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OVERVIEW

 An overview of the reimbursement request process

 Backup Documentation

 Completing the Excel Reimbursement Request form

 Submitting your Reimbursement Request Packet

 Review & Signing

 Q&A



GRANTEE RESOURCES

 To find Guidelines, forms, and this presentation, visit 
https://www.kitsapgov.com/hs/Pages/HH-Grant-Recipients-page.aspx

https://www.kitsapgov.com/hs/Pages/HH-Grant-Recipients-page.aspx


WHAT’S CHANGED FOR REIMBURSEMENT REQUESTS?

 The Reimbursement Request form has been updated to reflect activities, 
partners, and cost categories 

 Reimbursement Request submission updated

 Mileage reimbursement amount is now $0.585/mile

4



REIMBURSEMENT REQUEST PROCESS

1. Incur expenses for eligible activities and services

2. Collect backup documentation to substantiate expenses

3. Complete the Excel Reimbursement Request form

4. Submit your Reimbursement Request Packet via Cognito

5. Review, Signing, and Processing Reimbursement



BACKUP DOCUMENTATION TO SUBSTANTIATE 
EXPENSES



BACKUP DOCUMENTATION TO SUBSTANTIATE EXPENSES

 Each organization will incur expenses to meet the goals of the Program based on the Scope of Work 
provided in your contract.  These expenses must be connected to the Program and necessary to meet 
the goals and scope of work.

 Every expense for which you claim a reimbursement must be accompanied by some form of 
documentation.



BACKUP DOCUMENTATION TO SUBSTANTIATE EXPENSES

 For each expense incurred to which your organization will be seeking reimbursement, you must 
supply documentation which substantiates these expenses.  Examples include:

 Wages & Salaries – include time summaries (documentation payment) and timesheets signed by employees

 Mileage – mileage log with documentation of payment

 Purchases and Services – itemized receipts or invoices from vendors clearly indicating the grant expense, date 
of payment and amount of expense paid.

 Rental (Direct) Assistance – Include details of client/amount of assistance/payment for any purchase orders, 
warrants, vouchers, or similar which document payment from your organization to the payee (landlord)



WAGES AND SALARIES - EXAMPLES

 Wages & Salaries – include time summaries (documentation of payment) 
and timesheets signed by employees

 Time summaries should state:
 Name of staff or employee who was paid

 Pay period dates, pay date

 Hours, rate or salary, and amount paid

 A total of the wages and/or salaries claimed for the reimbursement request period

 Any benefits and payroll taxes claimed



MILEAGE - EXAMPLES
 For reimbursement for mileage related to travel or transportation create 

and include a mileage log.

 The log should include the following information:
 Staff/volunteer/employee name

 Date of travel

 To/From location and destination OR 
odometer to/from readings

 Miles traveled for each trip

 Note purpose of travel or transportation (include client name if relevant)

 Reimbursement amount – multiply mileage by $0.585/mile

 Total mileage cost per staff/volunteer/employee/documentation of payment



PURCHASES AND SERVICES - EXAMPLES

 For purchases made by your organization for items or services from an 
outside vendor:
 Include receipts or invoices from the vendor
 Vendor name, address, and phone number

 Itemized list of service, items, or expense

 Must include date of invoice/date paid/proof of payment

 The total amount

 If the receipt or invoice includes expenses not 
related to the program, highlight the related expenses 
and include a note of the expenses (plus tax) that is 
attributed to items/services related to program expenses.



BACKUP DOCUMENTATION TO SUBSTANTIATE EXPENSES

 Every expense for which you claim a reimbursement must be 
accompanied by some form of documentation.



COMPLETE THE EXCEL REIMBURSEMENT REQUEST 
FORM



COMPLETE REIMBURSEMENT REQUEST FORM EXCEL TEMPLATE –
WORKSHEET TAB LABELED “RR”

Initially these amounts will be displayed in a red italicized 
font. Each request amount performs error-checking to 
ensure that the expenses on the SummaryExpenses
worksheet equal the total request amount.  Once the 
sums of the entries on the SummaryExpenses tab match 
the total amount you input into This Request field, the 
text will change formatting to the standard black font



COMPLETE REIMBURSEMENT REQUEST FORM EXCEL TEMPLATE –
WORKSHEET TAB LABELED “RR”



COMPLETE REIMBURSEMENT REQUEST FORM EXCEL TEMPLATE –
WORKSHEET TAB LABELED “SUMMARY EXPENSE”

Provide a brief description of what the expenses paid for 
and how they supported the scope of work.



