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Appendix C Reimbursement Request
☐	Did you complete the header?
Invoice Date: Enter today’s date 
Invoice Number: Enter the PO number provided, then add a dash and the number of the invoice. For example, if this is your second submission, you would enter the PO number -2 or 0000810146-2
Supplier Name: Enter the name of your organization
Supplier Number: Enter your number provided to you when you became a fully compliant supplier with the City. It will be a 10-digit number that starts with five zeros. 
Contract Number: Enter this specific grant’s contract number. This will be a 10-digit number that starts with “10000”.
☐	Did you enter the correct grant award, total of grant funds disbursed, amount requested, and total funds remaining after this request?
If these figures are not accurate, it can slow down the invoice review.
☐	Does the invoice have a wet signature?
An authorized signer must sign with pen or DocuSign. Complete the invoice by adding the name and title of the signer.
Schedule 1 Tab
[bookmark: _Hlk173850493]☐	Did you complete the header?
Grantee Name: Enter the name of your organization. This section might already be completed if you have received your most recent Invoice Sheet template 
Subgrantee (if applicable): If you are a fiscal sponsor, enter the name of your fiscal sponsee. This section might already be completed if you have received your most recent Invoice Sheet template 
Contract Number: Enter this specific grant’s contract number. This will be a 10-digit number that starts with “10000”. This number might already be completed if you received your most recent Invoice Sheet template
Billing Period: The billing period should be the day after your last invoice request through the end of the quarterly reporting period. For example, April 1 – June 30, 2024. The billing period typically aligns with the quarterly reporting periods: January 1 – March 31; April 1 – June 30; July 1 – September 30; October 1 – December 31. 
Note that generally the deadline to submit these documents are due 15 days after the report period. So, the January 1 – March 31 quarter is due April 15.
☐	Did you enter the Line Item in Column A: Budget Line Category?
Column A should include the same line items listed in Column A of the CCG Budget Request tab. For example, you may list Materials & Supplies, a Subcontractor’s name, Administrative and Overhead, or any positions you listed under Personnel.
☐	Did you enter each payment on a separate line?
To expedite our review, please list each invoice as a separate line item. Staff should be able to look at the list of items on each line and find a corresponding invoice or payroll for that same amount.
☐	Does the Amount Requested for a line item match the invoice?
If the amount requested is different from the amount on the invoice, make a note in the description stating that this expense is a portion of the payment amount.
☐	Did you enter the appropriate payment method? 
Options may be check, direct deposit, wire transfer, credit card. If you do not enter the correct form of payment, it is confusing and may slow down the invoice review process.
☐	Do the dates in Period Incurred fall within the period you are invoicing for?
If you are including an invoice from a previous reporting period, please write the reason for the delayed request on the associated invoice.
☐	Did you invoice for net salaries?
Only net salaries (the portion the worker deposited) may be requested for reimbursement. 
☐	Did you include the Fringe percentage in the approved budget on the Fringe line listed in the Schedule 1?
To expedite the review, please make sure that the percentage is listed in Column A, for example: “Fringe 25.42%.” Please enter the percentage to the rounded two decimal places and calculate your request amount using this percentage, rather than a run-on percentage. If the percentage is different from the approved percentage in the budget, provide an explanation.
☐	Did you include the indirect percentage in the approved budget on the Indirect Line listed in the Schedule 1?
To expedite the review, please make sure that the percentage is listed in Column A, for example: “Admin Indirect 10.00%.” Please enter the percentage to the rounded two decimal places and calculate your request amount using this percentage, rather than a run-on percentage. If the percentage is different from the approved percentage in the budget, provide an explanation.
CCG Budget Request Tab
☐	Did you create a new column for “Current Billing” and relabel the “Previous Billing” column with the previous invoice date and number?
Using your previously submitted invoice sheet, create a new column to the left of “Current Billing” and label it “Current Billing.” This is where you will enter current billing request with the cumulative budget category expenses requested in the Schedule 1 tab. Relabel the “Current Billing” column from the previous invoice with “Previous Billing” and include the date of the previous invoice. With each new invoice, you will relabel the “Current Billings” to “Previous Billings + Date” so that there is a track record of your budget request to date. This allows us to see the cumulative total of the new Current Billing and the Previous Billing to prevent overspending of the approved budget line items. To track past funding requests, please do not combine Previous Billings into one column. 
☐	 Does the spreadsheet show numbers with two decimal places?
The original spreadsheet displayed rounded numbers to the full dollar. Please revise the cell format so that cents are visible, for example $10 may change to $9.98.
☐	Do the totals for each line item in the Current Billing column match the total of those line items on the Schedule 1 tab?
