INSTRUCTIONS FOR SUBMITTING CASH REQUESTS
(1) Complete cash claim request/authorized agent tab, project ledger, and appropriate sub-ledger tab in the most current State Approved Workbook for your grant. (Please note if modification adjustments need to be made to cover expenses, indicate how you want the amounts adjusted in your workbook.)
(2) Separate your supporting documentation by solution area, i.e.  Equipment, Training, Exercise, Planning, with a summary total.  Use check-off lists for each solution area to guild you on what is necessary, and which documents need to be stamped “certified copy of original”.
(3) Obtain signature from authorized agent

(4) Send soft copy of workbook, and reimbursement request to OES, Anita.Brua@sdcounty.ca.gov and Thy.Nguyen@sdcounty.ca.gov. 

(5) Send a hard copy of the reimbursement request, workbook, checklist, and all supporting documents to OES, attention Ardath De Rose. 
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