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1. INTRODUCTION

A Recipient that has received a Community Development Financial Institutions Program (CDFI Program)
or Native American CDFI Assistance Program (NACA Program) Technical Assistance (TA) and/or Financial
Assistance (FA) award (an “Award”) from the Community Development Financial Institution Fund (CDFI
Fund) must submit compliance reports as required by the Assistance Agreement. If you have any
questions regarding the reporting requirement in your Assistance Agreement, or require technical
assistance, please submit a Service Request via your organizations AMIS account.

The objective of this training manual is to provide CDFI Program and NACA Program Recipients with
instructions on how to complete and submit compliance reports online within the Awards Management
Information System (AMIS).

To make the best use of this guidance, Recipients should have a copy of the Assistance Agreement
available for reference for each CDFI Program or NACA Program Award.

2. TYPES OF REPORT

2.1 Organization vs. Award Specific Reports

Throughout the Period of Performance covered by the 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. Please
note you will only need to submit Organizational Level Reports once per fiscal year (FY), even if your
organization has multiple Awards.

Organizational Level Reports

Reports that may be required at the organization level include:
¢ Financial Statement Audit Report

e Single Audit Report

e Transaction Level Report!?

e Shareholder Report

Award Level Reports

Reports that may be required at the Award level include:
e Performance Progress Report (PPR) (Applicable to FY 2015 Awards and later)

e Uses of Award Report (Applicable to FY 2015 Awards and later)
e SF-425 Report (Applicable to FY 2018 TA Awards and earlier)

! Transaction Level Report instructional documents can be accessed by visiting:
https://www.cdfifund.gov/Pages/amisreporting.aspx
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3. REPORTING SCHEDULE

The Reporting Schedule? is a central location in AMIS that allows you to track and monitor compliance
reports that are due to the CDFI Fund for all Awards. It allows you to track the compliance reports due
dates, and to monitor if the compliance reports have been submitted. Please note that the CDFI Fund will be
sending the Authorized Representatives on the Award Detail page reporting reminders 30 days and 15 days
prior to the report deadline. To ensure that you do not miss any important notifications from us, please
confirm that the contact information for the users in your organization’s AMIS account is current and correct,
and make sure that your e-mail service is not marking communications from AMIS@cdfi.treas.gov as “junk” or
“spam.”

To access the Reporting Schedule:

1. Log into AMIS.

2. Click on the Reporting Schedule tab. To view all reports, choose ALL in the drop down menu.
Click on GO. A list of compliance reports that are due is displayed. Note that if your
organization has active awards for more than one CDFI Fund program, your list of reports will
include more than just reports associated with your CDFI Program award.

Homs  Owgenirstons Contscts  Service Reguests  App Leancher Au
———

e [ ——
2 Home
T — Click on the Go! button
Youk Coask oo 3 Bk to view all reports.

Recent Reporting Schedule [ o, T

K recont reconds. Choh Go o1 sebect a virw Fom T dropdiown o deagdary secosds

Figure 1. Retrieve Reporting Schedule

ABICIDEIFG HIJKILMNOPAGRS TU VW X Y| Z Oner 5N
MName + Report Fiscal Year Due Date Days to Submit Status View Report Tab
Certification Status Report 2015 BOE2016 41 Pending Receipt Organzaton
Performance Goals and Measures 2015 BANAG 41 Pending Receipt View PGEM Tab
Uses of Fa 2015 BI2016 41 Pending Receipt View Use of FA tab
Financial Statement Audit Report 2015 B302016 41 Pending Receipt Qrganzation
A133 Audit Report 2015 /302016 41 Pending Receipt Qrganzation
Shareholder Report 2015 BIIV2016 41 Pending Receipt Organgation
Shareholder Report 2016 B3N201E 41 Pending Receipt O ation
A133 Audit Report 2016 BAV20I6 41 Pending Receipt Qrganization
Financial Staterment Audit Report 2018 BA2016 41 Pending Receipt Organg gtion
Uszes of FA 2016 BT 406 Pending Receipt View Use of FA tab
Certification Status Repon 2016 B32T 406 Pending Receipt Qrganzation
Performance Goals and Measures 2016 B3 2017 408 Pending Receipt View PGEN Tab

Figure 2. Reporting Schedule

2 When font is bold, it is referencing an AMIS link.
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4. FINANCIAL STATEMENTS AND RELATED AUDITORS AND ACCOUNTANTS

REVIEW REPORTS

The Financial Statements will be reviewed by the CDFI Fund to determine the Recipient’s financial and

managerial soundness.

4.1 Financial Statement Audit Report (if applicable)

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

T Sy T

Global Search

~=4304 TR 206@example.com.fulldd) | Sandbox:  FULLDY

TestUser OrgD1ARDT »

Service Requests.  App Launcher Reports Awards  Reporting Schedul CMF Perft
4
My Tasks New All Open V|

AWD-00007251 You have no open tasks scheduled for this period [«

PR-00051

P-05412

PR-00052 Calendar

PPR-00002305

S-008347 Today 62312020 < June 2020 5

= ) You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat

5-008350 01 02 03 04 05 08

P-05346 07 08 09 10 11 12 13
14 15 16 17 18 18 20

P-00368

21 2B 4 352
% 29 30

Figure 1. Home Page

2. Click on the Organization Name link for the reportingorganization.

F =

Home WNWAEOUATGTER Allocations Contacts  Service Areas  Service Requests  App Launcher Reports Awards  Reporting Schedule  CMF Performance Report -
‘0 Home

Recent ltems
View: [All Organizations V| Go!

AWD-00007251

PR-00051

P-05412 Recent Organizations ecety Viewsd >

PR-00052 — _

PPR-00002305 Organization Name Mailing City Phone

5008347 test city >

Figure 2. Organizations Tab

This space is intentionally left blank.
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3. From the Organization Detail page, click on the Financial Statement Audits section link.

Contsets  Service Requests  AppLauncher  Awseds  Rleponting Schedule

b TésT Organization 2-Bank

parizations

g Bivlated SSachmaeton | Fingoc o 1 | Coefachy 4] | Corcorsr | Eopore Profies =] | ASates[T
AN AN 1E astotn B 3
Tersd LT
ﬂl‘ﬂll‘lmﬂl‘l Detail bde
(rganimton Mame  Tes! Ovpasization 1Bank [ylgw leetgrchn! Frase  (843) 5554321
Parest Brlifiombep Wrtade
BTN 203
DUNE  ERATES
Oeganization Type
Frumnoal initduton Typs  Bank o Tord D of Icoeporaiin LN 099
Orgenaweon Srectwe  FoeFrolt Fmarcial Actrites St Date  LTHG01Z2
Tood Asset e

Fical Yew End Coy 31

Finrl Ve Emd Mioevi

Cerilcation Information

COFl Comifleston Ttws  Cariled CDE Cortifeation Sintes (CDE Canvled

[OF Conihenten Date 1172015 [DE Comifvation Date 23016

Figure 3. Organization Detail Page

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

Financial Statement Audits New Financial Satesent Audil
Aeten F5 Apdit Report 1D Fiscal Year Upledd Finamcial Statemend [F 5) Auda? Dwsee the F5 Audit include A-133 Audit? Audit Finding
Edn  EEAD0035 2015 i b UnquakSied [ Usmodifed

Figure 4. Financial Statement Audits Section

5. Enter all applicable information. Please note that fields with red bars next to them are required
fields. Once completed, select the Save button.

