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FollowUp Form

Pinellas CARES Nonprofit Partnership Fund
Project Name* 

The Gathering of Women Food Pantry

Priority Funding Areas 
Food

Award Type 
Reimbursement for Future Programming

Unit of Service 
This will only be visible to Administrators and will enable question branching in the case that an organization has 
specified a unit-of-service cost.

Amount Awarded for Future Programming 
$63,958.00

Amount Spent - September 27 to 30, 2020* 
How much grant funding was spent between September 27 to 30, 2020? 

$8,513.80

Amount Spent - September 2020* 
How much grant funding was spent during the entire month of September 2020?

$12,111.00

Amount Spent - October 1 to 3, 2020* 
How much grant funding was spent between October 1 to 3, 2020? 

$0.00
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Amount Spent as of October 3, 2020* 
How much of the awarded funding was spent from project inception to October 3, 2020?

$12,111.00

Brief Spending Narrative* 
Please briefly explain the spending activities from September 27 to October 3, 2020. If you have not expended any 
funds, please explain why.

Example: ABC Charity has only expended $1,000 this week on program personnel while our food pantry was open. 
ABC Charity buys its food in bulk on the 15th of every month, and therefore there will be an uptick in expenditure 
that week.

The Gathering of Women food pantry spent $1428.52 on food cost,  Account preparation and services 
$1,000, Communications services $875.00, Delivery Coordinator $2400, equipment for home bound facilities 
$2,489.65

Client Story* 
Please give the true story of a client served this month by your programming. You may change identifying details. 
This allows us to connect to your programming on an emotional level.

One of the clients in her late 70's cried with joy as she shared  the story of her grandson who   was 
struggling to pay his way to school was buying food for her each week.  When we made contact with her and 
told her  we would be delivering food to her weekly she couldn't believe it. She  considered it to be  a blessing 
from God. She prayed that God would some way help her make ends meet. When ever we see her she has the 
biggest smile on her face.

Food Metrics
Please read this section's instructions carefully.

For easy reference, below are the reported numbers of individuals served from your previous weekly reports 
during the month of September. Please sum these numbers together with the reported number of individuals 
served between September 27 and 30, 2020.

September 1 to 5, 2020 - Individuals Served - Food 
71

September 6 to 12, 2020 - Individuals Served - Food 
79
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September 13 to 19, 2020 - Individuals Served - Food 
94

September 20 to 26, 2020 - Individuals Served - Food 
125

September 27 to 30, 2020 - Individuals Served - Food* 
Please specify the number of individuals that were served food between September 27 and 30, 2020 through this 
grant funding.

179

September 2020 - Actual Total # Served - Food* 
Please verify the numbers above for correctness. Then please sum the numbers above from your previous reports, 
and add the individuals served food through this funding for the dates of September 27 to 30, 2020. This is your 
total for how many individuals were served food in September 2020 through this grant funding.

477

September 2020 Projections - Food 
This was the number of individuals your organization projected it would serve in September 2020 through this 
grant funding.

1100

October 1 to 3, 2020 - Individuals Served - Food* 
Please specify the number of individuals that were served food between October 1 and 3, 2020 through this grant 
funding. Do NOT include this number in your sum total above of the number of individuals served for September.

180

September 27 to 30 - ZIP Codes of Individuals Served - Food* 
Please SUCCINCTLY describe the ZIP codes of program services and program recipients (if recipient data is 
available). These numbers should add up to the number of total individuals served specified above. 
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FOLLOW THE EXAMPLE FORMAT EXACTLY.

ZIP CODE: Number served

Example

Food Distribution Site at Tropicana Field (Program Service ZIP Code)
33705: 700

Home-Delivered Meals at Recipients' Homes (Participant ZIP Codes)
33782: 5
33764: 3
33760: 8

Home delivered Meals at recipients homes( Participant zip codes) 
33701: 9
33703: 4
33705: 14
33711: 1
33712: 8
33781: 114
33789: 30

October 1 to 3 - ZIP Codes of Individuals Served - Food* 
Please SUCCINCTLY describe the ZIP codes of program services and program recipients (if recipient data is 
available). These numbers should add up to the number of total individuals served specified above. 

