INSTRUCTIONS FOR “SUBRECIPIENT (SHELTER) INVOICE”

Shelter invoice must always be submitted with grantee invoice.  There can be numerous shelter invoices submitted with grantee invoice.  (Only one invoice per shelter.)

1. Grantee – The City or County awarded the funds (from Grant Agreement).

2. Subrecipient (Shelter) – The name of the shelter.

3. Contract Number – From the Grant Agreement (ex:  ESG-01-009).

4. Date & Invoice # - Should agree with grantee invoice. 

5. City/Town – Location of the shelter.  
6. Shelter Budget – The shelter budget by category as submitted to ADECA.   
7. Amount Previously Requested – From “Cumulative Amount Requested” on previously submitted invoice by category and in total. (1st invoice will be zero for this column.)
8. Amount This Request – The amount being requested by category and in total from the shelter.

9. Cumulative Amount/Shelter – This is the “Amount Previously Requested” plus the “Amount this Request” added together by category and in total.  (Ex:  $500 previous-ly requested for Operations and $500 requested this time for Operations will give a “Cumulative Amount/Shelter” of $1,000 total for Operations).  
10. Shelter Budget Balance – The available balance by category after this request (“Shelter Budget” less “Cumulative Amount Requested” equals “Shelter Budget Balance”).  (Ex: Rehabilitation has $1,000 budgeted and $700 as cumulative amount requested.  The shelter balance for rehabilitation would be $300.)

11. Match – See instructions 6 through 10 above.  Please note that overmatch can be reported and shown.
12. Remarks – Note any additional information or attachments in this section.

13. ADECA Use Only – Please do not use this column.

14. Grantee Review – Signature must be on the submitted Certification Form.

15. Date – Self-explanatory.

16. ADECA Review and Date – For ADECA use only. Please do not sign on these lines.
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