OWDA On-line Disbursement Form
INSTRUCTIONS

1. Go to http://www.owda.org/loantrk.  

2. Enter Borrower Name.
3. Click on Borrower Name in listing.
4. Click on Account Number.
5. Click on Disbursement Request under the heading Forms.
6. Enter Disbursement Request number. 

a. This number indicates how many times you have previously requested a disbursement. 
b. Example: if you have already requested disbursement 5 times previously then this disbursement request would be No. 6.  

c. This entry is mandatory for all WPCLF and DWAF loans.

7. Enter Payee name.  

a. This is the name of the company that has submitted an invoice or contractor payment to you for reimbursement.  

b. Example: John Smith Engineering or Davis Excavating.
8. Enter Invoice Number.
a. This is the actual invoice number or contractor’s pay estimate number.
9. Enter Invoice Date.
a. This is the actual date on the invoice or the contractor’s pay estimate.

b. The date must be entered in the following format: 00/00/0000.

10. Enter the Total Invoice Amount.
a. This is the actual full amount of the invoice.  

11. Enter the Invoice Amount to be paid by OWDA.

a. This is the amount of the invoice that is to be paid by the OWDA loan.  This amount can be the full amount of the invoice or a partial amount.
12. Enter a Requested Amount in an available line item listed in the Disbursement Request Detail.
a. The amount entered in the Invoice Amount to be paid by OWDA can be split into the available line items listed under Disbursement Request Detail. 
b. Un-available line items will not accept a Requested Amount. 
c. The sum of the entries in the Requested Amount field must equal the Invoice Amount to be paid by OWDA.  If the sum does not equal, you will not be able to print the form or enter another invoice in the request.

13. Enter as many invoices as needed by clicking the Add next Request button. 
14. Once all invoices have been entered click Print Disbursement Request.
15. Two signatures are required on the form – a signature by the person who prepared the form and a signature by the Borrower’s Authorized Representative.
16. Along with the signed Disbursement Request Form, mail copies of all invoices and contractor’s pay estimate listed on the form to OWDA.
17. A cover letter is not required with the use of this form.
