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1. Award Notification and Acceptance

1.1.
1.1.1.

Award Statuses:

Locating your Award

After an award has been made, your application status will change to
Pending Acceptance on your Portal homepage. See table below for
District and DSF action items:

My Applications & | Pending Acceptance | District Complete and submit Signed Terms and

My Awards Conditions

My Applications & | Pending Final DSF Review and approve signed Terms and

My Awards Approval Conditions

My Awards Awarded District Work and complete project within the 1 year

Performance Period by submitting Financial
Reports for Reimbursement, Grant
Amendments for necessary Change Orders and
Activity Reports for quarterly project status
updates

1.1.2.

# My Applications

My Awards

® My Awards

a e o e

Notification
Date

Grant Title Status

Awarded 02/13/2019

Your awards can also be viewed in the My Awards tab:

Performance Open Actions
Period Tasks

1.2. Award Notification and Accepting your Award

1.2.1.

If you have been selected to receive an award, you will be notified by

email. The email will also have a PDF version of the award notification for

your records:

ward Notification Letter

Dear Ulysses Grant,

Congratulations! This is to inform you that your application is now awarded.

Project: HIV Testing Project
Program: HOPWAFY2019
Approval Date:  06/13/2019

Approved Amount: $800,000.00

Fadaral Awardes

- NREONY HODWA FVI0- 72D 000 AN
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1.2.2.  To accept the award, click on the link at the bottom of the email
notification, which will take you to the Portal:

Please find your award notification attached. To see full award details and accept

our award, please clidk here.

Note* Your project is in Pending Acceptance status and you are now able to release your Purchase
Order.

1.2.3.  Loginto Portal and click on the appropriate Award title, or from the
Actions column, select Accept/Decline Award:

My Awards
show 10 v entries Search
Grant Title Award Notification Performance Open Actions
Status Date Period Tasks
Electric Bus Fleet Implementation Awarded 01/27/2019 111/19-111/20 0 =
HOPWA FY2019 Awarded 06/13/2019 6/30/19 - 6/30/20 0 =
force Development Program (WDP) Grant = Pending 713119 - 713121 0

Acceptance

Accept/Dedline Award »

Showing 1 to 3 of 3 entries e gxt

1.2.4. The DSF BRG Terms and Conditions must be downloaded, signed, and
uploaded in order to accept the award. Please choose continue:

o
o
o
o
o

Page 4 of 51



1.2.5.  Select Accept and Continue to choose Upload File, then upload the
signed Terms and Conditions:

Note* Please be sure to read all the requirements before uploading and accepting the Terms
and Conditions.

NOTE* - DO NOT “REQUEST BUDGET CHANGE” DURING THIS PHASE OF AWARD ACCEPTANCE!
(if a budget change is required, please accept the award as is and request a change through
the grant amendment process (See Section 5). Contact your Liaison for assistance.) If you click
“REQUEST BUDGET CHANGE” and make a change to the budget, your application will enter
into a status that will hinder the ability to complete the award acceptance process properly.
Applications in this status are unrecoverable and you will need to submit a brand new
application.

Budget Narrative

Bt B rrge | Decine ars [N

1.2.6. Choose “Upload File”. Files can be attached by selecting them from your
File Explorer or dragging and dropping files from your File Explorer to the
browser:

load any files necessary to finalize your award approval. This may include signed agreements, tax forms, and other files provided by the

Award Files
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Select files for your award approval.

Drag files here or click to select & upload.

1.2.7.  Any uploaded file can be downloaded again, or deleted using the trash

icon:
Show 10 v entries Search:
File Name |&  File Size Actions
Award Notice Place Holder.docx 11.0 KB 6 O
Showing 1 to 1 of 1 entries Previous | 1 | Next

1.2.8.  Select Finalize and Submit to notify the grantor that you have accepted
the award. You can also leave an optional note to the grantor:

File Name 18 File size Actions
Award Notice Place Holder.doox 11.0KB & 0O
Showing 1 to 1 of 1 entries Previous | 1 & Next

m Finalize and Submit Decline Award Back

1.2.9. The award then moves into “Pending Final Approval.”
1.2.10. Here is a link to a complete list of eCivis project statuses:
eCivis Status Table.docx

1.2.11.  The award is finalized when the grantor approves your signed Terms and
Conditions and your project is placed in “Awarded” status.
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1.3. Viewing Your Award and the Award Dashboard

1.3.1.  To view the award details, go to the My Awards tab and click on the
button underneath the Actions column. Select View Award:

My Awards

Sho 10 ¥ entries Search:

Grant Title Status Maotification Performance Open Actions

Date Period Tasks
Adult Day Care Awarded 02f13/2019 Not specified 0 =
A7911 FY20 Grant-TEST 2 Awarded 01/04/2019 Not specified View Award

1.3.2.  On the Award Dashboard, select the button next to the approved
amount:
Award Dashboard
Award Detail

e ——

Subrecipient: Kelly Young Program: AZ911 FY20 Grant-TEST 2
Project: Test 1

Approval Date:01/04/2019

Approved amount: SfUG.ODG.O
Total Federal Award: 50.0
Total Non-Federal Award: $0.00

Total Match:50.00
Performance period:N/A - N/A

1.4. Viewing Your Budget

1.4.1. You can view information such as funding sources.

1.4.2. If you submitted a budget with your application, it will be attached to the
award. Click on View Budget to view your submitted budget:
1.4.3.  You can export the budget form to Excel:
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Award Dashboard

Award Detail

Subrecipient: Kelly Young
Project: Test 1
Approval Date:01/04/2019

Approved amount:

Total Federal

Total Non-Feder,

Total Match:$0.00
Performance period:N/A - N/A

1.4.4.

Actions

Budget Settings

NotApplicab ¥ 0.00

NotApplicsb ¥ 000

Program: A7911 FY20 Grant-TEST 2

cost per category:

1.4.5.

[r—
View Budget  Submit Financial Report

Click on the Budget Items to view a more detailed budget and the total

You can enter budget information and details at the bottom of the page,

under Budget Narrative. Click Save when you have completed this
information.

2. Project Team Members

2.1.
2.1.1.

Adding a Team Member to Your Grant Award
The project official (owner), also known as the Subrecipient (the

individual who submitted the grant), is the only person who may add
team members to their awarded grant in eCivis. All team members will
have the same level of access to view and submit reports to the Grantor.
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Budget Items

1. Personnel

Ext Cost

Personnel Totals: $0.00

Ext Cost

2. Fringe Benefits 50.00

Direct Cost

50.00

Direct Cost

Ind Cost

$0.00

Ind Cost

$0.00

Cost Share

$0.00

Cost Share

2.1.2.  Signinto Portal and click on My Awards:

# My Applications

show 10

2.1.3.  Click on the project:

My Awards

Show 10 * entries
Grant Title Award Status
Electric Bus Fleet Implementation Awarded
HOPWA FY2019 Awarded
Workforce Development Program (WDP) Grant - FY Awarded
2019

Showing 1 to 3 of 3 entries

Recently Viewed Programs

v entries

Grant Application

Notification Date

01/27/2019

06/13/2019

07/09/2019

2.1.4. Select Manage Project Team:

Search:

Performance Period

1/1/19-1/1/20

6/31

19-6/30/20

71319 -7/3/21

Rol

Owner

Owner

Owner

Actions
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Award Dashboard

Award Detail

View Budget | Submit Financial Report | Manage Project Team

Program: Workforce Development Program (WDP)
Grant- FY 2019

Award ID: HX1-082019-001

Subrecipient: Ulysses Grant

Project: job Incubator
Approval Date:07/09/2019
Approved amount: $40,000.00 [§=8

Total Federal Award: $0.00
Total Non-Federal Award: $40,000.00

2.1.5. Click on Add Team Member:

Project Team

show 10 v entries

Invitation Email 12 Accepted By Status

Mn nrniact taam mamherc tn dicnla

2.1.6.  Enter the team member’s email address, then check the box below to

allow the team member to receive notifications for this award, then click
Add Member. One team member can be added at a time:
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2.1.7.

