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INSTRUCTIONS FOR REQUESTING ADVANCE PAYMENT
Last Updated: 7/9/2010
INSTRUCTIONS FOR REQUESTING ADVANCE PAYMENT
If your organization is requesting payment in advance of your expenditure, you must outline your anticipated cash needs for the upcoming month by completing the Request for Advance Payment form and submitting it to your SBS contract manager.  
You will complete the form in the month prior to the month for which you are outlining expenses (example: if you are submitting a request for anticipated expenses for September, you will submit your request in August). You should submit the form no later than ten calendar days prior to the end of the month.  

1. Organization/Address – Enter the name and full address of your organization. 
2. Registration No. – Enter the Registration Number from your award letter. This number was assigned to your contract by the Comptroller’s Office.
3. Agreement No. – Enter the Agreement Number from the cover page of your contract. This number is used to track your contract throughout its term.
4. Agreement Amount – Enter the total Agreement Amount that is stated in your contract.
5. SBS Contract Manager – Enter the name of your SBS contract manager.
6. Payment Request No. – Each request that your organization submits should be numbered sequentially. For example, enter 1 if this is the first request for payment that your organization is submitting; enter 2 if this is the second request your organization is submitting, etc. 
7. Funding for Month – Enter the month and year for which your organization is requesting payment.
8. Date Submitted – Enter the date that your organization is submitting the request. The form should be submitted no later than ten calendar days prior to the month for which your organization is requesting payment. 
9. Amount – Enter the amount that your organization is requesting for each of the items. For items designated as “Other”, provide a description of the item(s). 
10. Total Funds Requested When you fill out the Request for Payment Form electronically, the Excel sheet will automatically calculate the Total Funds Requested.  If your organization has funds remaining from previous months, the previous balance must be less than the amount you are requesting for the upcoming month.  
11. Approved Amount – SBS will enter the amount that is approved for your organization’s request. 
12. Two Approvals for the Corporation – Two board members or executive must sign the form for each month 

 that you are requesting advance payment. 
13. SBS Approvals – Two SBS employees will approve the request for payment. Note: if the amount of funds 
that SBS approves for advance payment is less than the amount that your organization has requested, your SBS contract manager will inform your organization of the amount of contract funds that you will be receiving.







