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1 Introduction

for the training manual you are currently viewing, AE103: CDFI/NACA Program

@ AE101: Getting Started — Navigating AMIS (for External Users) is a pre-requisite
Application Submission (for CDFI/NACA Program Applicants).

An entity seekingto apply for Financial Assistance and Technical Assistance Awards through the
Community Development Financial Institutions Program (CDFI Program) or the Native American CDFI
Assistance Program (NACA Program) will have the ability to submita CDFI Program and/or NACA
Program funding Application via the CDFI Fund’s Award Management Information System (AMIS). To
submitan application through AMIS, an online platform, organizations must have an AMIS account.
Please refertothe AE101: Getting Started — Navigating AMIS (for CDFI Fund External Users) training
manual on how to set up an account.

The objective of this training manual is to provide CDFI/NACA Program Applicants with instructions on
how to create, complete, and submitanapplicationin AMIS. Applicants will alsolearn how to enter
informationinthe Organization Profile or Program Profile and reference itin the application, rather than
providingit multiple times.

2 The Organization Profile

AMIS automatically creates your Organization Profile once your organizationisregistered. The
Organization Profile created automatically by AMIS contains partial information; an authorized user
from the organization must completeall the necessary information. An authorized useris anyoneinthe
organization with the User profile or Admin User profile. Auser’s profileis displayed on their Contact
Detail page.

The first personto registerthe organization becomes the administrator for the organization’s AMIS
account and isresponsibleforassigning permissions to other usersto create or update recordsin their
organization. Tolearn more aboutauthorized users, pleaserefertothe Permissions and Security
sectiondescribedinour Getting Started —Navigating AMIS training manual.

In this section, youwill learn how to:
e Update your Organization Profile
e Complete the organization related attachments

This course only covers updating organization information required in orderto complete the application.
Please referto Getting Started — Navigating AMIS tolearn, in detail, how to update your Organization
and Program Profiles.

Make sure you are on the Organizations Home page by clicking the Organizations tab. Click on the
Organization Name link to open the Organization Detail page.
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Figure 2. Organization Name Link

Organization

MCT Federal Credit Union

+ Show Feed
« Back to List: Organizations

Org Related Attachments [[] | Financial Data[1] | Contscts [13] | Exemnal Contacts [1] | Program Profiles [5] | Awsards [7] | Affilistes[Z] | Motes & Attechments [1]

Organization Detail
Organization Name
Parent Organization
Parent Relationship

Organizational Type
Financial Institution Type
Organization Structure

Certification Information
CDFI Certification Status
CDFI Certification Date
CDFI Certification Expiration

Address Information
Mailing Address

Credit Union

CDFI Certified

123 Eastern Ave
Rockville, MD 28918
USA

(e

MCT Federal Credit Union [View Hierarchy]
123Bank

Phone  (301) 567-8700

Website
EINTIN
DUNS 123456688

Date of Incorporation
Financial Activities Start Date
Congressional District

Fiscal Year End Day

Fiscal Year End Month

CDE Certification Status
CDE Certification Date

Physical Address

12-234512%

Mot Certified

Figure 3. Organization Home/Detail Page
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Whileitisimportantto keep all information current, ensurethe following are accurate:

Organization Detail
e EIN/TIN
e DUNS
Organization Type
e Financial Institution Type
e Organization Structure
e Fiscal Year End Day
e Fiscal Year End Month

Contacts

Under Contacts, verify that the appropriate users have been designated as Authorized Representatives
and Points of Contact. An Authorized Representativeisanindividualwho has been authorized by the
organization tosignthe application, andin doingso, certifies that the information in the applicationis
true, complete and accurate. The Authorized Representative also agrees to comply with any resulting
termsifan award isaccepted. Only users designated as Authorized Representatives can sign an
application. Only users designated as eithera Point of Contact or an Authorized Representative can
submitan application.

2.1 Update Your Organization Profile

To editthe organization detail information:
1. Clickthe Edit button.

a. TheFinancial Institution Type willdeterminethe type of financial datarequested from
the organization. IMPORTANT: CDFl and NACA Program applicants CANNOT select
“Other,” “Not Applicable,” or “Housing Organization” as their financial institution
type.

Your organization’s Certification Information willautomatically populate.

c. You mustcomplete the Financial Activities Start Date field as this will inform the
Eligibility Category that displaysinthe Program Profile. Thisis acritical in ensuring that
your organization has access to the correct application(s).

d. Total Asset Size will automatically populate from the Total Assets field in the financial
data record foryour organization’s most recent fiscal yearend. Thiswill alsoinform the
Eligibility Category that displaysinthe Program Profile. Thisis critical in ensuring that
your organization has access to the correct application(s).

create and editrecords. Please contact an administrator foryour

@ NOTE: If you do not see an Edit button, you may not have the permission to
organization’s AMIS account, if you require these capabilities.
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Figure 4. Organization Edit Page

2. Complete all the remaininginformation on the page such as Organization Structure, and
AddressInformation.

AMIS usesthe Financial Institution Type to determine which financial dataan

@ NOTE: It is importantto ensure the Financial Institution Type is accurate.
applicant must provide.

3. Selectthe Save button to save your work and return to the Organization Detail page. You will
receive amessage stating the Organization has been updated.
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Organization
MCT Federal Credit Union
Show Feed
| ¥ Organization has been updated.
« Back to List: Organizations
Org Related Attachments [1] | Financial Data[1] | Contects [1Z] | External Contscts [1] | Program Profiles [5] | Awards [Z] | Affilistes[2] | Motes & Attachments [1]
Organization Detail Edit
Organization Name  MCT Federal Credit Union [View Hi Phone  (301) 567-8700
Parent Organization 123Bank Website
Parent Relationship EINITIN
DUNS

Organizational Type
Financial Institution Type  Credit Union Date of Incorporation
Organization Structure Financial Activities Start Date
Congressional District
Fiscal Year End Day
Fiscal Year End Month

Certification Information

CDFI Certification Status ~ CDFI Certified CDE Certification Status Mot Certified
CDFI Certification Date CDE Certification Date
CDFI| Certification Expiration

Figure 5. Organization Detail Page - Saved Record Confirmation

2.2 Complete the Org Related Attachments

The Org Related Attachments is where you attach key documents. Once adocumentis attachedin this
section of the Organization Profile, AMIS allows youtolookitup and referenceitinan application or
reportinstead of re-uploadingit multiple times. Given that the Organization Profileapplies to all CDFI
Fund program, soyou will see document typesthatapply to CDFI/NACA as well as other CDFI Fund

programs. The documents that pertain to the CDFI Program and NACA Program applications are as
follows:

e Audited Financial Statement, per Fiscal Year
e Unaudited Financial Statements, per Fiscal Year
e ManagementLetters
e PoliciesandProcedures
e KeyStaff Resumes
Call Reports
e Organizational Chart

To complete the Org Related Attachments section:
1. From the Organization Detail page, click the Org Related Attachments related list link.
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& . Ceganization
~| MCT Federal Credit Union
& Show Feea

[ " Organizaton has been updaed

= Back to Lask: Organz

Conipcts (13 | Exemed Cotadty (1) | EIooramProfest | SeMosin | ASMeSIY | Noles & Amacheerts i

Organization Detail
Organizatesn Name Phone {301) 56T7-8700

Webdite

. ) EINTIN  12-2345120
Click the Org Related BUNE  13ismess

Parent Ciganiestion
Pameng Relatianihip

Attachments link.

Organizational Typs
Financial Inatitution Type  Crésdil Urian Date of Incodpaiataon
Organizabon Snaciure Faanciall Actevites Start Date

Total Asset Sive  $300,000,000.00
Congressional Destrict
Fiscal Year End Day
Fiacal Yesr Ersd Manth

Centification Information
CDFl Cartification Status  C.0F) Cestified CDE Certificatoxn Status  CDE Cerfified
CDFI Cemilication Date CIDE Certification Dale
COFI Cenification Expirstion

Figure 6. Organization Detail Page

2. You will be forwardedtothe OrgRelated Attachments related list section. Select the New
Related Attachments button.

Org Related Attachments I Hew Related Attachments I

Action Document Hame
Edit  Polcies and Procedures

Figure 7. Org Related Attachments Related List

3. Selectthe Choose File button and search for the file you need to attach.
4, Completethe followingrequired information onthe page:
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a. SelectaType of documentyouwantto attach.

AMIS Test

" Attach File

Back to the Organization AMIS Test | Cancel

File
Choose File | No file chosen Select the Type of Document
Type | —None— and complete the

Description information on the page.

Date Approved by Board [ 2520161

Attach File

Back to the Organizatisn AMIS Test | Cancel

Figure 8. Attach File Page

5. Provide a Description of the document and the Date Approved by Board only if the particular
document was approved by your Board of Directors. Date Approved by Board is nota required
fieldsoitdoes nothave to be completedifitis notapplicable.

AMIS Test

" Attach File

Back to the Organization AMIS Test | Cancel

File | Choose File | Loan Depos...Screen. pdf
Type | Proof of EIN v

Description | nragf

£ Select the Attach File

Date Approved by Board (50016 |(2512016) button to complete.

Attach File ™

Back to the Organization AMIS Test | Cancel

Figure 9. Attach File Page

6. Clickthe Attach File buttonto attach thisrecord to returnto the Organization Detail Page.
7. Clickthe Org Related Attachments link to view the records added or provide additional

Attachments.
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Ceganization
. AMIS Test
« Back to List: Organzations
sitachments 2 | Fnancial Data[4 | Conbacts|%] | Frogam Profles 5] | Sweds[f] | Affisdes )3 | SFalds[y

Organization Detail

Ceganization Mame  AMIS Tj
Parent Relabonship

Phone  (T03)555-1212
Webdate
EINTIN 111111111

Click the Org Related Attachments
DUMS 12345800

link to view the record adds and

make additional edits.

(Organization Type
Financial Institution Type  Bank Holding Company Date of Incorporation 111887
Organiztion Structure Financial Activities $tart Date 112012

Figure 10. Organization Detail Page

8. To provide additional attachments thatare required, followsteps 3-7 above.

Org Related Attachments Akl Rrlated Atachementy.
] Acsion Document Name Description
[ |Edé Lean Deposit Print Screen pdi Click the Document Mame to view
] |Ede RS ERM Regtaion sample doc IR docs : the record and add additional data.
(] 1Ede Adices of incoeporation simpie doc i

] |Edt  PobdesAFrocs sampie dock FAP ien Firatrit) 22106
Financial Data ‘Add Financial Cuta
[ Acion  Financial Data Name Fiscal Year Record Type
Figure 11. Org Related Attachments Related List
3 The Organization Profile Financial Data

An applicant must complete the Organization’s Financial Datafor the previous 3 years before starting
their CDFI/NACA Program Application. Thisisknown asthe Historicdata and can be entered by adding
Financial Datarecords. Based onthe Organization Financial Institution Type, the financial data records
will be slightly different. Instructions on how to complete afinancial datarecord for the three main
Financial Institution Types are outlined below.

NOTE: The financial datarequired will be slightly different depending on
which Financial Institution Type was selected on the Organization Detail page.
The nextfew sections explain how to complete financial datafor the
following main Financial Institution Types: Credit Union, Bank/Holding
Company, and Unregulated CDFI (i.e. Venture Capital, Other, Housing
Organization, Sponsoring Entity, Not Applicable, etc.).
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3.1 Complete a Credit Union Financial Data Record

To complete a Credit Union Financial Data Record, the Financial Institution Type on the Organization
Detail Page must be Credit Union.

1. Clickthe Financial Datarelated listlink.

Orgarieation
“0 MCT Federal Credit Union

& Snow Ferd

@ Back to List: Organizations

Organization Detail
Ovganization Name  IWCT Faderal Cradi Uinion [

Phone | M) SET-ETO0

Parent Organization  1738ank Pisbisite
Parert Rl sSonihi 1= = = EINTIN  12-238512%
ot Retssonship Click the Financial S

Data related list link.

Organizat
Financiall InaSitution Type  (Cnecilt Linion
Finarenal Aotivaters 5t Dule

Dt of Incorperaion

Congreiiional Diatrict
Fiscal Wear End Day
Fiscall 'Waar Erell Manth

Certification Information
CDF] Comficasen Sishis (CDF Cadtified CDE Cartificaton Siuhis Mot Caatifies
COF| Certification Dt CDE Cartification Date
COF] Coriification Expe ason

Figure 12. Organization Detail Page

2. Selectthe Add Financial Data button.

Select the Add

Financial Data Add Financial Datas Financial Data button.

Action  Finanial Data Name Fistal Year

Figure 13. Financial Data Related List

3. Complete the required information on the page. Click the Help (?) icon nextto eachfield toview
help textforeach question.

