
Budget Draws for Quarterly Reimbursements

 Log into application in Neighborly: https://portal.neighborlysoftware.com/PEORIAIL/Participant

 Select ‘Draw Requests’ tab from left side menu

 Select ‘Add a Draw’ to begin draw request

https://portal.neighborlysoftware.com/PEORIAIL/Participant


 Enter Request Date and Description including:

o Quarter number

o Amount requested

o Summary of request

 On the next page, the Description entered above will appear in the Summary section shown below.

 Under Documentation, you’ll upload documents by clicking ‘Upload File’ shown above.



 Documents required to submit for quarterly reimbursement:

o Disbursement Register w/ Reimbursement Tracker (spreadsheet provided by City)

o Cover Letter explaining calculations and CDBG % for reimbursement

o Supporting documents showing financial expenses being reimbursed with payment verification (ex: payroll stubs and benefits invoices)

 Once all documentation is uploaded, enter Amount Requested in the Details section shown below

 Be sure to hit the Submit blue button at the bottom of the page.




