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1 Introduction

AE101: Getting Started — Navigating AMIS (for CDFI Fund External Users) is a
pre-requisite for this training manual.

An Award Recipient (Recipient) that has received a CDFI/NACA Technical Assistance (TA) and/or
Financial Assistance (FA) from the CDFI Fund is required to submit reports as required by the Assistance
Agreement.

The objective of this guidance document is to provide CDFI/NACA Award Recipients with instructions on
how to complete and submit their compliance reports online within AMIS. Please refer to the AE101:
Getting Started — Navigating AMIS (for CDFI Fund External Users) training manual on how to navigate in
AMIS.

To make the best use of this guidance, Users should have a copy of the Assistance Agreement available
for reference for each CDFI Program award.

2 Types of Reports

2.1 Institutional (Organization) vs. Award Specific Reports

Throughout the period of performance covered by the Recipient’s Assistance Agreement, the Recipient
must provide to the CDFI Fund an Annual Report, which comprises two parts: Financial Condition Report
and Performance Report. Each of these reports may be comprised of multiple components. Reporting
requirements are listed in the Assistance Agreement.

Reports that may be required at the Institution/Organization level include:
e Financial Statement Audit Report
e A-133/Single Audit Report
e Shareholder Report

Additional required reports may include:
e Performance Goals and Measures Report
e Uses of FA or Uses of TA Report
e SF-425 Report
e Certification Status Report
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The Reporting Schedule is a central location in AMIS that allows you to track and monitor reports that
are due to the CDFI Fund across your Award(s). It allows you to track the reports due dates, and to

monitor if the reports have been submitted.

1.

Log into AMIS.

2. Click on the Reporting Schedule tab.

lome Cwganirstons Contscts  Serdice Requests  App Launcher  Awear

Vet Organizanin 1w

£ Home

T Rl Sl

Click on the Go! button

Recent Reporfing Schadule

to view all reports.

Wiy rmoanl recondy, CHoi Go of 5abecta vir Tom Ton drogpedionn 1o despilary secoeds

e

Figure 1. Reporting Schedule Home Page

3. Toview all reports, choose ALL in the drop down menu. Click on GO. A list of due reports is
displayed.

A/BCDEFGHIIJKLMNOPQRSTUWV W X Y| Z Other Al
Action Reporting Schedule Name +  Compliance Report Fiscal Year Due Date Days to Submit Status View Report Tab
Edit RS-0007 Certification Status Report 2015 6/30/2016 41 Pending Receipt Organization
Edit RS-0008 Performance Goals and Measures 2015 6/30/2016 41 Pending Receipt View PG&M Tab
Edit RS-0009 Uses of FA 2015 6/30/2016 41 Pending Receipt View Use of FA tab
Edit RS-0010 Financial Statement Audit Report 2015 6/30/2016 41 Pending Receipt Organization
Edit RS-0011 A133 Audit Report 2015 6/30/2016 41 Pending Receipt Organization
Edit RS-0012 Shareholder Report 2015 6/30/2016 41 Pending Receipt Organization
Edit RS-0013 Sharehclder Report 2016 6/30/2016 41 Pending Receipt Organization
Edit RS-0014 A133 Audit Report 2016 6/30/2016 41 Pending Receipt Organization
Edit RS-0015 Financial Statement Audit Report 2016 6/30/2016 41 Pending Receipt Organization
Edit RS-0016 Uses of FA 2016 6/30/2017 406 Pending Receipt View Use of FA tab
Edit RS-0017 Certification Status Report 2016 6/30/2017 406 Pending Receipt Crganization
Edit RS-0018 Performance Goals and Measures 2016 6/30/2017 406 Pending Receipt View PG&M Tab

3

Complete the Financial Statement Audit Report

Figure 2. Reporting Schedule All List View

The Financial Statement Audit Report is reviewed by the CDFI Fund to determine the Recipient’s
financial and managerial soundness.
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3.1 Complete Financial Statement Audit Report

A new Financial Statement Audit report can be created using the Organizations tab found on the
Organization’s homepage. Locate the Organization record within the Organization tab to find the record

for which a report needs to be created.

1. Click on the Organizations tab or use the Global Search to locate the Organization.

Applicant

A
anizations &Y ontacts  Service Requests  App Launcher  Awards
i Global Search

Farst Comenunity B Y
e il Yious Fidrel 0GP EIAES Scieduled o i pencd
AWDHO0004318
AWT-D00045320
P-OT4000 Calendar

COUTH o

‘Wou hawe no ewvents scheduled for the ned T days:

ALCEES 10 AGOSGNS
Qrgangzabions

Figure 3. Home Page

2. Click on the Organization Name link.

m:mu Service Heqeests  AppLauncher  Awands  Reporing Schedule
e T—

Harme

CCa .. o

it LT
ar Crganazann J-fask

Mg Ciry Froe
Winthinglon BAT} 121

Figure 4. Organizations Tab

3. From the Organization Detail Page, click on the Financial Statements Audits related list link.
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Mcﬂu Service Requests  App Launcher  Awaeds  Reporting Schedule
I o

W Test Organization 2-Bank
m « Bk bo List: Orgarizabions

(g Poeigted ipchrmnty ¢ | P (g7 | Cortach B | Cordeators T |

Terst Organcadon 2Eatk
Tt Lhoat?
Organization Detail Eaw
Orgasiaaton Mame  Tes! Orpasizaton 2-Bank filew Histirctr! Phose (443 5854321
Farest Belbcrhip Woute
BWTH bR
DUNE  12M4EETES
Ceganization Type
Fruncal inotvton Ty flank o T Duie of Icopeniten  LATH
Organaston Smethwe ForFolt Financial Activites Seurt Dute W02
Toksl Anset Sire
Frcal ew End Day 31

Fincal Year Endd Mot | 1}

Ceriication Informaton
COFI Comfemten toumui Corphd COE Cenfication Sumtsn  CDE Coribed
DR Conifucation Dt 1112016 CDE Comfcation Dute 22926

Figure 5. Organization Detail Page

4. Select the New Financial Statement Audit button to create a new report.

Financial Statement Audits Wew Financial Statesment Audit
Aetisn F5 Audi Beport ID Fical Year Upload Finascial Statement F 5) Audit? Does the FS Audit include A.133 Audit? Audit Finding
Edi  ESAQ03S 2015 Yee s Unquakied / Uemoditad

Figure 6. Financial Statement Audits Related List

5. Enterin all applicable information. Fields with red bars next to them are required fields. Once
completed, select the Save button.
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:mkm Sarvice Roquests  App Lasncher  Awards

Faranc sl Yamreand A3t {04

&' New Financial Statement Audit

Firancial Statesent Audit Eon
Indoanation

Orpantistion Same I‘r!cmwur, Y

P i e y—— Complete the Information
Upicnnd f it Wateman ¥ 1) Asdu |‘,“ - .
e e 4 At e A 153 A0 vy on the page and click Save.

W pow wuent 00 A 435 Ande Ses TTLY |ru
Vit Weanansans fonumad by IV [yl

Amscpats oy ater it namsmanes [

W18 Ait oot Snied. why mot [y

Deacrine way 1§ Aadt net romgnesed MEUBCant SOOUTAoN of recegls and
T e e )
Duts 5 3u completed and satemted  (py

T Uiher” pmans dwaiste

B e L N R I"

Figure 7. New Financial Statement Audit Edit Page

6. You will be forwarded to the Financial Statement Audit detail page with a message stating the
Financial Statement Audit has been saved.
7. Click the Notes & Attachments related list link to attach Financial Statement Audit documents.
a. If you answered yes to the Upload Financial Statement FS audit questions, then a
Financial Audit attachment is required in order to submit the report.

Fanancial Statemani Audit Printabls Vs

F5A-00151
w" Financial Statement Auct fur been saved

Financial Statement Audit Delall

Organization Hame  Tarii Qroaizaton 2-Bank

F5 Audit Repoet 10 FEADO151 3 .
Fiscal Vear 2015 Click to attach FSA

CCME Riview Susmmary dEIE'L.Im ents.

