Chapter 6		Financial Forms
Chapter 6:  Financial Forms

Introduction – This chapter contains the instructions and forms necessary to submit a request for payment to the Idaho Department of Commerce.  The forms include Request for Funds, Signature Authorization form, Progress report, and Disbursement report.

Rural Community Block Grant Request for Funds Form

Instructions – Request for Funds

Contract Number:	Enter the Rural Community Block Grant number on the front page of the grant contract.

Contact Person:	This is the person who fills out the form and understands the accounting system, in case there are any questions concerning the information on the form.

Phone Number:	The phone number of the contact person.

Address:		The mailing address of the grantee.

Report Period:		The two calendar dates for the beginning and the ending of the report period.  The beginning date should match the ending date of the previous Request for Funds.

Date of Report:		The date the report is prepared by the contact person.

Request Number:		The Request for Funds should be numbered consecutively.  Budget Categories: Enter the item name as shown on the most current Rural Community Block Grant contract budget.  Items shown can be changed to reflect Rural Community Block Grant contract budget line items.  

Column 1:	Enter the dollar amount for each line item as shown on the most current Rural Community Block Grant contract budget or approved contract amendment.  Even if grantees received approval to shift funds under 10% of total grant amount, these line items cannot be changed.

Column 2:	Enter, by line item, the total of all previous Requests for Funds, whether or not the funds have been actually received by the grantee.  The weekly processing of Requests for Funds allows for one request to be processed as another is being submitted.  These line items can exceed budget line items in column 1 if funds shifted under 10% have been approved by the Idaho Department of Commerce.

Column 3:	Enter the total amounts disbursed to date by the grantee for previous costs accrued.  This should reflect the total of all checks and transfers approved and disbursed by the grantee.  All sub-grantees should be reporting disbursements to the grantee before the grantee claims a disbursement on this form.

Column 4:	Subtract column 2 from column 3 and enter the balance in column Request for Funds.  This figure should reflect the Rural Community Block Grant cash on hand.

Column 5:	This should be the amount of costs incurred and bills that the grantee has approved for payment (or in special cases, estimates of bills to be received, particularly for construction payrolls).  This is not the accumulated total of all unpaid bills and costs.

Column 6:	Subtract the amounts in column 5 from column 4 and enter the remainder in column 6.  For amounts of less than zero, enter zero.

[image: RCBG_FundsRequest]

Request for Funds Authorized Signatures

Part I:  Grant Number and Address

1.	Address for Payment:

				
				

2.	Contracts/Grant Numbers:

				
				

Part II:  Authorized Signatures

3.	Authorized Signature (1)

						
Signature				Printed Name and Title

4.	Authorized Signature (2)

					
Signature				Printed Name and Title

5.	I certify the signature(s) above are of the individuals authorized to draw payments for the cited contracts.

__________________________________          _______________________________________________________
Signature of Chief Elected Official	     Printed Name and Title                           Date



Return this form to:
Division of Rural and Community Development
Idaho Department of Commerce
700 West State Street
P. O. Box 83720
Boise, ID 83720-0093
208/334-2470

Instructions

It is the Idaho Department of Commerce’s intent that the Request for Funds be signed by the Chief Elected Official.  In the event it is necessary to authorize another individual to sign the request, the signature form must first be filled out and returned to the Idaho Department of Commerce.  The approved signor should notify the Chief Elected Official each time a Request for Funds is submitted.


Rural Community Block Grant Progress Report

	Grantee:
	Report No.:

	Date:
	Date of IDCL Contract:
	Grant No.:

	Report Period From:
	Report Period To:
	Telephone:

	Grant Amount:
	Project Match Expended to Date:
	Tax ID No.:






Project Start Up

	






	Estimated Completion Date
	Completion Date
	Date Submitted to IDCL
	Attachment to this Progress Report
	Actions needed to complete requirement

	Bid Documents and Bid Review Certification:
	
	
	
	
	

	Admin Contract Reviewed and Approved:
Administrator:
Phone:
	
	
	
	
	

	Procurement for Eng/Arch Contract Reviewed and Approved:
	
	
	
	
	

	Eng/Arch Contract Reviewed and Approved:
Engineer/Architect:
Phone:
	
	
	
	
	

	*Acquisition (voluntary or eminent domain):
Date of Purchase/Transfer of Title/Right-of-Way or Easement:
Relocation (business or resident):
	Date submitted to IDCL
	
	
	
	

	
	


*If the project includes acquisition, it must be monitored.  Ongoing progress report schedule for acquisition activities must be established individually between grant administrator and project coordinator at IDCL.  

CONSTRUCTION PROGRESS

	*For phased projects, identify each
   activity by phase.






	Estimated Completion Date
	Completion Date
	Date Submitted to IDCL:
	Attachment to this Progress Report
	Actions needed to complete requirement

	Contract Award Letter:
	
	
	
	
	

	Preconstruction Conference:
Minutes and Checklists

	
	
	
	
	

	Bid Notice (published one):
	
	
	
	
	

	Bid Tabulations:
	
	
	
	
	

	Notice to Proceed:

	
	
	
	
	

	Status of Construction
Percentage Completed or Certificate of Substantial Completion
	
	
	
	
	




CERTIFICATION:

I, the undersigned, do hereby certify that the above information contained in this report, including the attached disbursement report, is correct and accurately reflects the progress and status of the grant project.

________________________________________________           ________________________________________
Signature of RCBG Certified Grant Administrator	     Phone			Date


CERTIFICATION:


I, the undersigned, do hereby certify that the above information contained in this report, including the attached payroll review and the attached disbursement report, is correct and accurately reflects the progress and status of the grant project.

_______________________________________________       ______________________________________________
Signature of Chief Elected Official			Title				Date

DISBURSEMENT REPORT

Request for Funds this Period:  $________________    Paid to date:  $_____________________

Request for Funds previous Period:  $______________

Request for Funds #
	Date Received
	Date Deposited
	Date Disbursed
	Check #
	Amount
	To Whom
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