
DEVELOPMENT GRANT DISBURSEMENT CHECKLIST 

Once you have an executed contract, you have four milestone opportunities to request reimbursement.  

Submit receipt from Contractor to Grantee, showing: 

 Contractor’s name, address, date and invoice
number

 Amount paid
 Date received

Submit partial or final lien waivers, showing*:

 Names and amounts matching those on invoices
 Subcontractor waivers for GC (preferred) or

grantee

Submit sworn and notarized contractor's 
statement, showing*: 
 Names and amounts match those on invoices

Submit sworn and notarized owner’s statement, 
showing*:

 Names and amounts match those on invoices

DISBURSEMENT MILESTONES 

DISBURSEMENT CHECKLIST 

Submit Contractor invoice(s) showing: 

 Contractor name, address, date and invoice
number

 Grantee’s name and project address
 Itemized expenses and balance due date
 Contractor name matching the building permit

Submit grantee proof of payment(s), showing: 

 Account in grantee’s name or a member of the
grantee's organization

 Contractor’s name, date and total amount paid
Payment method, such as cancelled checks or
bank statements, with transactions highlighted
(cash not acceptable) 

Note: the proof of payment is different from the receipt

* Lien waivers and sworn statements are not
necessary for items a grantee purchased themselves
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In order to be reimbursed, the awardee must provide proof of materials purchased and work completed; and 
proof of payment. (See samples on page 2-3)



DEVELOPEMENT GRANT DISBURSEMENT DOCUMENTS 
Below are examples of documentation that you will need to submit with each disbursement request. 

Proof of Payment: Bank Statement 

Contractor invoice and receipt 
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DEVELOPEMENT GRANT DISBURSEMENT DOCUMENTS
Below are examples of documentation that you will  need to submit with each disbursement request. 

Lien Waiver and Sworn Statement: Sworn Owners Statement:

This document is BOTH a lien waiver (top) AND a 
contractor’s sworn statement (bottom).  

“This Payment” in the sworn statement must 
align with expenses submitted. 

This document is the owner’s sworn statement.  

“Amount of this Payment” must align with 
expenses submitted.  
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https://www.chicago.gov/content/dam/city/sites/dpd-recovery-plan/CRPFinalistResources/Sworn-Owners-Statement.pdf
https://www.chicago.gov/content/dam/city/sites/dpd-recovery-plan/CRPFinalistResources/Final-Waiver-of-Lien.pdf
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