Heport Heceipt  Maw

Financlal and Auwdit Repon Information

Upload Financisl Statement (F5]  Yag
AuditT
F % Azat Beport Type of Fimting  CualifedAlodiied

Doed Bhe F S Aud include A-133 Mo
udit’?

Wil pow pubemit a0 A-130 Audit Mo
iy FYET

Anticipate having blaterial

Figure 8. Financial Statement Audit Detail Page

b. Click the Attach File button under the “Notes & Attachments” related list.
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Notes & Attachments NewNote| Attach File

No records to dizplay

Figure 9. Notes & Attachments Related List

c. You will be forwarded to a screen where you can attach a file.

1. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | Mo file chosen

2. Click the "Attach File™ button.
FRepeatsteps 1 and 2 to attach multiple files.
{ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
{ This will cancel an in-progress upload. )

Done
Figure 10. Attach File Edit Page
d. Click the Choose File button and browse to select a file.
e. Click the Attach File button.
f.  Click the Done button.
g. The attached file should be displayed under Notes & Attachments related list. If you

have a separate A-133/Single Audit Report and would like to submit it to the CDFI Fund
at this time, please include this as an attachment here. Repeat steps 7b-7g to attach
another file such as your a-133/Single Audit Report.

8. You will receive a message stating the Attachment(s) added. Select the Submit Report button to
submit your report to the CDFI Fund.
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Financesl Staterment Audi Priritabis ‘i

121

¥ Amschmesns) added | I

Financial Statement Audit Detail

12312015
oS

Crganization Hame nig.
5 Auall Beporf D FEAGTST
Fincal ¥oar 2015 C|ick to SmeTt

CCME Review Summary the report.

Report Receigd N

Fimancial and Audit Repost Information

Figure 11. Financial Statement Audit Detail Page

9. A Confirm to Submit pop-up box will appear, select the OK button to submit the Report.

Contacts  Service Requests  App Laun  cdfistage-mycdfifund o532 force.com says:

Do you want b3 Subssit?
' - Fimpstasl Laalemmsen] Audil L Ve

& FSA-00151
- _fuwv-:t"n:adm

s Bk to List: Organizatans

L Catergd

Financial Statement Audit Deiaidl Ean dubs Bepoen
Organieation Mame Tyl CTgdsizagan 2-funk Pericemance Period End Date 127312015
F5AuSt Report 1D FEA-00151 Perfcrmance Peric Start Date /L2005
Foasl Yo il D Sasbemiried

CCME Revies Summary
Bepor Beceipl  Ngw Ranon hor “sejecting” repor

Fimarcial and Budit Report Information

Uplosd Financial Satemant (F5] Va3
Awsat

F5 Audi Regort Typs of Finding  CualSedloosed
Doss the F§ AudE iscluds A121 Ko
At

WAl you submit an A AN Audit Mo

Figure 12. Financial Statement Audit Detail Page

Note: Use the help icon @ next to each field to see additional instructions on
how to complete a field.

3.2 Explain Audit Opinion and Corrective Action (if applicable)

Once the Financial Statement Audit Report has been reviewed by the CDFI Fund, a compliance
determination will be made. If the Financial Statement Audit Report is found to be non-compliant, the
Recipient will need to explain the non-compliance and to provide the corrective actions. The Authorized
Representative of the Award will receive an email from the CDFI Fund once their report is released for
explanation.

To Access the Financial Statement Audit Report and complete the corrective action section:
10 of 42
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1. Login to AMIS and click on the Organizations tab.

Applicant

=
Organizations &Y omacts  Service Requests  App Launcher  Awards

First Communily Banosdp e
AND-00004519
KND-00004520
P-OT4000 Calendar

Yol Fui 0 Sl Lids gcidulid for this paniad

CUTH s

¥ou hawe no events schedaled for the next 7 days

ALCEEE W ASOSGOM
Qrganzabions

Figure 13. Home Page

2. Click on the Organization Name link.

m Comacts  Servics Beqeests  App Launcher  Awards  Reponing Schedele
PR

ETE)
% Home
CEE e S

Btk LT

it s aton FRask

Recent Organizations

Ehsing Ciny Prone
Wankamgion [FTETLEE L]

Figure 14. Organizations Tab

3. From the Organization Detail Page, click on the Financial Statements Audits related list link.
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m Consets  Service Requests  AppLaunchér  Awieds  Reporting Schedule
D o
& Test Organization 2-Bank
m w Back bo Lisk: Orgarizations
Qrg Bstgtesd Emachewety 1 | Frgcal Doty 11 | Costach B | Cofiicaioes[3 |
Tart Qegangaton 1-Eank
Tt Lt
Organization Detail B
frganizston Name  Test Crasizaton 2 Bark Blew Bigrarch! Phose (4435854101
Farest Balgterhip oty
BNTH 2R
DUNE  EM4BETEG
Deganization Type
Firunoal Iviotation Type  Blank of Thiil Dt of Iwoeponutn UHARH
Organiaton Srecies  FoeProll Finanacial Activites Tt Cale  LH)12
Toa Asset S
Fiecad Vewr End Duy 31
Fincal Year End Moni | 1]
Ceriication Information
COFl Comifemen Tte  Caded CDE Conification Smtsa. CDE Canled
COF Coniheatien Dae 17128446 (D€ Comfeatss Dude 2032016
Figure 15. Organization Detail Page
4. Click the FS Audit Report ID link to access the report.
Financhal Statement Audis Click the link to view
Aetion F$ Audit Repert 0 the report ks the F$ Audit inclede A-13) Audit? Awit Finding
Edr  FEADOIIZ Qualrbed | Modited

Figure 16. Financial Statement Audits Related List

5. You will be forwarded to the Financial Statement Audit Detail page. Select the Edit button and
scroll down to the Explain Audit Opinion and Corrective Actions section.
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W FSA-00151

« Back to List: Organizations

Financial Statement Audit Detail Edit

Organization Name  Test Organization 2-Bank
FS Audit Report ID  FSA-00151
Fiscal Year 2015

CCME Review Summary
Report Receipt ~ New

Financial and Audit Report Information

Upload Financial Statement (F5)  Yes
Audit?

FS Audit Report Type of Finding Qualified/Modified
Does the FS Audit include A-133  No
it

Motes & Attachments [1]

Submit Report

Performance Period End Date  12/31/2015
Performance Period Start Date  1/1/2015
Date Submitted

Reason for "rejecting” report

Figure 17. Financial Statement Audit Detail Page

6. Complete the required information in the section and select the Save button.

Recipient - Explain Audit Opinion and Corrective Actions

What caused audit opinion

Actions to address audit opinion

Current status of corrective actions

Audit opinion corrected by FYE

If not corrected, explain why

Insufficient documentation of receipts and other financial spending
information

1. Locate required documentation per audit findings
2. Resubmit updated documentation
3. Re-evaluate internal documentation process

1. Locate required documentation per audit findings - IN PROCESS
2. Resubmit updated documentation - ON HOLD
3. Re-evaluate internal documentation process - IN PROCESS

Figure 18. Recipient -Explain Audit Opinion and Corrective Actions
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10. Submit your report to the CDFI Fund, by clicking the Submit for Approval button displayed on
the Financial Statement Detail page. A Confirm to Submit pop-up box will appear, click ok.