4. SelectaFiscal Year for eachfinancial record you are providing.

5. Enter the data forthe followingsections:

Assets

Liabilities

Shares/Deposits

Net Assets

Income

Expenses

Membership

@D oo T
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h. Loan Portfolio

i. CurrentLoan Portfolio

j.  Equity Investment Portfolio Evaluation

k. Financial MPS Ratios for Credit Union CDFlIs

The Membership group requires acombination of number (#) values and percentage (%) values. For
Total Members, enterthe total number (#) of members your credit union has (or will have for projected
years) underthe “Total” sub-headings. Inthe “Percentage to TM” sub-headings, enterthe percentage
(%) of total members thatare target market members.

For Total Field of Membership, enter the total number (#) of persons under the “Total” sub-headings. In
the “Percentage to TM” sub-headings, enterthe percentage (%) of the total thatare also in your target
market. This demonstrates the overlap between yourfield of membership and target market.

Firaricaal Data Eciit

“ New Financial Data

Financial Data Edit Save | |Save & New | | Cancel

Historic Information

Organiesion | }ACT Federal Credit Union| &) Record Type  Credi Uinions
Fiscal Year l..Nnng.. v

Select the Fiscal Year and complete

Assels the information on the page.
Cash amd Cash Egjisi
Uneresiricted Cash amd Cash Equsivalends
Total Inwestments
Cash on Deposit
Shent Term |nvedtmenis
Total Lowns and Leases

Less: Allowanoe for Loams and Lease
Loss

Total Aszats

Enter Liabilities

Aporeed Dividends & Inberest Payabde
Accounts Payable and Crther Liabilities

Teotal Lisbilsties

Shares/Deposits
Total Member Depoits

Toital Man-lsmber Dips Enter
(-] =0 ]
Yot Sk s Dwpalis Shares/Deposit

Figure 14. New Financial Data Edit Page - Credit Unions
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Met Assets

Todal Het Assets Available for
Financing
Unrestricted Het Assets

Enter Net Assets

Permamently Restricted Net

Asstes
Totsl Net Assets or Equity

I

I

Temporarily Restricted Met Asstes |
I

I

Change in Met Assets |

Todal Esmed Revenss

Todal Grants and Contributions

Total Income

I |
I |
I I
I |

Enter Expenses

February2016

Todal Mamber % ko TM

Todal Field of Memberdhp 8 Total Vield of Mesnbarahip % fo

Loan Portfolic Enter Membership

Total On-Halance Sheeed Loans
Closed 8

Tedal On-Balance Shoel Losna
Closed §

Teodsl On-Balance Sheed Loana
[ n

Enter Loan Portfolio

Tedsl On-Balancs Sheel Losns

Disbwrsed §

Todal On-Batance Sheel | ]
Custatanding Loand

Todsl On-Balance Sheel | ]
Loand
Of-Balance Sheo! Loans Closed §
Off-Balance Sheet Loans Closed §
T —
Managed B
Total Off-Balance Sheel Loans
Manaped §
Totsl On-Balance Sheel
Lana: s

e TS N —
™
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Current Loan Portfodid

# Total Loans Charged-ff
$ Totsl Louns Charged-CiT Enter Current
# Troubled Debt Restrcturing Loan Portfolic

§ Troubled Debt Restructuring | |
(TOR)

) S
T | —
T —

o E—
days
St E—
days
aranien PN E—
days
Ot T —
Days)

§ Total Delimquent Loans [$0+
Day)

Figure 15. New Financial Data Edit Page - Credit Unions
Equity Investment Portfolio Valus

el Enter Equity Investment Portfolio
Combined value of Equity Valuation

Investments Exited During the
Year &
Investments Exited During the
Year §
Investments Writhen-0ff During
the Yr &

il Complete the Loan Portfolio MPS

Unrealized Gains{Losses) & Ratios and select the Save button.

Unrealized Gains{Losses) §

Realized Gains (Losses) 2

Realized Gains (Losses) §

Tarpet Rate of Return

Actusl Rate of Return

Financial MP'S Ratios lor Croedit Union COFls
Return on Averags Ansels
Wil o Average Losns

Mt Leng-Term AnsetsTotsl
Annels

M rnFoteriial bismbers
Mt e T T mibsrr w
Blot Woath Growil
=S AE Select the Save button.
Loan Portfolio MPS Ratios

Prowvision for Loan Loas Rossrvs

Figure 16. New Financial Data Edit Page - Credit Unions

6. Selectthe Save button. You will be forwarded tothe Financial Data Detail page with a message
statingthe Financial Data has been saved.
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Financial Data

“J FIN-00000034

+ Financial Data has been updated.

« Back to Organization: MCT Federal Credit Union

Impacts [0] | Activities Level [0]

Financial Data Detail Edit | | Delete | Clone

Historic Information
Organization  MCT Federal Credit Union

Record Type  Credit Unions [Chanae]
Financial Data Name  FIN-00000034

Fiscal Year 2013

Assets

Figure 17. Financial Data Detail Page - Save Confirmation

NOTE: CDFIs should provide the Impacts and Activities Level information, for
@ each fiscal year, by clicking the appropriate add button foreach related list.

Enter the Impact for each financial datarecord each year.

7. Clickthe Impactsrelatedlistand click the New Impact button.

Impacts

Select the Impact button.
Mo records B display

Activities Level

Meew Activities Level

Mo records b display

Figure 18. Impacts Financial Data Related List

8. Complete the information on the page, then click the Save button to save an impactrecord for
that specificyear.

Impact Edit
';: Mew Impact

Select the category from the
drop down list and complete

Impact Edit

. the information.

Financial Dats TR0

Category | _Nong-

Owner  Rhchael Major

Total

¥ Oeher, Enter Descriplion

e TM

Methodology

Select the Save button to
save the impact record.

Save | Save & New  Cancel

Figure 19. New Impact Edit Page
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9. You willreceiveamessage statingthe Impact has been saved. Click the Financial Data link to
returnto the financial record.

IMP-0000005

| " Impact has been saved

Impact Detail Edit |Delete Clone || Sharing

Financial Data  FIN- 4

Owner [ Michael Maior

. . . . r
Impect 1D IMP-0000005 click the Financial Data link. meat
Category First-Time Busingss Ownery % to TM
W Daher, Enter Desciplion Methodology
Created By !ﬂlEhagr Himr 1272018 512 PM Last Madified By M 15

 Edit || Delete Clane | Sharing

Figure 20. Impact Detail Page

10. CDFlscan add multiple impacts foreach fiscal year. To add more impacts, repeat steps 7-9
above.

11. From the Financial Data Detail page, click the Activities Level related list link.
Enter the Activities Levelinformation forthe specificfinancial datarecord.

- Hﬁ%ﬁﬁﬂﬂ[}&l Click the Activities Level

related list link.

Financial Data Detail Edit | Delete = Clone

Historic Information

Ceganization T Federal Credit Union Record Type  Credit Unigns [Change]
Financial Data Name  FIN-00000034
Fiscal Year 2013

Assets

Cash and Cash Equivatents | $20.000.00

Figure 21. Financial Data Detail Page

12. Selectthe New Activities Level button to add Activities Level dataforeach fiscal year.

Impacts MNew Impact

Action Impact ID
Edit| Del IMP-0000005

Activities Level I _Mew Activities Level I

Mo reconds to display

Figure 22. Activities Level Related List
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13. Complete all the information on the page.

U Now Activiies Lovel Select the Product Category
Activities and

Sl — = Enter the Totals.
Information

Fraswasl Qe Fﬂmums_g QI nmgc.-m

Product Calegory

Cabigary | Sl Business

B30s]

Eﬂﬂlh Canen

Figure 23. New Activities Level Edit Page

14. Click the Save button. You will be forwarded to the Activities Level Detail Page with amessage
stating the Activities Level has been saved.

Aitrerters Lisd

7 ALN-0000045

o fotaties Level has beer saved

Activities Livvel Detail
Information
Financisl Dats  EJN-000000.

Click the Financial Reard Tape - Produet Catego
Product Category Data link.
Category  Smal Busness Tod§  5330,00000
§ i T
Crosied By ichael Malor. US2018 852 Pl Latblocified By ichaed Maior. LAS20ME B2 Pa
(S | | Chalala] | Choma |
Figure 24. Activities Level Detail Page
15.

record.
16.

steps 12-15 above.
17.

From the Activities Level Detail page, click the Financial Data link to return to the financial

CDFls can add multiple Activities Levels for each fiscal year. To add more Activities Levels, repeat

Clickthe Organizationlink to be forwarded to the Organization Detail page.
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a Fosarcial Dt
0 FIN-D0000038

Financial Data Detall

Historic Inlonmation
Cirgand ealiens T Fctaiil s
Finanaoisl Dats Kave
Fincsl Year 2018

Assals
Caah snd Cash L guirvalenty
Uit iotnd Caid ahdl Cash Egevabint
Tokdl Inessbmaniy
Carids on Dapeiit

Shant Tarm Irvessimanin.

5240000 00

Toksl Lo and Lassss
Larts: Adbgowiriaiar b Lisafrh aeel Ldda
Loea

Totsl Asasby . S5TE 00000

Efit Dol | Chane

Click the Organization link.

Record Type  Credit Unices [Chinge]

Figure 25. Financial Data Detail Page

18. Click the Financial Datarelatedlistlinkand re peat Steps 2-13 to add additional Credit Union

Financial Datarecords.

a. CDFIsshouldaddfinancial datafor the previousthree years.

Organization
. MCT Federal Credit Union
J|L Show Feed
« Back to List: Organizations
Org Relsted Attachments [2] | Financisl Data[4] | Contacts [13] | External Contacts [1] | Program Profiles [5] | Awards [7] | Affilistes[Z] | Motes & Attachments [1]
Organization Detail Edit

MCT Federal Credit Union [\iew Hierarchy
123Bank

Organization Name
Parent Organization
Parent Relationship

Organizational Type
Financial Institution Type  Credit Linion

Organization Structure

Certification Information

CDFI Certification Status  CDF| Certified

Phone  (301) S67-8700
Website
EIN/TIN 12-234512%
DUNS 123456688

Date of Incorporation
Financial Activities Start Date
Congressional District

Fiscal Year End Day

Fiscal Year End Month

CDE Certification Status ~ CDE Certified

Figure 26. Organization Detail Page

3.2

Complete a Bank/Bank Holding Company Financial Data Record

To complete a Bank/Bank Holding Company Financial Data Record the Financial Institution Type on the
Organization Detail Page must be Bank or Bank Holding Company.

1. Clickthe Financial Datarelated listlink.
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.. Organization ) )
0 MCT Federal Credit Union
& Show Feed
= Back 1o Lst: OrgamIabon
Cirg Relsied Angchmenti (6 | FngecilData 1= | Compctiren | Edemal Comtscti[y | Progiam Profieg s | Aapid |l | Afsdesrn | Fhotes § Ampchiments [0

Organization Detail Edit
Organization Name  WMCT Federal Sredit Union [View Hismeg ™ ':Ile thE FinﬂnCiﬂl Phone  (301) B5T-8T00
Pagent Dngan izaticn q ik . Webane
Pasent Relatianshig Data related list. EIMTIH 122345129

Organizational Type

DUNS 123455688

: :Iﬂlﬁtlll Institution Type  Bank Holding Company : Dhate of Incorporation
Finamcial Activites Start Date

Caertification Information
COFI Certification Status  CDFI Cerided CDE Cenifezation Sintes  CDE Cerified

Total Asast Siee 300 000,000.00
Congressicnal Distrct
Fiscal Year Enad Day
Fiacal Yesr End Month

Figure 27. Organization Detail Page

2. Selectthe Add Financial Data button.

Financial Data

Action  Financial Data Hame

Click the Financial

Data related list link.

3. Comple

Figure 28. Financial Data Related List

te the requiredinformation on the page. Click the Help (?) icon nextto eachfield toview

help textforeach question.

4, Selecta
5. Comple

Sm oo ow

Fiscal Year for each financial record you are providing.
te all sections, including.

Assets

Liabilities

NetAssets

Income

Expenses

Loan Portfolio

Current Loan Portfolio

Equity Investment Portfolio Valuation

Financial MPS Ratios for Bank/Holding Company CDFls
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FingmaC il ILIHI- Edit .
‘ MNew Financial Data
Financial Data Edit Save | Bave B Mew  Cancel
Histarical Information 1 = Flasguired Informadion
S %

el Yoar | —pigne- v Select the Fiscal Year and complete
the information on the page.