COMPLETE REIMBURSEMENT REQUEST FORM EXCEL TEMPLATE –
WORKSHEET TAB LABELED “SUMMARY EXPENSE”

Initially this amount will be 
displayed in a red italicized 
font.  Again, each request 
amount performs error-
checking to ensure that 
the expenses on the RR 
tab equal the total request 
amount.  Once the sums of 
the entries on the 
SummaryExpenses tab 
match the total amount 
you input into “This 
Request” field, the text will 
change formatting to the 
standard black font



SUBMIT INVOICE PACKET 
VIA COGNITO



SCAN ALL BACKUP DOCUMENTATION

 Every expense for which you claim a reimbursement must be 
accompanied by some form of documentation.

 Use a scanner to create a scan of all backup documentation.  
Preferably as pdf, but other formats are accepted.

 Keep all the original backup documentation on file.



SUBMIT VIA COGNITO REIMBURSEMENT REQUEST PACKET

 Start reimbursement request packet submission via Cognito 
https://www.cognitoforms.com/KitsapCounty1/KCHHDDocumentSubmis
sionForm

 Include:
 The completed Reimbursement Request form Excel file.
 All backup documentation scanned to substantiate expenses 

(itemized receipts, time summaries, signed timesheets, mileage 
logs, etc.)

 Please attempt to scan or label your files in an order which 
follows your Summary of Expenses, if possible, this really helps 
to reduce the time it takes to process a reimbursement 
request.

https://www.cognitoforms.com/KitsapCounty1/KCHHDDocumentSubmissionForm


SUBMIT VIA COGNITO REIMBURSEMENT REQUEST PACKET

 If the Contact Person listed on your Excel 

Reimbursement Request form is different than 

the Authorized Signer/Recipient, please make 

sure to note the name and email address of the 

person who will sign the reimbursement request 

in Cognito.



SUBMIT VIA COGNITO REIMBURSEMENT REQUEST PACKET -
EXAMPLE



SUBMIT VIA COGNITO REIMBURSEMENT REQUEST PACKET -
EXAMPLE



REVIEW AND SIGNING



REVIEW

 Your Excel Reimbursement Request form and your backup 
documentation will be reviewed for the following:
 Ensuring that expenses are connected to the Program and necessary to 

meet the goals and scope of work.

 Any errors in calculations and that all expenses fall within the date range. 
(Missed expenses or refunds please contact Leah about how to document)

 All necessary backup documentation is reviewed and included.

 If there are questions you will be contacted for clarification or corrections.



SIGNING

 When your packet has been 
submitted and reviewed, the final 
step is to sign.

 A digital signature system called 
DocuSign is used.

 You will receive an email from 
DocuSign dse@docusign.net with 
a link “Review you Documents” 
within the email.

Leah Noldan via DocuSign

Leah Noldan sent you a document to review and sign.

mailto:dse@docusign.net


SIGNING

 Click the “Review Document” link within the email to launch the DocuSign 
signature system.

 Next Select “Continue”

Leah Noldan



SIGNING

 Click the “Sign” button.

02/10/2022



ADOPT AND SIGN



SIGN AND FINISH

02/10/2022



SIGNING COMPLETE

 Once signed a pop-up will inform you 
that you have finished signing – and will 
offer the option to create an account 
– select “No Thanks” unless you 
choose to sign up for a free trial.  You 
do not need a personal DocuSign 
account to complete these 
reimbursement requests.



COMPLETED REQUEST

 Once both the organizations signer and the Housing and 
Homelessness Division have completed signing, DocsuSign will 
send a final “Completed: Reimbursement Request Form” with 
the signed .pdf file

 Keep a copy of this file with your reimbursement paperwork.



Q & A



CONTACT INFORMATION

 Kitsap County Housing and Homelessness Division
 Kirsten Jewell, Division Manager, kjewell@co.kitsap.wa.us, (507) 222-9027 

 Leah Noldan, Contracts Coordinator, lnoldan@co.kitsap.wa.us, (360) 337-7289

 Cory Derenburger, Division Specialist, cderenbu@co.kitsap.wa.us, (360) 362-0404

 Virginia McCaslin, Grants Program Analyst, vmccaslin@co.kitsap.wa.us

mailto:kjewell@co.kitsap.wa.us
mailto:lnoldan@co.kitsap.wa.us
mailto:cderenbu@co.Kitsap.wa.us
mailto:vmccaslin@co.kitsap.wa.us
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