» When selecting the fiscal year, please select the corresponding fiscal year to be
reported on. For example, if the Performance Period End Date is 6/30/2019, then you
would select 2019.

> The following questions (circled in red) under the Financial and Audit Report
Information Sections must be completed with either Yes, No or N/A:

¢ Material Weaknesses Resolved by FYE?
e If FS Audit not submitted, why not?
¢ Upload Auditor Correction Confirmation

TIP: The questions (highlighted in yellow) under the Audit Opinion and Corrective Actions
section must also be completed. You may put N/A for the textboxes, however, the Audit
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Opinion Corrected by FYE date must be either Yes or No- this box cannot be left with the

default selection of None.

Finamoisl $iatemsnt St Eoit

New Financial Statement Audit

Financial Statement Audit Edit

Save & Mew  Cancel

Information

Crganiration Name Test Orgacniation

Fincal Year

CCME Review Summary

Haport Recsp!
Raason for “rejecing™ regor
Review Commaents [Exfsrmal)

Financial and Audit Report Information

UApioa0 FImgncisd $ tabemant
{F'S) Avam?

FS AUt Mapo Typs of
Finiimg

s W

UngualfiedUnmodified

Drcsen Ehe 3 Awdil inchede i-

es W
133 Aty
Wl you sulmit an A-113
¥ L1t FYET Va5
anbcipate RIWIRG MAte Mo o
A 3 e
tarial WeaknssEss reso e A -
By FYE
T —

Audit Opinéon and Comeclive Actions

‘What caused audft opinéon

ACHons bo BOOress St

Current sisius of comective
achons

1 = mequirea sce=aton

Parformancs Pened Ernd Daie

Date ubmitied

I FS Asart not submisied, | pua P

Dabe bo be compleisd ang
submITied

B Other” pleass deacribe

ARPHOSE AEN0T COrmesten A
Confirmation LS
Lodit opdrdon mn-ﬂl-g h; —Mong— W
¥

¥ not corrected, suplain why

Figure 5. New Financial Statement Audit Edit Page

6. After saving, you will be forwarded to the “Financial Statement Audit” Detail page with a
message stating the “Financial Statement Audit has been saved.”

If you answered “Yes” to “Upload Financial Statement FS Audit?” a Financial Statement Audit
Report attachment will be required to submit the report.

7. On the Organization Detail Page, scroll to the Financial Statements Audit section and select the
FS Audit Report ID number (circled in yellow)

Fimancial Statement Audits Hew Financial Satesent Audit

Relir” . . woum .. Fiscal Year Upload Finamecial Stalemend F 5] AudiaT
B EBA00035 2015 g

Does the F5 Audit include A:133 Audit? hudit Finding
bLH Unquakied [ Unmodifed

Figure 8. Financial Statement Audits Section
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8. Click the Notes & Attachments link to attach any Financial Statement Audit Report documents.

» The attached file should be displayed under the Notes & Attachments related list. If
you have a separate Single Audit Report and would like to submit it to the CDFI
Fund, please include this as an attachment under this section.

Fingngial Habeman| Audit Fritabis ies

& FSA-00151

I: & Financial SEssment Asst has b saved

Financial Siatement Audit Detail Edl | Lubenit Repon
Organiration Mame  Tegi Ceoarazagon Z-Bank
F5 Audi Reposi 0D FRADD15T
Fincal Yesr 2045

Click to attach FSA
documents.

CCME Review Swemmary
Report Receipt  Maw

Financial and Audit Repon Information

el ned Wi wnrinl £ b and JET1 s

Figure 9. Financial Statement Audit Detail Page

» Click the Attach File button under the Notes & Attachments section.

Notes & Attachments NewNote  Attach File

No records to display

Figure 10. Notes & Attachments Section

» 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 | No 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 61. Attach File Edit Page

Page 8|




Click the Choose File button and browse to select afile.

Click the Attach File button.

Click the Done button.

The attached file should be displayed under Notes & Attachments section. If you have
a separate 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-7f to attach another
file such as the Single Audit Report.

YV VVYVY

9. You will receive a message stating the “Attachment(s) added.” Select the Submit Report
button to submit your report to the CDFI Fund.

Histes & aflaghmenty (1]

Crgan Ta3 Croanizason F-Bank 122175
P Aw 0 FSA00151 2015
Fiacalvese 2015 Click to submit
CCME Review Summary the report.

Rport Receip  New

Financial and Audit Repost Information

Figure 7. Financial Statement Audit Detail Page

10. A “Do you want to Submit?” pop-up confirmation box will appear, select the
OK button to submit the Financial Statement Audit Report.

Contacts  Sendcs Requests  App Laun  cofistage-mycdfifund o332 force.com says:

: o T
= W FSA-00151

- W ASmechemeini 3] Sooed

L Caes

Pk 3 ASpChe (1]

Financial Statement Awdit Detasl Edn | Subssin Repon
Crganization Mare  Tick] OO nizagon 2-fank Perieemancs Period End Date 127312015
F5AuSE Report il FSA-00158 Perfcrmance Pericd Slart Date  1/L20HS

Fiscsl Yeur TS Duast Saibomitied

CCME Revies Sumimany

Beport Becoip!  Maw Reanon far “sejecting” repor

Fimamcial amd Audit Repost Information

Uplaad Financisl Statemant [F5| Va5
Awsn?

F % AudE Report Type of Finding Casalted Aloditad

Doss the F 5 Audt mclude A111 Ko
Attt

VAl you sabmit an & 13 Asdit Ko

Figure 83. Financial Statement Audit Detail Page

Note: Use the help icon ‘@ next to each field to see additional instructions on
how to complete a field.
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4.2 Audit Opinion and Corrective Actions (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 noncompliant, the
Authorized Representative of the Award will receive an email from the CDFI Fund. The Recipient will
need to explain the noncompliance and describe the corrective action(s) taken.

TIP: To ensure that you do not miss any important notifications from us, please confirm
that the contact information for the users in your organization’s AMIS account is current
and correct, and make sure that your e-mail service is not marking communications from
AMIS@cdfi.treas.gov as “junk” or “spam.”

To Access the Financial Statement Audit Report and complete the corrective action section:

1. Login to AMIS and click on the Organizationstab.

Applicant

: Organizations onlacis  Senvice Req App L h Aveards
{ My Tasks o
|
I First Community Bancodp ine
Yioau Pl ryd S0l RIA RS sefidulid boe i

AWTH-00004318
| AND-D000452

P-OT4000 Calendar

Tk s
¥ hwews nn ssnnde erhacsdsd fonr tha nast T Asee

Figure 94. Home Page

2. Click on the Organization Name link.

m Contacts  Seveos Hegeests  App Launcher  Awanls  Repoming Sohedals
% Home
CC . =
il LT
BestCgancranien 2. Basi
Facaniy Wawed T
Mg C iy Frans
anbarglon FTLTETELEY

Figure 105. Organizations Tab
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3.