Cash and Cash Equivalents

Unrestricted Cash and Cash
Efisleats

Total ifrreilmests

Sovpert Term Inrreatments
Fhept-nerm Inwestmients |Banks|
Liong Ters Investments

Tofal Loany srd L sasen, Nt of
Urnparned

Lewa: Alzwance Tor Loans and
Leass Loas

Averags Arsels
Laming Axses
Long Term Assets

Tetal Anneta

Figure 29. New Financial Data Edit Page — Bank/Holding Company

Liabilities
interest bearing 99 Complete the information on the page

Total Deposits clicking the ? icons for more information.
Total Nobes Payable

Tatal Nobew Payable (Banks)
Migen - caw Liaksilion

Otmer Liskiizien Enter Liabilities

Toital Liskities

Perpetusl Prefimed Stock
Common Stk Enter Net Assets

Zurplus
Undivaded Prodits
Tier 1 Core Capital
Tier ¥ Core Capital

Todal Equity Capital

Figure 30. Financial Data Edit Page — Bank/Holding Company
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Total Interest Income

Total Non-Interest Income | |

Income Before Taxes and | |
Adjustments
Het Income | |
Expenses

Total interest Expense | Enter Expenses

Provigion for Loan and Lease | |
Losses

Total Non-Interest Expense | |

Loan Portfolio

Total On-Balance Sheet Loans |
Closed #

Total On-Balance Sheet Loans | |
Closed §

Total On-Balance Sheet Loans | |
Disbursed &

Total On-Balance Shect Loans | |
Disbursed §

Total On-Balance Sheet | |
DQutstanding Loans

Total On-Balance Sheet | |
Qutstanding Loan$

Off-Balance Sheet Loans Closed # | |

Enter Loan Portfolio

Off-Balance Sheet Loans Closed § | |

Total Off-Balance Sheet Loans | |
Managed #

Total Off-Balance Sheet Loans | |
Managed §

Total On-Balance Sheet
—_ lendinofouited '
Figure 31. Financial Data Edit Page — Bank/Holding Company
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Current Loan Portfolio

# Total Loans Charged-Off

% Total Loans Charged-Off

(TDR)

$ Troubled Debt Restructuring
(TDR)
# Recoveries

| |
| |
# Troubled Debt Restructuring | |
| |

5 Recoveries

days
$ Total Loans Delinquent 31 to 60
days
# Total Loans Delinquent 61 to 90 | |
days

| |
| |
# Total Loans Delinquent 31 to 60 | |
| |

% Total Loans Delinquent 61 to 90 | |
days

# Total Delinquent Loans {90+ | |
Days)

$ Total Delinquent Loans (90+ | |
Days)

Equity Investment Portfolio Valuation

Totsl Equity and Combined Valse

- Enter the Equity Investment

Acteal Rate of Retain . .
Portfolio Valuation.
Tanget Rate of Retwm

Aealized Gaing [Losses] §

RAealiped Gaing (Lossei) 8
Unasalized Gainailonses) §
Unamaliged CainaiLcsses] 8

e alments Watten-Off During
the ¥r §

Ivestments Wotten . I During
tha ¥ ®

ivyeabments Exted During the
Youd 3

Ivrestmenis Exted During the
Ve 8

Totsl Equity ard Combined Vales
]

Financial MP5 Ratios for Bank/Holding Company CDFls

Tier One Leverage
Met Interast ncome (TE) Complete the Financial MPS Ratios
e e for Bank/Holding Company CDFls
e and select the Save button.
Totsl Assets owth
Tier G Capital Gaowth
Effisency Ratss

Wil on Cont of Totsl Losss &
Leases

St Save & New  Cancel

Figure 32. New Financial Data Edit Page — Bank/Holding Company

6. Selectthe Save button. You will be forwarded tothe Financial Data Detail page with amessage
stating the Financial Data has been saved.
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Finascial Data Prriakis e

W FIN-00000043

| " Financial Data Pk bien Saved

Financial Data Detail

Hissorical Information

Cwganization
Fnancial Dats Hame_Awionumber  3)74-43 Date Mame  FIN-00000043
Fhocalfear 2074 Recoed Type  BankHolding Company jihangs]

Click the Impacts related list.
Assety

Cash and Cash Equivalents | 5$250,000.00

Unrestricted Cash and Cash
Efjuiralents

Figure 33. Financial Data Detail Page - Save Confirmation

NOTE: CDFIs should provide the Impacts and Activities Level information, for
each fiscal year, by clicking the appropriate add button.

7. Clickthe Impactsrelated listand click the New Impact button.

Impacts

Click the New Impact button.

oo reconds ko display

Activities Level Mew Actities Level

oo reconds ko display

Figure 34. Impacts Financial Data Related List

8. Complete the information onthe page and click the Save button to save an impactrecord.

impact Edit

cr MNew Impact Select the category from the
drop-down menu and
R fra] | Saen Mew) [Cacend complete the information.
Information

Fimancial Dada m—lty Owner  Michael Major

Category | _Mong— v Total
M Otter, Enter Description

o TM

Methodalogy

Click the Sawe button to

save the impact record.
Sarve Save & Mew  Cancel

Figure 35. New Impact Edit Page
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9. You will receiveamessage stating the Impact has been saved. Click the Financial Data link to
returnto the financial record.

Impact

IMP-0000006

| " Imgact has bean saved.

Impact Detail Edit | Delete| Clone | Sharing

Finamcial Data
impact I IMP-D0000O0E

Owmer ] Michasl Maior
Click the Financial Data link.

Total 150,000
Category  First-Time Business Cwne %toTM
It Other, Enter Description Mathodology
Created By  Michael Major. 1272016 7:34 PM Last Madified By  Michasl Maior, 172

Edit | Delete  Clone | Sharing

Figure 36. Impact Detail Page

10. CDFlscan add multiple impactsforeach fiscal year. Toadd more impacts, repeat steps 7-9
above.

11. From the Financial Data Detail page, click the Activities Level related list link.

Fanancial Data

' FIN-00000043 Click the Activities Level

related list link.

Financial Data Detail Edit | | Dwlete | Chane

Historical Information
Organization H;T Eﬂu Q[gﬁ“ mion
Finamcial Data Name_Aulcnumber  2[14-43 Financial Dats Mamse  FI-00000043
Fiscal Year 2014 Record Type  BankMolding Company [Ehange]

Asaets
Caah and Cash Equivalents ) 5250 0:00.00

Unrestricted Cash and Cash
Equialents

Taotsl Irvestmants
Ehort Term Investments

Siclt, i Ievwvesabmanis | Rankal

Figure 37. Financial Data Detail Page

12. Clickthe New Activities Level button.

Impacts Mew Impact

Action Impact ID
Edit| Del  IMP-0000005

Activities Level | [ Mew Activities Lover |

Mo records o display
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Figure 38. Activities Level Related List
13. Complete all the information on the page.
c, Aotivites Liwsl Edit
‘N tiviti I
sw Activities Leve Select the Product Category
Activitdes Level Edit — | == and enter the totals.
Intormation
Financisl Dats  [Fan-000000 38 @€ Recoed Typs  Product Caegory
Product Category

Towd § iﬂi

B TM

Categery | Small Business

Es..m. —"

Figure 39. New Activities Level Edit Page

14. Click the Save button. You will be forwarded to the Activities Level Detail Page with amessage
stating the Activities Level has been saved.

Activites Level

7 ALN-0000047

| W Activities Lavel has bean saved

Activities Level Detail Edit Delete | Clone

Information
Financial Data  FIN-O00000S3 * : . Record T Product Catego
e R Click the Financial ord Type  Product Calegory

Data link.

Product Category

Category  Small Business Total §
SinTM
Created By Michaal Maior, 1272016 738 PM Last Madified By  Michasl Major, 157

Edit Delete | Clone

Figure 40. Activities Level Detail Page

15. From the Activities Level Detail page, click the Financial Data link to return to the financial
record.

16. CDFlscan add multiple Activities Levels for each fiscal year. Toadd more Activities Levels, repeat
steps 12-15 above.

17. Click the Organization link to be forwarded to the Organization Detail page.
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Financzal Data

“\ FIN-00000043

Financial Data Detail

Historical Information
Qeganization
Financial Data Mame_Aatonambser

Fiscal Year

Assets
Cash and Cash Equivalents

Undesiricied Cash and Cash
Equivalenis

Irgepety 11 | Agthees Lasesl 1]

Esfit | |Delete = Clone

2014-43
2014

Financial Data Name
Recod Type

Click the Organization link.

$250.000.00

FIN-D0000043
BaniHolding Company [Change]

Figure 41. Financial Data Detail Page

18. Click the Financial Data related list link and repeat Steps 2-17 to add additional Bank/Holding
financial datarecords forother fiscal years.
a. CDFlIsshouldadd financial datafor the previousthree years.

Organization

“/ MCT Federal Credit Union

J|L Show Feed
« Back to List: Organizations

Org Related Attachments [2] | Financial Data[4] |

Organization Detail
Organization Name
Parent Organization
Parent Relationship

Organizational Type
Financial Institution Type
Organization Structure

Certification Information
CDFI Certification Status

Edit
Phone
Website
EIN/TIN
DUNS

MCT Federal Credit Union [\iew Hierarchy
123Bank

Credit Unicn Date of Incorporation
Financial Activities Start Date
Congressional District

Fiscal Year End Day

Fiscal Year End Month

COFI Certified CDE Certification Status

Contacts [12] | Externsl Contacts [1] | Program Profiles [F] | Awards 2] | Affiistes[2] | Motes & Attachments [1]

(301) 567-3700

12-2245128
122456688

CDE Certified

3.3

Figure 42. Organization Detail Page

Complete an Unregulated CDFI Financial Data Record

To complete an Unregulated CDFI Financial Data Record, the Financial Institution Type onthe
Organization Detail Page mustbe an Unregulated CDFI types (including Loan Fund or Venture Capital) as

shown below.

1. Clickthe Financial Data related listlink.
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. Dngenizsticn . i
“ MCT Federal Credit Union
d Show Fesd
= Back to List: Orgamzabons
R Aftac 5 14 ancin Dpts 5 | Compcss[iy | Exemal Cortscty[1) | Prooeaen Brofies [ | Swerds[y | Afstesin | B ARpcH |

Organization Detail
Caganization Hame Phone (301} BET-8700
Parent Coganization ‘Websile
Parent Relaticnship Data related list. EINTIN  12-2345129
DUNS 123456688

COrganiza
Financial institution Type  Vienture Capital :: Ciate of Incorposation
Caganiization Sond Financial Activities Start Date

Total Asset Size  5300.000.000.00
Congreasional District

Click the Financial

Fisgal Year End Day
Fiscal Wear End Month

Certification Inlommation
COFI Certification Statws  COF Certiflad CDE Certification Status COE Cerifled

Figure 43. Organization Detail Page

2. Clickthe Add Financial Data button.

Financial Data Add Firancial Data Click the Financial

Data related list link.
Action  Finamcial Data Kame

Figure 44. Financial Data Related List

3. Complete the required information on the page. Click the Help (?) icon nextto each field toview
help textforeach question.

4. SelectaFiscal Year for eachfinancial record you are providing.

5. Complete all sections, including.

Assets

Liabilities

NetAssets

Income

Expenses

Loan Portfolio

Current Loan Portfolio

Equity Investment Portfolio Valuation

Financial MPS Ratios for Unregulated CDFls

TSm0 ap oo
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Finacial IlllhEd-l: .
W' New Financial Data
Financial Data Edit Save || Save & Hew | Cancel
Information I = Rsduired inkrmation
B BMC T Federal Crucil Ursonfflf k0¥ SCERT YR USIOU S COH

Fincal Year | _Mone— ™

Select the Fiscal Year and complete
Cash and Cash Equ the information on the page.

Unresaricted Cash wnd Cash
Equivalents

Total investmenta

Cuirent Giow Losnd Aecernablen
Tetal Commtmenta

Total Curent Ansets

Hesturrent Grodn Loasa
Recervabion

Loan Loss Reserves |Cash]
Loan Loss Reserves [Accnal]
Total Qutsiandireg Lousty
Irrawntmiend

Het Uasealized Loas [Gaing]

Total O -Balasce Sheet Aiseta
far Fisi

Tatal Avsets

Figure 45. New Financial Data Edit Page — Unregulated CDFI

Complete the information on the page
clicking the ? icons for more information.

