
Small Communities Grant
Reimbursement Guidance

April 14, 2016 

10:00 – 11:00 a.m.

Audio via computer speakers. Please type 
questions using the Adobe Connect chat 
features.



Agenda
Electronic funds transfer vs. check

Reimbursement process

CDPHE Expenditure Form

CDPHE Reimbursement Invoice Form

Back up documentation 

Reimbursement Request Electronic Transmittal

Contacts



Reminder: Costs incurred prior 
to contract execution date will 
not be reimbursed through the 

Small Communities Grant.



• Deposits 7-10 business days vs. 
Check 14-21days

• Wells Fargo deposits funds under the 
name ‘State of Colorado’.

• Water Quality Control Division tags 
deposits/check with invoice 
number. 

• Other state agency or CDPHE 
contracts are deposited as a lump 
sum from ‘State of Colorado’. 



Electronic funds transfer (EFT) steps

1. Complete EFT Direct Deposit Authorization Form

2. Required documentation includes W-9 and voided check.

3. Mail or e-mail form and required documentation to WQCD 
contracts:

cdphe_wqcd_contracts@state.co.us 

4300 Cherry Creek Drive South, Denver, CO 80246



Reimbursement Process

Contractor submits 
reimbursement 

packet

Grants and Loans 
receives contractor 

reimbursement 
packet

Project Manager 
reviews and 
approves for 

payment

Grant and Loans 
submits to WQCD 

Contracts for 
payment

WQCD Contracts 
reviews and 

submits to CDPHE 
Accounting

CDPHE Accounting 
reviews and 

approves

State of Colorado 
issues check or 
deposits funds

Contractor receives 
reimbursement 

payment

3-5 business days 

7-10 business days

3-5 business days

Payments can 
take up to 30 

days to 
process.

3-5 business days



https://www.colorado.gov/pacific/cdphe/standardized-invoice-form-and-links 

Your project manager will email the CDPHE Standard Reimbursement 
Form with top section populated. 



Address must match 
address on W-9 
Form.

Invoice # WQCDFEGA2016#00 – 1 (Contract 
number – reimbursement number). 
Deposit/check identifier number.

FEIN - Populate this 
field with the Federal 
Employer Identification 
number 

PO/Encumburance -
This number can be 
found at the top of the 
PO or Contract provided 
by CDPHE

Invoice period – cannot cross dates 
from previously submitted invoice 
periods

CDPHE Expenditure Detail

Presenter
Presentation Notes




Populate the 1st column with who was contracted, why, and 
any necessary payment information.

Populate 3rd column 
with the full amount 
to be reimbursed by 
CDPHE.

Populate 2nd

column with 
match, if 
applicable.

CDPHE Expenditure Detail

Expenditure Categories: Personal Services, supplies and operating expenses, 
travel, other costs, contractual, and indirect. 



ENTER the total 
budget amount for 
the contract or 
purchase order.

ENTER the total 
cumulative 
amount invoiced 
to date.  
DO NOT include 
the amount of 
this invoice.

CDPHE Expenditure Detail



4/14/16

•2nd tab in worksheet that will 
populate based on data 
entered in the CDPHE 
Expenditure Form.

•Print, sign, and send.

•Prefer scanned and emailed 
copy. 

•Please email project 
manager if you  mail or fax 
reimbursement packet.

•**SUBMIT CDPHE Expenditure 
Detail with Reimbursement 
Invoice Form.

CDPHE Reimbursement Invoice Form



Invoice documentation 
• Submit invoices with each reimbursement request.

• Statements will only be accepted with documentation of the  
related invoices.

• Dates of work must be within contract period. 

• Tax exempt – The contractor to CDPHE cannot reimburse a 
taxes unless it’s through subcontractor.



https://www.colorado.gov/pacific/cdphe/wq-glu-grant-forms



BROWSE
Upload 
reimbursement 
form, expenditure 
detail, and 
associated 
invoices.

Budget
Indicate costs 
attributable to 
each primary 
activity.

Contact
email will receive 
an email receipt of 
the transmittal.

Internet Explorer
Required browser for 
form.

12345



Contract amendments
What to do if the primary activity budget changes?

1. Contact project manager. 

2. Discuss budget and activity changes.

3. Contract Amendment: 

• If primary activity budget lines fluctuate more than 
25% a formal contract amendment must take place. 

• Activity changes must address scope in the 
application submittal.

• Submit statement of work and budget revision with 
justification.

• Related work in those activities are on hold until 
amendment is executed.



Small Communities Grant Contacts

Corrina Quintana, 303-691-4025, corrina.quintana@state.co.us

Small communities grant program questions. 

Diane McAfee, 303-692-3653, cdphe_grantsandloans@state.co.us

Monitors incoming pay requests.

James Lee, 303-692-3548, cdphe_wqcd_contracts@state.co.us

Contracts, EFT, amendments.

mailto:corrina.quintana@state.co.us
mailto:cdphe_grantsandloans@state.co.us
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