Add Team Member

Show 10 v entries

Invitation Email

kyoung@ecivis.com

Showing 1to 1 of 1 entries

2.1.8.

Add Project Team Member

The following person will be invited to your project to help collabarate.

Email address:

I ibeck@erski2.org

[ Recsive notifications for this award.

Cancel A

Once the email is sent, the individual’s status will display as “Pending”.
You can resend the invitation, or remove their access to the award from

the Actions column:

1E  Accepted By

Search:
Status Actions
p—

Pending =

Re d Imvitati
N o Previous 1 Next

Delete Invitation

Once the individual accepts the invitation, the team member's status will

display as "Accepted":
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Project Team

Award Detail

Arizan,

aject Safe Neighborhoods [

Project Team
Add Teamn Member

Invitation Emall Accopied By Status Actions

2.2. Joining a Grant Award as a Team Member

2.2.1. The project official (owner), also known as the Subrecipient (the
individual who submitted the grant), is the only person who may add
team members to their awarded grant in eCivis. All team members will
have the same level of access to view and submit reports to the Grantor.

2.2.2.  If you have been invited to a grant project team to manage an award, you
will receive an email. Click on the link in the email:

ﬁﬂfleVlb

Ulysses Grant has invited you to join their grant project team on the eCivis Portal

Project Name: Job Incubator

Please use the following link to respond. You may be required to create a free

account if you do not already have an account on the eCivis Portal:

Heview Invitation on the eCivis Portal

Qinrarahs
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2.2.3.  If you did not receive the email, notify the person overseeing the award.
They can resend an invitation and verify that the email was spelled
correctly.

NOTE: If you HAVE NOT previously set up an eCivis Portal account, you MUST
click on the link, create an account, verify your account, and then go back to this
link within the email. Otherwise, you will not be able to join as a team member.

2.2.4. Loginto Portal and click “Accept Invitation”:

Project Team Invitation

Invitation Detail

‘You have been invited to join the project team for Job Incubator by Ulysses Grant

oz v

2.2.5. Click “OK”:

2.2.6.  You will be taken back to the My Awards page. Note in the Role column,
you are listed as a team member:
2.2.7.  Select Manage Award from the Actions column to get started

Award Status Notification Date Performance Period Role Actions

Awarded 07/09/2019 73118 - T3
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3.

Financial Reports

3.1.1.

3.1.2.

A Financial Report is a request for reimbursement. Reimbursement
requests can only be submitted starting in the Quarter of the Fiscal Year
for which your award was allocated. This is added by the DSF to the
beginning of the Project Title once the project has been awarded. (i.e.
FY22 Q4)

Note: If the invoice being submitted for reimbursement does not exceed
the Award amount, but requires the use of Contingency Funds or
Supplemental funding, a DSF Change Order form is required. Be sure to
secure appropriate signatures including the assigned DSF Liaison, and
upload the change order form into a Grant Amendment. The Grant
Amendment Submittal process as seen in Section 5, must be submitted
and approved prior to completing a Financial Report.

When submitting a Financial Report, it is recommended that you also
submit an Activity Report (See Section 4).

Note: If submitting your FINAL or ONLY invoice for this project, from the
Award Dashboard choose the “Award Closeout” button to proceed. (See
section 6)

3.2.1.

3.2.2.

Both the ‘Submit Financial Report’ and the ‘Award Closeout’ buttons
perform the same financial function for reimbursement, the only
difference is that the ‘Award Closeout’ button will close out the project
and return any unused funds.

Note: A WARNING! box will appear when you choose the ‘Award Closeout’
button indicating you are initiating the closeout process.

Subrecipients (grantees) or Team members have the ability to submit a
Financial Report through their eCivis portal.
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3.2.3. To complete a Financial Report:

3.2.3.1. From the Award Dashboard of the project for which you are
submitting an invoice for reimbursement, confirm the Award ID
then click on Submit Financial Report:
e prempemr
O
3.2.3.2.  The Award Detail provides a summary of the award information:
Financial Report
3.2.3.3.

The Award Financial Overview is not editable, but will update
itself depending on the amounts that are submitted in the

Financial Report Details. This area is a summary of the total award
spent and the total award amount remaining.

Award Financial Overview

This overview will update in real time as you complete your financial request. The data here reflects all submitted spending repori

ven those =till in the approval process.

Spend Match Spend + Match
Award Total Spend $ 000 5 0.00

0.00

Award Remaining 0.00
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3.2.3.4.

In the Financial Report Details, click inside the Reporting Period
text box and provide the dates of the reporting period, which are
the dates when the work was completed, then click Apply:

Financial Report Detalls

3.2.3.5.

3.2.3.6.

3.2.3.7.

3.2.3.8.

jul 2009 g 2009 »

“Spend” is the amount of grant funds to be spent or “direct cost”
(i.e Total amount of the DSF funded portion of the invoice).
Subrecipients can only report in categories where funding has
been awarded in the award remaining column.

“Match” is the amount of district contribution due to “cost share”
of excluded space that is indicated on the DSF budget worksheet.

If the invoice amount is more than the Award Remaining amount,
a Grant Amendment will be required (see Section 5). If a category
is grayed out, and you would like to request reimbursement in
that category, a Grant Amendment (Section 5) is required.

The Award Remaining column will automatically calculate the
costs when you update the Spend and Match amounts.
Additionally, the Report Totals will automatically calculate to
provide a breakdown of the amounts and percentages of funds
used in the Reporting period:
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Note: If the invoice being submitted for reimbursement does not exceed the Award
amount, but requires the use of Contingency Funds or Supplemental funding, a DSF
Change Order form is required. Be sure to secure appropriate signatures including
the assigned DSF Liaison, and upload the change order form into a Grant
Amendment. The Grant Amendment Submittal process as seen in Section 5, must
be submitted and approved prior to completing the Financial Report.

3.2.3.9.  Once complete, check Reimbursement Request. The box will auto
populate with the amount from the Spend column. If different,
define the amount you are requesting for reimbursement.

Financial Report Details

spend Match Award Approved Match Approved Award Remaining Match Remaining Total Remaining

$ 1531663 s 000 $ 1531663 s 0.00 s 000 s 000

s 000 s 000 s 153166 s 0.00 s 153166 s 000 s 1.531.66

Report Total spend Match Total Award Total Match Total Award Total Match Total
Approved Approved Remaining Remaining Remaining

$ 1531663 s 000 s 16848.29 s 000 $ 153166 s 000 s 1.531.66

Reimbursement Request®

s 1531663

3.2.3.10.  Include any spending details and a brief description about the
reporting period’s expense in the Financial Report Narrative:
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Financial Report Narrative *

3.2.3.11.
3.2.3.11.1.

You MUST upload the following documents:
An updated DSF BRG Budget Worksheet that is equal to

the amount of the invoice(s), ensuring that the % of
excluded space is filled and reflects, if any, District Cost

share dollars.

Below is an example if a district has Excluded Space; this would indicate Cost
Share (the DSF will cover the first 10% of Excluded Space). A district has 35%
Excluded Space and a payment request for $16,722.47 for Construction and

$1,600 for Construction administration.