For example, do all the listed items for Materials and Supplies equal the same amount that you entered on the Budget Request Tab for Materials and Supplies? If not, there’s a mistake somewhere.
☐	Is the requested reimbursement for Administrative and Overhead the approved percentage of the Total Direct Costs?
You may only invoice for the percentage in your approved budget. Check the calculation and make sure it is not a run-on number. If it is, round to the closest two decimal places. For example, if the number is 9.333333%, you must manually enter 9.33%. No supporting documentation is required.
Match Tab
☐	Did you update the columns by moving your previous request to the right?
Be sure to move your former “Current Amount” to the right and put the invoice date so we can see the cumulative total of the new Current Amount and the Previous Amount.
☐	If your match includes volunteer hours, did you list the event in the Volunteer section of the spreadsheet?
This schedule on the right of your Match budget has space for you to enter each volunteer activity, the duration, and the number of people that attended. This should calculate a numerical value that will be added to a volunteer line in your Match budget. 
☐	If your match includes in-kind contributions, did you list the donor in the Revenue Secured section of the spreadsheet?
Write the name of the contributor and the value of the contribution in the Revenue Secured section of the spreadsheet. 
☐	If your match includes grant awards, did you list the funder in the Revenue Secured section of the spreadsheet?
Write the name of the funder and the value of the award in the Revenue Secured section of the spreadsheet. 
☐	Did you apply the current Revenue Secured to the Current Match column of the budget?
The Current Match may only be applied to approved match line-items.
Supporting Documents
Salaries
☐	Did you provide a payroll register or advice showing a breakdown of the gross salaries, deductions, and net pay?
Acceptable documentation includes a payroll register with a breakdown of gross salary, deductions, and net pay from a payroll service for all personnel costs. 
☐	Did you provide the proof of payment?
Proof of payment can be in the form of a payroll advice for personnel receiving direct deposit or front and back of cancelled check for personnel receiving a paycheck. A bank statement with the associated check number also suffices. If the payment was made by credit card, it needs to show last 4 digits of credit card number, and the status should show paid or completed.
☐	If only a portion of the paycheck is being requested, did you provide the basis for the amount?
Examples of the basis may be the hours worked on the project or an FTE percentage. Write the basis on the payroll record. For example, if the basis is .25 FTE and the net pay is $1,000, you would write $1,000 x .25 FTE= $250 and the amount on the Schedule 1 would be $250. FTE percent should be rounded to two decimals, for example .25 FTE.
Subcontractors
☐	Did you use an approved subcontractor?
You may only work with subcontractors that are listed in your grant agreement in Appendix E – Permitted Subgrantees. 

OR, if the subcontractor had not yet been identified at the time of contracting, did you subsequently request approval from CCG to use the desired subcontractor? Provide the approval email from CCG with the scope of work and subcontractor qualifications.
☐	Did you include an invoice and proof of payment?
You must provide an invoice with a description of services provided from the approved subcontractor and proof of payment for the expense. This may be through a copy of the canceled check or by highlighting the check number associated with that payment on your bank statement. If the payment was made by credit card, it needs to show last 4 digits of credit card number, and the status should show paid or completed.
☐	If the subcontractor paid vendors, did you include the vendors’ invoices?
If expenses include payments by the subcontractor to other vendors, those invoices must be included with the documentation.
Other Expenses
[bookmark: _Hlk178839986]☐	Did you provide an invoice or receipt alongside proof of payment for all other expenses?
For non-personnel program expenses incurred (such as Program Materials & Supplies, Communications, Facilities & Occupancy, etc.), the invoice or receipt must show an itemized list of purchases and taxes incurred. Highlight only the approved expenses that you would like to be reimbursed for and make sure that the amounts match up with the Amount Requested line items on Schedule 1. Additionally, you must provide proof of payment for the expense. This may be through a copy of the front and back of canceled checks or by highlighting the check number associated with that payment on your bank statement. If the payment was made by credit card, it needs to show last 4 digits of credit card number, and the status should show paid or completed. 
[bookmark: _Hlk178842112]☐	Have you reimbursed a staff member for expenses incurred?
If you are requesting reimbursement for expenses incurred by a staff member, you must provide an expense report from the staff member alongside receipts that match the amounts listed in the expense report. The invoice(s) or receipt(s) must show an itemized list of purchases and taxes incurred. Highlight only the approved expenses that you would like to be reimbursed for and make sure that the amounts match up with the Amount Requested line items on Schedule 1. Proof of payment may be through a copy of the front and back of canceled checks or by highlighting the check number associated with that payment on your bank statement.
