PAYMENT REQUESTS

¢ Funding is awarded and reimbursed on a project-by-project basis.
e Payment requests (funding) are on an expense reimbursement basis, and documentation for all
expenses must be provided with payment requests.
¢ Payment requests may be reimbursed beginning on once a contract is signed and contract
contingencies (as applicable) have been met.
e Reimbursements submitted must align with the line-item project budget provided by the Sponsor in
the application process.
e Payment requests must be submitted by the organization that was awarded funding.
o Funds must be deposited into a bank account associated with the awarded organization.
o Unspent funds shall not be disbursed to the Sponsor but shall be retained by the District and
reallocated for other purposes at the sole discretion of the District.
o The District shall not be obligated to re-award unspent funds from the prior year.
e Payment requests are processed and sent for payment 2x/month (the 2nd and 16th).
o Requests received on or before the 1st will be processed on the 2nd.
o Requests received on or before the 15th will be processed on the 16th.
= Sponsors are encouraged to submit requests 3-5 days before processing to ensure requests
are accurate.
o Expect to receive payment 7-10 days following processing.

INSTRUCTIONS

e When you are ready to submit a payment request, download the Payment Request Itemized
Expenses Workbook (linked below). Use a new workbook with each request, and use a workbook that
reflects the number of projects you were awarded funds.

e Read all instructions and look at the example on the first worksheet prior to submission.

Workbooks by Number of Project

e 1Project e 4 Projects
e 2 Projects e 5 Projects
e 3 Projects e 6 Projects

e Onthe "Total" worksheet enter your organization name AND the date of submission.
o Note that the "Total" worksheet will pull amounts based on the data entered in the following
worksheets... please DO NOT enter amounts on the "Total" worksheet.

Please read instructions prior to completion.

Organization Name: Testing Organization

Date of Submission: 8{4{24

Amount Requested:
Project1| 5
Total Request Amount: %



https://www.dropbox.com/scl/fi/t5s2eu5qowdyoidyi30j6/FY26-Payment-Request-Itemized-Expenses_1-Project.xlsx?rlkey=o56a6xtr76hljuiakxuaexfj0&dl=0
https://www.dropbox.com/scl/fi/r328npwleoysvy5cx7ori/FY26-Payment-Request-Itemized-Expenses_2-Project.xlsx?rlkey=3nthdrppeft5qhqr86ohh6st4&dl=0
https://www.dropbox.com/scl/fi/r328npwleoysvy5cx7ori/FY26-Payment-Request-Itemized-Expenses_2-Project.xlsx?rlkey=3nthdrppeft5qhqr86ohh6st4&dl=0
https://www.dropbox.com/scl/fi/ucnf5hdpecbn8wi5kex5i/FY26-Payment-Request-Itemized-Expenses_3-Project.xlsx?rlkey=a7f8572nizs45j06zqh2cfhjh&dl=0
https://www.dropbox.com/scl/fi/afgm22ez6zwsnxn1t24jo/FY26-Payment-Request-Itemized-Expenses_4-Project.xlsx?rlkey=8dtco9t7ym0dbanqq8zbxpos2&dl=0
https://www.dropbox.com/scl/fi/wac6qvgnr2z70ghlaao1u/FY26-Payment-Request-Itemized-Expenses_5-Project.xlsx?rlkey=jl005319pvgmwl9idrsrymdq4&dl=0
https://www.dropbox.com/scl/fi/wac6qvgnr2z70ghlaao1u/FY26-Payment-Request-Itemized-Expenses_5-Project.xlsx?rlkey=jl005319pvgmwl9idrsrymdq4&dl=0
https://www.dropbox.com/scl/fi/wac6qvgnr2z70ghlaao1u/FY26-Payment-Request-Itemized-Expenses_5-Project.xlsx?rlkey=jl005319pvgmwl9idrsrymdq4&dl=0
https://www.dropbox.com/scl/fi/ag6dslkg1ko0jyh72mlmj/FY26-Payment-Request-Itemized-Expenses_6-Project.xlsx?rlkey=vso3w93h29rf70u41zddnt28w&dl=0
https://www.dropbox.com/scl/fi/ag6dslkg1ko0jyh72mlmj/FY26-Payment-Request-Itemized-Expenses_6-Project.xlsx?rlkey=vso3w93h29rf70u41zddnt28w&dl=0

Provide your expenses on the corresponding worksheets for each project you are requesting funds
for. If you are not submitting any expenses for a particular project leave the corresponding
worksheet blank.

Enter the Project Name for Project 1 as the 1st project provided on your application.

Expense by expense:

o Select (using the drop downs in columns a & b) Direct or Indirect and then the Expense Category.
Please ensure the selection match the detail provided on the project budget submitted with
your original application.

o Provide the details requested in columns c-f

List all expenses included in this request in the order the supporting documentation is organized.
Repeat steps above for all projects you are requesting funds for with this request.

PROJECT 1 NAME: Praject X

Pleace list each item in the current pavment reguelt for Project 1: If you are not requesting funds for Project 1 with this request
please leave this workbook blank,

Direct vs
st i Lats Vendor/Mame Description Armvount
Expense Select below

Select below

Difeet vs
Indirect Expense Category

E Sefoct bet Cabe vendar/Name Description Amaunt
apense Sefect befaw

ndiréct 5 1.000.00
Incinect 2 TOO00
e 5 S00.00

Fapiet

Darect Payroll and Benefits 8/1/24dewalk Company Staff time for sidewalk project 5 TE0.00

Save the workbook in an accessible location.
Scan or organize all receipts/invoices that correspond with EACH itemized expense listed in the
workbook as a consolidated PDF.
o Make receipts are in the order they appear on the workbook starting with Project 1.
o DO NOT upload receipts individually... please combine them into 1 file.
Once the workbook and pdf have been saved, email both files to bsresorttax@bill.com.
o If possible save all the pages of the workbook as a pdf and combine both files into ONE pdf.
You will be notified within 3-5 business days that your request has been processed.
o You will be alerted if changes need to be made or if any documentation is missing.
o If the request is good for processing you will receive confirmation and the remaining balances for
each project will be provided.
o Contact Jenny if you do not receive notification within 5 business days of submission.
Repeat all steps for EACH payment request submission. PLEASE COMPLETE A NEW WORKBOOK
WITH EACH PAYMENT REQUEST.
Please only submit ONE payment request per processing date.
o Forexample please only submit one request between August 2 and 15. Hold off on submitting a
2nd request until August 17.
Contact Jenny with any questions or concerns.



