


• Enter your grant officer’s name.
• If you are not sure who your grant officer 
is, contact Dawn Drake at (360) 407-6112 
or Alissa Ferrell at (360) 407-6707.



• Enter your name, mailing address, and 
Federal Tax ID Number. 
• If your organization has multiple 
addresses, make sure you enter the 
primary mailing address.



• Number the invoice vouchers in numeric 
order.
• Your first payment request is #1, your second 
is #2, and so on until project completion.
• You do not have to start the numbering 
sequence over at the beginning of a new year.



• Place your grant number here.
• Your grant number is located in the top, left-hand 
corner on the first page of your grant agreement.
• An example of a grant agreement number is: 
G0800123.
• If you are unsure of your grant number, contact 
your grant officer.



• Sign here in blue ink.
• Include the title of the individual signing the 
voucher.
• Ensure the date is on or after the last day of 
the billing period in Block #8.



• Enter the name and contact phone number of the 
individual who prepared the payment request 
paperwork.
• This can be the same person who signs in block #5 
or someone else.



• Enter the complete duration of your grant 
located on the first page of your grant agreement.
• Effective date is the earliest date you can incur 
costs.
• Expiration date is the latest date you can incur 
costs before your grant expires.
• If you are unsure about the dates or where to 
find them, contact your grant officer.



• Enter the dates covered by the billing 
period.
• All of your backup documentation (receipts, 
invoices, timesheets, etc.) should have a date 
that falls within this billing period.
• You should bill monthly or quarterly.
• The billing period can begin on or after the 
effective date in Block #7 and end before or 
on the expiration date of Block #7.



• Enter the fund source for your grant.
• The fund source is on the first page of your grant.
• If you are unsure about your fund source, contact 
your grant officer.



• Enter the total amount awarded to your project.
• Include your grant total and any amendments 
that grant additional funding.



• Enter the amount from Line 11 on the Form B2.
• This is your total amount of money requested 
to date.
• This should be the same amount as the sum of 
Box #12 and Box #13 on this form.



• Enter the amount from line 11 of your previous 
payment request. 
• If this is your first request, the number is “0”.



• Enter the sum amount from Row 11 of Form B.



• Subtract line 11 from line 10 and enter the 
amount here.
•This is the remaining amount of funding you 
have for your project.



Jason Alberich
1

G0800123

Save Our Trees
PO Box 1223
Olympia, WA 98502

Grant J. Recipient

Executive Director 12/12/2008

Grant L. Bookkeeper (360) 867-5309

7/1/2007 6/30/2009

10/11/2008 12/11/2008

LTCA

$50,000

$10,000

$0

$10,000

$40,000

EXAMPLE

EXAMPLE
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