FOLLOW THE EXAMPLE FORMAT EXACTLY.

ZIP CODE: Number served

Example

Food Distribution Site at Tropicana Field (Program Service ZIP Code)
33705: 700

Home-Delivered Meals at Recipients' Homes (Participant ZIP Codes)
33782: 5
33764: 3
33760: 8

Home delivery Meals at Participants Homes ( participant Zip codes)
33701: 3
33704: 2
33705: 30
33708: 1
33709: 4
33710: 5
33711: 14
33712: 53
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33714: 13
33781: 21
33789: 30

Cost Reimbursement Basis - Justification of Expenditures
Monthly Reimbursement Request* 
Please complete the Pinellas CARES Reimbursement Request worksheet, attach appropriate backup 
documentation and upload as a PDF here.
 
If you have a regular reporting/invoicing process, you may use your own similar worksheet, however, for your 
convenience, we have provided a template you canDOWNLOAD HERE.

If you have any notes on this document, please put them in the field below.

Pinellas-CARES-Reimbursement-Request-Form.FINAL_SRH.pdf

https://pinellascf.org/wp-content/uploads/Pinellas-CARES-Reimbursement-Request-Form.FINAL_.xlsx
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File Attachment Summary

Applicant File Uploads
•   Pinellas-CARES-Reimbursement-Request-Form.FINAL_SRH.pdf
 



                                                        The Gathering of Women Inc.                       

Financial policy   
Purpose   

The policy and procedural guidelines contained in this policy are designed to:  

  

• Protect the assets of the Gathering of Women Inc.  
• Ensure the maintenance of accurate records of the Gathering of Women’s financial activities.  
• Provide a framework of operating standards and behavioral expectations; and   
• Ensure compliance with federal, state, and local legal reporting requirements  

  

Exceptions to written policies may only be made with the prior approval of the Finance Committee of the board of directors. 
Changes or amendments to these policies may be approved by the board of Directors.  Changes or amendments to these 
policies may be approved by the board of Directors at any time.  A complete review of the policies shall be conducted every two 
years by the finance Committee or other board designee.  

All personnel with financial responsibilities are expected to be familiar with and operate within the parameters of these policies 
and procedures.  

  

2. Roles  

Treasurer and Finance Committee  

The board treasurer chairs the Finance Committee, which is comprised of members designated by the board of directors. The 
finance Committee has whatever authority as may be designated by the Board of Directors. Including:  

• Choosing the auditor  
• Performing regular, in-depth reviews of the organization’s financial activity  
• Overseeing the development of the annual budget  
• Determining the allocation of investment deposits  

 •    

Executive Director  

The Executive Director has the responsibility for administering these policies and ensuring compliance with procedures that 
have been approved by the Board of Directors. The Executive Director has whatever authority as may be designated by the 
Board of Directors, including:  

• Making spending decisions within the parameters of the approved budget   
• Employing and terminating personnel  
• Determining wage levels  
• Creating and amending operating procedures and controls  
• Making decisions regarding the duties and accountabilities of personnel and the delegation of decision-making 

authority  



• Entering into contractual agreements within designated parameters  

  

The Executive Director will work together with the treasurer and board directors to ensure that the annual budget is an 
accurate reflection of programmatic and infrastructure goals for the coming year  

  

Revenue & Accounts Receivable  

Policy: All grants and projects are invoiced each month to capture all billable time and expenses and ensure a regular healthy 
cash flow for the organization. All final invoices for the prior month are completed by the 15th of the following month.  

Procedure: The treasurer or finance manager gathers relevant expense documentation, prepares all invoices, and submits to 
the Executive Director for approval by the 10th of each month. • Following approval, the treasurer or Finance Manager makes 
two copies of the invoice. One copy is mailed to the client/customer no later than the 15th of the month and one copy is filed in 
the client folder.  