From the Organization Detail page, click on the Financial Statements Audits section link.

tm fm-aeﬂtq-uu Jl.ppl.;m Aweeds  Reporting Schedule

-
“
C—

= Ba

drgatutan .
Test Organization 2-Bank

PR T P —
Tast eganzadon 2Eank
Tt Lot T
Organization Detail Ede
rganization Hame  Tes! Ovpraaization J-Bank fylew Pierirchy! Phose (44 8554301
Parest Bpltc b Whissis
[ UL T b B r by id
DUNS  EFMSATEY
Deganization Type
Fnanoal imaiuton Type  Bank or Thrill Duie of Incorporation.  LHA SR
Drganiaaon Snetes  Foe-Prodt Fnarcisl Actwites Tt Dt UHOH)12
Tosal Anset Sape
Fimcal Yew End Day 31
Fimcal Yeaw Ena Mooty | 12
Cerification Information
CIF| Comemtan toatuk  Cirpld COE Conficatian Smtsn  CDE Cambed
COFICertfication Dase 1712015 CDE Comfication Duate 240016
Figure 116. Organization Detail Page
4. Click the FS Audit Report ID link to access thereport.
Financial Statement Audits Click the link to view
Action S Audit Report 10 the report s the FS Audit inclode A-123 Audit? Awst Finding
Eds  FSA001 Qualifiad | Modried

Figure 127. Financial Statement Audits Section

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

o Financial Statement Audit
@ FSA-00151
« Back to List: Organizations

Notes & Attachments [1]

Financial Statement Audit Detail Edit | | Submit Report
Organization Name  Test Organization 2-Bank Performance Period End Date  12/31/2015
FS Audit ReportID  FSA-00151 Performance Period Start Date  1/1/2015
Fiscal Year 2015 Date Submitted
CCME Review Summary
Report Receipt MNew Reason for "rejecting” report

Financial and Audit Report Information

Upload Financial Statement (F$)
Audit?

F 5 Audit Report Type of Finding
Does the F5 Audit include A-133
Aaoctio

Yes

QualifiedModified
No

Figure 138. Financial Statement Audit Detail Page

Page 11|




6. Complete the required information in the “Explain Audit Opinion and Corrective
Actions” section and select the Save button.

What caused audit opinion

Actions to address audit opinion

Current status of corrective actions |4 | gcate required documentation per audit findings - IN PROCESS

Audit opinion corrected by FYE I Yes o

i not corrected, explain why

Recipient - Explain Audit Opinion and Corrective Actions

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

2. Resubmit updated documentation - ON HOLD
3. Re-evaluate internal documentation process - IN PROCESS

Figure 149. Recipient -Explain Audit Opinion and Corrective Actions

7. 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.

Fanancal Batemend Auidit

W FSA-00132

Financial Statement Audit Detail

Organimton Name

F3 At Repesit ID

Fincal Yoar

Financial Stalemsent Repodat Soore

g Mame Fiscal Year lomuls
CCME Pordolis Manager
Degres of NC

Progeam Porfolio Mgr - COFL-
RACHK

CCME Porlols Managed

Paifermancs Pedicsd End Date
Perigrmance Percd 5ar Dale
Daie Swbevaried

Pigrw COF) Tasl Qenanizadon-Cradit Union

Cuslomioe Page | Bl Layoud | Printable View | Heip fr S Page |
Cpen Aclies 1 | Actty Mislory |81 | Higles & ASpchmenty | | dppeval Mstory (8]

EdR | Delede | Clons

Rected Type  Noa-Compliance Fogview [Changs)

FSA-00132

2018

1% Click to Submit the

Mot COF] Tast Qeganizaton-Cradit Union 2015 report.

Brats Fishman

Dot Mbergee CCME AFM  Erin McKevitl

Brans Fishman @ Progem Portobe Mor - COEL  David Meyer
12012015 Appeoval Stages  COME Anatyst Approved
1R0S

BTIR0N6 B35 P

Figure 20. Financial Statement Audit Detail Page
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4.3 Complete the Single Audit Report (if applicable)

A Nonprofit Recipient must complete an annual Single Audit Report pursuant to the Uniform
Administrative Requirement (UAR) if it expends $750,000 or more in Federal Awards in its FY (2
C.F.R. 200.501(b)), or such other dollar threshold established by OMB pursuant to Subpart F of the
UAR. If a Single Audit Report is required, it must be submitted electronically to the Federal Audit
Clearinghouse (FAC).

A Nonprofit Recipient has the ability to upload the Single Audit Report when uploading the Financial
Statement Audit Report and is encouraged to do so. Please see the Financial Statement Audit Report
Section 4.0 for instructions on how to upload this report.

4.4 Complete Noncompliance Section for Single Audit

Once the Single Audit Report (formerly the A-133) has been reviewed by the CDFI Fund, a compliance
determination will be made. If the Single Audit Report is found to be noncompliant, the Authorized
Representative of the Award will receive an email from the CDFI Fund. The Recipient will need to
explain the noncompliance, complete the Significant Deficiency section for each of the significant
deficiencies cited in the Single Audit and describe corrective actions taken.

TIP: To ensure that you do not miss any important notifications from us, please confirm that the
contact information for the users in your organization’s AMIS account is current and correct, and
make sure that your e-mail service is not marking communications from AMIS@cdfi.treas.gov as
“junk” or “spam.

1. To submit the Single Audit Report in AMIS, navigate to the
“Organization Detail” page, click the A-133 Audit Reports section link.

2. Select the A-133 Audit Report Record ID link.

A-113 Audit Reports Hew A-1X) Audit Repost A3 Aucl Reports Hep (T

Action A&:111 Report Recsed ID click to View thE‘ A-133 Deficiencie Material Weaknasney

Figure 151. A-133 Audit Reports Section

TIP: You will be required to complete the Material Weaknesses section for each of the material
weaknesses cited in the Single Audit Report

3. Click the Edit link. You will be forwarded to the “A-133 Audit Report Detail” page. To complete a
Material Weakness section, click the Edit link next to each Material Weakness ID, where you will
be sent to the Material Weakness edit page. You will be required to response “Yes” or “No” to
any Material Weaknesses and/or Significant Deficiencies in order to submit the report.
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Prinlakis Virw

A-13) Audit Report
© A133-00027
= Back to List: Awards
Significant Deficencies [1] | Malerisl Waaknessss 21y ] Nobes & attschments 101
A-133 Audit Report Detail Swbrmit

A-133 Report Record I A1323-00027
Fiscal Year 2018
Sgnificant DeTicienties Yes
Material Weaknesses Yes

CCME Review Summary Click on each related list 1D record
Report Status  Approved to provide and explanation and
Review Comments st corrective Action.

ted By Bratte Fighman, S/U2016 11:25 Al

Significant Deficiencies

Action Significant Deficiencies 1D Significant Deficiency
S0-00027 test
el
Material Weaknesses
Action Material Weakness Materisl Weakness COFI Award Funds bmpacted
2 s
13 Yas
Hotes & Attachments Mew Note || Attach File

Mo records to display

Figure 162. A-133 Audit Report Detail Page

Mote: You will be required to complete the “Material Weakness” section for
each of the material weaknesses cited in the Single Audit Report.

This space is intentionally left blank.
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4. To complete a “Material Weakness” section, click the Edit link
next to the Material Weakness ID. You will be forwarded to

the “Material Weakness Edit” page.