Total Hotes Payable
Total Adjusted Notes Payable

Hon-Current Liabilities Due
e Enter Liabilities
Subordinated Debt/EQ2

Total Off-Balance Sheet Liabilities

Total Liabilities

Total Het Assets Available for

Financing ) | - Enter Net Assets
Unrestricted Net Assets | | ]

Temporarily Restricted Net Asstes

Permanently Restricted Net
Asstes

Total Net Assets or Equity

Change in Het Assets

Figure 46. Financial Data Edit Page — Unregulated CDFI
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Income
Total Interest income
Todal Non-nterest income Enter |I'H:]Eil'l"leJI
Imrn-rﬂ-zlurdT;:;;:;\: EXPEHSE'S, and
Nt income Loan Portfoliof
Expenses

Tetal Interest Expense
Provision Tor Loan and Lease
Losses

Total Mon-interest Expense

Loan Portfolio

Tofal On-Balance Sheet Loans
Closaed 8

Total On-Balance Sheet Loans
Closed|§)

Todal On-Balance Sheet Loans
Disbursed 2

Tolal On-Balance Sheet Loans
Disbarsed §

Total On-Balance Sheet
Dutatanding Loaan

Total On-Balance Sheet
Cuistanding Loan$

Tetal On-Balance Culstanding
Loans TM S

Todal On-Balance Sheet
Lending Equity TM

Ot Balarce Sheet Losna Cloasd #
Off-Balamce Sheet Loans Closed §

Total On-Balance Sheet

| o T,

Figure 47. Financial Data Edit Page — Unregulated CDFI

Equity Investment Portiolic Valuation
Total Eqguity and Combined Vil
]

Total Equity and Combined Vake
H

Irveabments Exted During the
Year £

Ievestmenis Exited During the
Yeur §

Iervestmen s Written- 07 During
thee Yr 2

Iervestmnen bs Written - 08 During
thee ¥r §

Ursrealiced Gains{L osses] 8
Urireabred Gaina[Losses] §
Realiped Gairek (Lodset] #

Complete the Equity Investment
Portfolio Valuation section and

Realied Gaims [Losses] §
Target Rate of Retam

Actesl Rata of Rt select the Save button.

System Information

Save | Save B Mew Cancel

Figure 48. New Financial Data Edit Page — Unregulated CDFI

6. Clickthe Save button. You will be forwarded to the Financial Data Detail page with amessage
statingthe Financial Data has been saved.
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Financial Data

“. FIN-00000144

% Financial Data has been updated.

« Back to List: Organizations

Impacts [0] | Activities Level[d] | Funders [0

Financial Data Detail Edit | Delete | Clone

Organization  AMIS Test?
Financial Data Name  FIN-00000144

Record Type  Unregulated CDFI

Fiscal Year 2012

Assets

Cash and Cash Equivalents  $150,000.00

Figure 49. Financial Data Detail Page - Save Confirmation

NOTE: CDFIs should provide the Impacts, Activities Level,and Funders
information, foreach fiscal year, by clicking the appropriate add button.

7. Clickthe Impacts related listand then click the New Impact button.

No records o display Select the Impact button.
Activities Level New Activities Level

Mo records to display
Funders Mew Funders

No records to display

Figure 50. Impacts Financial Data Related List

8. Complete all the information on the page and then click the Save button to save an impact
record.
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Select the category from the
drop down list and complete

Impact Edit
Infzrmation
Fimaneial Dals

Categaay
M (mhei, Ented Dewediplnsa

Select the Save button to
save the impact record.

the information.

% ba TH

Il thend oy

Figure 51. New Impact Edit Page

9. You will receiveamessage stating the Impact has been saved. Click the Financial Data link to

return to the financial record.

Impact

7 IMP-0000007

| o Impact has been saved.

Impact Detail Edit | Delete| Clone | Sharing
Financial Data B Oamer EM|§hﬂﬂ| Majl
impact il IMP-0000007 Click the Financial Data link. Total
Categony First-Time Busingss Owne NiaTM™
If Other, Enter Description Methodology
Created By  Michagl Major, 1272016 846 FM Lawt Modifeed By  Michgil Major

Edit | Delete

Clone | | Sharing

Figure 52. Impact Detail Page

10. CDFlscan add multiple impacts foreach fiscal year. To add more impacts, repeat steps 7-9

above.
11. Click the Activities Level related listlink.

Financial Data

% FIN-00000144

= Back ko Lt Orgarzations

legasta (1 |
Financial Data Detail Edil | | Delebe | Clone
Organization  AMES Tesld
Financisl Dats Mamee  FIN-D0000144
Fincal Year 2012
Assets

Cash and Cash Equivalents  $150,000.00

Record Type  Unregulated COR
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Figure 53. Financial Data Detail Page
12. Clickthe New Activities Level button.

Impacts: Hiew levpact

Action  lmgactID Categery S to TM 1 Other, Enter Desciipticn Methodobegy

Edit | Del BMPDOD0103 Firs-Time Business Owners 20,00 METHOD

Activities Level Wrw Asctivities Livel

No racoeds to display
Funders Herw Funders

Mo meconds o display

Figure 54. Activities Level Related List

13. Complete all the information on the page and then click the Save button.

Activities Level Ldit

% New Activities Level Select the Product Category

Activities Level Edit

= and enter the totals.
Information

Finascial Data m |q"! Product Caegory
Product Category
Category | N Total §

5 i T

E Save & Mew| | Cancel

Figure 55. New Activities Level Edit Page

14. Click the Save button. You will be forwarded to the Activities Level Detail Page with amessage

stating the Activities Level has been saved.
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Activities Level

- ALN-0000048

| " Activities Level has been saved.

Activities Level Detail Edit | |Delete || Clone

Information

Financial Data Record Type  Product Catego

Click the Financial

Product Category Data link.
Category  Small Business Taotal §
$inTM
Created By Michael Majgs. 1272016 940 PM Last Modified By Michael Malor, *

Edit | Dedete | Clons

Figure 56. Activities Level Detail Page

15. CDFlscan add multiple Activity Levels for each fiscal year. Toadd more Activity Levels, repeat
steps 11-14 above.

16. Click the Organization link to be forwarded to the Organization Detail page and completethe
next Financial Datarecord.

Financial Data

‘' FIN-00000144

= Back to List: Grganizations
Impasis [1] | AsthEss Leved[nl | B

Financial Data Detail Edit | | Delete| | Clone

Orpanization  AMIS Tesg
Financial Data Mame F-00000144
Fiscal Year 2012

Record Type  Linfégulated COFI

Click the Funders related list.

Assets
Cash snd Coah Equivalents  5150,00:0.00

Figure 57. Financial Data Detail Page

17. Clickthe Fundersrelated list, then click the New Funders button.

Impacts Foew Impact

Autiea  ImpactID Calagary WinTM ¥ Othar, Enter Dedcriplion Mthadology

Edit| Del  WAP0000103 Firss-Time Businass Ownears 20100 WMETHOD
Activities Level Wrw Actovitis Level

Action  Actieities Level Hember Total § SinTM
Edit| Del  ALN-DO00T3E $150,000.00 520000

Funders Few Funders.

Click the New Funders button.

o reconds i display
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Figure 58. Funders Related List

The Funders Table captures your organization’s various sources of capital and what percent of your total
assets this capital represents. Information on the past three fiscal yearsis required. Thisinformation will
be usedto better understand the capital your organization has historically obtained from other sources.
The FundersTable is required for Unregulated Institutions. Regulated Institutions do not have the ability
to fill out the Funderstable.

Provide the information forthe funders that have the largestimpact on your CDFls operations for the
past three fiscal years. You may only enterup to ten funders that coverall three fiscal years.

First, enterthe name of the funderin “Name of Funder” field. Next, enterthe dollar($) amount of
capital providedinthe givenfiscal year. Next, select the type of capital providedin the drop-down
menu. Then, enterthe percentage (%) cost (orrate) of the capital provided. The Percentage of Total
Assets cell will automatically calculate based onyourentriesinthe Input Tab.

Repeatthese stepsforeachfiscal yearif you have received capital from the same Funder over multiple
years.

18. Complete the required information onthe page forthe selected fiscal year, including:
a. Name of Funder
b. Amountof Capital Provided
c. Type of Capital

19. Complete the remaininginformation on the page and click the Save button.

Tunderu Edit

“0 New Funders

Funders Edit Save  Seen B Hew | Cancel
Information 1 = Fisuesed Infor= gt
R [[n:nnnu : J% Enter the Name of Funder and
Mame of Funder
A o Capett Provses | complete the required
Type of Captsl [ g ) information.
Cooall ol Cagital

Save Save & New  Cancel

Figure 59. Funders Edit Page

20. You will be forwarded to the Funders Detail page with amessage statingthe Funderhasbeen
saved.
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Funders
“. BBC Fund
" Funders has been saved.
= Back o Lisk: Drgamzatmrs
Funders Detail Edit |Delete Clone
Financial Data El-D00007 84,
Marme of Funder  BBC Fund . - . -
Amount of Capital Provided Click the Financial Data link.
Type of Capital
Cost of Capital %
Created By  Johny Test 22016 5:46 PM Last Madified By Ry T
Edit |Delete Clone

Figure 60. Funders Detail Page - Save Confirmation

21. CDFlIscan add multiple Fundersforeach fiscal year. To add more Funders, repeat steps 17-20

above.
22. Click the Financial Data link and repeat Steps 2-17 to add financial dataforanotherfiscal year.

a. CDFIsshouldadd financial datafor the previousthree years.
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4 Update the CDFI/NACA Program Profile

The Program Profiles related list allows you to add or update your organizational datathatis specificto
a CDFI Fund program from a single area. This sectionisrequiredin orderforyouto complete an
application. AMIS automatically creates a Program Profile, with partial data, for each of the CDFI Fund’s
programs when the organizationis created. Organizations applying for CDFI/NACAProgram funding are
required to complete the rest of the Program Profile information and specify information such as the
funding program, geographicmarkets, and lines of business.

In addition, the CDFI/NACA Program Profile allowsis where the NACA eligibility is determined, matching
funds are provided, and where an applicationis started. For more information about a Program Profile,
please referto our Getting Started — Navigating AMIS training manual.

To update the CDFI/NACA Program Profile:

1. Ensureyouare loggedinto AMIS.
2. Clickthe Organizations tab to be forwarded to the Organizations Home page.
a. Theorganizationislisted underthe Recent Organizations section; alternatively,

b. Ifthe organizationisnotlisted, clickthe Go! button nextto View to be forwarded tothe
Organizationslistview.

E- I Service Requests  Awands

Organizaions

Home

View. | All Organizalions v Gul

Recent Organizations Resceridy Viewsd

Maiing Gity Phons

Laurel 123-456-1880

Figure 61. Organizations Home

3.

Click the Organization Name link to access an Organization Profile.

4. From the Organization Detail page, click the Program Profiles link to navigate to the Program
Profilesrelated list.
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Organization Erintable View

. CRB Bank

A= Show Feed
= Back to List: Organizations
Qg Related Aiachments (11 | Enancial Dala 41 | Somacts i | Exdemal Contacis (1] | Progmm Profiles -1 | Awasds 21 | Aflates 09 |

Hotes & Adachments (1]

Organization Detail Edit
Organization Name CRB Bank [View Hierarchy] Phone 123-456-T850
Parent Organization Website
Farent Relationship EINTIN 12-M456787
DUNS
Organizational Type
Financial Institution Type Bank Holding Cl:l{'ﬂpaw Date of Incorporation H1T2015

Figure 62. Organization Detail Page — Program Profiles

5. Fromthe Program Profiles related list, click the Program Profile Name link for the CDFI-NACA

record type.
a. TheProgram Profile Name will be aNumberthat starts witha P.i.e. P-104243 displayed
below.
Program Profiles

Action Record Type Program Profile Name
Edit BEA P-104230

Edit NMTC P.A04240

Edit BGP P-104241

Edit CMF P-10424

Edit COFI-NACA P-104243

Tat  CLE-CERID T

Edit CODFI-CERT B.A0474

Figure 63. Program Profiles Related List- CDFI-NACA

Note: When a usercreates an organization, AMIS automatically creates a
Program Profile, tied to the Organization foreach CDFI Fund program. Users
are requiredto editthe Program Profile information adding information
requested such as the geographicmarkets and lines of business.

6. You will be forwardedtothe Program Profile Detail page. There are three related liston the
CDFI Program Profile Detail page: NACA Eligibility, Matching Funds, Funding Application.
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Pragram Profile Detall
Organization Data Click Edit option to
Organizatien  CRE Bank UPdEtE the
FINTING - a2sasarer Program Profile.
DUNS
Program  CDFI gD At gory
Eligibilsty $tatus
NACA Eligibilty

MACA Categary  Certified COFI

Geographic Markets and Target Areas

Primary Geegraphis lags Urban Hatkomwice
[CL8 3

Spacial Targeted Areas  Matyve Communibes Geographic Market

Sarved

Lines of Business & Financial Products

Primary Line of Business  Community Facilties Secondary Lire of
Business

Products Offered

AMIS Training Manual —AE103-CDFI/NACA

di 2 | Maiching Funds 1 | Funding AOkcations i

F-14243
COF-HACA

MACA
Certified

Major Urban

Colorady; Gecrpa, Hawas, Maho, Nevada

Printabie Wiew

Affordakde Housing

Services to Disabled or Homeless persons

February2016

Figure 64. CDFI/NACA Program Profile Detail Page

6. From the Program Profile Detail page, click the Edit button to update the CDFI-NACA Program

Profile Detail information.

