
Each project will have a Draw Request form specific to that project. It will include the task and budget amount found in 
the Grant Agreement budget section. 
 

Make sure your request is either a reimbursement or obligation. 

Each request is consecutive to the prior request. Example: if you 
have Obligation #1 then the next will be Reimbursement #2.  

 

All the cells but the shaded blue cells are locked. Each request 
entered on the Project Ledger form is linked and will automatically 
show on the Draw Request form.  

Entering totals for either a Request for Reimbursement or Request 
for Obligation is all that is filled in on this form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the Draw Request form, enter the To and 
From dates to reflect the invoice period.  

Sign the Draw Request form and submit the signed 
Draw Request, Project Ledger, Invoice Detail, and Match 
(if applicable) in with the appropriate back up to include 
proof of payment and invoices in one PDF. Also make 
sure to include excel with request. Email to CDBG 
Specialist w/ CC to Program Administrator. 



Enter current DR# 
Itemize all invoices/receipts 
Indicate invoice/receipt number 
Indicate invoice period 
Indicate Proof of Payment (Check Number) 
Indicate total amount 
Portion to be paid by CDBG 
Add any additional notes  

Auto populates from Project Ledger Form 

Auto populates from Draw Request Form 

This total will auto populate totaling all 
invoices listed.  

 

Auto populates from CDBG Portion. Make 
sure this equals draw request total.  

For In-Kind Match: 

Document employee that worked on project by Name, Position, Pay Period, Task, Hours Worked & Hourly Rate.  
The highlighted cells will auto calculate. 

For Federal Match: 

Document the Funder Name, Scope of Work, Award Period, Closing Date, and Funding Amount Received.  

 


