PREDEVELOPMENT LOAN REQUISITION INSTRUCTIONS

Use the following instructions to prepare requisitions for CEDAC Predevelopment Loans, Initial Feasibility
Assistance loans, and Predevelopment Loan Advances for Site Control. Requisitions should be submitted
via email to your CEDAC Project Manager as well as the Finance Team (AP@cedac.org). Requisitions are
processed on a biweekly basis.

A. For a Predevelopment Loan or an Initial Feasibility Assistance Loan (IFA), please submit the following
documentation for requisitions:
1. A cover letter from the borrower requesting reimbursement for services for the amount the
borrower has paid. The cover letter should be on the borrower’s letterhead and include a
signature of the person who is authorized to request payment on the borrower’s behalf.

2. A copy of the Requisition Certification Form should be attached to each request.

3. An Itemized Invoice List summarizing the copies of invoices being submitted should be
attached to each request.

4, Copies of the invoices submitted for reimbursement should be attached.

5. Asigned ACH Authorization Form, dated as of the current date, should be included with each
requisition.

The following information should be included on invoices submitted:
e Document what services were performed or what was purchased (no retainers).

If the invoice is for services rendered on an hourly basis, it should document:
o Who performed the work
o The date the work was performed
o How much time was spent
o A description of the task and the hourly rate

e If the services performed are based on the completion of tasks, such invoices should include
a summary of the status of each task and its percentage of completion.

o Display an invoice total.

e Include totals for current services rendered, no past due balances shown on invoices will be
paid.

e Include copies of supporting invoices when reimbursement for material out of pocket
expenses is requested. Anything over $100 is considered material.

B. For a Predevelopment Loan Advance for Site Control, please submit the following documentation for
requisitions:

1. A cover letter from the borrower requesting disbursement, identifying the amount to be
disbursed and the party to whom the payment should be made. The letter should also state
that all of the conditions for payment have been met and the P&S or Option agreement is in
full force and effect. This should be on the borrower’s letterhead and include a signature of
the person who is authorized to request payment on the borrower’s behalf.

2. A copy of the P&S or Option agreement should be included with the request. The
arrangements for payment should be reviewed and discussed with a CEDAC Project Manager
as soon as possible.
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