Application Instructions: Complete this worksheet prior to submitting your BRG application as this document will need to be uploaded into the eCivis application
and will assist in determining the actual funding request as a result of the District's percentage of cost contribution for the project.

ta b, lod intn eCivic in arder t th,

Grant Amendment Instructions: Complete this worksheet prior to submitting a Grant Amendment with a request for a budget change as this document will need
4

Step 1: Enter the District's cost split/contribution percentage associated for this
project (e.g. 25%, 50%, etc.) in the blue highlighed cell

35.00%

Step 3: Go to your eCivis Application Budget and enter
only the dollar amounts in the green highlighted cells

(Direct Cost and Cost Share

) below into the

Step 2: Enter the actual amounts in each of Category/Line items below in the blue

highlighted cells

Direct Cost
(Amount of SFB requested funds

Cost Share
(District is responsible for paying

only: fior eth @sitza) o)

Category Construction $16,722.47 $10,869.61] $5,852.86)
Category Remediation $0.00 $0.00 $0.00
|Category Temporary repairs / rentals $0.00 $0.00| $0.00]
Category Construction administration $1,600.00 $1,040.00 $560.00]|
Category QA/QC $0.00 $0.00} $0.00
Category Remediation oversight $0.00 $0.00| $0.00
Category Other $0.00 $0.00| $0.00)

Note *- Both budgets will need to be identical.

3.2.3.11.2.  Invoice(s)
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3.2.3.12.  Click on Upload File to attach documents list above

Financial Report Files

Please upload any files neceszary For your finandial repart. This may include finandal transactions, receipts, program income. etc.

Show | 10 ¥ entries Sesrch:

File Name File Size Actions

MNao files are available for download

3.2.3.13. When you are finished, click Submit Report:

Mo files are available for download

Showing 0'to 0 of 0 entries

=]
I
a

Submit Report | ekl

3.2.3.14.  You will be taken back to the Award Detail page, where the Financial
Report will now be recorded under Financial Activities and be in a status
of Pending Approval.

3.2.3.15.  The Financial Report status will change, depending on the approver’s

Financial Activities
o v enriss arch
Financial Report Ii  Reporting Period Date Created Current Status Actions

Financial Report

01

Financial Report
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Here is a link to a complete list of eCivis project statuses: [l eCivis Status Table.docx

Financial Report Statuses:

Status Award Status Action What Action is Required:

Locations: Name: Required By:

Award Pending Approval DSF Review and approve financial report or

Dashboard grant amendment OR request changes
requested

Award Rejected District None

Dashboard

Award Changes District Correct all changes requested by the DSF

Dashboard Requested and re-submit

Award Approved/pending | DSF Complete deposit batches into county

Dashboard payment accounts for the district

Award Approved/Paid DSF/District Final reconciliation of account

Dashboard

NOTE: If the Financial Report status is “Changes Requested”, the reasons for the
change will be found at the top of the Financial Report Details section in the
Financial Report under “Notes from Grantor”.

Financial Report Details e

Note from the grantor:

This payment request is for wark performed through 11/19/21, The Performance Period ended 10/3/21, You need to SUbMIT @ Grant Amendment 1o seek approval 12 extend the Performance Period, Contact your liaison if any guestions, AP

Reparting Period:

11/01/2021 - 12/01/2021
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4.

Activity Reports

4.1. When to submit an Activity Report
4.1.1.  Activity reports are REQUIRED at least quarterly from the Performance
Period Start date; however, it is recommended to be submitted more
often.

[ | v | o | e | s o | o

4.1.1.1.  When submitting an Activity Report, it is recommended that if you
also have an invoice (progress payment) for the same Reporting
Period, that you submit a Financial Report as well. (See Section 3).
4.1.2.  Activity Reports should provide a brief summary on the progress of the
project.

4.2. How to submit an Activity Report
4.2.1. Subrecipients (grantees) or Team Members have the ability to submit an
Activity Report through their eCivis portal.
4.2.2. To complete an Activity Report:
4.2.2.1. From the Award Dashboard, click on Submit Activity Report:

4.2.2.2. You can choose to create a report for a Pending Activity Report

request, or you can simply choose to create a new report by
clicking Continue with New Report:
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4.2.2.3. Click inside the Reporting Period text box and provide the dates of
the reporting period, then click Apply:
a

Activity Report
9

A Dt

4.2.2.4. Click in the Report Narrative text box and provide a brief summary
of the current status of the BRG project. In addition, please upload
any progress reports you have received during the Reporting
Period. When you are finished click on the Submit Report button.

I s sctines

E— S (== ]
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4.2.2.5.

4.2.2.6.

4.2.2.7.

For an Assessment project it is REQUIRED that your Activity
Report include an upload of the assessment report received from
the vendor during the Performance Period.

For a Design project it is REQUIRED that your Activity Report
include an upload of the Design Drawings and Specifications
completed by the Architect/Engineer, as well as the IFB
Solicitation and supporting Construction Bid Documents received
from the Architect/Engineer during the Performance Period and
before advertising for Bid.

For a Construction project that includes Quality
Assurance/Quality Control (QA/Q(C), it is REQUIRED that your
Activity Report include an upload of each QA/QC report received
from the vendor during the Reporting Period specified.

4.2.3.  Activity Report Narrative Examples:

4.2.3.1.

4.2.3.2.

4.2.3.3.

4.2.3.4.

4.2.3.5.

“The old roof has been removed and the new roof is being
installed. Please see the attached the QA/QC report from the
vendor.”

“The project has begun. Walls were torn out to expose metal
supports in the building. Metal is being delivered and we are
preparing for install within the next 2 weeks.”

“The work has been completed and | will be submitting a financial
report.”

“Work was performed DD/MM/YYYY and the final financial report
was submitted on DD/MM/YYYY.”

“Released the PO to vendor, project should begin next week.”
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5. Grant Amendments

5.1. When to submit a Grant Amendment (which includes the former

Change Order Process)
5.1.1.  Grant Amendments need to be submitted when any of the following

occur:

5.1.1.1.
5.1.1.2.
5.1.1.3.
5.1.1.4.
5.1.1.5.

Change orders for change in scope of work, costs, and/or schedule
Additional funds are needed in any budget category

Movement of funds between budget categories

If the amount needed exceeds the actual Award amount

If the project will not be completed by the Award Performance
Period end date of the grant

Note: A SFOB Change Order form signed by the liaison is required prior to the
District issuing a Purchase Order for the additional work stated in the Change

Order.

5.1.2.  Prior to Submitting a Grant Amendment

5.1.2.1.

Please see this website for access to the Grant Amendment
Budget Worksheets for all solicitations, and the DSF Change Order
form. Please download and complete a Grant Amendment Budget
Worksheet and a DSF Change Order form for the solicitation in
which you need a change. Contact your DSF Liaison for assistance
with completing your Grant Amendment Budget worksheet and
the DSF Change Order form to prepare for upload. See section
5.1.3.3 below.
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Note: If there is more than one vendor submitting a request for change, a
change order form per vendor will be needed.

5.1.2.2. These documents may be found on the SFOB website under BRG
Applications/Solicitations. Select the appropriate solicitation File
tab to find the Grant Amendment budget worksheet and Change
Order form per solicitation.

&  ABCUT THE SFDD

BRG Construction BRG APPLICATIONS

tusseen | soonuse | e E souGTATIoNs

SEB BRI SORNGN Do
5 Ecrrent Broas Hers e Pt

Arizona

A  ABOUTTHE SFB  BOARD INFORMATION  SFDPROGRAMS  RESOURCES  MEDIA  DISTRICT ACCESS

BRG Construction BRG APPLICATIONS:
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5.1.2.3.  Fill out the SFOB Change Order form

5.1.2.4. The Project Number is also known as the Award ID or award/contract
number and the Project title also known as the project description. You
can find all that information on your award dashboard on eCivis.

