
100% Total Award $            100,000 This is the amount in your Grant Agreement.

25% Working Capital 
(Advance)

$              25,000 • 25% of the award which has been provided as an 
advance. 

• Provided without proof of costs incurred and is 
to be used for purposes set forth within your 
scope of work. 

• Invoices submitted after 60% of funds have been 
paid to grantee will be used to provide proof of 
costs incurred for these funds.  

60% Paid Reimbursements $              60,000 • The next 60% of the grant award will be 
reimbursed completely through regular 
reimbursement requests.  

25%
+ 60%

85%

Working Capital 
+ Paid Reimbursements
Total

$25,000
+ $60,000

$      85,000 

Grantee has received $85,000 total
• $60,000 through paid invoices with proof of 

costs incurred
• $25,000 of working capital up front with no 

proof of costs incurred

25% Repay Working Capital $           (25,000) • We collect the next 25% in reimbursement 
requests as "back up" or proof of costs incurred 
for the initial working capital you received.  

• It will not be reimbursed but deducted from the 
"balance of working capital" until that balance is 
$0.

15% Held for final report $              15,000 Final 15% of award may be retained until 
submission of final report.
• Grantee provides bank statement showing 

interest earned.
• Any interest earned is deducted from the final 

reimbursment amount.

Total Paid: $            100,000 The total amount paid to the grantee equals the 
total award.

What is Working Capital?
Funds that grantees can request from DEP’s Chesapeake Bay Office (CBO) prior to engaging in work under 
their CAP Implementation grant. CAP grant recipients may request 25% of each year’s award to get started on 
grant-related work. These funds must be deposited into an interest-bearing account and proof of expenditures 
must be provided. Below is an example breakdown of payment for a $100,000 grant award where the grantee 
received $25,000 of working capital::
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Form(s) 
Submitted to 
DEP

Amount 
Request
ed 

Amount 
Grantee 
Receives

Cumulative Total 
Requested 

Reimbursements

Balance of 
Working 
Capital 
before this 
Invoice

Balance of 
Working 
Capital 
After 
Invoice

Explanation:

Grantee 
Working 
Capital Request

$25,000 $25,000 $25,000 $25,000 • If requested, 25% of each year’s 
award provided as working capital. 

• Advance provided without proof of 
costs incurred.

• To be used for purposes set forth 
within your scope of work

Reimbursement 
Request 1

$25,000 $25,000 $25,000 $25,000 $25,000 Reimbursement Request will be fully 
reimbursed.                                                                                                                  

Reimbursement 
Request 2

$25,000 $25,000 $50,000 $25,000 $25,000 Reimbursement Request will be fully 
reimbursed.

Reimbursement 
Request 3

$25,000 $10,000 $75,000 $25,000 $10,000 Now that greater than 60% is requested in 
reimbursements, Reimbursement Request 
will not be fully reimbursed.
• $15,000 in invoices applied to the 

working capital balance.
• $10,000 is reimbursed.  
• The balance of working capital is now 

$10,000.
Reimbursement 
Request 4 
Final*

$25,000 $0 – Final 
Report 
not 
provided.

$15,000 -
Final 
Report 
provided.

$100,000 $10,000* $0 Reimbursement Request will not be fully 
reimbursed. 
• $10,000 in invoices applied to the 

remainder of working capital and that 
balance is now zero. 

• If a final report is provided, the final 
15% is reimbursed ($15,000)  

• If a final report is not provided, $0 is 
reimbursed and 15% is withheld until 
the final report is provided.  

Final Report $15,000 $0 $0 Upon submission and approval of a final 
report, DEP will authorize payment of the 
final 15% and reduce by any interest 
earned on working capital, if applicable.

How do I to calculate the “Balance of Working Capital Before this Invoice” portion of the 
Reimbursement Request Form? 
Below is an example of how to figure out the “Balance of Working Capital Before this Invoice” for a $100,000 
grant award where the grantee received 25% working capital.  In this example, the grantee is invoicing $25,000 
each quarter:
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What amounts on the REIMBURSEMENT REQUEST form are affected when you have 
requested Working Capital?

Invoice Amount: 
amount you are 
requesting to be 
reimbursed.  This is 
the same as the 
“Total Grant 
Expenditures for this 
period”.

If you received 
Working Capital, the 
remaining balance 
“before this invoice” 
must be entered here.
See the previous two 
pages for tips on how to 
track working capital 
and calculate what to 
put in this part of the 
form.
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Total Grant 
Expenditures for 
the period:  amount 
you are requesting to 
be reimbursed.  This 
is the same as the 
“Invoice Amount”
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Amount of Reimbursement: amount you will be reimbursed, less any Working Capital or interest, if 
applicable.
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