7. The Program Profile will display the Eligibility Category (ie. Core or SECA) based on the following

information from the Organization Profile:
a. Financial Institution Type
b. Financial Activities Start Date
c. Total AssetSize

Back to Organization: AMIS Test2

Program Profile
& P-067575

« Back to Organization: AMIS Test2

MACA Eligibiity [1] | Matching Funds 15 |

Program Profile Detail Edit

Organization Data
Organization ~ AMIS Test2
EINTIN  12-8989013
DUNS
Program CDFI

NACA Eligibilty
NACA Category

Funding Applications [2]

Program Profile Name

Record Type

Eligibility Category

P-067575
CDFI-NACA

SECA

Figure 65. Program Profile Detail Page - Eligibility Category Example
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8. Complete the requiredinformation on the page.
a. SelectaProgram for whichyouare applyingfor:
i. Select“NACA”toapplyforthe NACA Programor

ii. Select“CDFI”to applyforthe CDFIProgram
b. Selectthe Primary Line of Business

9. Complete anyotherinformation onthe page.
a. SelectGeographic Marketsand Target Areas
b. Addthe Line of Businesses and Financial Products

Program Profile Edit Save | Cancel

Qrganieabion DALy

g = Progeem Proflle Mams  P-J04281
Frogren | [HACA -

Add the Geographic Market,
Target Areas, and lines of
business.

1 = Fpquered Inommaion

MAEA Eligiilty
MACA Calegery Coartified COF)
Geographis Markets and Target Areas

P ]
m Ibaper i
Markes

Mbwenr Livban =

o Avallable Avallable - chosen
Argan Appalachen Alaburna | Cooborandc
Cokorias Alrka b || CergEn
Anzona Harwoa
Ariansas. 4| idaho
Cadornia Nevada
Cannectiout .

Lins#s of Business & Finarcidl Products

ol Doy | Comremarity Fackes v MUY Avallable
Husmasn Consummes [Franoe
Ioleir il P E
: Select the Save

button.

Figure 66. CDFI/NACA Program Profile Edit Page

10. Clickthe Save buttonto save yourupdates.

11. You will receiveaconfirmation message statingthe Program Profile has been updated. Click on
the relatedlistto proceed with entering information forthe Organization where applicable.

Program Profie

Printabie *ew

% P-066403

I "W Frogram Prafle nas bean updaies I
HACA Elobiee [ | Matchino Funge il | Funding dopkcusony 1
Pragram Profile Detail Edit
Orpanization Data
Ovganimstioa AW Test Progran Profile Hame  POSS403
Program  NACA Record Type  COFRNACA
Eligibilty Category  SECA
HACA Eligibilty
MACA Category  Cerdied COF
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Figure 67. Program Profile Detail Page

4.1 NACA Eligibility (if applicable)

The NACA Eligibility sectionis used to determineif an applicantis eligibleto apply forthe NACA
Program. This section should only be completed by NACA Program applicants. The NACA Eligibility
Form should be completed by all NACA Program applicantsin orderto determine eligibility to apply fora
FA or TA award.

Note: Applicants are NOT able to delete a NACA Eligibility record. Asaresult,
NACA Program applicants should be careful toselect the correct record type —

@ Certified, Certifiable, Emerging, and Sponsoring Entity. Please refer tothe NOFA
for definitions of each of these categories. Please use these definitions to
determine the appropriate category foryourorganization.

1. From the Program Profile Detail page, click the NACA Eligibility related list.

Program Profile Printatie View

& P-066403
: + Progeas Profle Ras Been upd sk

Ry [ | Maiching Funds 8+ | Eurding Spolcations |8

Pragram Profile Detail

Oeganization Data
gt AMIS Test Progrem Profile Hame  PDESJOT

Program  WACA Click the NACA Record Type  COFRNACA
Eligibility related list.

Eligibilty Category SECA

NACA Eligibilty
HACA Camegory  Cended CDF

Figure 68. Program Profile Detail Page

2. Selectthe New NACA Eligibility button.

NACA Eligibility Mew NACA Eligibility
Select the New NACA
Acklorr) MAGA Eligibility button.
Edit MAGADDDDT

Figure 69. Program Profile Detail Page - NACA Eligibility Related List

3. SelectaNACAEligibility Record Type of newrecord -that represents your organization. There
are four optionsto choose from:
a. Certifiable CDFI
b. Certified CDFI
¢. Emerging CDFI
d. Sponsoring Entity
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Again, please refertothe NOFA forthe definition of the categories.

4. Selectanoptionbasedonthe CDFlthat will be applyingforthe award and click the Continue
button.

Example: Your organizationis an uncertified Native CDFI (that will NOT submit a certification
application by the deadline stated in the NOFA) thatintendstoapply foraTA award to assist
with obtaining CDFI certification. You should select the “Emerging” record type since, at the
time of completingthe application, your organization is not certified and will not submita
certification application by the deadline stated in the NOFA.

Homa  Ceganirstors Comtact  Service Regeests  App Lounchar

N WA gl

% Select NACA Eligibility Record Type

Salich & s e typ for B e fuc i ety

Selecn KACA Engibinty Recsrd Type
B - : Select the NACA Eligibility

Latitiatig L0
ot | record type from the drop
:.:._’.-'.f-.-'!f.. down list and then click the

Avalebie NACA Eiplity Rooud Trpws Continue button.

Becord Type Wame  Deacrplon

Cariladie CLFY

Corilasd LN

Frmsrgeng © [8

w1 iy

Figure 70. Select NACA Eligibility Record Type Page

5. You will be forwarded to the NACA Eligibility Edit page. Answer the NACA eligibility questions.
Clickthe Help (?) icon nextto each field to view the full text for each question.

on the NACAEligibilityRecord Type the applicant selects. The below

@ Note: The NACA Eligibility Edit page displayed below will be different depending
instructions displays the Certified CDFI NACA Eligibility Record Type Edit page.

6. Selectanswerstoeachquestionfromthe picklistmenu.
a. “2016” is the only pick list option that will display forthe Funding Round Fiscal Year
b. Allquestionsare requiredtobe answered.

7. Clickthe Save button when complete.
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AL Eigitary s .
% New NACA Eligibility
. s Select the Fiscal Year
Mt of NACA Eligibility. 1+ R s
bl - - |

Pardrgg Rond | mcal T |2.|]|.: .
Elltely St

Canified CEF) Answer the
Rt Comamenity CTP(Cotted [ Siore- * certification
A, petnlary wmne Rt Commaniy I_a‘n.‘_. questmni_

Select Save button.
are =

Figure 71. NACA Eligibility Edit Page

Tl ol e iy porieten” I""""'“ ¥

8. You will be forwarded tothe NACA Eligibility Detail page with a confirmation message stating
the record has beensaved.

9. The Eligibility Status field willbe updated to indicate if your organizationis eligible orineligible
to apply fora NACA Program award.

a. Intheexample below, the eligibility status reads, “Eligible to apply for NACA FA or NACA
TA.”

RACA Elgibility

% NACA-00129

[ o NACA Engilty Nas Been sdned

Comn Acpvies [T | Agty History 11

HACA Eligibility Detail Edit  Chang

Becord Type  Certfead COFI

'""W_ - Click the Program Profile link to be
T Eememam AT R forwarded back to the Program
Cortified COF| Profile Pare.

Are you & Certlfeed CIDFIT Yl

Mastwe Commanity | OTP [Cartified] | Yeu

S0% activithes were in Mative Community  Yes
el yoous dhecribes lending sctivities? - Yes

Cresied By Johney Teqhes 2020168 1198 AM Lt Metifond By Jomnny Tagher

Ect  Clone

Figure 72. NACA Eligibility Detail Page

10. Click the Program Profile link to be forwarded tothe Program Profile Detail page. Your NACA
Program eligibility willbe computed by the system and displayed on the page.
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HACA Elgiviny 3] | Malching Funds i | Funding Applcalions i
Program Profile Detail Edit
Organization Data
Orgarizatien GRS Bank Pregram Profile Name  P.104243
EIN/TIN 12-3455TET Record Typs Name COF-MACH
DUMS
b
Program MACH Eligetality Catagory BACA

MACHA Eligibilty
HACA Category  Castified CIOFI

Geographic Markets and Target Are

Primary Geographic | Urb 2 Lirtsan
it lmor lagor

Frogram, Eligibility Category
Special Targated Areas  Matree Co and NACA Categow wrill be ! Colorade; Georgia; Hawan, Idabo; Mewvada

Lines of Business & Financial Prog dISFI lE'\l’Ed GI:I Ll rogram

Primary Line of Business  Commurity Detail Page. Afordable Housrg

el Sennces to Deabled of Homeless persorm

Figure 73. Program Profile Detail Page

4.2 Create/Update Matching Funds (if applicable)

The matching funds section of the Program Profile allows you to submit your matching funds
information tothe CDFI Fund. The Matching Funds sectionisonly required when applying fora CDFI -
Core FA award. Entities applying for other funding types should not complete this section.

Once matching funds are added at the Program Profile level, they can be associated to multiple
applicationsin multiple funding years.

complete thissection, instead, proceed to Section Error! Reference source not

@ Note: Entities thatare not applying for the CDFI Core FA Program should not
found. below.

To add information on matching funds:

1. From the Organization Detail page, click the Program Profiles link to navigate to the Program
Profilesrelated list.
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‘:

Crgasization

CRB Bank

e Srow Fesd

= Back

e List: Organizatons

3 Afipcrenenty [11 | Einprogd Dats 18 |

Organization Detall

Organization Mamse  CRE Bank [igw Higrarshg]

Parent Crganiration
Parent Relabonghip

Organizational Type

Financial Inaraueion Typse Bank Halding Coenpasy
Cepanizaticsn SEnucture

Cortification Information

daprgy il | AfSoley B
.Eﬂﬂ.
. Phone 1234 58.TED0
Click the Program Viebite
Profiles related list. ERTIN  12-3456T0T

Diaite of incomporation
Fimameial Aethitien St Date
Tatal Asast Sise
Congreasional Diatrict

Fistal Yoar End Day

Fencal Vear End Mamth

2HTRS
RATRDS
£2.000.000.00

ki
12

H

At

I

Figure 74. Organization Detail Page

2. From the Program Profiles related list, click the Program Profile Name link forthe CDFI/NACA
Record Type to be forwarded to the Program Profile Detail page.
Program Profiles
Action Record Type Frogram Profile Name
Edit BEA P-104238
Edit NMTC P-104240
Edit BGP P-104241
Edit CMF B {0474
Edit CDFI-NAGA P-104243
Edt LLE-LER] Hﬁﬂa’ﬂ
Edit CODFICERT P.10424
Figure 75. Program Profiles Related List
3. From the Program Profile Detail page, click the Matching Funds link to navigate to the Matching

Fundsrelatedlist.
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s Bai ~__

Program Profile Detail Edit

Organization Data
Deganimticn CRBE Eank
EINTIN  12-3456T87
DUHS
Eugibilty Category  NACA

Progesm Click the Matching Funds Related List

P " -

Praggram Profile Hame  P-104243
Record Type  COFHNACA [Change)

HACA Eligibiley
HACA Categoey  Cartified COF

Geographic Markets and Targst Areas
Primary Geographic Market ) Major Urban Mationwide | Major Urban
Specual Targated Arean | Natng Commiunites Geographic Market $erved | Colorade; Georgia, Hawail, Maho, Mevada

Lines of Business & Financial Products.
Primary Line of Busineas  Commurty Facilses Secondary Line of Business | Affordable Housing
Praducta (Hfered Services 10 Disabled of Homeless parsons

Figure 76. Program Profile Detail Page

4. From the Matching Fundsrelated list, click the New Matching Funds button.

NACA Eligibility MewNACA Elgibilty
Action HACA

Edit  NACALOD)T

Edit  NACADOODE

Action  Mlatching Fund Name Amount §  Kame of the Provider Type In-hand Matching Fund Amoent  Record Type Comments

Figure 77. Matching Funds Related List — Started

HACA Eligibility | Mw MACA Eligiblity

Action HACA

Eds  HACADDNDN

Eds  HACADDDG

Matching Funds | I Wew Mazching Pund I

Action  Malching Fusd Nams Amcunl $  Mams of the Provider Type lin-hasd Matching Fund Amoust  Recosd Typs Commaents
Edf | Del MEN-DO00TTS $175,00000 Wells Farga Exquity Irnverstrrbeit S1TE00000 e Fund Type Expaity Tl
o | Ded  MEN-DOOO TS £30,000.00 BAT Laan S0 00000 Loan =%

Ean| Dol MEN-DOOGNTT £000 Geantin-Kind Below 100K

Edn | Dol MEN-000007% $000 Grantin-Kind Below 100K

Edn | Dol MEN-000017 S50.00000 GrantinKind Belcw 100K

Figure 78. Matching Funds Related List — Records Added

5. You will be forwarded to the Select Matching Funds Record Type page, where you can select the
type of matching fundsto be added. The match information to be completed will change based

53 of 202



AMIS Training Manual — AE103-CDFI/NACA
February2016

on the type of match selected. Sections4.3.1-4.3.4 provides detailed instructions to complete
each matching fund record type.

