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How to Request a Drawdown

How to Request a Drawdown 
1. Select  My Projects under Grants Section from the navigation menu, then double-

click the Grant/Project you want to access the Drawdowns from. 
 

 
 

2. Select the Related drop-down menu, then select  Drawdowns & Disbursements. 
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How to Request a Drawdown

3. Select the Drawdowns/Reimbursements Tab. Drawdowns/Reimbursements Tab 
displays your direct and match revenue sources along with their budgeted amount. 
Select the Budget Year to request a drawdown from. 

 

 
 

4. Select  Request Drawdown/Reimbursement. 
 

 
5. Fill in the necessary information. 
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How to Request a Drawdown

6. Select the Attachments Tab to add an attachment. Then, select  Save and Close. 

 

 
 

7. Select Generate Request to generate the request.  
 

  
 

8. Status is now changed to Requested: 
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How to Request a Drawdown

9. Select the  Settings Gear, then select New Message to notify the funder regarding 

the drawdown request. 
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