
INSTRUCTIONS FOR “FUNDS REQUEST FORM”

Section I – CDBG Grantee Information 
1. CDBG GRANT NUMBER: Enter the CBDG contract number as it appears on the contract between the grantee and CDBG.
2. TYPE OF FUNDS REQUEST:  Click on drop down menu to show the type of funds request being submitted.  The options are Advance, Reimbursement, Lump Sum, Revised or Final Request.  If funds request is a revised funds request from a previous submission, please use the drop down menu and click the word “REVISED”.  If final funds request, click on the word “FINAL” and then go to Request Number and click the appropriate number.  There is a $1,000 minimum amount.  If not a final funds request and less than $1,000, request will be returned and not processed.
3. REQUEST NUMBER: Number each funds request consecutively beginning with “1” for the initial request.  Click on the drop down menu and select the appropriate number.  Submit funds requests when funds are needed, at a minimum by the contract milestone dates.
4. FISCAL YEAR (MULTI-YEAR CONTRACTS ONLY):  If the funds request is for a multi-year contract, click on the drop down menu for the applicable fiscal year.  
5. DATE PREPARED:  Enter the date the funds request  was prepared.

6. REPORTING PERIOD:  Enter the report period covered by the Funds Request.  
7. NAME AND ADDRESS OF CDBG GRANTEE: Enter the name, mailing address, phone number and email address of the grantee (City, Town, or County).  The name and address should be exactly the same as the name and address on the contract.

8. NAME AND ADDRESS OF PREPARER: Enter the name, mailing address, phone number and email address of the person preparing the funds request (City, Town, or County).  
9. EXECUTION DATE:  Enter the execution date of the grant, located on the bottom right hand corner of the Standard Agreement.
10. EXPIRATION DATE:  Enter the expiration date of the grant, located in box number two of the Standard Agreement.
11. GRANT AMENDMENT EXPIRATION DATE:  Enter the expiration date of the grant, located in box number two of the amended Standard Agreement.
12. GRANT AMENDMENT NO.:  If the grant has been amended, please enter the number of the last amendment.  Enter N/A (not applicable) if no amendments have been approved.
Section II – Funds Request Information 
13. ACTIVITY NAME WITH HUD CODE:  Click on drop down menu to show the Activity Name and HUD Code applicable to the grant.  List the grant activities, as shown in Exhibit B, Budget Detail and Payment Provisions under Section 2, Contract Amount, of the Standard Agreement.
14. BUDGETED AMOUNT PER FISCAL YEAR:  List the amount budgeted for each activity, as shown in Exhibit B, Budget Detail and Payment Provisions under Section 2, Contract Amount, of the Standard Agreement.
15. FUNDS PREVIOUSLY REQUESTED: List the total amount of funds requested to date.
16. FUNDS BEING REQUESTED:  List the amount of CDBG funds being requested for each activity.  The amount of funds requested for each activity should be rounded up to the nearest dollar.  Payments are made in whole dollars only.
17. BUDGET BALANCE: This column will automatically calculate based on the amounts that were entered in box numbers 15, 16 and 17. 
18. FUNDS PREVIOUSLY REQUESTED NOT RECEIVED:  List all CDBG Funds included in this reporting period.
19. IDIS NUMBER (FOR HCD USE ONLY):  Leave blank.
20. TOTALS:  This column will automatically calculate the total grant budget from amounts that were entered in box number 15.  Please refer to Exhibit B, Budget Detail and Payment Provisions under Section 2, Contract Amount, of the Standard Agreement.
21. CDBG EXCESS CASH ON HAND:  Enter the amount previously requested and received but not expended by the grantee, if any.
22. COMMENTS:  Use this space to briefly clarify CDBG Funds in Excess of $5,000 on Hand.
Section III – Expenditure of Match Funds – (Planning and Technical Assistance and Freeze Contracts)
23. ACTIVITY NAME WITH HUD CODE:  Click on drop down menu to show the Activity Name and HUD Code applicable to the grant.  List the Activity for the Cash Match Funds as shown in Exhibit B, Budget Detail and Payment Provisions under Section 3, Cash Match, of the Standard Agreement for the corresponding allocation.
24. BUDGETED AMOUNT:  List Cash Match Funds as shown in Exhibit B, Budget Detail and Payment Provisions under Section 3, Cash Match, of the Standard Agreement for the corresponding allocation.  The Grantee must spend all of cash match before requesting any CDBG grant funds.
25. FUNDS PREVIOUSLY REPORTED:  List the Total Expenditures amount from previous Funds Request.
26. FUNDS EXPENDED THIS PERIOD:  List the Expended amount from the current period.
27. FUNDS EXPENDED TO DATE:  List the Total Expenditures of Cash Match to date.
Section IV – Expenditure of Program Income on Activities Associated with this Grant
28. TOTALS:  This amount will automatically calculate the total for amounts that were entered in box numbers 26-29.  
29. ACTIVITY NAME WITH HUD CODE:  Click on drop down menu to show the Activity Name and HUD Code applicable to the grant.  List the Activity Name of the Program Income Expenditure as shown in Exhibit B, Budget Detail and Payment Provisions under Section 4, Program Income, in the Resolution or the CDBG Application.
30. BUDGETED AMOUNT:  List the approved Budgeted Amount of the Program Income Expenditures as shown in Exhibit B, Budget Detail and Payment Provisions under Section 4, Program Income, in the Resolution or the CDBG Application.
31. FUNDS PREVIOUSLY REPORTED:  List the Total Expenditures of Program Income from previous Funds Request.
32. FUNDS EXPENDED THIS PERIOD:  List the Total Expenditures from the current period.
33. FUNDS EXPENDED TO DATE:  Please note that Program Income and/or any additional program income committed to an activity must be spent before grant funds are drawn down for the activity.
34. TOTALS:  This amount will automatically calculate the total for amounts that were entered in box numbers 30-33.  
SECTION V – Grantee Approval 

35. Preparer and authorized signatures are required.  The authorized signatures must appear on the signature card.  Do not sign the funds request with black ink.  Copies of supporting documentation must accompany all funds requests.  PHOTOCOPIED SIGNATURES ARE NOT ACCEPTABLE.
SECTION VI – For HCD Use Only

NOTE:  Maintain an updated signature card with CDBG.
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