Fangncisl Sabemend Aydst
W FSA-00132
Cusomios Page | Edt Laysd | Printable View | Halp for i Page |
Open AgtviEesy 11 Artetty Miglory [ ligles & dEachments | Appurl Matory (=1
Financial Statement Audit Detail EdR  Delede | Clone
Owganisation Name e COF] Ta nizagon-Cradit Unipn Recosd Type  Noa-Compliancs Review [Changs]
F5 Aude Repoit ID ‘SF\.-I:II:I'.]I
Fincal Year FUd L] - -
Financial Statement Fegeoet Score | 18 Click to Submit the
v Mame Fiscal Yeas fomula  Mew COF Test Ceganizason-Cradit Union 2015 rEPDrt-
CCME Porlolis Manager  Birefie Fishman
Degres of NC : HgE
Progesm Poriolio Mgr - COFL et MhEyar CCME AFM Erin McKewill
HATA
CCME Poitdobs Manager  Breme Frighman ! Program Portlols Mai - COFL Dravidd Mbayar
HACA
Pedfermance Pevicd End Date 127312015 Approval Sagen  CCME Analyst Approved
Periormance Pericd $2ard Date 171720105
Dl Sapboveried BTZ006 8:35 FMl

Figure 19. Financial Statement Audit Detail Page

4 Complete the A-133/Single Audit Report (if applicable)

A Nonprofit Recipient must complete an annual Single Audit pursuant to the Uniform Requirements (2
C.F.R. 200.500) if it expends $750,000 or more in Federal awards in its fiscal year, or such other dollar
threshold established by OMB pursuant to 2 C.F.R. 200.500. If an A-133/Single Audit is required, it
must be submitted electronically to the Federal Audit Clearinghouse (FAC). The Recipient must
determine if it expended $750,000 or more in Federal awards in the year covered by the report.

4.1 Upload A-133/Single Audit Directly to the CDFI Fund

A Nonprofit Recipient has the ability to upload the A-133/Single Audit Report when uploading the
Financial Statement Audit. Please see the Financial Statement Audit Section 3.1, 7.a-7.g, above for
instructions on how to upload this report.

4.2 Complete Noncompliance Section for A-133/Single Audit

After the A-133/Single Audit Report has been reviewed by the CDFI Fund, a compliance determination
will be made. If the A-133 Audit Report is found to be non-compliant, the Recipient will need to explain
the non-compliance and to provide the corrective actions. The Authorized Representative of the Award
will receive an email from the CDFI Fund once their report is released for explanation.

1. To update the A-133 Audit Report, from the Organization Detail page, click the A-133 Audit
Reports related list link.

2. Select the A-133 Audit Report Record ID link.
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A-133 Audit Reports Hew A-131 Auddl Report A1 Audt Reporn ep (T

e Click to View the A-133.

Deticiencaey. Material Weabnesses

Action

20. A-133 Audit Reports Related List

3. Click the Edit link. You will be forwarded to the A-133 Audit Report Detail page.

g. A-133 Audit Report Prinlable Vs

A133-00027

= Back o List: Awards

significant Deficncig [1] | Matrisl Wesknasses ) | Hobeds § Altschmints 0]

A-133 Audit Report Detail Sabmit

ALY Report Record 1D 413300027
Fiscal Year 2018

Significant Deficiencies  Yeg

Material Weaknesses  Yes

CCME Review Summary Click on each related list 1D record
Report Status  Approved to provide and explanation and
Review Comments  Rest corrective Action.
ped By Brefie Fighman,

an, 52016 11:25 AM

Significant Deficiencies

Action Significant Deficiencies 1D Significant Deficiency
000027 tast
=
Material Weaknesses
Action Material Weakness Materisl Weakness COFI Awand Funds lmpacted
74 s
3 Yes
Notes & Attachments Mew Note || Attach Fise

Mo records to display

Figure 21. A-133 Audit Report Detail Page

Corrective Action section for each of the material weaknesses cited in the A-133

@ Note: You will be required to complete the Material Weakness Explanation and
Audit Report.

4. To complete a Material Weakness Explanation and Corrective Action, click the Edit link next to
the Material Weakness ID. You will be forwarded to the Material Weakness Edit page.
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Material Weakness Edit Save  Cancel

Information

A-133 Audit Report

Material Weakness 10

Material Weakness

Material Weakness

COFl Award Funds
Iimpacted

How COFl Award Funds
impacted

Describe trends in
Materials Weaknesses

Please answer the following questions for the material weakness

VWhat caused Material
Weakness

Actions 10 address
Material Weakness

Current status of
Material Weakness

Material Weakness
corrected by FYE

VWhy Material Weakness
not corrected

A133-00027
MW-00041

©2
Yes

r

-improper allocation of funds to Training
budget

-Delays with IT vendor to provide acequate
training resources for initiative

-Diverted $35,000 to Training budget to
compensate for Initial Incorrect allocation
~Sourced additional IT vendor to
suppiement training

Status of both corrective actions are in
progress

fves |

NIA

| = Required Information

Figure 22. Material Weakness Edit Page

5. Complete the following information displayed on the page:
a. What caused Material Weakness
b. Actions to address Material Weakness
c. Current status of Material Weakness
d. Material Weakness corrected by next FYE

e. If no, explain why Material Weakness will not be corrected by next fiscal year end.

6. Click the Save button once you are done.

~

Repeat steps #4-6 to explain all the material weaknesses in the report.

8. Once the record is saved, click the A-133 Audit Report link to return back to the detail page.
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Maleiial Weaknaus

7 MW-00037

= Back b Ligt: Orgarazations

Material Weakness Detail

Mareia =
Count Reguieed Fiekd
Maseral Weakniess
Repeat Finding
Finding Commected per Asdnor

Addreased in Management
Elraponue

COF1 Award Funds impactsd
Heorw COF I Award Funds impacted

Deeeeriba trends in Materals
Weaknciied

A 111 Audit

Report  ALI300H

Cusiormize Page | ESE Liyoul | Priciabls View | Help for B Page

Click the link to return to

the detail page.

Figure 23. Material Weakness Detail Page

9. You will be forwarded to the A-133 Audit Report Detail page
10. To attach a document, locate the Notes and Attachments related list.

A3 Audi Repont
A133-00044

= Bach te List: Orgamzatbons

A-133 Audit Report Detall
Drganaratecn Hams

A1) Report Recond I
Fimcal Year

CCME Review Summary
Sagn e Deticesncies
Matensl Weaknesses
Crmated By

Sigrficart Defciences |11
a . Edit | Submit for Appaoval
; o T -
A133-00044 Click to add
e attachments.
e Report Receipt
Y's Review Commenis
Bratte Fishman, &12016 9:40 PM Last Modiied By
B | Edit | | submit bor Approval

5] Bratia Fishman [Changs]
1MR15
1231R2Ms5

Nograr

Breme Frshenan, 6172016 Sc4é P

Figure 24. A-133 Audit Report Detail Page

11. Click the “Attach File” button.

Notes & Attachments

Wo records to display

New Note | Attach File

Figure 25. Notes & Attachments Related List

12. Click the Choose File button and browse to select a file.
a. Click the Attach file button.
b. Click the Done button.
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1. Select the File
Type the path of the file or click the Browse button to find the file.
Browse..

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )
Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )
Done

Figure 26. Attach File Edit Page
13. The attached file should be displayed under Notes & Attachments related list.
14. Once you are satisfied with the responses you have provided, click the Submit for Approval

button, on the A-133 Audit Report Detail page, to submit your report to the CDFI Fund.
15. A Confirm to Submit pop-up box will appear, click Ok.

L | M ITUUUSTT

« Back to List: Organizations

cdfistage-mycdfifund.cs32.force.com says:

Once you submit this record for approval, you might not be able to edit it

or recall it from the approval process depending on your settings.

L Attachments [0]

A-133 Audit Report Detail Continue?
Organization Name — Teg Cwner aElrette Fishman [Change

A-133 Report Record 1D A1 Cancel od Start Date  1/1/2015

Fiscal Year 20| jod End Date  12/31/2015
CCME Review Summary
Significant Deficiencies  Yes Report Receipt  New
Material Weaknesses  Yes Review Comments

Created By  Erette Fishman, 6/1/2016 9:40 PM Last Modified By  Brette Fishman, 6/1/2016 9:46 PM

B | Eait

Submit for Approval

Figure 27. A-133 Audit Report Detail Page

5 Complete the Shareholders Report (if applicable)

The Shareholders Report is completed when the award Assistance is in the form of an Equity

Investment.