NOTE: There are fourtypes of matching funds:
1. Grants/In-kind Below 100K — Use this type to record and compile
Matching Funds consisting of Grants and/orIn-kind Contributions under
$100k.
2. Loan — Use thistype to record match types of Loans.
3. OtherFundType — Use thistype to record match types of Grants ($100k
@ and over), In-Kind Contributions (5100k and over), Equity Investments,

Secondary Capital, or Shares/Deposits.
4. Retained Earnings—Use thistype to record matches related to Retained
Earnings.
All Matching Fund records will require areceipt showing either In-Hand or
Committed funds proof. Inthis matching Fund sectionthe applicant will learn
how to create a matchingfund record based on the type of matching fund they
are applyingas well aslearn how to add corresponding receipts, known as the
Receipt Summary, to each matchingfund record.
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4.2.1 Complete Matching Funds Grant/In-Kind Below 100k

Note: Applicants are required to complete all the required Matching Funds
information. Required fields are highlighted with ared line nextto the field.
This Grant/In-Kind Below 100k Matching Fund Record type is used to total
matching funds with multiplereceipts under 100k. Applicants should enter the

@ total matchingfunds theyintendtoapply where the receipts are under 100k,
thenuse the Receipt Summary related list within the Matching Fund Records to
attach each receiptrecord under 100k one by one to equal the total matching
fund applied. Receiptsummarieswill be added based onthe yearand verified
by CDFI Fund Staff.

To complete matching fundsinformation for Grants/In-Kind Below 100k:
1. Select Grants/In-Kind Below 100k from the Record Type of new record drop-down menu and
then clickthe Continue button.

Nerw Matching Funds
¢ Select Matching Funds Record Type

Select & record type for the new mstching funds

Select Grant/In-Kind
Below 100k and select

the continue the button.

Select Matching Funds Record Type

Recond Type of new record | Grant/In-Kind Below 100K

Conbira

Avallable Malching Funds Record Types
Recerd Typs Hamns Daacripion
mg&iﬂ Kind Below Lt This e 42 recend and compils Matching Funds conststing of Grants andior In-kind Contribulions under 100K

Loan Lisa this. hypa 12 racond Loan Malchang Funds

Lisa this: bypa 40 recond Grants: (1008 and o), In-Kind Confribusiones | 100K and cver), Equity Immsiments, Secondary Capital, or SharesDaposits Sal will be used x5 Malching
Orthvisr Fuassd Typsd Funds

atained Earmings Lsa this. typas 10 récond Retansd Eamings Matchng Funds

Figure 79. Select Matching Funds Record Type Page — Grant/In-Kind Below 100K

2. Selectthe Eligible FA Activity from the drop-down menu and click the Save button.

Matching Funds Edit

% MFN-0000467

Matching Funds Edit Save | | Save & New| | Cancel
Information 1 = Required Information
Program Profile P_0G64D = CM Record Type  Grant/In-Kind Below 100K

Flaible FAACKY [ Financial Services /|

Save | | Save & New | | Cancel

Figure 80. Matching Funds Edit Page
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3. You will be forwarded to the Matching Funds Detail page with a message statingthe record has
beensaved.
4. Enterthereceiptsummaryinformation by selectingthe New Receipt Summary button.

e Milzhing Funds
L MFN-0000467

" Maiching Fumds has been saved

Braciap| Supmimanias (7]

Matching Funds Detail Edit Delete = Clone
Program Profile  P-OBB403 Record Type  Grandin-Kind Bedow 100K [Change]
Eligibds FA Activity  Financial Services In-hand Matching Funds Amount 50,00
Commitied Matching Furds  50.00
Amound
Crested By  Johnny Tesher, 2202016 7:12 PM Last Moditied By Johnny Tesher, 221/2016 7:12 PM

Edit | Delete  Clone

Receipt Summaries Mew Receipt Summary

0 reconds 1o dsplay

Figure 81. Matching Funds Detail Page - Grant/In-Kind Below 100K

NOTE: Receipt Summary records are used to record and validate matching
funds records. For Grants/In-kind Below 100k, you will enter aseparate Receipt
Summary for each fiscal yearfor which you will compile and report grantsand
in-kind contributions under 100k. Upon creating a Receipt Summary, you will be
directedto entera Receipt Detail entry (including amount, date, and contact
information for Matching Funder Provider)foreach grant and/orin-kind
contribution under 100k.

You must entera receipt summary for all Matching Funds sources. Withouta
receipt summary you will NOT be able to apply the entered Matching Funds
information to an application.

There are five receipt summary options; however, for Grants/In-kind Below
100k record types you must only select “Committed below 100k” or “In-hand
below 100k”:

1. Committed below 100k — Use this optionto record receipts for
Committed Grants and/or In-Kind Contributions under 100K that are
not yet In-Hand.

2. In-hand below 100k — Use this option to record receipts forIn-Hand
Grants and/or In-Kind Contributions under 100K.

5. Selectareceiptsummary option fromthe Record Type of New Record drop-down menuand
then clickthe Continue button.
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U Sﬂélggt“Rgc“:‘gipt Summary Record Type

Select a record type for the new receipt summary

Select Receipt Summary Record Type Select an option and

then click the
Continue button.

Record Type of new record l In-Hand Below 100K v

Continue

Available Receipt Summary Record Types

Record Type Name Description

Committed Use this opsion to record Committad receipts that are not yet In-Hand

Committed Below 100K  Use this option to record receipts for Committed Grants andior in-Kind Contributions under 100K that are not yet In-Hand
In.-Hand Use this opson to record in-Hand receipts

In-Hand Below 100K Use this option to record receipts for In-Hand Grants and/or in-Kind Contributions under 100K

Retained Earnings Use this option to record the amount of available Retained Eamings

Figure 82. Select Receipt Summary Record Type Page

6. You will be forwardedtothe Receipt Summary Edit page. Enterthe Year of Receiptand select
the Save buttonto record the year of the receipt.

Receipt Sammary Edil
CF MNew Receipt Summary

Receipt Summary Edit

infermation Select the Year

of Receipt.

Mateiang Fasd IHFNN‘F{‘- Record Type  in-Hand Balow 100K

Yearof Receipt (3915 v

Select the Save
button.

Figure 83. Receipt Summary Edit Page — Year of Receipt

7. You will receiveamessage stating the Receipt Summary has been saved.

57 of 202



AMIS Training Manual —AE103-CDFI/NACA

February2016
Rremipl Sommary
. RS-0000461
| " Raceipl Summany has baen saved I
Bepepd Detaly 1

Receipt Summary Detail

Beccad Typa
Totsl Recepd Dethil Ambiing

in-Hand Balow 1008 [Changs]
50.00

gl 2016 918 PM
Select the New Receipt

stching Fond  RIFN-G000475
Aecsipt Summany I FS-0000461
Year of Recept  J015
Available Amour 000
Crested By  Johne Tegt 2202016 1% PM
Edit | | Dwiate | Clone
Receipt Details

N2 reconds: 1o display

Detail button.

Figure 84. Receipt Summary Detail Page

8. Selectthe New ReceiptDetail button to add the receipt details.
9. Complete the requiredinformation onthe page.
a. Enterthe Date of Receipt by selectingthe calendar.

b. Enterthecheckor wire transferamountinthe Amount$ field
c. Enter Contact Name.

Eeceipt Datad Eag

7 New Receipt Detail

Receipt Detail Edin

Information
Receipd Semmary
Dt of Receipt
Amounl 1

Contsect Kams

Contact Information
Conact Emad

Coomact Phore

ABess
City
Tiate

Country

Save | Save & Mew| Cancel

| = Repgumed infsrmaten

Complete the information on the page
and select the Save button to save this
records or the Save & New button to
save this records and add an additional

receipt record.

Lave | Lave & Mew

fC il

Figure 85. New Receipt Detail Edit Page

10. Complete the Contact Information section.

a. Contact Email or Contact Phone numberisa requiredfield. If one of these fieldsis not
completed, the applicant willreceive an errormsgto enterthe missingdatain orderto

Save therecord.
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11. Clickthe Save buttonto be forwarded to the Receipt Summary Detail page. (Use the Save &
New button only if you wantto enteranotherreceipt summary forthe same matching funds
source quickly.)

Receipt Summary [

RS-0000461

" Fecaipt Detad has been updated

Receipt Summary Detail
Hamd Belowr 100K [Changs]

= — Click this link to return to the ¥

st of Receipt Matching Funds Detail page.

Available Amosnt  530,000000
Created By Johewy Test 22002016 918 PM

gan | [Detete | Clo View or add additional Receipts Detail records
for this Year of Receipt in this section.

Edit | Delete | Clone

Receipt Details Neww Rincwipt Detasl

Action Receipt Detall Mame Date of Receipt Amount§  Costact Mame
Edn  RCD-00035 107142015 53000000 James Hubbard

Figure 86. Receipt Summary Detail Page

12. Click the Matching Fund link to be forwarded to the Matching Fund Detail Page.

' MFN-0000475

Matching Funds Detail

Program Profile

Click this link to return RGNS
back to the Program $30,000.00
Profile detail page. o

Created By Johnny Test 2292016 938 FM

dohnny Tegl 2292016 014 PM

Edit | Delete | Chone

Receipt Summaries New Receipt Summary
Astion Receipt Summary ID Amcuntd  Recosd Type
Edit| Dl RS-0000451 530000000 In-Hand Below 100K

Figure 87. Matching Funds Detail Page

13. The Matching Funds Detail page is displayed with the receipt summary(ies) that you added. Click
the Program Profile link to return to the Program Profile Detail page.
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Mutchang Funds
. MFN-0000467

Bisoeipd Summands (1]

Record Type  Granin-Kind Below 100K [Changa]
g Funds Amount 54000000

Click the Program Profile link
to return back to the

Program Profile Detail page. The receipt summaries

added are displayed here.

Figure 88. Matching Fund Detail Page

14. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll
down to the Matching Fundsrelated list.

Program Profile Eririabis e
S P-104243
HAGL | Bpigking Fyndy 1ol | Eyndng Spkeiong 1
Program Profile Detail Eda
Oeganization Data
O Bank Program Profile Hame  Po10424%
EINTIN 123456787 Record Type  COFRNACA [CRano8
DUNS
Eligisnty Category  MACA
Pr .
o Matching funds you have added
MACA Eligibilty are displayed in this related lists.
RACA Category  Castded COFI
Geographic Markets and Target Arsas
Primary Geographic Marke! | Major Urban Mationwide | LLagor Urban
Special Targeted Aress 1 Madwe Communibes Gacgraphic Markef Served | Colorado; Geomia; Hawaic idaho; Nevada
Lines of Business & Financial Products
Primary Ling of Busingsa  Community Faciltes Secondary Lise of Buniness 1 Afordablé Housing
Predwcts Oftered | Sardces 1 Disalied or Homdlass Dersons
Matching Fumds Summary
Matching Funds Wrm Mustching Fusess
Action  Maiching Fends Hame Amount s Rame of the Provider Type Inhand Matching Funds Amount  Record Type Comments
Edt| Dal BEN-D434 53000000 Grantin-Kind Below 100K
Eat|Del BEN-DMOO43S S450.000.00 BOA Grant 545000000 Ofher Fund Type
Edt| Del BEN-DQ440 53000000 Grantin-Kind Below 100K
Edt| Dal MEN-DD09441 53000000 & Bank Loan 53000000 Loan
Eot | Del MEN-DROQ442 55,000.000.00 Cifizen Bank Grant 55,000,00000 Ofher Fund Type
Show 3 mone » | G40 listiT) e

Figure 89. Program Profile Detail Page — Matching Funds Related List
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4.2.2 Complete Matching Funds Information for Loans

Note: Applicants are required to complete all the required Matching Funds
information. Required fields are highlighted with ared line nextto the field.

To complete matching fundsinformation forloans:

15. SelectLoan from the Record Type of new record drop-down menu and then click the Continue
button.

(. New Matching Funds Help for his Page iG9

Select Matching Funds Record Type

Select a record type for the new matching funds. To skip this page in the future, change your record type settings on your personal setup
page

Select Matching Funds Record Type

Select Loan and then
click the Continue
button.

Record Type of new (R R ']

record

Available Matching Funds Record Types
Record Type Hame  Description
Lean Use this Type to record match types of Loans
Other Fund Type  Use this Type for ALL Matches for Grant, In-kind, Equity Investiments, Secondary Capital

Retained Eamings LUse thes Type o record Matches related o Retaned Eamings

Figure 90. Select Matching Funds Record Type Page — Loan Type

16. You will be forwarded to the Matching Funds Edit page.

17. Complete the information on the page (fields highlighted in red are required):
a. Enterthe Name of the Provider.
b. SelectLoan fromthe Type drop-down menu.
c. Specifyiftheloantermisthree or more years.

