(SUBMIT ON GRANTEE LETTERHEAD)

October 12, 2021 



LaShonda White
RFCY Project Manager
City of Richmond – City Manager’s Office
450 Civic Center Plaza, Suite 300
Richmond, CA 94804

Re: FY Insert Fiscal Year Here. RFCY Grantee -- Initial Advance Disbursement Request 
Vendor No.: 	                         Contract No.:	          Total Grant Award: $ 

Ms. White:

[bookmark: _GoBack]The (INSERT ORGANIZATION NAME) hereby requests a 25 percent advance payment, in the amount of $ (INSERT DOLLAR AMOUNT), in accordance with the provisions of Article II, Section 2.2 of our RFCY Grant Service Agreement.

Our organization is aware that costs incurred and paid from the advance must be accounted for in the subsequent payment request. Furthermore, we are also aware that failure to provide appropriate, accurate, and/or timely supporting documentation pertaining to this initial advance disbursement may delay or inhibit the approval of future disbursement request.

Regards,



Name
Title