Award Dashboard

Fowvard Daetail

Subirptipient Program: BRG Equipment RegginR
Praject: EaMarana Unfied: Marana High Schoc Awward 1D SFE-ERA-DOGS]
Project Stalion P vid Kenngn - David Kennor I—I
AWard FLaUE, =Tl
description Ptz .
Approved amount: 54 975 X . SFB
T Mo ot it 4TS 20 Project
Tetal Match: Number

Performance period:0L 172021 - 021 1/2022

Paading Tadle

-

;:E Acizapa.School Facilities Board

Project numberJHANGE ORDER
and Description

School Facilities

J Review Required by:
District: (Nome and Address) SFB Project Number: SFB-ERR-006 School District ]
Marana Unified School Destrict Project Description: Design Professional O]
11200 E Grier R ana Unified: Marana High School: Lift Station Pump Contractor
Marang, AZ 85653 Vendor/Supplier OJ
Liaison
School: (Name and Address) Other [
Marana High School Change Order Number: 1
12000 W Emigh Rd Date: 03152021
Tucson, AZ 85743
Who needs
District and to sign
P the reoson for the chonge)
School .49 before Tax and shipping. The additional amount
ng $808.51.

» of excluded space totaling $533.14

Original Contract Sum: 5452749 (s)

[P S ST T Y SO 1P T S S T s nnn e
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5.1.2.5.  Enter the Change order number, the date the change order was
created, and the Change order description. All of this information

will be indicated on the vendor’s request for change

-

EL

School Facilities

Arizona School Facilities Board
CHANGE ORDER

Change order number
and date of the

w Required by:

Dikstrict: (Name and Address) SFB Proje School District
Wl U nifiosd Selusod Drstret Projec request igrn Prafessfomf =
11290 E Grier Rd I.iarana prl Contractor [
Miaramna, &2 &5553% / Vender/Supplier O

Ligison
School: (Mame ond Addness) Other

Change Order r: 1
Drate: D3MNS2021

Project Description
of the Change order

The Contract is changed as follows:
(Frclude o bl aesoriphon ﬂfrhg“huru"\' and the reoson _fo. thee claamge )

Griginal Quoted price was 54 627 .49 before Tax and S-hippmg. The additional amount

covers the tax and shipping totaling $808.51.

District will be responsible for 20% of excluded space totaling $533.14

Original Contract Sum: S 482749

i)

5.1.2.6.  Change Order budget section
Original Contract Sum: Refer to the budget category in the
eCivis budget that applies to the change order to find the
original contract sum or also known as the original

5.1.2.6.1.

5.1.2.6.2.

budgeted amount.

Net Change by previously Authorized Change order:
If the vendor had prior change orders, enter the

combined total amount of previous change orders in the
Net Change by Previously Authorized Change Order line.
Otherwise enter $0.00
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Met Change by Previously Authorized Change Orders

()

50,00

e o
Contract Sum will be -!IJrI(J'rQLI sed, dec chu'!!, or u.'gmmff'rﬂ: £ 808 51 Ll'f} TRET CRLACA AT
New Contract Sum § 5.436.00 3}
Contract Schedule will be fing .rrc'u sed, die rgrﬂ'd, or unghangedff: o (wearkdays)

Deziripuon uni  Unitdedt  Eatendod Com

T watil an authomied sagnalure 3
wnge Order also requires signoture
IF A SCHOOL DISTRICT APPROVES [If
UE THE BOWRD [The Bowrd” for the purposes
TRICT £ ROCSPONSIBLE FOR THE COST

evk defined in the Chonge Order].

Ext ot

Design Totals: 000
Date

(41

o

1700 West Washingtan Street Suite 104 Phoenis, Arizona 85007 602 5426501 p 602.542 6529 f

5.1.2.6.3.

5.1.2.6.4.

5.1.2.6.5.

5.1.2.6.6.

Contract sum prior to this change: This is equal to the
Original Contract Sum + Net Change by previously

Authorized Change order amounts and will automatically

calculate.

Contract sum will be: Please select how this change order
will affect this project. Will it be increased, decreased, or

unchanged? Then enter the amount of the “this” change
order

New Contract Sum: Will automatically calculate once
change order amount is entered.

Contract Schedule: Please select how the contract
schedule will affect this project. Will it be increased,
decreased, or unchanged? Then enter the number of
workdays to complete the contract.

5.1.2.6.6.1. See Section 5.1.3.2.3.1. How to Submit a Grant

Amendment; Performance Period End Date Change
needed
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The Contract is changed as follows:
(tmelude a brief deseription of the cha e o el

Change order request for ag How will this es (see attached).
change order affect

your project

§ 236,725.00 (3)
Net Change by Previous! § 0,00 {5
oy o "3 e e Ly ¢ e o e o
Contract Sum will be (in nsed, decréased, or un?hangtd,l: $ 35,980.00 {) Jres cranim st
Al -~

Contract Schedule will be r.'rr:v?ased, dscﬁ?aiei or un%a w0 __ (workdays)
Signatures: Change Order amount
(This Change Order daes not prowvide Mzed signature is affived by
Sehood Districe, Design Professianal, G b requires authasization, in

writing, by o representative of the AZSEB staff.)
5.1.2.6.7.  Signatures: All required signatures must be acquired prior
to sending the change order form for review to your
liaison.

Signatures:
This Change Order does not provide for the consideration of any changes in Contract Sum or Time until an authorized signature is
affixed by School District, Design Professional, Contractor, and Vendor/Supplier. This Change Order also requires signature
authorization by a representative of the SFOB staff. Pursuant to A.R.S. 15-2001.J.2., IF A SCHOOL DISTRICT APPROVES (If
the District has issued a purchase order or started the work) WORK REFERENCED IN A CHANGE ORDER BEFORE THE BOARD ('The Board' for the purposes
of this Change Order is interchangeable with 'ADOA Staff’) APPROVES THE CHANGE ORDER, THE SCHOOL DISTRICT IS RESPONSIBLE FOR THE COST
AND CONSTRUCTION OF THE PROJECT ('The Project’ is defined for the purposes of the Change Order as the work defined in the Change Order).

Entity Name (Print Please) Signature Date
School District: |derry Wood | Digitally signed by Wood
Date: 2022.04.18
Wood 132104 0700 04/18/2022
Design Professional: [Lance Brown | e
Lance Brown RTINS (222022
Contractor: | | E TIO 02/21/2022
Doug Yearout L 7 oot Vajal/f4aVasa

Vendor/Supplier: [ | E

Liaison: | | r’

100 N. 15th Ave., 3rd Floor | Phoenix, AZ 85007 | 602.542.6501 p 602.542.6529 f

5.1.2.7. Grant Amendment Budget Worksheet

5.1.2.7.1.  Click the Grant Amendment Budget Worksheet document
and then Select the “enable edit” button on the excel
sheet.
5.1.2.7.2.  Have the existing eCivis budget available while completing
the Grant Amendment. You can access this from “My
Awards”
5.1.2.7.2.1.  Select your project under grant title
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Award Dast

Award Detal

Subreciphent: Wi

Approval Datesis

Approved smount: 555

or-Fedetsl Awerd: $93.7

Total Match:§

Performance period

Pervding Tazk:

Tk Type

ALEWTY RGO R4QUETT

Anoncal Report Request

Clipboard
A3 - fe
A

DOara

5.1.2.7.2.2.  Then select “View Budget” —this will be the current

awarded budget

(T ) T ro—
»

Program: 55

Aveard 1D

Dus Date Actians
-
" -
2620 s
0228202 =

5.1.2.7.3.  You will need to enter the BRG award contract number in
cell B3, the change order number in cell D3 and the

percentage of excluded space in cell G3.

