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Invoice Sample 
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(An excel version is provided on the website for your convenience)
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Community Development Grants
Guidelines for

Progress Reports, Financial Reports, and Verification of Native Hawaiian Ancestry


As a condition of your grant award, you are required to submit progress and financial reports on a regular basis.  Your grant agreement specifies the due dates for these reports.  These reports are used to monitor the progress of your project, confirm that funds are being used according to the purposes described in the grant agreement, and to measure the impact of your program (and our funds) on the native Hawaiian community.   Periodic reports on the status of our grants are made to the Hawaiian Homes Commission using the information you provide.


Progress report forms and financial status report forms are provided by DHHL.  You are required to submit documentation of expenditures along with your financial status report.  Acceptable documentation includes receipts, cancelled checks, and signed expenditure reimbursement verification forms.


Depending on the nature of your project, you may also be required to provide documentation verifying that the participants in your program are native Hawaiian as defined by the Hawaiian Homes Commission Act.  You will be given a form to assist with the documentation.  To calculate blood quantum it is necessary to go back to a full Hawaiian ancestor.  At minimum, you will have to go back two generations.  Whenever possible, DHHL staff will use documentation already on file.  However, you are ultimately responsible for providing the documentation to meet this requirement. 


Any questions about reporting requirements or documentation should be directed to the Office of the Chairman, Community Development Grants Program at 808.620.9503.
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Community Development Grants
Progress Report

Grantee:  ______________________________________________________________________
DHHL Grant Agreement No. __________________
Grant Amount:  ______________________
Period Covered by This Report:  ___________________  to  ____________________________

Is this the final report? _______ yes   ________ no
Instructions:  Provide a response to each of the items below.  Make your responses as detailed as necessary.  Responses must be typed and may be submitted in a separate document. 
1. Describe the purpose of your project.
2. Provide a detailed description of the activities you have conducted during this reporting period.  Attach any reports, brochures, flyers, and education materials, etc. that you have produced for the project.
3. Provide a description and tally of the participants in your project.  Be sure to note the number of native Hawaiian participants.
4. Describe what your project has accomplished so far.  Your accomplishments should be based on the goals and objectives in your proposal. 
5. Describe any problems that have prevented you from successfully carrying out your project.
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Community Development Grants

Financial Report

Grantee:  _____________________________________________________________________

DHHL Grant Agreement No. ___________________
Grant Amount:  _______________
Period Covered by This Report:  _______________________  to  _______________________

Part I:  Status of DHHL Funds
	Budget Item

(a)
	Budgeted Amount

(b)
	Actual for this Period

(c)
	Actual to Date

(d)
	Balance Available

(e)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	


Instructions:

Column A – List all budget categories from your approved budget

Column B – Enter the amount from your approved budget

Column C – Enter all expenses paid during report period by budget category.  Attach an itemized list of expenditures in each category and receipts.

Column D – Column C plus the amount in Column D in your previous report

Column E – Column B minus Column D

Cash on hand at beginning of period


_______________________

  (Same amount as the cash on hand at the

 end of period in your previous report)

Funds received during this period

+
_______________________

Total expenses this period


-
_______________________

  (Amount in Column  C above)

Total cash on hand at end of period

=
_______________________

Part II:  Status of Matching and In-Kind Contributions
Matching Funds from Other Sources

(state whether the funds have been received, committed, or requested)

	Source of Matching Funds
	Amount
	Status

	
	
	

	
	
	

	
	
	

	
	
	


In-Kind Contributions

Volunteer Services:


No. of Hours (this period) 
_________  
No. of Hours (cumulative)
____________


Estimated Value (this period) _________ 
Estimated Value (cumulative)  ___________

Description of Volunteer Activities:

Other Donations During this Period 

(Covers such things as supplies, equipment, space, professional services)

	Description
	Estimated Value

	
	

	
	

	
	

	
	

	
	


Cumulative Value of Other Donations (this period plus previous periods) _________________

Report submitted by:
_____________________________________
__________________




Signature





Date
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Community Development Grants
Budget Modification Request

Grantee:  _____________________________________________________________________

DHHL Grant Agreement No. ___________________
Grant Amount:  _______________

Part I:  Modification Requested
	Budget Item

(a)
	Original

Budget Amount

(b)
	Current Balance of Funds

(c)
	New Budgeted Amount

(d)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	
	


Instructions:

Column A – List all budget categories from your currently approved budget (e.g. personnel, travel, etc.)

Column B – List the amount you currently have budgeted for each category.

Column C – Enter the amount of funds remaining for each of your currently approved budget categories.

Column D – Enter the new amount you want allocated in each budget category.  Keep in mind that this is the total amount you want allocated for each category including the funds that have already been spent.  If you are adding new budget categories include these in the rows after the items from your currently approved budget.

