
Invoice and Disbursements



Invoice and 
Disbursement 
Request Form

HOW TO FILL OUT A CDBG INVOICE AND 
DISBURSEMENT FORM

The Invoice and Disbursement Request can be 
submitted anytime after contracts are signed.
 You do not need to wait until your quarterly 

reports are due.



The Invoice will be Provided as an Excel Document Once Contract is Executed

These  section is prefilled. 

Remit to:

CDBG Subrecipient 
Agreement

Amount 
awarded  



How To Fill out and Initial Invoice

2.

3.

4.

5.

1.

1. Invoice Date  
2. The activity that occurred
3. Amount you are requesting for 

this invoice
4. The first invoice, Total to date 

should match Billed this Period.
5. Sign and Date

•Amount Billed for this Period and 
Total Net City Reimbursement 
should match.



How To Fill out Subsequent/Final Invoice

2.

3.

4.

5.

1.
• Start with last invoice submitted.
• Delete Billed this Period values (do not delete 
Activity or Total to Date values).

1. Update the Invoice Date
2. Add new Activity/Activities
3. Add your Billed this Period amounts 
4. Add Total to Date amount(s) with the new 

Billed this Period amounts
5. Sign and Date

•Amount Billed for this Period and Total Net 
City Reimbursement should match. 
• Make sure Check if Final Invoice box is 
checked if this is your final invoice.  By 
checking this box your project will be closed 
out.



CDBG Invoice and 
Disbursement Request 

Form

Back-up documents 
such as expense 
reports, payroll 

summaries, time 
sheets, receipts etc.

Requirement For Reimbursement