Font - Alignment Number

SFB Project/Award number:

B c D E F G H |

SFB Grant Amendment Budget Worksheet

Instructions: Complete this SFB Budget Worksheet for each Grant A di and upload/submit through eCivis when requesting a Grant
Amendment.
2 Only enter data in blue cells.
" Total % of excluded space:
N Change Enter whole numbers only. Do
SFB Pro“Ed/Award CONST-XXXXX N Order 1 not enter a % or decimal point. %
number: number(s)' Example: for 12% enter "12"; if
3 none enter "0"
4 Current eCivis Budget Requested Amended Budget
- Enter the Amounts currently approved in eCivis. e A "
- Verify that the amounts in the gray cells represent | nier new Amounts requested. . .
. - Enter amounts from the green columns into eCivis.
s the current eCivis Budget.
Cost Share Cost Share
Current eCivis Direct Cost (District portion Requested Direct Cost (District portion | Difference (for

Budget (SFB portion) |due to excluded Budget (SFB portion) | due to excluded | reference only)
[ space) space)
7 Construction $0.00 $0.00 $0.00 $0.00 $0.00]
8 Remediation $0.00 $0.00 $0.00 $0.00 $0.00]
9 Temporary repairs / rentals $0.00 $0.00 $0.00 $0.00 $0.00]
10 Construction administration $0.00 $0.00| $0.00 $0.00, $0.00)
11 Qa/Qc $0.00] $0.00| $0.00 $0.00| $0.00)
12 Remediation oversight $0.00 $0.00 $0.00 $0.00 $0.00)
13 Other $0.00 $0.00 $0.00 $0.00 $0.00]
14 Totals: $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $o0.00
15
16

5.1.2.7.4.  Enter the Direct cost of each Budget category into the
Current eCivis Budget column (blue column on the left )

from the eCivis budget. (as seenin 5.1.2.3.2)
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Clipboard . Font Alignment . Number

A3 - f+ | SFB Project/Award number:

A B c D E F G H
1 SFB Grant Amendment Budget Worksheet
Instructions: Complete this SFB Budget Worksheet for each Grant Amendment and upload/submit through eCivis when requesting a Grant
Amendment.
2 Only enter data in blue cells.
Total % of excluded space:
. Change
SFB Pro;ect/Award g Enter whole numbers only. Do
b CONST-XXXXX |Order not enter a % or decimal point.
number: . Hyoh,
number“)_. Example: for 12% enter "12"; if
3 none enter "0"
4 Current eCivis Budget Requested Amended Budget
Enter the Amounts currently approved in eCivis.
. . Enter new Amounts requested.
Verify that the amounts in the gray cells represent . .
. Enter amounts from the green columns into eCivis.
5 the current eCivis Budget
Cost Share
Current eCivis Direct Cost (District portion
Budget (SFB portion) | due to exclude
6
7 Construction $0.00
8 Remediation $0.00
9 Temporary repairs / rentals $0.00
10 Construction administration $0.00]
11 aafac $0.00 X
12 Remediation oversight $0.00 . [
13 Other $0.00 00| I -
14 Totals: 50.00 s0.00 4 —_— = :
15

16

5.1.2.7.5.  Verify the numbers entered in the Current eCivis Budget
column with those from the ecivis budget for accuracy.

5.1.2.7.6.  Next enter the Requested Budget in column E. This is the
current budgeted amount plus the amount of the change
order.

5.1.2.7.7.  Enter the requested budget amount in the requested
budget column for each budget category. If there is no
change in the contract amount enter in the original budget
amount for each budget category. The “Difference (for
reference only)” column will be the same as your change
order amount in each category. If no change is needed in a
category the “Difference (for reference only)” column will
reflect $0.00.

Note * If the project has been awarded contingency funding, enter the contingency amount in
the current eCivis budget column. Then reduce the amount of the contingency funding in the
requested budget column by the amount of the change order. If there is not enough
contingency funding to cover the change order, enter $0.00 for contingency in the requested
budget column. Additional funding will be awarded via the grant amendment to cover the full
change order amount.
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A B Cc D E F G H

1 SFB Grant Amendment Budget Worksheet
Instructions: Complete this SFB Budget Worksheet for each Grant A di t and upload/submit through eCivis when requesting a Grant
Amendment.
2 Only enter data in blue cells.
h Total % of excluded space:
Change Enter whole numbers only. Do
SFB Prnfe“/Awm-d CONST-00335 |Order 2 not enter a % or decimal point. 0
number: number{s}' Example: for 12% enter "12"; if
3 none enter "0" |
4 Current eCivis Budget Requested Amended Budget
- Enter the Amounts currently approved in eCivis.
. . - Enter new Amounts requested.
- Verify that the amounts in the gray cells represent N .
L. - Enter amounts from the green columns into ecCivis.
5 the current eCivis Budget.
Cost Share Cost Share
Current eCivis Direct Cost | (District portion | Requested Direct Cost | (District portion | Difference (for
Budget (SFB portion) | due to excluded Budget (SFB portion) | due to excluded | reference only)
6 space) space)
7 Construction 594,939.00 $94,939.00 $0.00 J 5109,751.91 $109,751.91 $0.00 $14,812.91]
8 Remediation $0.00 s0.00§ $0.00 $0.00| 50.00
T
School: (Name and Addess) other O |; $0.00 $0.00| $0.00
Glen L. Downs School Change Order Number:  CO2 $3,825.50 $3,825.50 $0.00| 50.00
3600 N 47th Ave Date:  oenazozt 00 $0.00 $0.00| $0.00
Phoenix, AZ 85031 00 $0.00 $0.00| 50.00)
.00 $0.00 $0.00| $0.00
00 $113,577.41 $113,577.41 s0.00|  $14,812.91
The Contract is changed as follows:

(include  brief descrintion of the change and the reasan for the change)
After starting the trench per approved plans, discovered electric conduits runni
across the area of the storm drain. We have to lower the entire storm pipe 1.
the orginal plans. This requires lowering the storm drain existing headwall
into the retention basis and ultimatalv the drvwell. Need to lower the bottorgfof the

Original Contract Surn: (s
Net Change by Previously Authorized Change Orders: {5)
Contract Sum Prior to this Change: (%)
Contraet Sum will be o) =) i
New Contract Sum: § 108,751.91 {5 I
Contract Schedule will be finc 2 = ﬁ

—

Signatures:
This Change Order does not provide for the consideration of any changes In Contract Sum or Time until an authorized signatul
offixed by School Districe, Design Professional, Controctor, and Vendor/Supplier. This Change Order also requires signof
authorization by o representative of the AZSFE stoff. Pursuont to ARS. 15-2001J2. W A SCHOOL DISTRICT APPROV

5.1.2.7.8.  Save the DSF Grant Amendment budget worksheet and
upload it to the upload documents section on your Grant
Amendment page.

5.1.2.8.  Upon Liaison signature on the DSF Change Order Form, proceed to
eCivis to submit a Grant Amendment

Signatures:
This Change Order does not provide for the consideration of any changes in Contract Sum or Time until an authorized signature is
offixed by School District, Design Professional, Contractor, and Vendor/Supplier. This Change Order also requires signature
authorization by a representative of the SFOB staff. Pursuant to A.R.S. 15-2001.1.2., IF A SCHOOL DISTRICT APPROVES (f
the District hs issued a purchase order or started the work) WORK REFERENCED IN A CHANGE ORDER BEFORE THE BOARD ('The Board for the purposes
of this Change Order is interchangeable with "ADOA Staff’) APPROVES THE CHANGE ORDER, THE SCHOOL DISTRICT IS RESPONSIBLE FOR THE COST
AND CONSTRUCTION OF THE PROJECT ('The Project” s defined for the purposes of the Change Order as the work defined in the Change Order).