Part II:  Reason for Budget Modification
	

	

	

	

	


Request submitted by:
_____________________________________
__________________




Signature





Date
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Basic Guidelines for Documenting

50% Hawaiian Ancestry

Primary Documents


The primary documents used to show you are a qualified native Hawaiian are:

· A certified copy of Certificate of Birth;
· A certified copy of Certificate of Hawaiian Birth, including testimonies; or
· A certified copy of Certificate of Delayed Birth.

You will need the certified birth certificates for:

· Yourself;
· Your biological father; and
· Your biological mother.

The state Department of Health (DOH), Vital Records Section, records documents by island and district (geographically) and by the date of the event (chronologically).


If your biological parents' documents do not clearly prove that you have at least 50 percent Hawaiian ancestry, you will also need certified birth certificates for:

· Your biological father's parents; and
· Your biological mother's parents.
Example of the PREFERRED birth certificate:

Certificate of Live Birth
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Example of the computer printout of a birth certificate:

Certificate of Live Birth
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Although the Certification of Live Birth (a computer-generated printout, is acceptable as a primary document, it does require further verification and documentation.  Therefore, DHHL prefers that you submit a certified copy of the original Certificate of Live Birth, which is either black or green.  When requesting a certified copy of your birth certificate from the Vital Records section of DOH, let the clerk know you are requesting it for DHHL purposes, and that you need a copy of the original Certificate of Live Birth and not the computer printout.


Please note that DOH no longer offers same day service.  If you plan on picking up your certified DOH documents(s), you should allow at least 10 working days for DOH to process your request(s), OR four to six weeks if you want your certified certificate(s) mailed to you.


In event the Vital records Section does not have a birth certificate for any of your parents or grandparents, you need to get a "No record" certification from DOH.  "No record" certification means after searching its records, DOH cannot find the requested birth certificates.


If you are adopted, your biological birth record is probably sealed.  In this instance, DHL staff may be able to assist you in getting the ethnicity of your biological parents.  Additionally, depending on your particular circumstance the Family Court may be able to help you get the information you need.  If your adoption occurred in the State of Hawai‘i, you may be able to get a copy of your original birth certificate.  Access to out of state adoption records, however, vary according to the respective jurisdiction.

Secondary Documents


There are times when birth certificates for yourself and/or your parents or grandparents are not available and you have gotten "no record" certifications from 

DOH.  DHHL may accept secondary documents, which assist in establishing family ties or blood quantum in place of primary documents.


The following are some of the secondary documents, which may be used.  This list is in preferred order of priority:

· Certified marriage certificates for your biological parents, grandparents, etc.  (If these are not available, you will need a "No-record" certification for DOH);

· Certified death certificates for your biological parents, grandparents, etc. (If these are not available, you will need a "No-record" certification for DOH);

· Family history charts and documents such as marriage, divorce and death records from the State of Hawai‘i Archives, state courts, public libraries or U.S. Census records;

· Official baptism records from your church or other church documents showing your race or the race of your ancestors;

· Official records from the files of military services, schools or hospital;

· Employment records;

· Written statements from your physician or, in the case of a relative's death, a written statement from the mortuary which handled the burial;

· Newspaper clippings from Obituaries and Vital Statistics sections; and

· Affidavits, meaning sworn and notarized statements, from knowledgeable persons who can verify an individual's ancestral claims.  These would primarily be from parents, grandparents and other relatives.

Birth Certificates (Adoption)


If you are adopted, you must establish proof of your native Hawaiian ancestry through biological parents, not your adoptive parents.  In the past Family Court records regarding adoptions have been sealed.  Under current Hawai‘i state law, however, there are procedures by which an adopted individual may obtain information contained in the sealed records.  (Title 31, Chapter 578, Section 578-14.5 and 578.15, Hawaii Revised Statutes)

Inconclusive Documents


Sometimes an applicant may be confused by DHHL's request for more documentation.  Usually, if a request is made for more documentation, it is because a question regarding a person's application or genealogy has been raised.  For example, the document presented may refer to the applicant as "Part-Hawaiian."  Often an applicant will interpret statement like this to mean the individual is 50 percent Hawaiian.  In fact, because the percentage of Hawaiian is not specified, additional documentation will be required to identify the full-blooded Hawaiian ancestor(s).  Once this ancestor(s) is identified, the blood quantum amount is brought forward to current generation, dividing the blood quantum amount in half with each new generation.  The amount of Hawaiian blood an applicant has is identified and documented through this process.

Variation in Names or Single Names


If a document shows a variation in names, such as the difference between a name on a birth certificate and a marriage certificate, more documentation will be requested to explain the difference.  This also holds true if the document in question shows only a surname or a single name.
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