the request for payment, it can be helpful to have 
several documents on hand, before beginning the SF270 form. These 
include: 
• Grant award agreement 
• Workplan 
• Budget documents (SF-424A) 
• Budget detail 

U.S. Environmental Protection Agency 

https://www.epa.gov/sites/default/files/2019-05/documents/applicant-budget-development-guidance.pdf
https://www.epa.gov/sites/default/files/2019-05/documents/applicant-budget-development-guidance.pdf


Preparing the Request 
Supporting Documentation 

Key documentation to support costs claimed for reimbursement: 
• SF-270 Form 

• Digitally signed* by Authorized Representative or designee 
• Invoices 

• Construction contractor, engineering, equipment purchase 
receipts 

• Should include line items for tasks completed and description 
of work completed during the time frame 

*See EPA's Recipient/Applicant Information Notice (RAIN), Establishment of Standards for Submission of Administrative and Financial 
Assistance Agreement Forms/Documents with Electronic or Digital Signatures by Email 

U.S. Environmental Protection Agency 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.epa.gov%2Fgrants%2Frain-2020-g04-r1&data=05%7C02%7CBurney.Jacob%40epa.gov%7C46be526b20d841ec601c08de7b9bcf26%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C639084106277184422%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=IR0UIOjlL0ILIX8m8ejXb%2FcaCwSsqGSLI3e%2FbP7onhc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.epa.gov%2Fgrants%2Frain-2020-g04-r1&data=05%7C02%7CBurney.Jacob%40epa.gov%7C46be526b20d841ec601c08de7b9bcf26%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C639084106277200929%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=VdfOOcxEoWORxKUlF2aW4RRyahGoMeIXRnMAypGuYMg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.epa.gov%2Fgrants%2Frain-2020-g04-r1&data=05%7C02%7CBurney.Jacob%40epa.gov%7C46be526b20d841ec601c08de7b9bcf26%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C639084106277200929%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=VdfOOcxEoWORxKUlF2aW4RRyahGoMeIXRnMAypGuYMg%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.epa.gov%2Fgrants%2Frain-2020-g04-r1&data=05%7C02%7CBurney.Jacob%40epa.gov%7C46be526b20d841ec601c08de7b9bcf26%7C88b378b367484867acf976aacbeca6a7%7C0%7C0%7C639084106277217685%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JFtUaCdn%2BtWUHDACTsg3KnLMZYNfkPQ5rpp74QQtTBY%3D&reserved=0


Preparing the Request 
Supporting Documentation, Cont’d 
Depending on the project, supporting documentation may include: 

• American Iron and Steel (AIS) and Build America, Buy America (BABA) 
Certification 

• Davis-Bacon payroll documentation 
• Certified payroll records (WH-347); Wage determinations should 

match contract 
• Documentation of Periodic Interviews and Poster 

• Payroll information for in-house staff hours (“Personnel” costs) 

U.S. Environmental Protection Agency 



Completing the Request 

• EPA may request back-up documentation if additional information is 
required to show how an invoice corresponds to the project. 

• EPA may also request additional information to show how retainage is 
being managed. 

• Keeping documentation related to the project is required by the grant 
term and conditions so it is best practice to keep all cost 
documentation readily accessible. 

U.S. Environmental Protection Agency 



Completing the Request: Invoice Tracking Sheet Example 

U.S. Environmental Protection Agency 



Completing the Request: SF -270 Example 

U.S. Environmental Protection Agency 

Example materials shown in this presentation are for training purposes only. 



Completing the Request: Invoice Example 

U.S. Environmental Protection Agency 

Example materials shown in this presentation are for training purposes only. 



Completing the Request: AIS/BABA Self 
Certification Statement Example 

U.S. Environmental Protection Agency 



Common Mistakes and How to Avoid Them 

U.S. Environmental Protection Agency 

Don’t 
X Include math errors 
X Round to the nearest dollar 
X Submit incurred costs across SF-270s 

that don’t add up 
X Omit the 20% cost share 

requirement 
X Include data entry errors, including 

adding extra digits or removing 
them 

Do 
Check to ensure math is correct 
Use standard accounting principles and 

round to two decimals 
Ensure documentation supports incurred 

cost totals across SF-270s 
Ensure cost share is included (unless waived 

by EPA) 
Complete the form carefully to avoid errors 



Common Mistakes and How to Avoid Them (cont.) 