Material Weakness Edit Save | Cancel

Information

A-133 Audit RBeport
Material YWeaknes s 10

Material Weakness

Material Weakness

COFl Award Funds
Impacted

HMowr COF Award Funds
Imipacted

Doscrioe trends in
Materials Weaknesses

4133-00027
MW-00041

Yes

Please answer the following questions for the materlal weakness

Wethat caused Material
Weakness

Actions 10 address
Material Weakness

Current status of
Material VWeakness

Material Weakness
corrected by FYE

Wiy Material Weakness
nod gorrecied

-imgroper allecation of funds o Training
budgel

-Delays with IT vendor o provide acequate
traiming resources for initiative

-Diverted 535,000 to Training budge! 1o
compensale for iniial incomad allocabion
-Sourced additional IT vendor ta
Supplenment fraining

| status of Beih comuctve actions are in
progress

Complete the information
on the Page and select the
Save button.

| = Required information

5. Complete the following information displayed on the page:

Figure 173. Material Weakness Edit Page

a. “What caused Material Weakness”

®ooo o

“Actions to address Material Weakness”
“Current status of Material Weakness”
“Material Weakness corrected by next FYE”
“Why Material Weakness will not be corrected”

6. Click the Save button once you aredone.

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

Once the record is saved, click the A-133 Audit Report link to return back to the “A-133 Audit
Report Detail” page.
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Matenial Weabneois

& MW-00037

= Back be List: Organizations

Casitrnze Page | Bt Liyoet | Privtable View | Help for B Page
o

Material Weakness Detail & Edit | Delete Clone

&A1) Audit Report 413300044

Count Reguired Fisld (]
Matersal Weaknens Click the link to return to
Repeat Finding

Finding Comected per Asditer | No

Test

the detail page.

Addreaned in Management Mo
Eespanse

L0 A Funsdy impacied Yas
W COFY Award Funds impacted  Tast
Tl

Deeseribes trends in baterials
Weakinehiad

Figure 184. Material Weakness Detail Page

8. You will be forwarded to the “A-133 Audit Report Detail” page

9. To attach a document, locate the Notes and Attachments section.

A 53k Audn Report
- A133-00044

= Back to List: Orgarszations

A-133 Audit Report Detall i Edit | | Submit for Appaoal
Orpanization Name  Tyst Oraanization 2-Sank G i1 Bxetin Fishman [changs]
A-133 Repoat Record 1D A133-00044 Click to add 1112015
Fincal Year 2015 attachments. TR
CCME Review Summary
Signilicanmt Deficiencies  Yes Report Recsipt  Ngw
Matorial Weaknesses Y85 Review Comments
Coeated By Brgfle Fighman, S1/2076 §:40 M Last Modifed By Brage Frshman. 6002016 5486 Pl
8 | ean | | setmit ror Apeaovsl

Figure 195. A-133 Audit Report Detail Page

10. Click the “Attach File” button.

Notes & Attachments

No records to display

NewNote | Attach File

Figure 206. Notes & Attachments Section
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11. Click the Choose File button and browse to select afile.

a. Click the Attach file button.
b. Click the Done button.

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 217. Attach File Edit Page

12. The attached file should be displayed under Notes & Attachments section.

13. Once you are satisfied with the responses provided, click the Submit for Approval
button, on the “A-133 Audit Report Detail” page, to submit the report to the CDFI Fund.

14. A “Confirm to Submit” pop-up box will appear, click OK.

. | P W RV IS L WAV LN b o
« Back to List: Organizations

A-133 Audit Report Detail
Organization Name

A-133 Report Record 1D

Fiscal Year

CCME Review Summary
Significant Deficiencies
Material Weaknesses

Created By

Erette Fishman, 6/1/2016 9:40 PM

x
cdfistage-mycdfifund.cs32.force.com says:
o b Attachments [0

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?
Ted Owner
Al OK | Cancel od Start Date
20| iod End Date
Yes Report Receipt
Yes Review Comments

Last Modified By

Iri\l Edit | | Submit for Approval

() Brette Fishman [Change]
1172015

12/31/2015

New

Erette Fishman. 6/1/2016 9:46 PM

Figure 228. A-133 Audit Report Detail Page

This space is intentionally blank.
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5. COMPLETING THE SHAREHOLDERS REPORT (IF APPLICABLE)

The Shareholders Report is completed when the Award is in the form of an Equity Investment.

1. To complete a Shareholders Report, navigate to the Organization Home page.
2. Click on the Organizations tab.

3. Click on the Organization Name link to open the Organization Detail page.

Contacts Service Requests  App Launcher Awards

. Organizations

‘Y Home

View: | 4| Organizations w|| Got

Recent Organizations

Organization Name Mailing City
AN

Tools

Impoit Data

Figure 29. Home Page

4. From the Organization Detail page, click the Shareholder Report link to navigate to the
Shareholder Report related list.

5. Select the New Shareholder Report button.

Contacts  Service Requests  App Launcher  Awards

{rganization Prvtabie View
« Back b Lat: Awards
(i Redgtect Atiachowabs 1] | Fnancailats o | Coctacts [ | Cecfications (7] | Progras Profesir) | Afflslesm) | SF&04a (31 | Pecloimgnce Gonls & Napsumes 35 |
Fitcaal Sinemest Audis 1] | A-133 Audi Regadsie || Sharshokiet Reosd 1]
Shareholder Report Hew Sharehokdir Repor
[7] Action Sharehoider Report 10 Fiscal Year
(]| Ean SHRPT-0002 201

DURS 123123123

Figure 30. New Shareholder Report

Page 18|



6. Select the Save button to be sent to the Shareholder Report Detail page.
Please select the corresponding FY for which the report is due from the drop down window.

e Shaseholder Report Edit
Mew Shareholder Report

Shareholder Report Edit

Information
Crganization Hame
Fiscal Year

Flease selact the comesponding e
Fiscal Year o be repocted on_ For |
examgple, if the Performance s
od End Date is 12/31/2015,
1

Pesi
CCME Re Piease select 20

Report Receipt
Review Comments

Sawe & Mew

[Test Organization 2-Bani] &)

Cancel

Selectthe Save
button

Figure 31. Shareholder Report Fiscal Year Dropdown

From the Shareholder Report Detail page, select the New Shareholders button to add a
Shareholder. You will be sent to the Shareholders Edit page.

Shasmholder Repori

L7 SHRPT-00028

= Back t st: Awards

Shareholder Report Detall

Drganication Bame  AMIS
Shareholser Repen I SHRPT-D00ES
Fincai ¥ear 2098

CCME Report Review Summany
Repeon Satus Mew
Hewew Comments

Creaed By

Yarma O SMM2016 12217 PM

Mtk ASachoeste 4

Et || Clone | Swbeit

Last Miopfied By

Eaut Cione Saparat

Yarma O SM02016 1217 PM

Shareholders

Mo records o display

Hew Sharahaokiers

Hotes & Attachments

Mo racords to Ssplay

Mewy Wote || AStach Fie

Figure 32. New Shareholders

This space is intentionally left blank.
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Complete all the required information on the page:

Home Organizations Contacts Service Requests App Launcher Awards

Shareholders Edit

< New Shareholders

Shareholders Edit Save | | Save & New | Cancel

Information

Shareholder Report I|SHRPT-UE|028

Shareholder Number ||889374 |

Shareholder Name ||J0hn Franklin

|
| 1000 |
|l450,000 |

Outstanding Shares

Valuation of Shares

Save || Save & New | | Cancel

Figure 33. New Shareholders Edit Page

Shareholder Number
Shareholder Name
Outstanding Share
Valuation of Shares

YV VVY

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

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.

