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PAYMENT REQUEST FORM INSTRUCTIONS
Payment Request Form is a fill-in Word form. If another format is needed, please contact Christy Dickinson at 612.238.8019. The following instructions are provided to assist you in completing this form. All reported expenditures must be allowable according to the Assurance of Compliance.

A. Payment Request Amounts
· Payment Requests must be in increments of $5,000.
B.  Type of Payment Requested

· Check “advance” if you wish to receive funds for expenditures you expect to incur and pay within 30 days or less from the date you sign the Payment Request Form. 

· Check “reimbursement” if you wish to receive funds for expenditures already incurred for your Shakespeare for a New Generation activities. 

· Check both boxes if you are requesting a combined reimbursement and advance. 

C.  Period Covered by Request
Indicate the expenditure period covered by this payment request. This expenditure period must fall within the grant period of June 1, 2010 and May 30, 2011, and cannot be used for expenditures incurred outside these dates. 

Advances: Indicate after “from” the date you sign this form and indicate after “to” a date no greater than 30 days from the date you sign this form.

Reimbursements: Indicate after “from” the date on which these expenditures were incurred and/or paid and indicate after “to” the date you sign this form.

Combination of Advances and Reimbursements: Indicate after “from” the earliest date on which any of these expenditures were incurred and/or paid and indicate after “to” a date no greater than 30 days from the date you sign this form.
Grant payments will be sent approximately four to six weeks following Arts Midwest’s receipt of a request and upon funds received from the National Endowment for the Arts. Funds must be disbursed within 30 days upon your receipt of them. Payments will be issued after June 1, 2010.
Questions? Contact Christy Dickinson at Arts Midwest, 612.238.8019, or shakespeare@artsmidwest.org.

PAYMENT REQUEST FORM 
· Type or print clearly.

· Complete and fax (612.341.0902) or e-mail (shakespeare@artsmidwest.org) to Christy Dickinson.

· If you need assistance, contact Christy at 612.238.8019.

Include only expenditures that are directly related to the performance(s) and educational activities, and included in the project narrative, for Shakespeare for a New Generation. 

Theater Company:
     
A. Payment Request:
(  $5,000
( $10,000
(  $15,000
(  $20,000
Request #      

B. Type of Payment Requested: 
(  Advance
( Reimbursement


C. Period Covered by Request (month/day/year):  FROM:     /     /     
TO:     /     /     

Program Administration: 
	


Artistic Fees: Director, actors, teaching artists, etc.
	


Production Expenses: 

	


Travel Expenses: Transportation, housing, per diem, student bus subsidy.
	


Other Expenses: 
	


TOTAL PROJECT EXPENDITURES REQUESTED
$      
On behalf of my theater company, the expenditures reported above are correct and are in accordance with the grant conditions. The above expenditures have not been included in any previous requests.

Authorizing Official’s Signature



Date

Name & Title (please print)



Contact Person’s E-mail