1. To complete a Shareholders Report, navigate to the Organization Home page.
Click on the Organizations tab.
b. Click on the Organization name link to open the Organization Detail page.

a.
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Contacts  Service Requests App Launcher Awards

Organizations

Home

View: |Al| Organizations | |Gt

Recent Organizations

Organization Name

Mailing City
AMIS

Tools

Import Data

Figure 28. Organization Home Page

2. From the Organization Detail Page, click the Shareholder Report link to navigate to the
Shareholder Report related list.

3. Select the New Shareholder Report button.

Contacts  Service Requests App Launcher Awards

i Organization
U AMIS

« Back to List: Awards

Printable View

Org Related Attachments [1] | Financial Data [0] | Contacts [3] | Certifications [21 |

Program Profiles [7]1 | Affiliates [0] | SF424s 3] | Performance Goals & Measures [5] |

Financial Statement Audits [11 | A-133 Audit Reports[8] || Shareholder Report [1]

Shareholder Report

New Shareholder Report
[[] Action Shareholder Report ID

Fiscal Year
[ | Edit SHRPT-00028 2016

DUNS 123123123

Figure 29. Shareholder Report Related List

4. Select the Save button to be forwarded to the Shareholder Report Detail page.
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Sharehobder Report Edit
cr New Shareholder Report

Shareholder Report Edit Save |Save & New  Cancel
Information

Organization Name [ e<t Organization ?-Bal @)
Performance Period End Date
Date Submitted

Select the Save
CCME Report Review Summary button

Report Receipt  Maw

Review Comments

faave & New | Cancel

Figure 30. Shareholder Report Edit Page

5. From the Shareholder Report Detail Page, select the New Shareholders button to add a

shareholder.

Shareholder Report

% SHRPT-00028
« Back to List: Awards
Shareholders [01 | Notes & Attachments 0]

Shareholder Report Detail Edit | | Clone || Submit

Organization Name  AMIS
Shareholder ReportiD  SHRPT-00028
Fiscal Year 2016

CCME Report Review Summary
Report Status ~ New
Review Comments

Created By VarmaD, 5/10/2016 12:17 PM Last Modified By

Edit | Clone | Submit

Printable View

Varma D, 5/10/2016 12:17 PM

Shareholders New Shareholders

No records to display

Notes & Attachments MNew Note | | Attach File

No records to display

Figure 31.Shareholder Report Detail Page

6. You will be forwarded to the Shareholders Edit page.
7. Complete all the required information on the page:
a. Shareholder Number
b. Shareholder Name
c. Outstanding Share and Valuation of Shares.
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Home Organizations Contacts Service Requests App Launcher Awards

Shareholders Edit

- New Shareholders

Shareholders Edit ) CEna ey (e
Information
Shareholder Report IISHRPT-OOOZB ] Q)
Shareholder Number ||889374 |
Shareholder Name I[John Franklin I
Outstanding Shares llwoo ]
Valuation of Shares ||450,000 ]

Save Save & New Cancel

Figure 32.Shareholders Edit Page

8. Once you are done, click on the Save button to be forwarded to the Shareholders Detail
page.

a. If you have more than one Shareholder that needs to be entered, click on the Save &
New button to save the current entry and create another shareholder.

9. Repeat steps #6-8 to add multiple Shareholders.

10. Click on the Shareholder Report link to return to the Shareholder Report Detail page.

c‘,:. E::nw::bm14 Prrtatie v
| Sharehciders has been saved

= Back by List: Orgamnzatang

‘Sharshoisesy Mistory 12

Shareholders Detall Edie | Dedste | Clone

snarenoider Reportff SHRPT-001%
Sharenaides Record 1D Rl Click the link to

Shaeholder NumBsr  S25174
B return to the report

Sharsholkder Name | John Franidin
Outstanding Shares | 1.000.00 detail page.

Valmation of Shares | S450 000.00
Coowlnd By Togt UgarT GRI006 715 P

Laat Modified By  Tasl UpeaT, 882016 715 PR

[ | Delsle | Clone

Figure 33. Shareholders Detail Page

11. Click the Notes and Attachments related list to add supporting documentation to your
report.
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Shareholder Report
« Back to List: Organizations
Shareholders [11 | Motes & Attachments [0
Shareholder Report Detail Edit | | Clone | | Submit for Approval
Organization Name  Test Organization 2-Bank
Shareholder Report ID  SHRPT-00019
Fiscal Year 2015
Performance Period Start Date 1172015
Performance Period End Date  12/31/2015
Date Submitted
CCME Report Review Summary
Report Receipt Mew
Review Comments
Created By  TestUser7, 6/8/2016 7:13 PM Last Modified By  TestUser7,

Edit Clone | | Submit for Approval

Shareholders New Shareholders
Action Shareholder Record 1D Shareholder Name Shareholder Number
Edit| Del SHAR-00014 John Franklin 8809374

Notes & Attachments New Note | | Attach File

Figure 34. Shareholder Report Detail Page

12. Click the “Attach File” button.

Notes & Attachments New Note | | Attach File

No records to display

Figure 35. Notes & Attachments Related List
13. Click the Choose File button and browse to select a file.

a. Click the Attach file button.
b. Click the Done button.
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!; Attach File to Shareholder Report SHRPT-00019

1. Select the File
Type the path of the file or click the Browse button to find the file.

Choose File | Mo file chosen
2. Click the "Attach File" button.

Repeat steps 1 and 2 to attach multiple files.
{ When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
{ This will cancel an in-progress upload. )

Done

Figure 36. Attach File Edit Page

14. The attached file should be displayed under Notes & Attachments related list.

15. Once you are satisfied with the responses you have provided, click the Submit for
Approval button, on the Shareholder Report Detail page, to submit your report to the
CDFI Fund.

16. A Confirm to Submit pop-up box will appear, click Ok.

| x

cdfistage-mycdfifund.cs32.force.com says:

UrEE SRR s A LTy Once you submit this record for approval, you might not be able to edit it
or recall it from the approval process depending on your settings.
Continue?

' & Shareholder Report

Printal

L SHRPT-00019
B

+ Aftachment(s) added. Cancel

« Back to List: Organizations

Shareholders[11 | Motes & Attach its [1]

Shareholder Report Detail Edit | | Clone | | Submit for Approval

Organization Name  Test Organization 2-Bank
Shareholder Report ID  SHRPT-00019
Fiscal Year 2015
Performance Period Start Date  1/1/2015
Performance Period End Date  12/31/2015
Date Submitted

CCME Report Review Summary
Report Receipt New

Review Comments
Created By  TestUser7, 6/8/2016 7.13 PM Last Modified By  Test User7, 6/8/2016 7:13 PM

Edit | | Clone | | Submit for Approval

Figure 37. Shareholder Report Detail Page
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6 Complete the Performance Goals and Measures Report

The Performance Goals and Measures (PG&Ms) Report allows you to report whether you are meeting
your benchmarks specified in the Assistance Agreement.

1. To create a new Performance Goals and Measures Report, click on the Awards tab on the main
page and select the Go! button.

Home Organizations Contacts  Service Requests  App Launcher FAT00S

Create New.. M > Awards
B
_ Home
Recent ltems

Test Organization 2-Bank
Test User?