@ NOTE: Loans lessthan three years are not eligible as matching funds.

d. Enter commentsinthe Commentstextfield, as necessary.

e. Enterthe total loan amount received from the Matching Funds Providerin the Amount
S field. This should match the amountin the loan agreement, promissory note, etc.

f. Selectanactivity from the Eligible FA Activitydrop-down menu.
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Matching Funds Eaf

': New Matching Funds

Matching Fund Edit

Information
Program Profibe
Name o the Provider
Type
Loan Term Jyras 7
Commants

Aming 3
Eligable FA Activity

[PA04Z43 ay
IP.IC Crod Linion

[oen )
| res

[1ty comments tor thes matchig type

Complete the information on
the page and then click the

Save button.

v

£ |

Financial Products

Save | Save & Rew | Cancel

Figure 91. Matching Funds Edit Page — Loan Type

18. Click the Save button to be forwarded to the Matching Funds Detail page. ( Clicking the Save &
New button saves the record and re-displays anotherblank formto create a new record. Use
this button when you wantto create multiple matching funds quickly.)

Home Organizations  Service Requests  Awards
Matching Fund Frintatie View

7 MFN-0000098

" Malching Fund has been saved

Diodes & Adschments (] | Beosiol Summanes 0

Eam  Delwts Clons  Shaneg

MG Cresde Lnion
Type  Loan Click the Attach File button
Loan Tem 3yrs+ T Yies F - -
e o i e to attacl:n documents such as
Emounts  §30,000.00 Promissory Motes/Loan
Eligitds FA Acuvity Fnanceal Produsts
Crastea By plecha Miler 1052015 2 21 Py Agreementj.
MNotes & Attachments

Ho neconds o deaplay

Click the New Receipt

Recelpt Summaries
Mo records 1o display

~ Back To Top

Summary button to
record loan receipts.

Mg s me W mone pecords per related lest

Figure 92. Matching Funds Detail Page — Loan Type

19. From the Matching Funds Detail page, click the Attach File button underthe Notes &
Attachmentsrelated list to add matching funds documentation such as Promissory Notes and
Loan Agreements. Youwill be forwarded to the Attach File to Matching Funds page.
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£ Attach File to Matching Funds MFN-0000098

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 upioad is complete the file information will appear below. )

Attach Flle

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

Done

Figure 93. Attach File to Matching Funds Page — Loan Type

20. Followtheinstructions onthe page to attach afile:
a. Clickthe Browse buttonand selectafile.
b. Clickthe Attach File button.
c. Clickthe Done button.
d. The attached file willbe displayed under the Notes & Attachments related list.

21. From the Matching Funds Detail page, click the New Note button underthe Notes &
Attachments related list to add a note about the matching funds source and/orthe attached
documentation, if necessary.

22. Scrolldown to the Receipt Summaries related list and click the New Receipt Summary button.

Receipt Summaries New Receipt Summary

Mo reconds to display

Figure 94. Receipt Summaries Related List

23. You will be forwarded to the Select Receipt Summary Record Type page.
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Select Recelpt Summary Record Type Select an option and

Record Type of new | in-Hand ] then click the Continue
button.

Available Receipt Summary Record Types
Record Type Name  Description
Committed Please use this type to record commitied receipts nod yed in-hand
In-Hand Use this Type record checks or wire transfers related to Other Fund Types

Retained Eamnings Use thes type 1o recond results of Retained Eaming Calculations

Figure 95. Select Receipt Summary Record Type Page

24. Selectareceiptsummary option fromthe Record Type of New Record drop-down menuand
then clickthe Continue button.

NOTE: Receipt Summary records are used to record and validate matching
fundsrecords. You can enter more than one Receipt Summary foreach
Matching Funds source to demonstrate multiple disbursementsfromthe
Matching Funds Providerand/orthatfunds are in-hand or committed. For
example, if a $40k loan was disbursed intwo $20k payments, two
corresponding receipt summaries should be created.

Please note that the sum of all receipt summaries entered cannot exceed the
@ amountenteredinthe Amount$ field in the Matching Funds Detail section.

You must entera receipt summary for all Matching Funds sources. Withouta
receipt summary you will NOT be able to apply the entered Matching Funds
information to an application.

There are five receipt summary options; however, forloan record types you
must only select “Committed” or “In-hand”:
1. Committed—Use thisoptiontorecord committed receipts notyetin-
hand.
2. In-hand—Use this optiontorecord in-hand receipts.

25. You will be forwarded to the Receipt Summary Edit page.
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Peceipt Sunmany Edi

c" New Receipt Summary Complete the information
on the page and then click
Receipt Summary Edit
the Save button.
Inbormation

Mutching Fend  [RFH-00000%E |20
Amsunts l'jm—|
Check/Wire Tranaderd i_;gn |
Date of Rroeipt s [TIMEA015 | (10270015

_Save | | Save § Mew| Camcal

Figure 96. Receipt Summary Edit Page — Loan Type

26. Complete the information on the page:
a. Enterthecheckor wire transferamountinthe Amounts field. (If the check/wire
transferamountentered is more than the amountenteredinthe Amount $fieldinthe
Matching Funds Detail section, you willreceive an error message.)

Errer: Invalid Data,
Rewiew all error messages below to correct your data.

Infarmation
Myizhing Fund AEN-D ':'.,_! Record Type  In-Hand
Amounts 0, 000 Dy I
Ervor: Hetespd Sumenany Amourd should nol be grealers
than Maiching Fund amount

Figure 97. Receipt Summary Edit Page — Error Message

b. Enterthe check/wire transfernumberinthe Check/Wire Transfer#field.
c. Enterthecheck date/wire transferdate in the Date of Receipt field.

27. Clickthe Save buttonto be forwarded to the Receipt Summary Detail page. (Use the Save &
New button onlyif you wantto enteranotherreceipt summary forthe same matchingfunds
source quickly.)

RbD#p SurreRary Printabie '
£ RS-0000092

|1‘" Recopl Summany Fun been saned ]

Bces & AAC heents:

Click this link to return to the
Matching Funds Detail page.

Amount § . 530,000.00
Checkiing Traniser® 4321
Dats of Rscsipt | 1082015
Created By  hlechai Miler 10193015 330 PM

Click the Attach File button to
Notes & Aftachments attach documents related to
Ha reconds o deplay receipts such as check deposits.

~ Back To Top
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Figure 98. Receipt Summary Detail Page — Loan Type

28. Clickthe Attach File button underthe Notes & Attachments related list to attach documents
related toloanreceipts, such as copies of checks, wire transfers, bank statements, etc. You will
be forwarded to the Attach File to Receipt Summary page.

T Attach File to Receipt Summary RS-0000092

1. Select the File
Type the path of the file or click the Browse bution lo find the file
Browse...

2. Click the "Attach File" button,
Repeat steps 1 and 2 to aflach multiple files
{ When the upload is complele the fe information will appear beiow. )
Attach Fike

3. Click the Done butten to return to the previsus page.
{ This will cancel an in-progress upload. )
- m -~

Figure 99. Attach File to Receipt Summary Page —Loan Type

29. Follow the instructions on the page to attach afile:
a. Clickthe Browse buttonand selectafile.
b. Clickthe Attach File button.
c. Clickthe Done button.
d. The attached file will be displayed under the Notes & Attachments related list.
e. RepeatSteps 14-15 to attach all your receipts.
30. From the Receipt Summary Detail page, click the link next to the Matching Fund field toreturn
to the Matching Funds Detail page.

RcHipt Summary Prietatie View

' Rs.0000092
: W Aiiachmeni[s] added
« Biack 't Matching Furds: MFN-0000159

Receipt Summary Detall Eat |Dewse Clone
laizhing Fund

Click this link to return to the
w31 Matching Funds Detail page.

Dotw of Recwipt | 10262015

Creabed By  Troy Holenbauh WV42015 1 g, 11722015 11:43 AM
Eot  Deite  Clone
MWotes & Attachments MmNt A File | iew AR
Aticn Ty e Last Modified Created By
Ecit | “iew | Dl Altachment Loan Print Screen TS 1183 AM Ty Holenbaugh

Figure 100. Receipt Summary Detail Page — Loan Type
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31. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click
the Program Profile link to return to the Program Profile Detail page.

!_ Matching Funds Detail

o

Lizan

Yes

My Comments Jof this matching type
S30,000.00

Financial Products.

Macha Miller, 10GEZ005 7,25 PM

Click the Program Profile link
to return to the Program
Profile Detail page.

The receipt summaries that you

Hotes & Attachments

Aicton
Edi | View | Del  ARschment

Title
bty Logn Agreements Jocx

added are displayed here.

Receipt Summaries

Action  Receipt Sammasy ID
Edit | Dl BS-D0000AZ

M Riecwipt Summary

Chbek Amsinl  CRatl Kuombed
S30,000.00 12000

Azt FY  Record
In-Hand

Ot of Recsipt

Figure 101. Matching Funds Detail Page — Loan Type

32. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll
down to the Matching Funds related list.

Program Profils

¥ P-104243

Pragram Profile Detail
Ovganization Data

EINTIN
DUNS

Eligibility Category
Program

MACA Eligibilty
KACA Category

HACS Ebbdity (1 | Mpighins Fundy 1= | Eynoing ool sion 5

Bank

123484787

MACA

Cartfiopd COF

Geographic Markets and Target Arsas

Primary Geeogaphic barked Major Uran

Special Targeted Areas

Madve Communites

Lines of Business & Financial Products.

Primary Ling of Bunnsaua

Matching Fumids Summany

Community Facilibes

rirtable e

Program Profile Hame  P-104243

COFENACA CFanaE]

Becond Type

Nabonwide
Crrgrapdr Market Served

Liagar Urban
Colorade; Georgla; Hawail iaho; Newada

Sscondary Line of Basinews
Prodwcts Oftered

Affardable Housing
Saraices b0 Disabied or Homeiss pEnons
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Matching Funds Mew Matching Fund

Action Maicking Fund Mama Amount §  Kame of the Provider Type lim-hand bagching Fund Amount  Recced Type

Bt | Dl MEN-D0001TS $1TS.00000 ‘Wels Fargs Eigunty irwddtmant $1T5.000.00 O Furd Type

o | Dl WEF 1 £10000,00 BET Loan £30.000.00 Loan

Bt | Dl M) Ihid 0000 Grantin-Kind Below 100K
5 | M . " —

G| 0w MEMODIN Matching funds you have added SO0 Grantin K Be oo

Ecit | Dwl L 1 disol diin thi lated list £00.000.00 Grantin-Hind Below 100K

) T e dare displayed in 15 related lsts.

Figure 102. Program Profile Detail Page — Matching Funds Related List

February2016

Commanty
Equity Test
laan
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4.2.3 Complete Matching Funds Information for Other Fund Types

Note: Applicants are required to complete all the required Matching Funds
information. Required fields are highlighted with ared line nextto the field.

To complete information on Grants of 100k and over, In-Kind Contributions of 100k and over, Equity

Investments, Secondary Capital, or Shares/Deposits, you will use the Other Fund Type as the matching
fundsrecord type.

To complete information on Grants of 100k and over, In-Kind Contributions of 100k and over, Equity
Investments, Secondary Capital, or Shares/Deposits:

1. Ensureyouare on the CDFI/NACA Program Profile Detail page.

2. Scrolldown to the Matching Fundsrelated list on the Program Profile Detail page and then click
the New Matching Funds button.

g s
Action  Matching Fund Name Name of the Provider Type Matching Fund Amount
Edit1 Dl MENZDDDO038 MG Credit Union Loan $3000000

Figure 103. Matching Funds Related List

3. You will be forwarded tothe Select Matching Funds Record Type page. Select Other Fund Type
fromthe Record Type of New Record drop-down menu and then click the Continue button.

c Mew Maxtching Funds Hedp for this Page 8

Select Matching Funds Record Type

Select a record type for the new malching funds. To skip this page in the future, change your record type settings on your personal setup
page

Select Matching Funds Record Type

LR LI [Other Fund Type 7
record

Continue | | Cancel

Available Matching Funds Record Types
Record Type Name  Description
Loan Use ths Type to record match types of Loans

Other Fund Type  Use this Type for ALL Matches for Grant, In-kind, Equity Investments, Secondary Capital

Retained Earnings Use this Type to record Matches related to Retained Eamings

Figure 104. Select Matching Funds Record Type Page — Other Fund Type

4. You will be forwarded to the Matching Funds Edit page.
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5. Complete the information onthe page:

a. Enterthe Name of the Provider.

b. Selectatype of matchingfundsfromthe Type drop-down menu.

c. Enter commentsinthe Commentstextfield, as necessary.

d. Enterthe total loan amount received from the Matching Funds Provider in the Amount
S field. This should match the amountin the agreement documentation between your
organization and the Matching Funds Provider.

e. Selectanactivityfromthe Eligible FA Activitydrop-down menu.

latciing Fends Edi

¢ Mew Matching Funds

Matching Funds Edit

Information 1 = g indormaton

Record Type O Fund Typa

Frogram Frofie [P 104243
Hasme o Tt Prorider IEQ.-!.