  As part of the monthly close process the Treasurer or Finance Manager reviews an Accounts Receivable Aging report and alerts 
the Executive Director of invoices more than 60 days overdue.  

 • The Executive Director determines appropriate collection efforts for long outstanding invoices.   

  

Expense & Accounts Payable  

Policy: All employees, exempt and non-exempt, are required to record time worked, holidays, leave taken for payroll, benefits 
tracking, and cost allocation purposes  

Procedures:  

• Employees complete time sheets and submit them to their supervisors on the due date, based on the schedule 
produced at the beginning of the year.  

• Supervisors review correct if necessary, sign and submit timesheets to the treasurer or Finance Manager within three 
(3) working days from the time sheet due date.   

• The treasurer or Finance Manager is responsible for entering time sheet information into the payroll and accounting 
systems as needed. All paid time off balances are maintained within the payroll system, based on the information provided on 
approved timesheets  

  



  

  

  

  

  
 

 



 

  

Food Delivery Coordinator    



 
  



 

 

 
 

Equipment Expense 

Best Buy     Refrigerator & freezer    $1380.27 

Home Depot   Freezer, 6 Tables, Dolly, 3 Rack   $1109.38 

          Total $2489.65 



 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
   

 
 
 
  

Invoice Date Vendor Amount 
9/3/2020 Save a lot 269.83 

9/10/2020 Save a lot 299.64 
9/16/2020 Save a lot 178.14 
9/17/2020 Walmart                     104.70 
9/23/2020 Save a lot 468.24 
9/23/2020 Sam's Club 537.39 
9/28/2020 Save a lot 71.1 
9/28/2020 Restaurant depot 409.36 
9/30/2020 Save a lot 237.69 
9/28/2020 Sam’s club 618.45 
9/30/2020 Save a lot 91.92 

   $  3,286.46  

Supplies Expense 

Food  Numerous Food purchases     Total $3286.46 

           



 



 
 
 
 



 

 
 





 





 

































 



 
 
 
 
 
 
 

 

 

    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

   

 

  

  

Occupancy Expense 

Rent      I.M.A.       $500.00 

Facilities Support        $250.00    
         Total $750.00 



 



   



  
 
 Mileage Expense 

4 Transporters        Total  $280.00 



 
 
 
 
 
 

 
 



 

 
 
 
 
 
 
 
 
 
 
 

  



  Training Expense 
 09/14/2020  Covid-19 The “WASH” Project     $140.00 
09/23/2020  Staying Safe During Coronavirus     $140.00 
          Total  $280.00 



  



 

  



 
 

 
 

Purchased Services Expense 
 Invoice Date           
09/21/2020  Arts In Action        $  875.00 
09/30/2020  Doretha Watson, Accounting      $1000.00 
09/25/2020  Up Empowerment Training, Inc      $  750.00 
          Total   $2625.00 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 

 

 



 

 

 

 



 



 

 



 
 
 
 
 



Budget Category/Line Item
Program 

Budget - Total

Cumulative 
expenses as of 

end of Prior 
Month 

Current Month 
Reimbursement 

Request

Total 
Expended to 

Date

Personnel (provide payroll registers, should include hours 
worked (i.e. timesheet) and rate per hour, and documentation 
to allocate payroll between CARES Act pay and regular pay) 2,400$               2,400$                    4,800$               
Equipment (provide invoices/receipts and check stubs/credit 
card statement showing payment) 2,490                  2,490                      4,979$               
Supplies (provide invoices/receipts and check stubs/credit 
card statement showing payment) 3,286                  3,286                      6,573$               

Occupancy (provide invoices/receipts and check stubs/credit 
card statement showing payment) 750                     750                         1,500$               

Local Travel (for mileage use Mileage Reimbursement tab 
for other local travel expenses provide receipts and check 
stubs/credit card statements) 280                     281                         561$                   
Training (provide invoices/receipts and check stubs/credit 
card statement showing payment) 280                     280                         560$                   
Design, Printing, Marketing & Postage (provide 
invoices/receipts and check stubs/credit card statement 
showing payment)

-                      -                          -$                    
Capital (provide invoices/receipts and check stubs/credit card 
statement showing payment - for purchased over $10,000 
provide documentation of 3 quotes)                          -   -                          -$                    
Purchased Services (provide invoices/receipts and check 
stubs/credit card statement showing payment) 2,625                 2,625                      5,250$               

TOTAL -$                   12,111$             12,112$                 24,223$             

By signing the reimbursement request you affirm that expenses were to create new programs 
or expand programs that are necessary to address the COVID-19 pandemic.