Reporting Schedule

View A" 6o

Recent Awards

| Recently Viewed ¥ |
Mo recent records. Click Go or select a view from the dropdown to display records

|

Figure 38. Awards Home Page

2. Locate the Award whose report you would like to complete and click on the Award Name link.

Click the link to access the

—
pGEerEPDrt. & B C D EF G H 4 KELMRQRPRQRSTUWYWX Y I Oter AR
T Award Costiol Humber FAward Pragram Agresment Efectrer Dale Recetd Ty Hame
Tast Qrganizabion J-Bank 0000000000 COFHFA 220015
Tait fiFasen J-Hank

FA
T&
Fa

AND-00005351 Tt Oroanizalion 2-Bank

Figure 39. Awards All List View

3. You will be forwarded to the Award Detail page and click on the Performance Goals & Measures
Report link to navigate to the Performance Goals and Measures related list.
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e
-”‘ A Privtatis Vi
. AWD-00004720
= Back 1o Lot Amards
Coey [ | Ooen dchoies 1 | Ackay Melory X1 | Holes § Mijchmenis D] Perfonmanos Gogls & begspres Rapor [1] SRR | e ol Furdy 21
Award Detail
Avward Hame  AWD-00004790 Award Conlred Rembar 00000000002
Crganication T A -Bank
Program Profile  P-0E£410
Award Progeam  COFLFA
Perfcemance Persod Start Date
Perlomasse Peficsd Ensd Date
Amand Aot §
Classout Date
Periad of Peflormancs Year Year | 4
Created By Syflem Adminisyater. 2152016 500 PI Lawt Modified By Bavery MoBalh SAT2016 10-30 AM
{ Cases Mew Service Begeed
Ho recoeds o desplay
Figure 40. Award Detail Page
4. Click on the New Performance Goal & Measure button.
Performance Goals & Measures Report Add Performance Report
|| Action Performance Goals & Measures |0 Fiscal Year Performance Period End Date Performance Period Start Date Report Receipt
[ ]| Edit PGM-00007 212015

Figure 41. Performance Goals & Measures Report Related List
5.  You will be forwarded to the Performance Goal and Measure Report Edit page.

6. Complete all the information displayed on the page and select the Save button once you are
done.
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c Performances Goal & Measurs Beport Edit

New Performance Goal & Measure Repaort

Performance Goal & Measure Report Edit Save B Mew | Cancel

Infarmation

Award 1D m Charapr Tt Ursar?
Peifcemancs Period e Perlormancs Period End Date

Report Dus Date [ 82015

CCME Review Summary
Reporl Reteip?  Méw
Review Commants Complete all the
Goal 1.2: Tier 1 Levesage Capital Ratlo must be =>8% information on the page
Tier 1 Cogital and click Save.

Adpsied Averape Assets

Goal 1-J: Net Loans & Lesses 10 Deposits Ratio must be =»50%

Net Loans & Leasen

Tetal Deposita

Goal 2.1: § Deployed to Tanget Market must be ¥Yr 1 - 25%:; ¥r 2 - 50%; Yr 1 . 85%

Figure 42. Performance Goal & Measure Report Edit Page

7. You will be forwarded to the Performance Goals & Measures Report Detail page.

8. AMIS automatically creates an Explanation of Noncompliance related list showing the
Performance Goals and Measures that you met or did not meet. See section 6.1 to complete
the required Explanation of Noncompliance.

Performance Goal & Measure Report

% PGM-00188
« Back to List: Awards
Explanation of Noncompliances [2]

Performance Goal & Measure Report

Detail ﬂ Clone | | Submit For Approval
Organization Name  Test Organization 2-Bank COwner a Lavanya Kanchadapu [Change
AwardID  AWD-00005428 Project/Grant Period Start Date
Performance Goals & PGM-00188 Project/Grant Period End Date
Measures ID
Organization Type Regulated Institution Performance Period Start Date
Performance Period Year 4 Performance Period End Date
Fiscal Year Recipient Fiscal Year End Date 12/
Reporting Period Year  Year 4 of the Performance Period. Report Due Date

CCME Review Summary
Report Status ~ Noncompliant
Report Receipt  New
Review Comments

Goal 1-2: Tier 1 Leverage Capital Ratio must be =>8%

Tier 1 Capital
Adjusted Average Assets

Figure 43. Performance Goal & Measure Report Detail Page
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9. The Explanation of Non-Compliance related list section contains the Goal Compliance Status.

Explanation of Noncompliances New Explanation of Noncompliance Explanation of Noncompliances Help 2
Action Explanation of Noncompliance 1D Performance Goal & Measure Goal Compliance Status
Edit| Del EXP-00535 12 FalL ™
Edit| Del EXP-00532 13 FalL ™
Edit| Del EXP-00533 21 pass T
Edit| Del EXP-00534 23 pasS T

Figure 44. Explanation of NonCompliances Related List

Note: Based on the information you provided, AMIS automatically calculates
the ratios for each of your Performance Goals and Measures and determines if
you met or did not meet a benchmark. If you did not meet a benchmark:

e Aredflagis displayed in the Explanation of Noncompliance section
when a specific Performance Goal and Measure does not meet the
required benchmark.

e You are required to complete the Explanation of Noncompliance for
that Performance Goal and Measure before submitting the report. See
section 6.1.

10. Once you are done completing the Performance Goals & Measure Report and any required
Explanation of Noncompliance sections, click on the Submit for Approval button. A Confirm to
Submit pop-up box will appear, click ok. Entities that do not meet all required Performance
Goals and Measures should proceed to section 6.1 to complete the Explanation of
Noncompliance.

s Service Requests  App Launcher  Awarl  ifistage-mycdfifund.cs32.force.com says: *
Potomance s Mesmpor | % BT e e v s o b o
! PGM-OOOOT Continue?
| +" Performance Goal & Measure Report has been
« Back to List: Awards Cancel
Performance Goal & Measure Report Detail Edit || Clone || Submit for Approval
Organization Name  Test Organization 2-Bank Cwner a Varma Dantuluri [Chanae]
Award ID  AWD-00004790 Project/Grant Period Start Date
Performance Goals & Measures ID  PGM-00007 ProjectiGrant Period End Date
Organization Type  Regulated Institution Performance Period Start Date  2/1/2015
Performance Period Year Performance Period End Date
Fiscal Year Recipient Fiscal Year End Date 12131
Reporting Period Year  Year 4 of the Performance Period. Report Due Date

Figure 45.Performance Goals & Measure Report Detail Page
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6.1 Complete the PG&M Explanation of Noncompliance (if applicable)

This section should only be completed when the required Performance Goals and Measures are not
met. AMIS will display a green flag or red flag next to each of your PG&M.

Explanation of Noncompliances New Explanation of Noncompliance Explanation of Noncompliances Help 2
Action Explanation of Noncompliance 1D Performance Goal & Measure Goal Compliance Status

Edit| Del EXP-00535 12 L™

Edit| Del EXP-00532 1-3 L™

Edit| Del EXP-00533 21 pass®

Edit| Del EXP-00534 23 pass®

Figure 46. Explanation of Noncompliances Related List
You must complete an Explanation of Noncompliance for each PG&M that you did not meet and are
indicated with a red flag. You should not complete an Explanation of Noncompliance for a PG&M that
you met. If a PG&M was met it is indicated with a green flag.

To provide an Explanation of Noncompliance as required for a red flag PG&M:

1. Locate the Performance Goals & Measure Report ID link with a Report Status of Noncompliant.

Performance Goals & Measures Report Add Performance Report Performance Goals & Measurss Report Help |2
Action Performance Goals & Measures 1D Fiscal Year  Performance Period Start Date Performance Period End Date Date Submitted Report Status
| Edit| Del PGM-00066 91012015 6/8/2016 10:07 AM Noncompliant

Figure 47. Performance Goals & measure Report Related List

2. From the Performance Goal & Measure Detail Page, click the Explanation of Noncompliance
related list link.

PGM-00066

(. Perfarmance Goal & Meakuie Repoit

Cuslomize Page | Edif Lapoul | Printa
= Back to Lst: Orgamzaticns

A val Hisory [3+] | elarmancs G Measure Bepord H 181

Performance Goal & Measure Report Detail & |uniock Record| Edie || Delete| | Clone

Organization Nams Houston Matropolitan Fedearal Cradit Linkon Record Type Eanks FA [Change]
Avward ID AND-00003109 Cowenet a Maloolm Rang [Changs]
Performance Goals & Measwnes B0 PEM-00066 ProjectiGrant Period Start Date 2015
Ceganization Type  Regulabed Ingtitution ProjectiGrant Penad End Date 12312017
Ong Type Performance Period Start Date 2015
Performance Period Year Performance Penod End Date
Fiscal Year Recipient Fiscal Year End Date 12531
Reposting Period Year Year 1o0f the Performance Pedod Repost Due Date

PGAM Report Score LYR

Figure 48. Performance Goals & Measure Report Detail Page
28 of 42



CCME Training Manual (AE115) — Award Recipients Compliance Reports

June 2016

3. Locate a PG&M that has a red flag. Click the Edit link next to the Explanation of Noncompliance
ID. You will be forwarded to the Explanation of Noncompliance Edit page.