U.S. Environmental Protection Agency 

Don’t 
X Submit incorrect invoices 
X Count invoices for the same work 

twice 
X Include work that is ineligible for 

reimbursement and/or outside the 
scope of the workplan 

X Include costs incurred outside of the 
grant project/budget period 

X Request funds via ASAP before 
receiving payment request 

Do 
Check to ensure invoices are correct 
Ensure request includes costs for work that 

has not already been paid for 
Include costs that are eligible, allowable, 

reasonable and allocable 
Include eligible costs incurred during the 

grant project/budget period 
Draw funds via ASAP once payment request 

approval is received 

http://www.ecfr.gov/cgi-bin/text-idx?SID=27aab907b2e565fd3e2ec4c5de717c22&mc=true&node=sp2.1.200.e&rgn=div6
http://www.ecfr.gov/cgi-bin/text-idx?SID=27aab907b2e565fd3e2ec4c5de717c22&mc=true&node=sp2.1.200.e&rgn=div6


Best Practices for Recipients 

U.S. Environmental Protection Agency 

Identify/distinguish between costs covered by the Community Grants funding, versus costs 
funded via other sources. Pro Tip: Do this on an invoice tracking sheet! 

Include grant award number in email subject line whenever emailing EPA. 

Ensure invoices are legible and searchable. 

Include narrative description of work if invoice is not clear. 

Attach executed contract(s) if not already sent to EPA. 



Tips and Reminders 

Refer to grant award agreement for EPA contacts and Terms and Conditions 

Include Authorized Representative or a delegate signature on SF-270 (if using a 
delegate, the delegation authority must be documented) 

Provide self certification statement or certification letters for AIS/BABA when costs 
include covered products 

Round amounts to two decimal places (cents) 

U.S. Environmental Protection Agency 



Tips and Reminders: Where to Get Help 

• Primary EPA contacts for payment requests are the Project 
Officer and Grant Specialist 

• RFD provides ASAP-specific support (e.g., ASAP access, 
ASAP account resetting) 

• Grant Terms and Conditions include requirements and 
instructions for recipients 

U.S. Environmental Protection Agency 

The grant award agreement includes contact information for the Project Officer, Grant 
Specialist, and Research Triangle Park Finance Division (RFD) 

Example materials shown in this presentation are for training purposes only. 



Resources 

• Assigned Project Officer and Grant Specialist 
• Grant Award Agreement 
• Community Grants Program Implementation Guidance 
• Online Resources for Recipients 
• Training 
• EPA General Terms & Conditions 

U.S. Environmental Protection Agency 

https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-resources-recipients
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-training
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-training
https://www.epa.gov/grants/grant-terms-and-conditions
https://www.epa.gov/grants/grant-terms-and-conditions


Questions? 

U.S. Environmental Protection Agency 



Appendix (Implementation Guidance) 

An excerpt of the Community Grants Program Implementation Guidance is shown above. Recipients should refer to the full text available online: 
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance 

https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
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https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance


Appendix (Implementation Guidance, Cont’d) 

An excerpt of the Community Grants Program Implementation Guidance is shown above. Recipients should refer to the full text available online: 
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance 

https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance


Appendix (Implementation Guidance, Cont’d) 
• Recipients submit payment requests to EPA for incurred costs. In some 

cases, pre-award costs may be included. Once the payment request is 
approved, the recipient can draw down the requested amount. As required 
by 2 CFR 200.305(b), EPA requires that recipients of EPA financial assistance 
participate in the Automated Standard Application for Payments (ASAP) 
system. Recipients must request payment for the minimum amounts 
needed for actual and immediate cash requirements of the recipient in 
carrying out the purpose of the approved project. Recipients will submit a 
payment request including supporting documentation such as copies of 
bills (vouchers, invoices, etc.), along with a description of services 
rendered, time spent, and charges for EPA review and approval. After 
review and approval, EPA will pay the recipient for the federal share of the 
allowable costs shown on the payment request. Information on ASAP is 
available online. 

An excerpt of the Community Grants Program Implementation Guidance is shown above. Recipients should refer to the full text available online: 
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/section-200.305
https://www.epa.gov/financial/grants
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
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https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance
https://www.epa.gov/sustainable-water-infrastructure/epa-community-grants-implementation-guidance


Appendix: Terms & Conditions 

An excerpt of the Community Grants Program Terms and Conditions is shown above. 
Recipients should refer to the Community Grants award agreement for the full list of applicable Terms and Conditions. 
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