
 

  

Sample: Request 

for Payment 
New Mexico Indian Affairs Department 

 

Make sure that a Notice of Obligation (NOO) has been completed before you submit a 

Request for Payment form for your project. The purpose of the NOO is to protect the 

grantee in the event of a state reversion. You will not be reimbursed for a project, if a 

NOO has not been completed.  
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Sample: Request for 

Payment 
New Mexico Indian Affairs Department 

Request for Payment Procedures  
The grantee must submit an original RFP form with all supporting 

documentation attached. Please note: If the grantee submits their 

RFP paperwork via email, the hard copy needs to be mailed to IAD.  

For accounting purposes, do not overlap a RFP by utilizing funds 

from a prior fiscal year.   

General Instructions for the Request for Payment Form – Exhibit 3: 

 All fields must be complete and accurate, or the request will be 

returned to you.  

 Do not use white out or “cross outs” to make corrections.  

 Page references below are to the Inter-Governmental Agreement 

(IGA) for all Capital and Tribal Infrastructure Projects. 

 Please contact your Indian Affairs Department Project Manager, 

if you have questions.  

 

Section I. Grantee Information 

A. Grantee: Detail should match with contract data; IGA – Article 

III 

B. Address: Detail should match with contract data; IGA – Article 

III 

C. Phone Number: Detail should match with contract data; IGA – 

Article III 

D. Grant Number: 609-XX-XXXX format; found at the top right 

hand corner of page 1 

E. Project Title: Summarize contract description from IGA – Article 

I 

F. Grant Expiration Date: Contract reversion date; IGA – Article I 

 

Section II. Payment Computation 

A. Grant Amount: Contract total dollar value; IGA – Article I  

B. AIPP Amount (If Applicable): Dollar amount for AIPP; if not 

applicable mark 0 or N/A; IGA – Article 1 

C. Funds Requested to Date: Cumulative amount requested (not 

paid) to date; if first request, mark 0 

Request for 

Payment 

Checklist 
   

☐ Notice of Obligation 

(NOO) completed;  

 

☐ Request for Payment 

Form – Exhibit 3 (see page 

3);  

 

☐ Signed detailed pay 

applications or invoices 

(see page 4); 

 

☐ Copy of warrant or 

check that has cleared 

through the bank – copy of 

front and back of check 

(see page 5);  

 

☐ Current print out update 

on CPMS (see page 6);  

 

☐ Current quarterly report 

– Exhibit 2 (see page 7); 
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D. Amount Requested this Payment: New payment request amount; include supporting back-up 

E. Grant Balance: Total grant amount; minus funds requested to date, minus new payment request. 

F. GF, GOB, STB: If not State Tax Bonds (STB); please check with Project Manager 

G. Payment Request Number: 1, 2, 3 etc. Final pay request to be numbered and state Final; (e.g. 4th and 

Final) 

 

Section III. Fiscal Year Expenditure Period Ending: 

 Jan-June: Check this box, if expenditures are for this period 

 July – Dec: Check this box, if expenditures are for this period 

 Fiscal Year: Capital fiscal year runs from July 1 – June 30; not by calendar year 

 

Section IV. Certification 

 Grantee Fiscal Officer or Fiscal Agent: Signature required 

Certifies that:  

a. Includes accurate information in the RFP 

b. The expenditures included in the RFP are valid and are for proper purposes under the 

Agreement;  

c. The expenditures included in the request have been paid;  

d. None of the expenditures included in the request have been previously reimbursed;  

e. The project activity is in full compliance with the Agreement;  

f. Such other representations as the Department may reasonable require. 

 Printed Name: Name of Fiscal Officer or Fiscal Agent 

 Date: Date signed by Fiscal Officer or Fiscal Agent 

 Sworn to and Subscribed: Notary documentation, date and signature with notary stamp 

 

 Grantee Representative: Signature required 

  Certifies that:  

a. Includes accurate information in the RFP 

b. The expenditures included in the RFP are valid and are for proper purposes under the 

Agreement;  

c. The expenditures included in the request have been paid;  

d. None of the expenditures included in the request have been previously reimbursed;  

e. The project activity is in full compliance with the Agreement;  

f. Such other representations as the Department may reasonable require. 

 Printed Name: Name of Grantee Representative 

 Date: Date signed by Grantee Representative 

Sworn to and Subscribed: Notary documentation, date and signature with notary stamp  

 

 

 

  














