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REQUEST FOR PAYMENT Checklist
Last Updated: 5/3/10 
REQUEST FOR PAYMENT CHECKLIST
Before you can request payment of funds from your contract, you must have submitted the following to SBS:

· Your organization’s most recent Quarterly Report
· Your organization’s up-to-date proof of insurance

To request payment:
· Certified Financial Statement of Actual Expenditures:
· Complete the Certified Financial Statement of Actual Expenditures electronically.
· Include statements of your expenditures for every month of the contract (even if you had no expenditures in a particular month).

· Recommended: Send an electronic copy of your Certified Financial Statement of Actual Expenditures to your contract manager for review prior to submitting a hard copy.
· Print the form and send the signed and notarized Certified Financial Statement of Actual Expenditures to your contract manager.
· General Ledger:
· Send a copy of your General Ledger to your contract manager.

· For contracts under $25,000: 
       Send a copy of all invoices, receipts, and supporting documentation for all OTP expenses to your contract 
       manager.

· Timesheets:
· For CDBG-funded organizations:
Complete and send the signed timesheets to your contract manager.
To request advance payment:
All of the items above, plus:

· Request for Advance Payment Form:
· Complete the Request for Advance Payment form and send the signed form to your contract manager.
