City of Waterbury
Community Development Program
CDBG/ESG – Reimbursement Request Guidelines

Please note, if invoices are not correct, incomplete or not submitted on the updated form, they WILL NOT be accepted.

In order to process your Reimbursement Request in a timely fashion, we ask that you use the following as a guideline for submission.

Each Reimbursement Request must include:

1. Reimbursement Request Form
2. Payment Summary Page
3. Updated Budget
4. Affidavit
5. Copies of all relevant invoices
6. Copies of proof of payment
7. Expenditure Report (Excel sheet)

When submitting a Reimbursement Request please be sure that:

· Proper back up is included.

· Cancelled check or proof of payment 
· No taxes have been included in your request
· All invoices are for services provided or purchases made within the approved budget period
· If reimbursement is requested for an amount other than the invoice total, please provide explanation
· Payroll requests must include applicable employee(s) name, gross wages and payroll period covered.  Timesheets should be included, if applicable.
· Rent reimbursement – copy of fully executed lease/rent agreement must be submitted to City of Waterbury on an annual basis.  Once the lease/rent agreement is submitted, cancelled checks are considered adequate backup on a monthly basis.

· Reimbursement Requests should be submitted on a quarterly basis

· Upon receipt, staff will review each request to ensure completeness.  Please note:  if errors are found, your Reimbursement Request will not be accepted

· The city will do a check run every other week, therefore once the Reimbursement Request is approved; the payment process may take up to 30 days.  If a tax delinquency is noted, the Reimbursement Request will not be processed until the tax issue has been resolved.

· The following are examples of acceptable backup documentation:


Rent:
· Submit copy of Lease
· Copy of check or proof of payment

Electric:
· Submit copy of bill dated within program year
· Copy of check or proof of payment

Telephone:
· Submit copy of invoice for services dated within the program year
· Copy of check or proof of payment
· Reimbursable expense for telephone is ONLY THE MONTHLY CHARGES 

Heat/ Gas:
· Submit copy of invoice for services dated within the program year
· Copy of check or proof of payment

Office Supplies:
· Submit copy of receipt or invoice
· Copy of check or proof of payment

Salary & Wages:
· Submit copy of payroll journals

Insurance:
· Submit copy of invoice for services dated within the program year
· Copy of check or proof of payment


If you have any questions relating to your Reimbursement Request, please contact our office @ 203-346-3810 X 4629 or by email @ jgoggin@waterburyct.org