Explanation of Noncompliances

MNew Explanation of Noncompliance

Action Explanation of Noncompliance |D Goal
Edit| Del EXP-00126 12
Edit| Del EXP-00124 13
Edit| Del EXP-00125 2-1

Goal Compliance Status

FaL ™
FaL '
L ™

Figure 49. Explanation of Noncompliances Related List

4. Complete all the information displayed on the page.

Explanation of Noncompliance Edit

Information

Periormance Goal & Measuse
Explanation of Noncomplisnce 1D

Goal

Wy did you fail 15 mest this
FELM

What actions will you take bo meet
PEAM

Carreni Metric Tod ik PGRM
Wl you meel this PCEM nen FYE
Wihy will you mot meet PGEM by

FYE

Consecwtree PGRM Tailure across
areards

Fail to meet Amended PGIM

Mumiber of times faded b0 meet
I PGAM

Program Goals amd Meanurms

Price year Metri: ad this PGAM

POGAM-00065

EXP-00126

iE Complete the information
au on the page and click Save.
(L3}

200

Yes w

-1

Yas L

Yes ¥

2

PGM-000170 Q

200

Figure 50. Explanation of Noncompliance Edit Page

5. Once you are done, click the Save button. You will be returned to the Performance Goal and
Measure Report Detail page.
6. Repeat steps #1-5 to provide an Explanation of Noncompliance for all the PG&Ms that you did

not meet.

7. Once you have completed an Explanation of Noncompliance for PG&Ms that you did not meet,
click on the Submit for Approval button. A Confirm to Submit pop-up box will appear, click ok.
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cdfistage-mycdfifund.cs32.force.com says:

cts  Service Requests  App Launch
Once you submit this record for approval, you might not be able to edit it
M Performance Goal & Measure Repa or re_call it from the approval process depending on your settings.
PGM'OOOOT Continue?

« Back to List: Awards

Performance Goal & Measure Report Detail

Organization Name

Award ID

Performance Goals & Measures 1D
Organization Type

Performance Period Year

Fiscal Year

Reporting Period Year

CCME Review Summary
Report Status
Report Receipt

Review Comments

Cance'

June 2016

Edit Clone | | Submit forApproval[

Test Organization 2-Bank
AWD-00004790
PGM-00007

Regulated Institution

Performance Period End Date
Recipient Fiscal Year End Date  12/31

Year 4 of the Performance Period

Moncompliant

Goal 1-1: PCA Net Worth Ratio must be == 6%

Total Net Worth
Total Assets
PCA Net Worth Ratio

$50.000.00
$100,000.00
0.50%

Project/Grant Period Start Date
Project/Grant Period End Date
Performance Period Start Date

Report Due Date

Printable Viey|

Owner (7] Varma Dantuluri [Chanae

212015

Figure 51. Performance Goals & Measure Report Detail Page

7 Complete Uses of FA Funds Report (FA Only)

This report is used by Recipients that receive Financial Assistance Awards to report how they utilized

their money in the performance period.
1. To create a new Uses of FA report, click on the Awards tab on the main page. Your

Organization’s awards will appear on this tab. Once the Award has been located, click on the

Award Name.

wacts  Service Requests  App Launcher m Reporting Schedube

l . Awardy

“/ Home

Wt AT ot

Recent Awards

B d Masa d Typs Awaed Yol  Awaed Progiam Award Cantrel Nusber Award Amsunt 3 Organiesties Agresmast Efective Date
AND-H0I04TH0 CORFA DI00EHA Tl Qtparizabeon 2-Bank 22aM3

Click on the Award
Name link.

Feterily ewed T

Figure 52. Awards Home Page

2. From the Award Detail Page, click the Use of Funds related list link and click on the New Uses of

FA button.
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Home Organizatioss Contacts  Service Regeests mumm

W AWD-00004919

u Btk % Lt Sernde Reguedts

Us# of Funds Click the New

Uses of FA button.

[ cton 93 ot Fands 10 Reportine Peried Year [TR—T™
0 gs UOFHIT

Farding Appboatn

Award Lty

Wichang Furd Sty
Dbigaton taatoy  Ie-Piodress

PP Wanagey

Award Amoard §

Parymen Rathodfited R e-4e ftitivg

Tofad Mylch Grant
Tstal Match Exguity

Figure 53. Award Detail Page - Use of Funds Related List

3. You will be forwarded to the Use of Funds Edit page.
4. Complete the information displayed on the page that pertains to interest earned.

WUse of Fands Cds

" New Use of Funds e

Use of Funds Edit

Information
Avard Recoed 1D :'m & Record Type  Use of Fands FA
ram Conlact | Porfobo - = = 5
Program b User
e Submines Complete the [ 1R201E
FA Report Information information and

$ earned = 350 in intedeat -Bearing
acet

It yes, hovw mach

rTp— click Save.

I yes, have you remsted bo HHS sMlonig= ¥

Figure 54. Use of Funds Edit Page

5. Once you are done, click the Save button to be forwarded to the Use of Funds Detail page. AMIS
will display Categories of Use in a related list for you to record how funds were used.
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Use of Funds
« Back to List: Awards
Categories of Use [52]
Use of Funds Detail Edit
Award Record ID  AWD-00005362 Record Type  Use of Funds FA [Chanae]
Use of Funds 1D UOF-00107 Fiscal Year 2016
Organization Name  Mew CDFI Test Organization-Credit Union Reporting Period Year  Year 4 of the Performance Period.
Award Control Number Performance Period Start Date  6/5/2015
Recipient Fiscal Year End Date  12/31 Performance Period End Date  6/3/2016
Date Submitted Project/Grant Period Start Date 6/1/2015
Program Contact / Portfolic  Brette Fishman Project/Grant Period End Date  6/17/2016
Manager
FA Report Information
$ earned > 250 in interest-bearing  Yes Cumulative § Expended by Report  $0.00
acct Period
$ earned > 250 in interest-bearing P Total $ Expended This  $0.00
Flag Performance Period
If yes, howmuch  §250.00

Figure 55. Uses of Funds Detail Page

6. Click the Edit button next to the corresponding category you need to update.

Categories of Use

Action Category of Use ID
Edit| Del COU-00111
Edit| Del COU-00112
Edit| Del COU-00113
Edit| Del COU-00114
Edit| Del COU-00115

Edit| Del COU-00116

FA Categories

Financial Products
Capital Reserves
Loan Loss Reserves
Financial Senices
Administrative Funds

Development Senvices

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Category Amount $ earned > 250 in interest-bearing acct

Categories of Use Help (2

$ Expended During Reporting Period

Figure 56. Categories of Use Related List
7. You will be forwarded to the Category of Use Edit Page. Complete the information on the page
and select the Save button.

Category of Use Edit

COU-00655

Category of Use Edit

Use of Funds
Category of Uss ID
Fi Categories

% Expended During Reporting ]
Periad

UOF-00086
COU-00655

Loan Loss Reserves ¥

Save

Save & New

Cancel

Complete the
information and
click Save.

Save & New| Cancel

d Type  Category of Usa FA

Figure 57. Category of Use Edit Page
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Note: The Categories of Use section on the Use of Funds Detail page will
automatically pull in data from your Assistance Agreeement.
8. Repeat steps #6-7 to update another category.
9. Once you are done completing the report, click the Submit for Approval button. A Confirm to
Submit pop-up box will appear, click ok.