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

Shaeholders

L SHAR-00014

Back to List: Organizatsns

Shareholders Detail
Sharetenided Regte,
Shareraided Recond 10
Shasehalder Mumber
Shaceholder Nams
Qutstanding Shares
Waksation of Shares

Corvated By

" Sharehoiders his been Saved

Prrkibin Vi

Sharshoie s Hator) 12

Edit | Deieie | Clone

Click the link to
return to the report
detail page.

259374
John Franidin
1.000.:00
$4.50,000.00

TegtUser? BED016 714 Fid Lawt Modifed Dy TagiUses? AB2016 T 15FPM

[a | Delete | Clone

Figure 34. Shareholder Report Link
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To add supporting documentation Click the Notes and Attachments related list to add supporting
documentation to your report.

Sharehobder Repor
< SHRPT-00019

= Back to List: Organizations
Sharsholders (1] | Moles 3 Attachenents (0f

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

Organization Mame  Test Organizakion 2-Bank
Shareholder Report I SHRFT-00019
Fiscal Year 2015

Performance Period Start Date 112015
Performance Period End Date 1273172015
Date Submitted

CCME Report Review Summary
Report Recaipt  New

Review Comments

Created By esl UselT. 62016 T:13 PM Last Modified By esl UserT

Edit | Clone | Submit for Approval

Shareholders Mew Shareholders

Action Shareholder Recond 1D Shareholder Mame Shareholder Number
Edit | Del SHAR-00014 John Franklin Ba93T4

Motes & Attachments Mew Mote | Attach File

Figure 35. Shareholder Report Notes and Attachments Section

1. Click the Attach File button.

Notes & Attachments Hew Wote | Attach File

No records 1o display

Figure 36. Attach File to Shareholder Report

This space is intentionally left blank.
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2. Click the Choose File button and browse to select a file.
Click the Attach File button.
4, Click the Done button.

w

L7 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 | No 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 Lo return to the previous page.
{ This will cancel an in-progress upload. )

Dane

Figure 37. File Attachment Page

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

8. 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. A “Confirm to
Submit” pop-up box will appear, click OK.

it U
=i a;_____chwiher
| cdfistage-mycdfifund.cs32 force.com says: I
Tmcts  Service Requests.  App Lmmchen o cubmit this recon oval, o migit not be sble 1o edt &
t feom the approwal process depending on your settings
B [~ fcmenizissaed o
= Sch 3 e DTS
Shareboidery [1] | Moles & SHacheeriy [1]
snarenoider Report Detall Edit | Chone | Submit tor Approval
Caganiration Hams T e i g nk
Sharshoider Bepont i SHEPT-00010
' ar 2015
Performance Period Start Date 1112015
Pericrmance Feriod End Date 12312015
Daie Submitied
CCME Repon Review Summany
Qeport Beceipt N
Review Comments
Crested By  TasiUge(T, S&2096 T 13 FM Last Modified By Tagi UserT, 522016 7:13 FM
Edn LCicna Subimi for Approval

Figure 38. Submission Confirmation Dialogue

This space is intentionally left blank.

Page 22|



6. COMPLETING THE PERFORMANCE PROGRESS REPORT (PPR)

The Performance Goals and Measures (PG&M) Report has been replaced by the Performance Progress
Report in AMIS. The PPR Report allows the Recipient to report whether it has met the benchmarks
specified in the CDFI Program Assistance Agreement.

6.1 Creating a new PPR

To create a new PPR, click on the Awards tab on the main page, select all from the drop down and select
the Go! button.

Home Oigenizstions  Coamcts  Senvice Reguests  App Lamncher m Reporing Schedile

Y A

| Home

Tes1Organizadon 2-Sank

wewe [AR® || Gat

Recent Awards s A

i recent neconds. Click Ga or sefect & view om he deapdoan o display reconds

Figure 39. Home Page

Locate the Award for which you would like to complete the PPR, and click on the Award Name link.

= =
) [an ]

)
Acti... Award Name -+ Organization Award Control Humber Awrard Year
Edit AWD-00009906 Test Credit Union 161FAD99999 2016

Figure 40. Awards List

You will be sent to the Award Detail page. Click on the Performance Progress Report link to navigate to
the Performance Progress Report related list.

& Award Printable View
~ AWD-00009906

= Back to List: Awards

Notes & [0] | Service Requests[3] | PaymentReguesis[1] | Program Goals and Measures [5+] | Reporting Schedule [5+] | |Performance Progress Reports [1] || (OLD) Performance Progress Reports [1] | Use of Funds [0] |
Uses of Award [1] | Matching Funds Used [

Award Detail [Edit
Organization Test Credit Union Award Hame AWD-00009906
Award Program: CDFI-FA Closeout Date
Award Year 2016 CDFI Certification Status Certified

Award Control Humber _ 151FA099999

Figure 41. Performance Progress Reports Link

Click on the New Performance Report button. You will be sent to the Performance Progress Report page.

B Performance Progress Reports New Performance Report

No records to display

Figure 42. New Performance Report

Page 23|



6.2 Performance Progress Report Layout

The header on the Performance Progress Report displays important Award and report details. The
Organization, Award, Performance Report, Authorized Rep fields are all hyperlinks. The Date Submitted
will be populated once the report has been submitted.

Performance Progress Report

Organization: Test Credit Union Award: AWD-00009906 Performance Report: PPR-00001485
Autherized Rep: Jamie Dixon Award Control Numer: 161FA099999 Performance Period Year: 1
Report Fiscal Year: 2018 Award Year: 2018 Status: Submitted
Period of Performance End Date: 8/31/2018 Award Amount: $2,000,000.00 Date Submitted: 3/29/2019 10:41 AM

Figure 43. Performance Progress Report

The menu on the right-hand side of the page

. . . Choose a Goal to Update

lists the applicable Goals, Attestation, and

Legend for the Goals listed above. The
Attestation must be selected before the report

can be submitted. The Legend shows the
different images that will show next to the Goal

once it's filled out.

By selecting the checked box, | am certifying on behalf of the
organization, the Award Recipient, the following:

1-1: PCA Net Worth

2-1: Target Market Percentage

1. The person enfering the data and making these
cerfifications is an Authorized Representative.

2. Any information or data provided to the CDFI Fund that is
entered in AMIS (or other submission method) is frue,
accurate, and complete, and accurately represents the
activities and/or performance of the Recipient.

3. The Recipient is compliant with all applicable assurances,
cerfifications, representations and warranties, covenants,
and agreements =&t forth in the Assistance Agreement or,
alternatively, has notified the CDF| Fund of the Recipient’s
inability to be compliant with such provisions of the
Assistance Agreement through the submission of a Material
Event notification.

Attestation must be signed to submit report.

