
Completing the Request for Funds form

1. The Request Number must be consecufive with prior requests. To ensure that your payments are processed in a fimely manner, 
try not to send more than one request per month.  You can, however, include mulfiple months on a single request.

2. The Date is the date you are submifting the request.
3. The Total Amount Requested is the total of expenses being reimbursed with this request.
4. The Funding period is not the grant dates, but the fime covered by this request.  All aftached invoices or receipts should fall 

within these dates.
5. NOTE – The Subrecipient Name and Address match the name and address we have on file - Do Not Change Them Here. If you 

need to update your address, contact the WVDEP to submit a new W-9.
6. You may update the Contact person, but please be sure to let the WVDEP know when the point of contact changes.

Confirm your back-up documentation is complete and accurate – check your math

1. Provide an invoice from your agency/company/organizafion for the work to be reimbursed.  Be sure the invoice date(s) match 
what you have provided on the Request for Funds form.

2. Check that all the receipts or invoices (or if the work done reflected on the invoice) are within the invoice funding period.
3. Make sure there is back-up documentafion for ALL expenses. The back-up documentafion should have:

a. An invoice/service/payment date – and this date must fall within the Funding Period
b. A company/enfity/person’s name – who did you pay?
c. Purchase details – what did you pay for?
d. A total – if the grant is only covering part of the invoice, please note how much.

4. Mileage and Travel - Names, # of miles, rate, and purpose must be provided.
5. Payroll - Names, rates, hours, and any relevant percentages must be provided.
6. If you have Indirect costs on your invoice, we must have documentafion of your rate/calculafion and the billed amount must 

match that rate.
7. Make sure expenses are within budget and clearly and correctly labeled to match the budget.

Please note – This is a general explanafion.  Your grant program may have addifional required forms or documentafion.

General Instructions for Requesting a Reimbursement

If your grant uses Federal funds, 

please provide your SAM/UEI 

expirafion date.


