
 

Job Aid: Subrecipient Invoicing and Payment Processing 
Overview Subrecipient Invoicing/Payment Processing 
University of Georgia (UGA)/University of Georgia Research Foundation (UGARF) will disburse funds upon receipt of 
complete, certified and approved subrecipient invoices not more often than monthly.  Funds must be expended within 
the agreed upon subrecipient budget categories. These expenses are reviewed and approved by University of Georgia 
departments before submission in university payment processing mechanism (UGAmart).  Only real costs that can be 
directly attributed to the approved activities should be charged. Estimated costs or monthly averages are unallowable. 

Compliance and Allowable Costs 

OMB Compliance: Subrecipients must adhere to the applicable provisions of the U.S. Government’s Office of 
Management and Budget (OMB) 2 CFR Chapter I, Chapter II, Part 200 - Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards 2 CFR 200 Uniform Administrative Requirements for 
Federal Awards. 

Subrecipient Invoice Processing Guidelines 

 Reviewing the Subrecipient Invoice 

1. The Department/Unit should obtain the subrecipient invoice from subrecipient and Principal Investigator (PI) 
together with Department/Unit administrator should review the invoice to make sure it contains required 
information.  See the below checklist of items to review on subrecipient invoices. 

i. Check that the subrecipient name matches the subrecipient name and vendor name in 
UGAmart. 

ii. Check that the subrecipient identification number (ID) matches ID number in UGAmart. 
iii. Check that the invoice ID matches invoice ID typed on UGA payment request form. 
iv. Check that the current and cumulative expense amounts on the invoice matches the amounts 

entered and certified by department on UGA payment request form. 
v. Confirm that cumulative expenses on the invoice reconcile with payments already made by 

UGA. See queries in UGA finance system such as UGA_GM_OP_EXP_DTL_SUBAWARD or 
UGA_GM_OP_EXP_DTL_SUBAWARD_PR2. 

vi. Confirm that the invoice includes a certification statement attesting to appropriateness of 
expenses for the project and is signed.   

vii. Example of a certification statement: 

 

viii. Confirm that there is a current balance of encumbrance which ensures enough obligated funds 
to pay the subrecipient invoices. 

ix. Ensure that the expenses are reasonable by budget categories and fall within project dates.  
1. Budget is approved during subrecipient negotiation and is within compliance of OMB 

rules stated above as well as Sponsored Projects Administration (SPA) Direct Cost Policy 
(SPA Direct Cost Policy).  Costs are to be allowable, allocable and reasonable. 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-E
https://policy.uga.edu/policies/#/programs/ryZ-sRVBp


Department may not approve expenses outside the approved subrecipient budget.  If 
additional prior approval is needed contact SPA.  

x. Check that the indirect cost rate is accurate and matches the award agreement. 
 

xi. Confirm that there is no interruption or overlap in time between invoices. 
 Example:  Invoice #1  3/1/24-3/31/24 

     Invoice #2  4/1/24-4/30/24 
xii. Reconcile amounts on successive invoices to confirm cumulative amounts are correct and there 

are no interruptions of charges. 
Example:  Invoice #1 Current $5,000 – Cumulative $5,000 
     Invoice #2 Current $6,000 – Cumulative $11,000 

xiii. If cost sharing is included in agreement, track this on each invoice. 
xiv. If it is a final invoice, the invoice must be marked ‘final’ by subrecipient.  Upon payment of a 

final invoice, the purchase order will be closed.  Subrecipients subject to carry forward 
restrictions typically should NOT be closed after each budget year. The final invoice for carry 
forward subrecipients is to be submitted at the end of the entire funding for all budget years of 
the subaward. 

xv. Work with subrecipient if any invoice information or supporting documentation (paid receipts, 
travel logs, payroll, etc.) for the expenses is needed before approving.  Documentation should 
be retained for seven years after project closeout.   
 
**Subrecipients with no external audit or other high risk subrecipients should provide 
substantiating backup documentation for charges as requested by the department.  The 
departmental accountant and PI are to perform a “mini” audit on each invoice before a payment 
request is submitted.  The “mini” audit that the department conducts consists of making sure 
that all costs on the invoice are reasonable for the work being done and requesting any 
supporting documentation as described above (to be retained at the department) from the 
subrecipient for questionable expenses. In the review, reconcile all substantiating 
documentation ties to the invoiced amounts by budgeted categories. 
 
Subrecipient audits and audit certification statements are obtained and reviewed by SPA.  The 
audit status for the subrecipients are determined by SPA after the audit review. Criteria used by 
SPA in this review include but are not limited to items such as whether or not the subrecipient 
has an external audit, does or doesn’t have findings in the audit, types of findings, location of 
the subrecipient, subrecipient’s experience with Federal awards and/or working as a 
subrecipient. 
 
Subrecipient Audit Status may be reviewed in SPA Grants Portal on the Subrecipient Tab.   
 