Entity Name (Print Please) Signature Date
School District: T
Jerry Wood _\_)
Y 7~ ) 71712022
Design Professional: Lance Brown Ty sy i

(—LQC‘eJBrow‘ns
Contractor: Dave Metz \\ ) A /‘
AL XN of 2 [rwte
o

07/07/2022

Vendor/Supplier:

Liaison:

Shawn H Masel Sthawwn Waadd 7/13/12022

100 N. 15th Ave., 3rd Floor | Phoenix, AZ 85007 | 602.542.6501 p 602.542.6529 f
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5.1.3.

5.1.3.1. Grant amendments must be submitted for financial or
programmatic changes.

5.1.3.2. To complete a grant amendment:

*Note: Grantees can only submit one grant amendment at a time. Once approved,
grantees may submit an additional grant amendment.

5.1.3.2.1.  From your Award Dashboard, click on Request Grant
Amendment:
5.1.3.2.2.  There are three sections of the Grant Amendment:
5.1.3.2.2.1.  Award details
5.1.3.2.2.2.  Financial information
5.1.3.2.2.3.  Attach files

5.1.3.2.3.  In Award Details, review all information and enter your
District's EIN (tax ID number)

*Note: If your project needs a Performance End date extension you will be REQUIRED to
change the Performance Period End Date in the Award Details section to match the number of
additional work days stated on your DSF Change Order form. If the additional work days DO
NOT extend past the Performance Period End Date, NO action is required.

5.1.3.2.3.1.  Performance Period End Date Change needed
5.1.3.2.3.1.1.  Number of “workdays” the project needs to
be extended beyond the current
Performance Period End Date, as seen on
the awards details page of the Grant
Amendment
5.1.3.2.3.1.2.  Utilize the www.timeanddate.com
5.1.3.2.3.1.2.1.  The Date to Date Calculator option
to calculate date to date timeframe
5.1.3.2.3.1.2.2.  Please specify in the Change Order
description section of your DSF
Change Order Form the total
number of workdays needed and the
specific date you need to extend the
project.

Page 33 of 51


http://www.timeanddate.com

5.1.3.2.3.1.3.  Fill in DSF Change Order form with the
number of workdays to be
increase/decreased

5.1.3.2.3.1.4.  On the awards details page of the Grant
Amendment, enter newly determined date
that the project needs to be extended to for
completion

5.1.3.2.3.2.  Click “Save and Continue”

5.1.3.2.3.3.  If the Grant Amendment includes a budget
adjustment, check the box below titled “This
amendment includes a financial change.” Then click
“Continue”.

*Note - Once the box is checked, your grant award budget will appear. You can
now open budget line items and request the budget adjustment. If this Grant
Amendmendment DOES NOT include a Financial change, Click “Save and
Continue”.
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ATTACH FILES

uuuuuuuuuuuuu

nnnnnnnnnnnnnnnn

5.1.3.2.3.4. Once in the Financial Information section, the data
fields will auto-populate from the budget that was
created during the application process.
5.1.3.2.3.5.  If you would like to change any of the fields on this
page:
5.1.3.2.3.5.1.  Click the budget category name to open up
the budget category for adjustment.
5.1.3.2.3.5.2.  Click the "Add Row” icon to add a new line
for the change you are requesting.

5.1.3.2.3.5.3.  Fillin all sections with information specific
to the budget change needed (DO NOT
CHANGE the original budget line). Please
refer to your DSF Grant Amendment Budget
Worksheet for the details to fill in this
section.

5.1.3.2.3.6.  If your project includes awarded Contingency, there
is no need to “Add a Row”, you will need to modify
the Cost section to be equal to the Awarded
Contingency amount minus the dollar amount of
the change to the project. Please refer to your
Grant Amendment Budget Worksheet for the new
Contingency amount to enter. (Requested Budget).

*NOTE: Always be sure to first reduce the Contingency amount if/when funds are
available in this category.
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1. Equipment Repair/Replacement

5.1.3.2.3.7.  Once all budget changes to all categories are made,
click the “Save Changes” button.
5.1.3.2.3.8.  Once completed, scroll down and provide a budget

narrative of the amendment request. Click “Save
Narrative”, then the “Continue” button to move
onto the next section of the grant amendment,
“Attach Files”.
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5.1.3.2.4.  The last stage of the grant amendment is Attach Files. Here
you can upload files and/or provide additional grant
amendment narrative.
5.1.3.3. REQUIRED Files to upload:
5.1.3.3.1.  DSF Change Order Form (click here for the form download)

5.1.3.3.1.1. Complete the Change order form, including all
pertinent entity signatures
5.1.3.3.1.2.  Email the completed form, including all supporting
documentation from the vendor to your liaison for
review and final signature
5.1.3.3.1.3.  Once it has been approved, signed, and returned
from the liaison, upload the fully executed and
signed Change Order with your Grant Amendment
5.1.3.3.2. Grant Amendment Budget Worksheet “Solicitation type”
(Click here for the forms download by solicitation type - in
the Files tab)

BRG Assessment
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5.1.3.3.3.  Include all supporting documentation from the Project
Vendor including but not limited to a Revised
Quote/proposal, an updated Project Schedule, a
Vendor/District justification letter pictures, or other
supporting documents to justify the new request

5.1.3.3.4.  When complete, click “Submit Amendment”.

5.1.3.3.5.  You will be taken back to the Award Detail page, where the
Grant Amendment will now be recorded under Award
Amendments and be in “Pending Approval” status.

Award Amendments

*NOTE: Grantees can only submit one grant amendment at a time. Once approved, grantees
may submit an additional grant amendment.

5.1.3.3.6. The Grant Amendment status will change, depending on
the approver’s actions:
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Here is a link to a complete list of eCivis project statuses: [l eCivis Status Table.docx

Grant Amendment statuses:

Award Dashboard Draft District District needs to complete and submit Grant
Amendment/ Financial Report/ Activity

Award Dashboard Pending Approval DSF Review and approve or reject a financial report
or grant amendment OR Request corrections be
made

Award Dashboard Rejected District None

Award Dashboard Changes Requested | District Correct all changes requested by the DSF and
re-submit

Award Dashboard Approved District Work and complete project within the 1 year

Performance Period by submitting Financial
Reports for Reimbursement, Grant Amendments
for necessary Change Orders and Activity
Reports for quarterly project status updates

6. Final Financial Report and Project Closeout Procedure

6.1.1.

6.1.2.

A Financial Report is a request for disbursement of funds.
Reimbursement requests can only be submitted starting in the Quarter of
the Fiscal Year for which your award was allocated (when applicable). This
is added by the DSF to the beginning of the Project Title once the project

has been awarded. (i.e. FY22 Q4)

The Final Financial Report is a final request for disbursement of funds will
close out the project. The Final Financial Report and Project Closeout
should be processed within the Project Performance Period dates.
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https://docs.google.com/document/d/11NhdKUQW4qQ-niza2B22_ebHugrka6EE/edit?usp=sharing&ouid=105858003819075866261&rtpof=true&sd=true

Note: When submitting your FINAL or ONLY invoice for a project, from the
Award Dashboard choose the “Award Closeout” button to proceed.

Note: If the final invoice being submitted for reimbursement does not exceed the
Award amount, but requires the use of Contingency Funds or Supplemental
funding, a DSF Change Order form is required first. Be sure to secure appropriate
signatures including the assigned DSF Liaison, and upload the change order form
into a Grant Amendment. The Grant Amendment Submittal process as seen in
Section 5, must be submitted and approved prior to completing the Final
Financial Report.