Prepared By: ______Samantha R Hardy ___________________10/15/2020_Date:____10/15/2020_____

Reviewed By: ______Doretha Watson___________________Date:_____10/15/2020____

Month: _________September 2020 __________________________________

Pinellas Community Foundation

Pinellas CARES Nonprofit Partnership Fund Grant Reimbursement Request
Organization Name: ____The Gathering of Women 
Inc.____________________________



Personnel Expenses

Employee Payroll period Salary
Hours 
Worked

Rate per 
Hour Total 

Samantha R Hardy 9/3-9/16 2400 60 40 2400

2400



Equipment Expenses

Date Invoice # Vendor Amount
9/27/2020 7613 Home depot 1,109.38
9/24/2020 4865 Best Buy 1,380.27

2489.65



Supplies Expenses

Invoice Date Invoice # Vendor Amount
9/3/2020 Sav a lot 269.83

9/10/2020 Sav a lot 299.64
9/17/2020 Walmart 104.7
9/16/2020 Sav a lot 178.14
9/23/2020 Sav a lot 468.24
9/23/2020 Sams club 537.39
9/28/2020 Sav a lot 71.1
9/28/2020 Restaurant depot 409.36
9/30/2020 Sav a lot 237.69
9/28/2020 Sams club 618.45
9/30/2020 Sav a lot 91.92

3286.46



 



Occupancy Expenses

Invoice Date Invoice # Vendor Amount
9/14/2020 Sep-20 IMA 500
9/14/2020 20-Sep IMA facilities support 250

750



Local Travel Expenses

Mileage reimbursement - from next tab 280.6

Other local travel expenses:
Invoice Date Invoice # Vendor Amount

280.6



Local Travel Expenses

Reimbursable miles: Miles traveled for program purposes per day less normal commute to your primary business location (office/facility)

Reimbursement rate: IRS 2020 standard mileage rate = 57.5 cents/per mile

Date Purpose of Travel (describe all daily miles) Total Daily Miles

Normal 
Commute Round 

Trip
Reimbursable 

Miles
9/9/2020 transporter for homebound food deliveries 79 79
9/9/2020 transporter for home bound food deliveries 24 24

9/10/2020 transporter for homebound  food deliveries 50 50
9/10/2020 transporter forHomebound  food deliveries 79 79
9/11/2020 transporter for homebound food deliveries 24 24
9/11/2020 transporter for homebound food deliveries 50 50
9/15/2020 transporter for homebound food deliveries 79 79
9/16/2020 transporter for homebound food deliveries 24 24
9/14/2020 transporter for homebound food deliveries 79 79

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0



Reimbursable miles: Miles traveled for program purposes per day less normal commute to your primary business location (office/facility)

Reimbursement 
Amount

45.425
13.8

28.75
45.425

13.8
28.75

45.425
13.8

45.425
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

280.6



Training Expenses

Invoice Date Invoice # Vendor Amount
9/14/2020 2 Mary Footman 140
9/23/2020 3 Mary Footman 140

280



Design, Printing and Postage Expenses

Invoice Date Invoice # Vendor Amount
0

0



Capital  Expenses

Invoice Date Invoice # Vendor Amount
0

0



Purchased Services Expenses

Invoice Date Invoice # Vendor Amount
9/30/2020 20-0900 Dorotha Watson 1,000.00
9/25/2020 09-025 Upempowerment services 750
9/21/2020 21-Sep Arts in Action 875

2625