Not Completed

Additional Information Required

FPassed

Q|O*

Failed

Figure 44. Performance Report Attestation

This space is intentionally left blank.
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6.3 Performance Progress Report Navigation

Click on the Goal. This will bring up the details of the Goal in the middle of the page.
It will also have any fields that need to be filled out for the particular Goal.

Performance Progress Report
Deganizatien: Tz Credd nion
Feathorzed Rep: Jmie Deon
Rupart Flscal Year: 2013

Amard: AT OO0 Fark
Award Comorod Humesr: 151 FREEEEE
Agward Year 100

Report: PEE GOEM4E
Farfarmaras Feriod Year 1

Blanis: Subsmeresd
Puriod of Perlermance End Dapa: 2112013 Date Submimed: HZOE003 10041 A0

Fiwvard Amoenl 52000 00000

@ 141: PCA Met Worth

2-1; Taged Uartel Percerisge

Rule Description: PLA Nal Works Raso s greater than of aqual 1o6%

PCA Kl Woeth Rt

Bonchumank 8

b Fumuars Fosgonliage 00560000

Total Assoty -\-""‘-\\
ol Med Worth ;-/,.'

Figure 45. Net Worth

Enter the details for the input fields and hit Save Changes button. If the Goal passed then the Goal on

the left- hand side will have a green checkmark showing it passed. Also, it will show that it passed under
the “Explanation of Non-Compliance” section.

Performance Progress Report
Drganization: Tzl Crede Lnkan

Amard; M) COO0GEN [ Raport EPE G014
Rethorized Rep: Lamie Deon wward Goamol Humen 16IFR0S6EE8 Fartarmance Fariod Year 1
Rupar Flecal Year: 2008 Mward Year 3010

Blamis: Submisd
Dats Submmed: JENT003 1004 A0

Puariod of Partermands End Daee: 37313013

@M BT 1-1: PCA Met Worth

Program Geal: POM 00

A Amoanil 52 D00 000000

212 Taget MM Posonst
* L i Rule Descripiion: PCA Mel Worh Rabo s greaker than o aqual fio &%

PLA N Wi R L0
Benchimark ]

Ftens hmack Percertiaga 0060000
Tolal Avsols

Tzt Mot Wirth

Explanation of Hon-Complissce

Targed Fadd AF1 Hame

PCA_Mel_Worin_Rato o
Field Type

Pereniaga
Ot aiod Graater Thas o Egusl
Crsant Conrplmynd s S3aty. PASGE

Figure 46. Goal Compliance Status
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If the Goal failed and needs additional information, then the Goal on the left will have a red star to
indicate it needs additional information. It will also show that it failed under the “Explanation of Non-
Compliance” section. You must complete the “Explanation of Non- compliance” questions prior to
submitting the report.

|@ 2-1: Target Market Percentage

By selecting the checked box, | am certifying on behalf of the
organization, the Award Recipient, the following.

Program Goal: PGIM-009617

Rule Description: % Deployed to Target Market in FY are equal to or greater than 25%

Cumulative % Deployed to Target Market 0.05%

Benchmark Percentage 0250000

1. The person entering the data and making these
certifications is an Authorized Representative.

2. Any information o data provided to the CDFI Fund that is
entered in AMIS (or other submission metnod) is true.
accurate, and complete, and accurately represents the
activities and/or performance of the Recipient

3. The Recipient is compliant with all applicable assurances,
certifications, representations and warranties, covenants
and agreements set forth in the Assistance Agreement o,
altenatively, has notified the CDFI Fund of the Recipient's 0.05
inability to be compliant with such provisions of the
Assistance Agreement through the submission of a Material
Event notification

Benchmark 25

Cumulative $ Deployed to Target Market 1,000 .00

Current % Deployed to Target Market

Attestation must be signed to submit report.

$ Deployed to Target Market in curr PoP 1,000 00

Not Gompleted

3 | Addtional information Required Explanation of Non-Compliance
Passed
@ | Passe Field Type Percentage
@ | Faied Operator Greater Than or Equal
Goal Compliance Status FAILL™

Target Field APl Name
‘What is the current status for this performance goal?

Deployed_to_Target_Market_in_FY_prcnt__c

current status

‘Why will you not meet PG&M by FYE? reason for not meeting

‘Will you meet this PG&M next FYE?

Yes v

What actions will you take to meet PG&M? actions to take

‘Why did you fail to meet this PG&M? why | failed|

Figure 47. Explanation of Noncompliance

Once the “Explanation of Non-compliance” questions have been filled out then the Goal on
the left-hand side will have a red checkmark indicating the performance goal failed to meet
the required benchmark.

Once all the Goals have been completed, check the Attestation and the Save Changes
button. Once all of these steps have been completed, click on the Submit Report button.

‘Cwganizatien:

Feathorized Fep: Lok

Repart Fiscal Year: 2013
Pariod of Perfermance End Date: 3712013

Choose a Goal to Update

& Lamie Ciaon
Cale AEREIE 321 FA

Please clic
W Yo

Amard:
Award Comorod Hunes
Bmard Year:

dwvard Amoeni 5

Cusmustatren % Dopioyed b0 Target Markot

Benchmark Porcantags

Benchmank

Canmukatren § Deployed b Taspet Market

1 % Dhepicysent 1o Tasped Markid

5 Daplonpad 15 Target Marpt i Cur Poe

Porformance Progress Report
S N 1i4E

Farformance Repor:

Forfarmarss Perod Year
Siams: Submed

Date Submined: SZOE0TE 104 S0

2-1: Target Market Percentage

wd o Target Markel n Y ace egusl i or groater than 25%

Figure 48.

Submit Report
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If there are Goals that require additional information and you try to select the Submit Report button,
you will receive a warning message requiring you to update the necessary fields before you can submit
the report.

i Please fill out all required fields in
Explanations of Non-Compliance

Figure 49. Error Message- Noncompliance Explanations Required

Fill out all the “Explanation of Non Compliance” questions and save the Goal again. When the Goal
shows the red checkmark then all required information has been provided and the Goal page is “Marked
Complete”, and a message will appear at the top of the display window.

Choose a Goal to Update

@ 1-1: PCA Net Worth

@2-1: Target Market Percentage

Attestation

7 By selecting the checked box, | am certifying on behalf of the
organization, the Award Recipient, the following:

1. The person entering the data and making these
certifications is an Authorized Representative.

2. Any information or data provided to the CDFI Fund that is
entered in AMIS (or other submission method) is true,
accurate, and complete, and accurately represents the
activities andfor performance of the Recipient.

3. The Recipient is compliant with all applicable assurances,
certifications, representations and warranties, covenanis,
and agreements set forth in the Assistance Agreement or,
alternatively, has notified the CDFI Fund of the Recipient's
inahility to be compliant with such provisions of the
Assistance Agreement through the submission of a Material
Event notification.

Signature: Jamie Dixon
Date: 3/28/2018 3:21 PM

Please click the "Submit Report" button below
when you are finished with all edits.

Submit Report

Figure 50. Submit Report
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When you are ready to submit the report, select the Submit Report button. Before the system will allow
you to submit the report, it will ask you to confirm. Please make sure to review the report before
submitting because once it has been submitted, the report will be locked for editing and your responses

may not be altered.