6.1.3.  If all project invoices have been received and submitted for
reimbursement, but the project is still in “Awarded” status and open in
eCivis, then the final step for the project is to submit an “Award Closeout”
(see top of Project Dashboard for “Award Closeout” button).

ard Dashboard

Subraciplont Tambstana Schoals Program: B3G

el for ADA Complance 20 02020110 Awrard 10z BRG-A5N

6.2. How to submit a Final Financial Report and Project Closeout

Note: Both the ‘Submit Financial Report’ and the ‘Award Closeout’ buttons
perform the same financial function for reimbursement, the only
difference is that the ‘Award Closeout’ button will close out the project
and return any unused funds.

Note: A WARNING! box will appear when you choose the ‘Award Closeout’
button indicating you are initiating the closeout process.
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Note: Subrecipients (grantees) or Team members have the ability to submit
a Financial Report through their eCivis portal.

6.2.1.  Scroll down to the “Award Activities” Section to review Financial Reports
previously submitted to verify that you have submitted all invoices for
reimbursement

Award Aclivilies

i Ik

6.2.2.  Under “Actions”, select “View Report” - this will provide the Approved
and/Paid Financial Reports completed to date
NOTE: If any financial reports are in “Pending Approval” Status, you must
wait until they are “Approved/Paid” before proceeding to the next steps
NOTE: If any financial reports are in “Changes Requested” Status, you
must complete the change requested and then wait until they are
“Approved/Paid” (if reimbursement has been requested) before
proceeding to the next steps.
NOTE: If unsure, reach out to your DSF Liaison for assistance.

6.2.3.  Select the “Award Closeout” button at the top of your screen

6.2.4. Choose “OK” to start the Award Closeout process

[
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Financlal Report Detalls

) reimbursement Raquest

Match Match Remaining

Approved

6.2.5.

6.2.6.

6.2.7.

6.2.8.
6.2.9.

6.
6.

You will see a RED highlight section above the budget section advising you
that this is your Final Financial Report as this project will be closed out
once all budget and documents sections have been completed.
Fill in the “Reporting Period” (period of time the vendor has billed for
services rendered).
Fill in the “Spend” column of the category in which you are submitting an
invoice and check the “Reimbursement Request” box to ensure you are
reimbursed your awarded grant funds.
Complete your Financial Report Narrative
Upload your supporting documentation
2.9.1.
2.9.2.

Copy of the Project Invoice

Copy of the DSF Budget Worksheet equal to the amount of the
invoice - Percentage of excluded space needs to be the same as the
percentage of excluded space provided in the original application
and ESS ID.
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NOTE: If you have completed submitting all your Financial Reports previously and have
been reimbursed all project dollars that have been invoiced to you from your awarded
vendor, then this process will be completed for $0 in the spend column and you are
NOT to select the Reimbursement box, nor need to upload any documents.

Financlal Report Narrative *

Financial Report Files

Uit File @b

6.2.10.  Click “Submit Report”

Sulbymit Repart Cancel

6.2.11.  Click “OK” to agree that you are sure this is your Final Financial Report.
The Warning! Box will also advise of the dollar amount of unused grant
funds (if there is any) that will be returned to the DSF BRG Grant Fund.
This ACTION will initiate the CLOSEOUT Process.
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6.2.12.  This will take you back to the Project Award Dashboard and you will
notice that the project Award Status has changed to “Closeout” and the
only buttons left available for viewing only are “View Budget” and “View
Files”

Award Detall View Budget m

Subrecipient Tombstans Scheal: Program: 836 Azzezzment

Project: &4 Aveard (D: 2RG-AEM

Awsard Status: Cozeout

Appraval Date:

Approved amount: 33 .

ata Mon-Sederal Award: $3.720.0

Total Match:s

Performance period:1 (R0

This award has begun closeout. During this time you may not compléte further tasks or reporting. Your grantor 15 currently reviewding your final report. Please contact them directiy if you have any questions
during this process.

6.2.13. The Award Activities section will show that the Financial Report just
submitted is in “Pending Approval” Status

Award Activitics

Report Reporting Period Created By L Date Created Current Status Actions

financial Repom HSIONE SEhODiS Approsed ¢ Pald Wi Report

Hnancial Regort 2/0%/2020 - 123 Terrbztone Schocis 12172921 Changes Requasted View Repart

fnancial Regort 02/02:2022 Torbstone Schoois 02/0272022 Pending Apgreres View Repare
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Here is a link to a complete list of eCivis project statuses: [ eCivis Status Table.docx

6.2.14. Financial Report Statuses:

Status Award Status Action What Action is Required:

Locations: Name: Required By:

Award Pending Approval | DSF Review and approve financial report or

Dashboard grant amendment OR request changes
requested

Award Rejected District None

Dashboard

Award Changes District Correct all changes requested by the

Dashboard | Requested DSF and re-submit

Award Approved/pending | DSF Complete deposit batches into county

Dashboard | payment accounts for the district

Award Approved/Paid DSF/District Final reconciliation of account

Dashboard

6.2.15.  Project Closeout Statuses:

My Awards | Closeout DSF Review and approve Award
Closeout Financial report and return
unencumbered projects dollars

My Awards | Closed DSF/District Ensuring Deposits made into District
County account and Maintain
records for historical data on project
previously submitted
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7. Disbursement Verification Process

7.1. How to determine reimbursement status
7.1.1.  Navigate to the DSF website, and click on “District Access”

ERIGNG —

o {y

4 ABOUTUS BOARDINFORMATION PROGRAMS RESOURCES MEDIA  DISTRICTAGCESS

BRG APPLICATIONS

New School Facilities

7.1.1.1. Loginto your District Access account

NOTE: If you do not have a login username or password, please choose to “ Create Account”

LOGIN
Enter User Name (email address) and password to login

User: [smasei@azsigov
[
Enter User (Email address) and Password to login.

If you are new to the SFB District Access website, click the "Create Account" button below.

The application requires that the i attest that the i
employees of the district.

ion is accurate and has been completed and submitted by authorized

This is in compliance with the following SFB Policy.
SFB Policy IX.Building Renewal Grant Fund
B.Applications(Adopted October 2, 2008, Modified August 6, 2014)
A strict may submit a request for monies from the Bilding Renewal Grant Fund to SFB staff.

[Login] [ Forgot Password | | Create Account.. |

7.1.1.2.  Once logged in, you will be directed to your District Dashboard

Main Accounting Facilties Reports Annual Reporting Grants

2 as iod Distr K.
Acgess Tucson Unified District

DISTRICT DASHBOARD
Action Items Overview

eCivis Application Links

eCivis Portal Access SFB ESS Links
. BRG Assessment Application
. BRG Design Application
— . . Manage Awards
@ : M‘WDF’"?‘Q“‘?” @ . Continue Current @ - SEB ESS Project Lookup
. BRG Construction Application Anplication
. BRG Equipment A
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7.1.1.3.  From the Grant Menu on the top of the screen, choose the ESS
District Pmt History option and/or the County Pmt History option
(see Section 7.1.1.4. below)

| Grasn

e Ryroeey Gl famey e Dppeiag

Dl Reosnie Iaea e Sy

whnns Applcabicn Links

alivin Portal Accais
« BRG Assesarment Applcalion

7.1.1.3.1. These batches are the deposits into your district's county
account from all “Approved/Paid” eCivis Financial Reports
submitted by your district.