8 Complete Uses of TA Funds Report (TA Only)

This report is used by Recipients that receive Technical Assistance Awards to report how they utilized
their money in the performance period.

1. To create a new Use of TA report, click on the Awards tab on the main page. Current Awards
allocated to your Organization will appear in specific views on this tab. Once the Award has been
located, click on the Award Name.

Awards Hﬂ'-ﬁﬂf‘d_ Amards Help 7
Action  Award Mame  Award Controd Number Record Type Announcement Date Maturity Date Awaed Complance Status Award Amount §  FA Total Award Amount  TA Total Award Amount
Edt|Del AWD-00003109 15FAI34TS Fa 40205 Compliant §1.456. 250,00 51,456 250,00 §0.00
Edit| Del_AWD-00005345 Fa §00 §.00

dit | Dl AWD-00005347 $200,000.00 $00 $200.000.00

Figure 58. Awards Related List

2. From the Award Detail page, click the Use of Funds related list link.

% AWD-00004790

= Back to Ligt:

Avwards

Cames 11 Open Actities [0 Actiity Hgbory b Hoses & sRachments '3
Award Detail
Avard Name  AWD-000047 %0 Award Control Number 00000000002
Orpanization Tyt Cupanizaton 2-Bank
Program Profie P 41
Awmid Progiam  COFLFA

Performance Penod Stan Date
Performance Period End Dabe
Award Amount §

Choseout Dabe

Persad of Performance Year Year

Created By

4
Syslem Admindsraber. 2152016 500 PM

Last Miodifeed By

Bgvadly Mofes 5172016 10:30 AM

Figure 59. Award Detail Page

3. Select the New Use of TA button.
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Use of Funds New Lses of TA

Select the New Uses
of TA button.

N reconds 4o display

Figure 60. Use of Funds Related List

4. You will be forwarded to the Use of Funds Edit page.

5. Complete all the required information displayed on the Use of Funds Edit page and then click
the Save button to be forwarded to the Use of Funds Detail page.

6. AMIS will display Categories of Use in a related list for you to record how funds were used.

Categories of Use Categories of Use Help (2
Action Category of Use ID Amount of Authorized Use $ Expended During Reporting Period ~ Shifted funds OUT of category Shifted funds INTO category Activity/Use Complete
Edit| Del COU-00803 $0.00
Edit| Del COU-00804 $0.00
Edit| Del COU-00805 $0.00
Edit| Del COU-00806 $40,000.00
Edit| Del COU-00807 $0.00
Edit| Del COU-00808 $0.00
Edit| Del COU-00809 $30,000.00
Edit| Del COU-00810 $0.00

Figure 61. Categories of Use Related List

Note: The Categories of Use section on the Use of Funds Detail page will
automatically pull in data from your Assistance Agreeement.

7. Click the Edit button next to the corresponding category you need to update.
8. Complete all the required information on the page.
a. Inthe event you are shifting funds, either in or out, of the specified category, you will
also need to complete a Shift of Funds record outlined in the following section.
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Categary of Use Edit
7 cou-00376

Category of Use Edit Sawve | Save & Mew |Cancel

Use of Fands  LIOF-00052 Record Type  Category of Use TA
Category of Use I CSOUH03TE

Techinical Assmstance Categorny Pearsonnel .;Frin.ge Benafits) *

Description of Authorited Use 1

§ Expended During Reposting

Period
ActivityUse Complede N ¥ . .
Wy ot compiets & [ . Complete the information
on the page and click Save.
Shift Funds Summary

Shifted fumds OUT of categorny —MNome— ¥ Total Funds Shifted IH

Shiffted funds INTO categorny ~Mong- ¥ Todal Fumds Shifted Out

Save [Qhave & New  Cancel

Figure 62. Categories of Use Edit Page

9. Once you are done, click on the Save button.
10. Repeat steps #6-9 to update another category.

8.1 Complete the Shift of Funds (if applicable)

The Shift of Funds section is used to record instances where previously allocated funds are transferred
between cost categories or use cost savings from one authorized TA activity for a new TA activity. If the
amount of cost savings or transfer is $20,000 or less, the Awardee does not need to obtain the CDFI
Fund's prior written approval to use said cost savings for a new TA use or to transfer the funding
between or within Authorized TA Use categories.

For example, if $150,000 of Award money was originally allocated to Travel expenses. However, during
the performance period you shift $10,000 to Training, this information is to be recorded in the Shift of
Funds section.

To record funds shifted from one category to another:
1. From the Use of Funds Detail Page, click the Shift Funds related list.
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Use of Funds

< UOF-00052

« Back to List: Organizations

Use of Funds Detail

Award Record ID

Use of Funds ID
Organization Name
Award Control Number

Program Contact / Portfolio
Manager

Recipient Fiscal Year End Date

Date Submitted

Categories of Use [5+] |

Unlock Record

Shift Funds [11 |

Activity History 101 | Approval History 141 |
Edit | | Delete | Clone || Sharing

AWD-00005347
UOF-00052
Houston Metropolitan Federal Credit Union

Heather Hunt

12131
6/7/2016 2:23 PM

Record Type

Performance Period Year
Fiscal Year

Reporting Period Year
Performance Period Start Date

Project/Grant Period Start Date
Project/Grant Period End Date
Performance Period End Date

Customize Page | Edit Layout | Printable)

Use of Funds History [5+]

Use of Funds TA[Change

1

2016

‘Year 1 ofthe Performance Period.
6/1/2015

6/1/2015
6/30/2017
6/30/2016

Figure 63.Use of Funds Detail Page

2. Select the New Shift Funds button.

Categories of Use

Categories of Use Help (2

Action  Category of Use ID Amount of Authorized Use $ Expended During Reporting Period  Shifted funds OUT of category Shifted funds INTO category ActivitylUse Complete

Edit| Del COU-00803 $0.00

Edit| Del COU-00804 $0.00

Edit| Del COU-00805 $0.00

Edit| Del COU-00806 $40,000.00

Edit| Del COU-00807 $0.00

Edit| Del COU-00808 $0.00

Edit| Del COU-00809 $30,000.00

Edit| Del COU-00810 $0.00
Shift Funds New Shift Funds Shift Funds Help (2

No records to display

Figure 64. Shift Funds Related List

3. You will be forwarded to the Shift Funds Edit page. Complete the required information on the
page. Fields with a red bar next to them are required.
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S Fands Edit P |
7 New Shift Funds e
Shift Funds Edit | Shr_ _s.m:um_ _ClMH_
Inbarm athon | = Frevpured ik iraben

Use of Fands lm—lq_l

Category § was shifted Out |} one—
Category § was shifted Into | one— CDmp|EtE the

Howmsesh total § smaticcated | information on the

How wan § used s Bis categeny

page and click Save.

Encounter cost maving inthis | Mo *
caegany

Herm did you use the coM savings

Shift QUT des 1o elimination of I e v
[

Enpiain elaminatson of achry

Figure 65. New Shift Funds Edit Page

4. Select the Save button once all the information has been entered. Repeat steps #2-4 if you wish
to record additional money shifted between categories.

5. Click on the Use of Funds link to return back to the detailed page in order to submit the report
for approval.

Ehift Funds
7 SFI-00059
| +" Shift Funds has baan saved
= Back to Lisk: Awards

Shift Funds Detail Edit | | Chone

Click the link to return to
= 5 TIAEEE .
ey v the detail page
Category § was shifted Ints  Personnel (Fringe Benedts)
Howr misch total § reallocated  $710,000.00
Hovw weai § wied in this category | lasl

Emcownter cosl saving in this  Yesg
category

How did you use the cost savings  fast

Shift OUT dwe 1o elminationof  No
achnly

Explain slimmation of actiity
Created By st s (T, GR2016 0050 FM Last Modified By  TogtUser?, GB2016 850 FM

Edit || Clone

Shift Funds History

Figure 66.Shift Funds Detail Page

6. Select the Submit for Approval button and click OK on the Confirm to Submit pop-up message to
submit the report to the CDFI Fund.
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Search.. Search

cdfistage-mycdfifund.cs32.force.com says:

C Service Req App Launc|

Once you submit this record for approval, you might not be able to edit it
or recall it from the approval process depending on your settings.

