Payment Request Training

 This is a step-by-step process outlining how to properly complete
your payment request forms.

e You must include a copy of your progress report with each
payment request.

e You may submit payment requests as frequently as once a month.
You must submit a payment request at least once every three

months.

e Submit a progress report even if you have incurred no expenses in
three months.

* Let’s begin with Form E...
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