= =

™ Ll J =

, You will not be allowed to make further
changes. Are you sure you want to
continue?

pome O T e lmingmd 4 Tmeewed Bl el

Figure 51. Submission Confirmation

After submitting the report, the “Status” field will update to “Submitted” and the “Date Submitted” date
will be updated with the current date/time.

Performance Progress Report

Qegantpatien; Tep CopdE Urson Mmard; AT QD006 Parfarmance Report  PPR 0000146
Kathorized Rep: Lames Discn Arward Commred Kumen 01RRISEE50 Parfarmaras Pered Year 1
Rupan Flical Yaar 1013 Beard Year NG Blamie Submied
Pariod of Parlernants End Dapa: 37312013 Avard Amownl 32000 00000 Dabs Subsiniid: BEHE01E 04 &M

Figure 52. Report Status

This space is intentionally left blank.
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7. COMPLETING THE SF-425 REPORT (TA ONLY)
The SF-425 report allows the Recipient to report to the CDFI Fund the cumulative amount of award funds
expended. This report is only required for FY 2018 and earlier TA Recipients.

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

Home Organitaticns Conlacss  Sardice Hequests  App Launches

Awardi |
% Home
WA | g | | G
Recent Awards
Brvwrd Hama dwrard Program Awrard Corvdrod Nusber Crzanuatin Axuinlance greseart L rctee et
AND-DI03EREE 15T TRIOMEE Sl
Figure 53. Home Page
2. From the Award Detail page, click the SF-425 related list link and click on the appropriate
record.
# Awvaad Printatle Wew
~ . AWD-00004946

= Back bo List: Awasrds

Eecmmoliward () | Broomm Goahard Meswwes [19+) | Casta 3 | Qoo Achvbes 29 | Ackly Hefery 1 | Hilea § Smachments ) | Eeoodng Schedul B |
Excformance Soul § Mepgures [ | SE422 (1)

MpapdFurds ) | Cetbioabon Salvs Reporm (0

Hezay 51428

B  Click the SF-425 Report ID

Reporting Period [nd Date
to complete the report. 152017

Figure 54. SF-425 Report Link

3. On the SF-425 Detail page, click the Edit button to complete the report.

Home Ovganizations Comtacts Serice Requests  App Launcher  Awards
gk g Award AND-00004545

.4 Errtabie W
T SF425-00059

= Back to dowsrd: AWD-0C004046

Boies § Angchments o1

SF-425 Detail

Edit | Eione | Submit $F-45%

Award Record 10 AWD-00004544
AF 435 Reprt i SFLZ5-00055
Organizaion  ALIS
ProjectGras Poriod $tart Cate | SIP0R2075

twner () v D [Chinae]
Perfarmances Period Start Date SHO2015

wod End Date | SMSG01T

o d 0 Vimcal vemr 2018
Awrard Conftrol Bembser T5ITRO004 i i

ProgectiGrant Perioad Enad Dabe SARS0T B

Recipieni Fiscal Year End Date Q31 ¥ L]

Reporting Pemcd Year  Yaad 3 of e Padomancs Penod

Figure 55. SF-425 Edit
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4. Onthe edit screen, you will need to supply the amount of “Federal Cash Disbursements.” If you
are uncertain what information to enter, please refer to the help icon for more information.

SF 435 Edit

7 SF425-00059

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

Information | = Required Information

Award Recosd ID Draemad Narma D

5F - ATS Report 1D
e S T oo ] Complete the
information on the
page and click Save.

CCME Review Summary
R0 REcsipe pleted SEatus

REview Comimenta

Transactions

Federsl Cash - b, Cash
Disbsursements

Figure 56. SF-425 Save

Once the information has been entered, select the Save button. Youwill be sent to the
SF-425 Detail page.

5. 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.

Trmrnaction
fiecheral Caahi - 5 Caal Dot nsnts Fderal Lkl . s Conlh Dbnlanmeceat Pl [ T
Crested by Ermbgig bamanaes SA0GHE 250 Pl Lawt Wooed By Emsuly Hematass SHO16 259 Pl
i | Close | Lutendt WA
Hoted £ AMachewents

Click Attach File

Byt 2 3 Bapliy

= Bih T o Mwirs shom ma W Si00n Ne0oiTs par oplited k5

Figure 57. Attach File

Click the Attach File button.
. Click the Choose File button and browse to select afile.
c. Click the Attach file button.

o o

1. Select the File
Type e path of the file of chck the Browse bution o find the il

Browsa. .

I Click the “Amtach File” button
Repeat sleps 1 and 2 6o allach medbple fes
{ 'When the upload is complete the Al pfomation will appesr below. )
Atiach File

3. Click the Done Bulten 15 FeLn 15 B pravious page.
[ Thes will canced an n-progiess uposd §

[0

Figure 58. File Attachment
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8. USES OF AWARD REPORT

This compliance report is only to be completed by FY 2015 Award and newer Award Recipients. This
replaces the Uses of TA and Uses of FA compliance reports that were previously required for FY 2014
Awards and older. To submit the Uses of Award Report:

1. Loginto AMIS and navigate to the Awards tab.
2. Select the All Awards list view and select Go!

Recent A is Fecendy Viewed «
Muwadd Hame Acvard Year dwmrd Program: dwadd Conirel Numbser Award Amount 3 Onganizaticn Agreament EMective Date
ANDOO005345 2016 COF-FA 1G1BEN0558 5900000000000 AMIS Test Redqulated

ANDLO003T4E 2016 AMIS Test Regqulated

AWD-DODNS6] 2015 BEA IG1BED205%8 S100.000.00 AMIS Test Regquinted

Figure 59. Awards Menu

3. Click the Award Name link for the Award.

Click the link for

=
CDF! FA Award.

AB CIDEEFGHIJKILMRAOGP QR ST U VW XY Z Oner Al

Bard Program fowerd Control Num..,.  Aavard Amount § Organization Apgreement Effactiv...
COFIFA 161BE20958 $100.000,000.00 AMIS Test Regulated

Figure 60. Award Link

4. You will be sent to the Award Detail page. Click the Use of Award related list.

ts  Service R s App L h m Reporting Schedule

o # Aweard Frieitable Vig
~ AWD-00005345
= Bachk bo List: Swards :
T R T e et Click Use of Award [ E— pin Actyities 1 |
Achyity Histore [ | Malching Funds Used i | Pedormance Goals & b 5 oo Pedih 0
B B Related List.

Award Detail Edit | |Generate Docurmend

Awmrd Name  AWD-00005345 Recedd Typs  FA [Changs]

Awara Year 2016 Organcratios  ANSS Tost Regulatod
Aveard Program:  CDFIFA Paogitam Profis
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Figure 61. Uses of Award Link
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5. Select the New Use of Award button.

¥ Uses of Award New Use of Award

Action Use of Award Name Fiscal Year Report Status Compliance Status

Figure 62. New Use of Award Button

6. You will be sent to the Use of Award Edit page. Certain information will be auto populated.
Start by selecting the Fiscal Year from the dropdown menu. Please remember that the FY
you are selecting should be for the Period of Performance you are reporting on. For
example, if the Period of Performance you are reporting on ended on 12/31/2017, you would
select 2017 from the dropdown menu.

7. Ifthere were no funds expended during the Period of Performance for which you are
reporting on, select the No Activities During Performance Period box.