7.1.1.3.2. The most recent payment history is at the top of the list.
This information can easily be copied and pasted into an
“Excel” or “Sheet” spreadsheet platform for sorting and

manipulating.
SFB wain SFBESS
eCivis Support System
Payment Processing - District Payment Lookup
Tucson Unified District ~
District Payment History
Batch Number Award/Contract # Status Amount Status Date
194 SFE-ERR-02275 In Process $18,322.93 512312022
189 BRG-CONST-01178 Paid §1,025.00 5/18/2022
138 BRG-CONST-00304 Paid $21,713.00 5/1812022
187 BRG-CONST-00292 Paid $10476.00 5/1712022
187 BRG-CONST-00440 Paid $10,37163 51712022
182 BRG-CONST-00212 Paid $6.780.01 42912022
182 BRG-CONST-00269 Paid 5622654 42912022
182 BRG-CONST-00459 Paid $76,654.70 42912022
181 BRG-CONST-00379 Paid $52,835.00 42112022
177 BRG-DSGN-00493 Paid 59,520.00 4132022
77 SFB-ERR-01175 Paid $22,660.00 4132022
176 BRG-DSGN-00493 Paid 59,520.00 41132022
173 BRG-ASMNT-00440 Paid $5.468.00 41812022
171 BRG-CONST-00213 Paid 54198261 41412022

7.1.1.3.3. For more detailed information, click the “Printable Details”
button for each payment. Information provided is the
Batch #, Warrant Number, Warrant Date, School name,
Project Title, Award # and State fund allocation for 691
(total amount of the invoice submitted in eCivis Financial
Report).
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Division of School Facilities Building Renewal Grant

SFB - BRG-2021
Bach No: 189

Award Motification
202205132277411
5/13/2022

Warrant No:

Warrant Date:
District.  Tucson Unified District
The amount awarded has been sent to the County Treasurer for deposit in the district's Fund 691, Building Renewal Grant
Fund as designated below The district has agreed to the terms and conditions for acceptance of monies from the Fund(s),
including the submission of eCivis Financial Report.

School

Project

Total State Allocation

Award # Fund 691

Robison Elementary School

7.1.1.3.4.

Reports You Want to Recieve

Select Report | Report Name

EA-Robison Fire Alarm Replacement

BRG-CONST-01178 $1.025.00

If you are not currently receiving this document via email,
please go back to your “User Profile” under the “Main”
menu on the homepage and choose “User Profile”. Next
select the following 2 reports under “Reports you want to
receive” section:
e District Award Notification - New Construction
e District Award Notification - Other Projects
e Then select “Save Profile”
e You will now receive email notifications when
deposits are made to your 691 district county
account.

Save Profile

Report

Report Description Example

O County Transfer Notification - New Construction

County Transfer Notification - Other Projects

(W

District Award Notification - New Construction

District Award Notification - Other Projects

Save Selected

County Transfer Notification (Selecting this option will result in E-mail netifications for payments to all school districts in the county)
County Transfer Notification (Selecting this optien will result in E-mail netifications for payments to all school districts in the county)
District Payment Award Notification - New Construction

District Payment Award Notification - All other project types

Example Report

Example Report

Example Report

Example Report
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Here is a link to a complete list of eCivis project statuses: [l eCivis Status Table.docx

7.1.1.3.5. ESS District/County Payment History Statuses:

Payment In Process DSF Complete deposit bat.ches ir.mt.o cc.)unty.
Processing - accounts for the ,(,jIStrICt; eCivis F!qanC|aI
District/County Report stl?tus of “Approved/Awaiting
Payment Lookup Payment
Dashboard
Payment Paid DSF/District Final reconciliation of account; eCivis Financial
Processing - Report status of “Approved/Paid”
District/County
Payment Lookup
Dashboard

7.1.1.4. From the Grant Menu on the top of the screen, choose the ESS
County Pmt History option

eCivis Support System

Payment Processing - County Payment Lookup

County BRG Payment History

7.1.1.4.1. Select Vendor (County your district is in)

SFB  uwe warss
eCivis Support System

Pyt Procesaing - County Payrreet Lookug

oty BRG Payrees! Heplory

7.1.1.4.2.  This information provides all the districts in your county
and their eCivis Financial Report deposits by Batches
submitted.
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Payment Processing - County Payment Lookup

County BRG Payment History

Batch Number Status District District Amount | Warrant Date Warrant Number Warrant Amount Edit
194 In Process Marana Unified District $1,875.00 5000
194 In Process Marana Unified District $3799.07 50,00
194 In Process Marana Unified District 17,287 21 $0.00
194 In Process Tucson Unified District $18322.93 $0.00
193 Paid Tanque Verde Unifled District $3,560.00 | 5/20/2022 202205202285992 28,560 00
193 Paid Marana Unified District 525,000.00 | 5/20/2022 202205202285992 $28,560.00
192 Paid Marana Unified District $18,302.00 | 5/20/2022 202205202285992 552,03276
192 Paid Ajo Unified District $30,410 76 | 52012022 202205202285992 52,0276
192 Paid Tanque Verde Unified District $3,320.00 | 5/20/2022 202205202285992 $52,03276
191 Paid Sunnyside Unified District $6,520.50 | 5/13/2022 202205132277411 $6,520 50
190 Paid Marana Unified District $10,735.00 | 5/13/2022 202205132277411 $17,090 47
190 Paid Marana Unified District $6,355.47 | 5/13/2022 202205132277411 $17,090.47
189 Paid Tangue Verde Unified District $15,294.00 | 5/13/2022 202205132277411 $433,102.75
189 Paid Sunnyside Unified District $403,310.00 | 5/13/2022 2022051322774 43310275
189 Paid Tueson Unified District $1,025.00 | 5/13/2022 202205132277411 543310275
189 Paid Marana Unified District $13,473.75| 5/13/2022 202205132277411 5433,102.75
188 Paid Marana Unified District $5,625.00 | 5/13/2022 202205132277411 48,692 50
188 Paid Tucson Unified District 521,713.00| 5/13/2022 202205132277411 $48,692.50
188 Paid Tangue Verde Unified District $10,290.50 | 5/13/2022 202205132277411 $48,692.50
188 Paid Marana Unified District $5,184.00 | 5/13/2022 2022051322774 48,692 50
188 Paid Marana Unified District $5,880.00 | 5/13/2022 202205132277411 $48,692 50
187 Paid Tucson Unified District $10,476.00 | 5/12/2022 202205122276191 $36,035.03
187 Paid Tanque Verde Unifled District $5,130.00 | 5/12/2022 202205122276191 $36,035.03
187 Paid Tucson Unified District $10,371.63 | 5/12/2022 202205122276191 $35,035.03

7.1.1.4.3. For more detailed information, click on the “Printable
Details” button for each payment. Information provided is
the Batch #, Warrant Number, Warrant Date, District
Name, CTD, Award # and State fund allocation for 691
(total amount of the invoice(s) submitted in eCivis

Financial Report per project).

Division of School Facilities Building Renewal Grant
SFE - CTD-691-08 County Treasurer Distribution
Bach No: 143 Warrant Mo: 202201112063630

Warrant Date: 111112022
Cochise County Treasurar ko

Flease deposit the total amownt for each district listed into the district’s Fund 691, Building Renewal Grant Fund

District CTD Award # Total State Allocation Fund 691
Tombstone Unified District 020201 BRG-CONST-D0Z28 31.837.74
Total Amount for Tombstone Unified District §51,837.74

MNaco Elementary District 020323 SFB-ERR-01217 $11,407 .00
Total Amount for Naco Elementary District $11,407.00
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Here is a link to a complete list of eCivis project statuses: [ eCivis Status Table.docx

7.1.1.4.4.  ESS District/County Payment History Statuses:

Payment In Process DSF Complete deposit batches into county
Processing - accounts for the district; eCivis F.in'ancial
District/County Report stf\tus of “Approved/Awaiting
Payment Lookup Payment
Dashboard
Payment Paid DSF/District Final reconciliation of account; eCivis
Processing - Financial Report status of “Approved/Paid”
District/County
Payment Lookup
Dashboard

8. DSF Building Renewal Grant Glossary
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