
Form E

• Form E is used to calculate the hours, hourly wage rate, and total 
amount of dollars charged to the grant for each individual working 
on the project.

• You must submit a Form E for every individual claiming 
reimbursement.

• Use one form per person. You can track multiple tasks on one form.

• Please refer to the following step-by-step process to correctly fill 
out your form(s).





• 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.



•This is the name of your organization 
funded by the grant.



•This is the month the individual 
requesting payment worked.



•This is the name of the individual 
requesting payment.



•This is the name of the company or 
organization that the individual works 
directly for.
• If the individual is a member of your paid 
staff, enter your organization here.
• If the individual works for a company 
you have contracted with, enter the 
company’s name here.



•List in this column the project task 
number(s) that the individual worked to 
support.
• If the individual worked to support more 
than one task during this pay period, list 
each task individually.



• In this column, enter the type of service provided by 
the individual.
• If the individual receives monetary payment of any 
kind, enter “C” for cash.
• If the individual volunteered their time towards the 
project, enter “IK” for In-Kind.
• If the project requires a cash match and a formal 
agreement is made in which time served towards the 
project is used in lieu of cash, enter “IL” for Interlocal.
• Public Participation grants are either cash or in-kind, 
never interlocal.



• Enter the number of hours worked for each task 
under each calendar day.
• Leave the box or boxes blank for any day the 
individual did not work.
• An individual can work on more than one task per 
calendar day.
• You can enter fractions (e.g. 3 ½ hours) or 
decimals (e.g. 3.5 hours).



• Add all of the hours by task and enter the sum(s) 
into this column.



• Enter the amount (in dollars) per hour the individual 
receives for each task.
• If the service for the activity is listed as “In-Kind,” 
leave this column blank.
• The hourly rate should reflect what is agreed upon in 
your grant agreement.
• You must coordinate changes in the hourly rates with 
your grant officer.



• Multiply the total hours by the hourly rate and enter 
the total for each task in this column.
• If the service for the activity is listed as “In-Kind,” 
leave this column blank.



• The individual requesting payment and the 
supervisor must sign the Form E.
• If the individual on the form is the head of the 
organization requesting reimbursement, leave the 
supervisor signature block blank.
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