
No Guessing.. 

Documentation: 

 Part 3 that details and supports the draw

 Eloccs detail and signature form



No Guessing….



No Guessing…. 

Box 11. Should be auto filled 

with the name of the person who 

input the draw in the eloccs 

system 

Box 12 and 13 Should hold the 

printed name and signature of 

the second reviewer. 

Box 1-8 are auto 

filled from the 

eloccs system



Negotiated budget must match last 

approved budget document
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No Guessing… 
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No Guessing… 

Total should 

always 

match the 

amount on 

1044

Running Total for 

draws in the 

quarter. 

Cumulative for 

Quarter End  

should match FFR 

425

Running 

totals 

all 

quarters 

to date. 



No Guessing… 

Changes in HHGMS

Check List:

 Request under correct grant award number

 Attach all files needed

 Include invoices to support the draw in full if $100,000 

OR if the GTR requests to see them for any reason

 Ensure the forms are filled out completely and 

accurately



No Guessing… 

Don’t wait till the last minute

 LOCCS draws must be turned around timely per the 2 
CFR. 

 Must have correct paperwork, signed and no negative 
balances and include all required pieces. 

 The bigger the draw the longer it takes to review

 Allow 5-7 business days from the day we receive all the 
correct and required documents to review

 You can count the draw in your benchmarks in the quarter 
your bank receives the monies not the day you request it in 
the system or the day it is approved by this office

 Make more frequent smaller draws to stay on track



Budget Form Worksheet 

 What are the columns for? 

 What are the rows for? 

 What are eligible costs? 

 What are the classifications of eligible cost? 

 Direct

 Admin

 Indirect

 Other Direct



No Guessing…..



NO Guessing…. 



Budget Narrative

 All budget CBW’s must have a narrative including 

HHSupp and sub budgets. 

 WHY? 

 They guide you and us to what is an acceptable 

expense under the line you created. The budget form 

doesn’t allow for detail which is why you detail out: 

 Who can draw

 How much per

 How much total

 Types of materials and goods that an invoice can include



Changing your budget

 ANY amount of change per line, new line, change in 
staff must be requested to be reviewed and approved 
by your GTR in HHGMS as a minimum. 

 IF you are asking to move more than 10% per line than 
the same requirement PLUS the GO must approve the 
move in funds. 

 It is expected that there will be some changes in your 
PLANNED budget. 

 Don’t wait till you loccs request results in an overage that 
can’t be paid.. Monitor and evaluate and plan to move 
funds in advance to cover your program design and daily 
needs. 


