
INSTRUCTIONS for Final Cash Requests 

 
Be sure to follow the instructions on the form. 

 
Contact your program coordinator if you need assistance with this form.   

     
 
Contract Code & Number:  Enter the three or four letter category code 
in the “Alpha” space.  Enter the three-digit number in the “Numeric” 
space.  These items can be found on your contract. 
     
Contract Period Start Date:  Enter the date New Mexico Arts staff 
signed your contract.  If there are two dates, enter the later date. 
 
Final Cash Request:  Use this form for your final cash request. 
 
1.  Name of Organization & Address:  Enter your organization name on 
the first line, then the address.  The name and address must match the 
information provided on your most recent NM Substitute W-9.  If either 
has changed, you must submit a new NM Substitute W-9.  Your check 
will not be mailed unless the address on the cash request matches the 
address on file. 
 
2.  Amount of Contract Award:  Enter the amount of your contract. 
 
3a.  Current Cash Request:  Enter the amount from the “Total Current 
Cash Request” line in item 4. 
 
3b.  Total Previous Cash Requested:  Enter the total amount of all 
previous cash requests. 
 
3c.  Contract Balance Remaining:  Subtract lines 3a and 3b from line 2.  
This amount should be zero. 
 
4.  Request Itemized:  Show the amounts on the lines where  
expenditures were made.  The amounts are for the expenditures in this 
request only and are only for the New Mexico Arts grant portion, not the 
total project costs.  You must show an amount on the line – do not use an 
“X” or checkmark.  The sum of all the line items goes on the “Total 
Current Cash Request” line. 
 
6.  Project Director Signature:  The project director listed in the 
contract signs this form.  If there is a new project director, New Mexico 
Arts must be notified in writing of the change before the cash request can 
be processed.  Please sign in blue ink if possible. 
 
The cash request must be mailed or delivered to New Mexico Arts.  Send 
with the full final report packet.  Incomplete final reports cannot be 
processed.   