Continue?
! c Use of Funds Printabj

- « Back to List: Awards G
Use of Funds Detail Edit SubmilfurApprovall
Award Record ID  AWD-00004790 Record Type  Use of Funds TA[Change
Use of Funds ID  UOF-00117 Fiscal Year
Organization Name  Test Organization 2-Bank Performance Period Start Date
Award Control Number  0000000000a Performance Period End Date
Reporting Period Year  Year 4 ofthe Performance Period Project/Grant Period Start Date
Recipient Fiscal Year End Date  12/31 Project/Grant Period End Date

Date Submitted
Program Contact / Portfolic  Daniel Aiello

Manager
TA Report Information
§$ Spent in Most Recent Cumulative $ Expended by Report  $0.00
Performance Year Period
Total § Expended This  $0.00 Cumulative $ Expended > § P
Performance Period Awarded

CCME Review Summary

Figure 67. Use of Funds Detail Page

9 Complete the SF-425 Report (TA Only)

The SF-425 report allows the Recipient to report to the CDFI Fund how the Award money was used
during each Performance Period. This report is only required for Technical Assistance Recipients.

1. To complete a SF-425 report, click on the Awards tab in the navigation bar to locate the proper
report.

Home Organizations Contacts Service Requests App Launcher m

Awards
¥ Home

v [ ] o

Recent Awards

Award Name Award Program Award Control Number Organization Assistance Agreement Effective Date
AWD-00004946 151TA00049 AMIS

Figure 68. Awards Home Page

2. From the Award Detail Page, click the SF-425 related list link and click on the appropriate record.
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Award Printadle View
% AWD-00004946
« Back to List: Awards
Escraofaward (1) | ErooramGonls and Measwres 110+] | Cases i) | Qoec Activies i) | Ackly Mistooy 1) | loies 3 ATachments 220 | Besodng Scheduie ) |
Parformance Goals & Measwres 11 | SE428111 |1 \aeniFundstsy | Coifcaton Sats Sepocts L1
Click the SF-425 Report ID - e
to complete the report. §152017
Figure 69. Award Detail Page- SF425 Related List
3. Onthe SF-425 record detail page, click the Edit button to complete the report.
Home Organizations Contacts Service Req App L b Award:
am A g AWD-
S5a Pretatie Vew
7 SF425-00059
« Back to Award: AWD-00004546
Notes § Angchments (91
SF-425 Detall Edit | Elone | Subemit $§.426
Award Record 0 AND-0000404% Owner (0] varma D [Change]
$F.435 Report 1D SF425.00059 Performance Period Start Date 51102015
Organization  AMIS wod End Date 5152017
Project/Gramt Period Start Date 5102015 ale d 0 fscal Yoar 2015
Award Control Nember  151TAD0049 ols = -

Project'Grant Penod End Date 511572017
Recipient Fiscal Yoar End Date Q3731 U atlo
Reporting Penod Year  Yaar 3 of he Pedormance Penod

Figure 70. SF-425 Detail Page
4. On the Edit screen, you will need to supply the amount of Federal Cash Disbursements.

a. If you are uncertain what information to enter in, next to certain questions is an icon
which details the type of information you must enter in.

' SF425-00059

SF-425 Edit Swve | | Save B Mew | | Cancel

Information | = Required Informaton

Award Recond ID

SF-ATE Report ID
CCME Staff Report Compleded [ __ ) ]
T - Complete the
CCME Roview Summary information on the
———— page and click Save.
Review Commenis
Transactions

Federal Cash - b. Cash
[EE 1T

Figure 71. SF-425 Edit Page
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5. Once the information has been entered, select the Save button. You will be forwarded to the
Use of FA Funds Detail page.

6. Use the “Notes and Attachments” section to attach any supporting information you would like
to include in your SF-425 report. To attach a document, navigate to the Notes and Attachments
section on the SF-425 Detail page.

Tramactions
federal Cash - 5 Caah Daborsements federst Caad - b Cash Daadursament Nag AL »
Crested By  Eimdgia Mamanaes S102016 259 Pu Last Mooted By  Emasis Hemanaes S102016 259 u |
(8 Ciose  Subent 1404
Notes & Attachments Now Note

Click Attach File

NO 140028 1) Gaplay

Figure 72. SF-425 Detail Page

a. Click the “Attach File” button.
b. Click the Choose File button and browse to select a file.

1. Select the File
Type the path of the file or click the Browse button to find the file.
Browse..

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 73. Attach File Edit Page

c. Click the Attach file button.
d. Click the Done button.
e. The attached file should be displayed under Notes & Attachments.
7. Once you have completed the SF-425, click on the Submit SF-425 button and click on the
Confirm to Submit to submit your report to the CDFI Fund.

10 Complete the Certification Status Report (if applicable)

The Certification Status Report is submitted by all TA Recipients that have a certification PG&M. The
certification PG&M applies to all uncertified TA recipients and NACA Sponsoring entities. . The CDFI Fund
will complete the report on behalf of the Organization. If an Organization is found to be non-compliant,
the report will be released to the Recipient to explain the non-compliance and to provide the corrective
actions. The Authorized Representative of the Award will receive an email from the CDFI Fund once their
report is released for explanation.

1. To update a Certification Status Report, click on the Awards tab in the navigation bar to locate
the proper Award.

40 of 42



CCME Training Manual (AE115) — Award Recipients Compliance Reports
June 2016

2. Click on the Award Name link

Applicant

Home Organizations C Service Requests  App L h m

9 Awards

" Home

View: Go!

Recent Awards

Award Name
AWD-00004919
AWD-00004920

Award Program Award Control Number Organization

First Communitv Bancorp Inc.

First Communitv Bancorp Inc.

Figure 74. Awards Home Page

3. You will be forwarded to the Award Detail Page. Click on the Certification Status Reports
related list link.

4. Locate the Certification Status Report to be updated and click on the Edit link.

Home Organizations Contacts Service Requests App Launcher m

Award

" AWD-00004919

« Back to List: Organizations

Cases [0] | Matching Funds Used [0] | Payment Requests [0] | Reporting Schedule 0] | SF-425]0] | Use of Funds [1] || Certification Status Reports [1]

Certification Status Reports New Certification Status Report

Action Certification Report ID

Award Year Certification Report Status
Edit CSR-00003

End Date

Funding Application
Award Status
Matching Fund Status

Obligation Status  In-Progress

Figure 75. Award Detail Page - Certification Status Report Related List

5. You will be forwarded to the Certification Status Report Edit page.
Complete the explanation of non-compliance.

Once you are done, select the Save button to be returned to the Certification Status Report
Detail page.

o
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Certification Status Report Edit
Inbormation

Cermfataan Repon i
Boward Contrel embear

Rch - Compiate the followiag

Wity did you Tail bo meet this PGRN

Wil actions will you take to mest PGAL

I i e T PO R Rt FYE
Wit willl thes Recipeent b Cartilied

01 & 02 profateiy goals not met due o |
wder badgeding of personnel. Originally
peopbctid 45 amgloyans for utteach Co rT'IplEtE the
Eeoriem hiwived demand was for §-10

serpiayes. Dus b0 ek of Budgating, wark information on the
Mad Babwean 4-5 amployees caused

[Ensues hal 3ppropriabe sumber of
ERlopie s Bk SLIAE MrSughiu e
Sur 3B of P RO EN

Ires -]
04 2015

Ihn Saree & Wew | Cancel

e ] | page and click Save.

Crmir Wauresn Frank

Figure 76. Certification Status Report Edit Page

8. Once you have completed the explanation of non-compliance, click on the Submit for Approval
button and confirm to submit your report to the CDFI Fund.
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