8. The four questions below regarding interest earned are only applicable to FA Award
Recipients. If you received a TA Award, please do not answer these questions.
a. “Searned>500in interest bearingacct”
b. “If yes, how much”
c. “If yes, have you remitted to HHS”
d. “Eligible Market Attestation”

9. Once you are done answering all the questions, click the Save button.

. Use of Award Edit
.~ New Use of Award

Use of Award Edit Save | | Save & New| |Cancel
Information
Award I AWD-00002780 Q: Report Status New
Fiscal Year I —None— v Date Submitted

No Activities During
Performance Period

$ earned > 500 in interest- --None-- r
bearing acct
If yes, how much Performance Period End
If yes, have you remitted to —-None-—- v
HHS

Eligible Market Attestation

Save | Save & New | Cancel

Figure 63. Save Use of Award

You will be sent to the Use of Award Detail page with a message stating the “Use of Award has been
saved”. If you selected the No Activities During Performance Period box in step 7 above, select the
Submit Report button to complete the reporting requirement. If you need to report on how Award funds
were expended, select the Category of Activity related list.
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TUse of Award
&), UOA-00081

« Back to List: Awards

Use of Award Detail
Award
Use of Award Name
Award Control Number
Fiscal Year
Report Due Date

No Activities During Performance
Period

§ earned > 500 in interest-bearing acct

If yes, how much

If yes, have you remitted to HHS
Eligible Market Attestation

Created By

AWD-00009999
U0A-00081
151FAD13999
2016

Jimmy Lee, 3/31/2017 10:45 AM

Notes & Attachments [0]

Edit| | Clone | | Submit Report
Report Status
Date Submitted

Recipient Name

Ttl§ Activities Reported This Period
Total Award Amount

Cumulative Sum of Use of Award

FA Ttl § Activities Reported This
Period

FA- Total Award Amount

FA - Cumulative Sum of Use of Award

PPC Tl $ Activities Rpt This Period
PPC Total Award Amount

PPC Cumulative Sum of Use of Award

DF-FA Ttl § Activities Rpt This Period
DF-FA Total Award Amount

DF-FA Cumulative Sum of Use of
Award

Performance Period Start Date
Performance Period End
Last Modified By

Edit | Clone | | Submit Report

Approved
3U31/2017 11:06 AM

Test Community Development

5700,000.00
$700,000.00

$700,000.00

$700,000.00

50
5700,000.00

$0.00
$0.00
50.00

$0.00
$0.00
50.00

910/2015
9/30/2016

Jimmy Lee, 2/28/2019 5:30 PM

Figure 64. Category of Activity Link

10. To add a Category of Activity, Select Add Categories.

Category of Activity

o records 1o display

Al Categorias

Figure 65. Add Category of Activity

11. Complete the required fields on the page:
Select Fund Type.

a.

Use of Award I UODA-00TO0 f_]_‘_
Fund Type | FA r

Category of I

Activity DF-FA
Description of I PPC

Activity L

Total Dellar
Amount

Figure 66. Category of Activity- Fund Type Dropdown
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b. Select Category of Activity. Please note, the categories have been pre-populated
based on the type of Award for which you are reporting. If you are reporting on a
FA Award, only approved FA categories will appear. If you are reporting on a TA
Award, only approved TA categories will appear.

Use of Award lUCI'H-EIE'?‘ZH:I 7 §

Fund Type ||-;,, '

Category of | -None '
Description of

Total Dallar l Compensation - Salary

Activity

Activity l Compansation - Parsonnal Serices Fringe Banefils
Amgunt Equiprment

Professional Service Costs
Supplies

Training and Education Costs
Trawe Cosls

Figure 67. Category of Activity Dropdown

c. Enter the Description of Activity.

d. Enter the Total Dollar Amount.

e. Select the Save button when complete or select the Save & New button to add
additional Category Activities.

Categary of Activity Edn

™ New Category of Activity

Category of Activity Edit

Infermatisn

Fund Typs I Fafy
Catsgory of Activity | —MNona

D sesiplion of I
Activily
Tartal Dsallar Amcaart I

Bl Bave & MW L= T )

1 = Faoquined Irdaqmation

Une of dwvard | IEEENTFITT ay Record Typs T

m‘

Figure 68. Save Category of Activity

You will be sent to the Category of Activity Detail page with a message saying “Category of Activity has
been saved.” Click the Use of Award link to navigate back to the Use of Award Detail page.

[ Category of Activity
#1 COA-00126

« Back to List: Awards

Category of Activity Detail
Use of Award
Category of Activity Name
Fund Type
Category of Activity
Description of Activity
Total Dollar Amount
Created By

Click to return back to the
Use of Award Edit| | Delete| | Clone

Record Type
COA-00126
FA
Financial Products

Microloans
$595,000.00
Jimmy Lee, 3/31/2017 10:51 AM Last Modified By

Edit| | Delete | | Clone

FA[Change

Jdimmy Lee, 2/28/2019 5:30 PM

Figure 69. Use of Award Link
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Use of Award
), UOA-00081
= Back to List: Awards

Category of Activity [2] Notes & Attachments [01

Use of Award Detail Edit| | Clone | | Submit Report
Award WD-00009999 Report Status Approved
Use of Award Name  UOA-00081 Date Submitted  3/31/2017 11:06 AM
Award Control Number  151FA013999 Recipient Name  Test Community Development

Fiscal Year 2016

Report Due Date Ttl § Activities Reported This Period $700,000.00
Ho Activities During Performance Total Award Amount  $700,000.00
Period

Cumulative Sum of Use of Award $700,000.00

§ earned > 500 in interest-bearing acct Mo

If yes, how much FA Tt § Activities Reported This ~ $700,000.00
Period
If yes, have you remitted to HHS MNo FA- Total Award Amount 50
Eligible Market Attestation FA - Cumulative Sum of Use of Award  $700,000.00

PPC Til § Activities Rpt This Period  $0.00
PPC Total Award Amount  50.00
PPC Cumulative Sum of Use of Award  $0.00

DF-FA Ttl § Activities Rpt This Period  $0.00
DF-FA Total Award Amount $0.00

DF-FA Cumulative Sum of Use of  $0.00
Award

Performance Period Start Date  9/10/2015
Performance Period End  9/30/2016

Created By  Jimmy Lee, 3/31/2017 10:45 AM Last Modified By  Jimmy Lee, 2/28/2019 5:30 PM

Edit| Clone| Submit Report

Figure 70. Use of Award Detail Page
To Submit the Use of Award Report:

1. From the Use of Award Detail page, select the SubmitReport button.

Use of Award
&), UOA-00081
« Back to List: Awards
Category of Activity [21 Notes & Attachments [0]

Use of Award Detail m M
Award AWD-000099939 Report Status Approved
Use of Award Hame  UQA-00081 Date Submitied  3/31/2017 11:06 AM
Award Control Number  151FA013999 Recipient Hame  Test Community Development
Fiscal Year 2016
Report Due Date Ttl § Activities Reported This Period $700,000.00
No Activities During Per‘furg‘lar_lcz Total Award Amount  $700,000.00
erio

Cumulative Sum of Use of Award $700,000.00

Figure 71. Report Submission

2. When you receive a pop up message asking, “Do you want to Submit?” Select the OK button.
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