	IPR Draw Down Request Form Explanation

	


Explanation of Form
The IPR Drawdown Request form is a standard state invoice that has been preprinted to make it as simple as possible to complete.  Only the areas highlighted in yellow require information.  The Drawdown Request form must be on blue paper with the information typed or printed in black ink.  The signature must be in blue ink.  The form must be complete and correct before it will be accepted.
1. Upper Left Section:

a. Name (Local Government Only) & Address – Select the Subrecipients’s name from the drop down box.  Type the Subreccipient’s name and address exactly as shown on the Certification of Signatures and Address.  

b. Name & Address ‑ Type the Subrecipient’s name and address exactly as shown on the Certification of Signatures and Address.  

c. Vendor ID #‑ Enter the Subrecipient’s Federal Identification Number (FIN), including the two-digit ETF suffix number if applicable, for the IPR account.  This information is required to process your drawdown request.

2. Lower Left Section:

a. Contract Number ‑ Type the IPR contract number.

b. Request Number‑ Type the appropriate payment request number.  Each Drawdown Request form must be numbered consecutively starting from 1 (one).
c. Authorized Signature ‑ One of the two or more individuals certified as authorized to sign payment requests for the Subrecipient must sign this invoice.  
d. Date Submitted:  Type the date.  The final Drawdown must be submitted no later than September 30.
3. Lower Right Section:

a. List all of the expenses of the client under each Client Name subsection.

b. Change orders, the last 50% of administration funds, demolition construction amount, and construction-related soft costs, all HMEP expenses and, if applicable, temporary relocation and direct legal expenses must be drawn down with the final Drawdown request.  Invoices for HMEP and temporary relocation costs must be attached to the Drawdown request.
Submit the original completed form to:

Project Management Office

VDHCD

Main Street Centre

600 E. Main Street, Suite 300

Richmond, VA 23219
Once DHCD has approved the Drawdown Request for processing, a scanned copy is sent to the Subrecipient's Housing Program Administrator as notification that State processing of the payment request has commenced.  If you do not receive payment within 21 days, contact your Community Representative.
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