See the screenshot below:   
AUDLW = Low Risk and AUDHI = High Risk

  



 
 

b. Example of a subrecipient invoice 

  



2. Complete the UGA Subaward Payment Request Form 
 
Department/Unit should complete the UGA Subaward Payment Request Form.  Please ensure that the correct 
project identification number for payment processing is included on the UGA Subaward Payment Request Form.   
 
 

3. Example of subaward payment request form 

 
Check carry forward restricted subrecipient invoices carefully to ensure that correct project ID/Activity Code are 
included on payment request form according to specific restricted segments of spending. 
 
 
Example of carry forward restricted accounting 
PO #    E5555555  SUB0001234-1A paid $10 on RNIHX1A with cumulative $10 
   SUB00001234-2A paid $15 on RNIHX2A with cumulative now $25  
   SUB00001234-3A paid $25 on RNIHX3A with cumulative now $50 
Submit ‘final’ invoice only after ALL years are completed! 

https://busfin.uga.edu/accounts_payable/sub_award_payment.pdf
https://busfin.uga.edu/accounts_payable/sub_award_payment.pdf
https://busfin.uga.edu/accounts_payable/sub_award_payment.pdf


 
4. Once the UGA Subaward Payment Request Form is completed, the department/unit should combine the invoice 

and form into one PDF document to be uploaded to UGAmart.   
 

5. Submit the Subaward Payment Request Form and Invoice in UGAMart 
 

6. Department/Unit should upload the payment request/invoice in UGAmart by adding a comment to 
cgadmin@uga.edu on the appropriate purchase order (PO) associated with the subrecipient. 

a. Subrecipient PO numbers can be found in UGA Grants Portal. 

 
b. Subaward Payment Request/invoice is uploaded in UGAmart payment mechanism in the comments tab. 

 
 

7. After SPA reviews the invoice/payment request it is reviewed by UGA Accounts Payable department for 
payment processing in UGA finance system. 
 

8. Department may check the payment status for invoices by viewing the Invoices tab in UGAmart or with UGA 
finance system queries. 

 
Refunds from Subrecipients 
 

• Refunds from subrecipients on final invoice may be sent by check or wire. 
 

o Refunds on final invoice or revised final invoice must be processed by the UGA department using the 
deposit transmittal process.  This involves submitting checks and associated documentation (deposit 
transmittal form, justification reason for refund, revised subrecipient invoice, completed Subaward 
Payment Request form) to the SPA cash accountant.  
 

o If a refund is submitted on the subrecipient’s final invoice, the UGA department is responsible for 
initiating the closing of the PO after the refund is deposited.  This is initiated by submitting a copy of the 

https://busfin.uga.edu/accounts_payable/sub_award_payment.pdf
mailto:cgadmin@uga.edu


final invoice and adding a comment to procurement in UGAMart (Senior Procurement Specialist) to 
close the PO. For details, contact the unit’s SPA representative. 

 
o Refunds on final invoice or revised final invoice where the subrecipient will ‘wire’ funds must be 

processed with the deposit transmittal process. Wire needs to reference subrecipient number.  UGA 
department must also share the following information with the SPA cash accountant:  Exact amount of 
wire, Name of company sending the wire, Approximate date the wire will be sent. 
 

• Refunds from subrecipients that transpire while the subrecipient work is continuing (NOT a final invoice) may be 
submitted as a ‘credit’ line with description in UGAmart payment processing system as described in 1-5 above 
(similar to submitting other invoices/payment requests in UGAmart). 
 
Additional Notes 
 

• The subrecipient closing process is summarized here: PO Closing.  If there are any released funds, from the 
subrecipient, please request a modification in the Grants Portal (see #9) to re-budget those funds. 
 

• For advance pay guidelines see Request for Advance Payment to Subrecipient.  Also, see Advance Payment 
Policy guidelines.  Subrecipient is to report to UGA all expenditures for advanced funds separate from the 
invoiced amounts. Only invoiced amounts are to be submitted by the department for payment processing after 
reconciling advanced expenditures. 
 

• Subrecipient monitoring guidelines are summarized at: UGA Subrecipient Monitoring Policy 
 

• Federal guidelines for subrecipient monitoring can be found here:  Federal Subrecipient Monitoring Policy 
 

• Principal Investigators are responsible for ensuring that the work being done by the subrecipient is being 
accomplished in a timely manner according to the scope of work for the project.  They may review the ‘burn 
rate’ as well as technical reports in order to communicate concerns to the subrecipient as necessary. 

 

https://ovpr-grants-prod.ovpr.uga.edu/grants/sd/Rooms/DisplayPages/LayoutInitial?Container=com.webridge.entity.Entity%5bOID%5b24DCB12F3A77174EB0B2AA6352C67FFE%5d%5d
https://outlookuga.sharepoint.com/sites/UGAProcurementResources/SitePages/PO-Closing.aspx
https://spa.uga.edu/training-2/
https://app.smartsheet.com/b/form/d50f4cdd61e94484ae7fd7564da14140
https://spa.uga.edu/forms-policies/advance-payment-requests/
https://spa.uga.edu/forms-policies/advance-payment-requests/
https://spa.uga.edu/forms-policies/subrecipient-and-monitoring/
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR031321e29ac5bbd