Type [in-Kind ~ Complete the information

oSy |25k cevelcomental g s on the page and then click

the Save button.

Amosnt § [1-&
2L L L LU ([evolopment Sernces B

Save | | Save L Mew  Cancel

Figure 105. Matching Funds Edit Page — Other Fund Type

6. Clickthe Save buttonto be forwarded tothe Matching Funds Detail page. (Clicking the Save &
New button savesthe record and re-displays another blank formto create a new record. Use
this button when you wantto create multiple matching funds quickly.)

Watching Furds
7 MFN-0000468

[ # Matching Funds has been saved

Bioles & Ampchvesols 107 | Beteiol Summanes [

Matching Funds Detai (Edit | Delete | Clone
Progeam Profile  P-0B6403 Record Type  Otfwsr Fund Type [Change]

Hames of the Provider BOA In-hisnd Matchimg Fumds Amodsnt 000
Type  In-Kind Comenitted Matching Funds  $0000
Amount

Comments 2508 dav 5V
Amount § 5250, 000,00
Eligible FA Bciivity Devedopment Senvices
Created By Johnery Tested, 22172016 10.22 PM Select the Attach File button to attach

matching fund related documents

such as Grant Agreements.

Notes & Attachments
Ho records bo display
Select the New Receipt Summary

Receipt Summaries

button to add check receipts.

Mo records bo display

Figure 106. Matching Funds Detail Page — Other Fund Type

7. Scroll downto the Receipt Summariesrelated listand click the New Receipt Summary button.
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Receipt Summaries New Receipt Summa

Mo records to display

Figure 107. Receipt Summaries Related List

8. You will be forwardedtothe Select Receipt Summary Record Type page. (Figure 106. Select

ReceiptSu

&)

mmary Record Type Page)

NOTE: Receipt Summary records are used to record and validate matching
fundsrecords. You can entermore than one Receipt Summary foreach
Matching Funds source to demonstrate multiple disbursements from the
Matching Funds Providerand/orthatfundsare in-hand or committed. For
example, if a$500k grant was disbursedintwo $250k payments, two
corresponding receipt summaries should be created.

Please note that the sum of all receipt summaries entered cannot exceed the
amountenteredinthe Amount$field in the Matching Funds Detail section.

You must entera receipt summary for all Matching Funds sources. Withouta
receipt summary you will NOT be able to apply the entered Matching Funds
information to an application.

There are five receipt summary options; however, forloan record types you
must only select “Committed” or “In-hand”:
1. Committed—Use thisoptiontorecord committed receipts notyetin-
hand.
2. In-hand-Use thisoptiontorecord in-handreceipts.

9. Selectareceiptsummary option fromthe Record Type of New Record drop-down menuand

thenclickt

Select Receipt Summary Record Type

Recend Type of new record Select an option and then

Availabile Receipt Summary Record Types

Record Typs Mame  Dascripbon

Committed

In-Hand

Rutained Eamings Lise this bype 8o recond risults of Rstaingd Eaming Cakulatons

he Continue button.

click the Continue button.

Fleass use thes type o recond commetied recepls mol pel mdhand

Ut this Type record checks or wire ransfers. related to Cither Fund Types

Figure 108. Select Receipt Summary Record Type Page

10. You will be forwarded tothe Receipt Summary Edit page.
11. Complete the information onthe page:
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a. Enterthe check/wire amountinthe AmountS$field.
b. Enterthe check/wire transfernumberinthe Check/Wire Transfer#field.
c. Enterthe checkdate/wire transferdate inthe Date of Receiptfield.

Rezeipt Jurmmary B

c" New Receipt Summary

Recelpt Summary Edit
Inleirmation I = Ppgunes Intormation
Matchung Fund  [iFH-G000TE4 1% Complete the information
N L ] on the page and then clicks

ChapckWirs Transler® | [1F505

Date of Receipt ) [GIFAD0TE | [ 20275015 ]

the Save button.

Save | Save & Mew  Cancel

Figure 109. Receipt Summary Edit Page — Other Fund Type

12. Clickthe Save button to be forwarded to the Receipt Summary Detail page. (Use the Save &
New button only if you wantto enteranotherreceipt summary quickly.)

Rechipt Sewary
7 RS-0000203

| » Foecaipt Summarny has been saved

Receipt Summary Detail Edil | |Delete| | Clone

bictes & ARaChMEnts 1

T MENERE Click the Attach File button to attach
Receipl Summary I RS-0000203 - -
Amount $  $250,000.00 receipt documentation such as
CheckWirs Translert ) 12308 checks, wire transfers, or the

— e & Matching Funds Under 50K Template.

Crested By Jigcha Milgs, 1057/2015 221 PM

Edit | |Delele |  Clone

Notes & Attachments Hew Nob

N recorts 1o dispiay

Figure 110. Receipt Summary Detail Page — Other Fund Type

13. Click the Attach File button underthe Notes & Attachments related list to attach documents
related to matching fundsreceipts. Youwill be forwarded to the Attach File to Receipt Summary

page.
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c Attach File to Receipt Summary RS-0000203

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 111. Attach File to Receipt Summary Page — Other Fund Type

14. Follow the instructions onthe page to attach a file:
a. Clickthe Browse buttonand selectafile.
b. Clickthe Attach File button.
c. Clickthe Done button.
d. The attached file will be displayed under the Notes & Attachments related list.
e. RepeatSteps 16-17 to attach all your receipts.
15. From the Receipt Summary Detail page, click the link next to the Matching Fund field toreturn
to the Matching Funds Detail page.

c. Receipt Summany PNt e

RS-0000203

[ " FRecaipl Summany has bean saved ]

bctes & Afiachments (01

Matehing Fund . Click this link to return to the
P i Sl 000 Matching Funds Detail page.

CheckAWire Tranider
Aumaunt
CiheckVine Transfers X146
Date of Receipt Q202015
Craated By  Mechai Miller, 10/18/2015 8:18 P Last Modified By bechai Milles, 10/182015 8.13 PM

Ed® | Deleis | Clone

Motes & Attachments Mew Note| | Attach File| | View Al
Action Type Title Last Modified Created By
Edit | View | Del  Aftachmsent Check Deporsit A pdf WWBRME a4 P bbb Miler

Figure 112. Receipt Summary Detail Page — Other Fund Type

16. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click
the Program Profile link to return to the Program Profile Detail page.
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Matching Funds
£ MFN-0000154

Rl & ARBChmEnS) I | (Bibiiel Somnvairne (1]

| matehing Funas Detail

Program Frofils
Hasme of the Frovider
Type

T il
Amosnt §

Eligitsle: FA Aetivity
Created By

Cuntom Links

P1uge}
BDs
In-king
2508 Sipin0eranial FeC
S2E0.000 0
Dewnicpment Senices
WACha WA BOVETA01S 1:54 P
Maching Funds under SOK

Click the Program Profile link Fund Type [Chance]
to return to the Program

Profile Detail page.

The receipt summaries that you

have added are displayed here.

Motes & Atlachments

0 PR OIS 1 SRSy

[Merw Nke | | Actimoh File ]

Printabls View

Receipt Summaries

Action  Receipl Summary ID
Ea| Dol BS-D000003

Amoust Recoed Type
S250,000.00 In-Hand

Figure 113. Matching Funds Detail Page — Other Fund Type

17. The Program Profile Detail page is displayed with the matching funds that you have added. Click
the Matching Fundsrelated list.

Program Profie

e P-104243

Program Profile Detail

Eligibility Category
Pragram

NACA Eligibiley
NACA Category

NAGA Skt | MachnoFieds it | Euode Scokaion

Geographic Markets and Target freas

Primary Geogeaphic Market
Special Targeted Areas

BB Bank Program Prodile Mame  P-104243
12-345678T Record Type  COFENACA [Chancs]
HACA
Catied COF1
MWajor Urban Mabtonwide | Major Lrban

Natwe Communities Geographic Market Senved

Lines of Business & Financlal Products

Primary Line of Business

Matching Funds Summary

Communily Facilibes Secondany Line of Buiaeas

Products Oifered

Affordable Housang

Colgrado; Gecrgia: Hawall; laho Nevada

Servited 1o Disabled of Homaless parsons
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MACA ENgibility Herw ACA Elgitsity
Action MATA

Eot  HACADO0OY

Eor  HACADO00E

Matching Finds you have added are

Matehing Funds Wew Masching Fund displayed here in this related list on the
Action  Muiching Pusd Nams Amcunt? MumaoftheProvider  Type Program Profile detail page.

Edit| Dal MEN 1 $175,00000 Weits Fargo Equity ifve

it | Dl MAER-O055 17 $30,000 00 BAT Loan T ———

Ecit| Dol MEN-D000177 50000 Gearmin-Kind Bebow 100K

Ecit| Dl MEN-OOQG1TE 50000 Geanin-Mind Below 100K

Edit| Dal WE 1 $20.000000 Grantin-Kind Balow 100K

E
E

Figure 114. Program Profile Detail Page — Matching Funds Related List
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4.2.4 Complete Matching Funds Information for Retained Earnings

Note: Applicants are required to complete all the required Matching Funds
information. Required fields are highlighted with ared line nextto the field.

To complete information on matching funds forretained earnings:

1. Ensureyouare on the CDFI/NACA Program Profile Detail page.

2. Scrolldownto the Matching Fundsrelated list onthe Program Profile Detail page and then click
the New Matching Funds button.

T

Aetion  Malching Fund Mame

In-hasd Malcring Fund Amounl  Record Typs Comments
Eda | Dal MEH-DODOITS SITE00000 Wells Fasgo Equity Investesint $ATS00000 Cther Fund Type Exwity Test
Edit| Dal  WMER-DOO01TE 33000000 BET Loan $30000 00 Loan (-1
Ede | Dal MER-DOD01TT 2000 Gransin-Kind Below 100K
Eda|Dal MER-D0001TH $000 Gransin-Kind Belee 100K
Eon | Dal WAER-DOO01TE $00,00000 Cransin-King Beicw 100K
Snow ) ook « | G0 B EEH .

Figure 115. Matching Funds Related List

3. You will be forwardedto the Select Matching Funds Record Type page. Select Retained Earnings
from the Record Type of New Record drop-down menu and then click the Continue button.

Mew Matching Funds
':' Select Matching Funds Record Type

Select a record type for the new matching funds. To skip this page in the fulure, change your record type
page

Salect Matching Funds Record Type Select Retained Eamings

Record Type of new | Retained Earnings | and then click the

record -
Continue button.
o

Awvailable Matching Funds Record Types

Record Type Name Description
Loan Use this Type o record match types of Loans

Other Fund Type Use this Type for ALL Matches for Grant, In-kind, Equity Investments, Secondary Capital

Retained Earnings LUse s Type o record Matches related o Retaned Earmimgs

Figure 116. Select Matching Funds Record Type Page — Retained Earnings

4. You will be forwarded tothe Matching Funds Edit page.
5. Complete the information on the page:
a. SelectRetained Earnings from the Type drop-down menu.
b. Enter commentsinthe Commentstextfield, as necessary.
c. Selectanactivityfromthe Eligible FA Activitydrop-down menu.
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 Matching Funds Edit
7 New Matching Funds
Matching Funds Edit Save | Gawe & Mew | Cancel
Infcamation I = Rquired information
Program Profile m—‘ q! Record Type  Refained Exmings

Type | Retained Eamings ¥

Commants Complete the information on the

page and select the Save button.

Eligible FA Aty | —Hong- bl

Sawe Sawe & Mew | Cancel

Figure 117. Matching Funds Edit Page — Retained Earnings

6. Clickthe Save buttonto be forwarded to the Matching Funds Detail page. (Clicking the Save &
New button saves the record and re-displays anotherblank formto create a new record. Use
this button when you wantto create multiple matching funds quickly.)

7 MFN-0000476

| «" Matching Funds has been saved

Matehing Funds Detail T Click the custom link of your Financial

it be horee

e Institution Type Retained Earnings
Program Profe  PORTSTS

Type  Retsined Eamings Calculator to compute retained

Commants earnings.
Elgible F& Activity Financial Senvices
Created B s

Ustom Links

Edit | Dwlete Clome

Click the New Receipt Summary button
to add retained earnings receipts.

Receipt Summaries

Niw Feceipt Summary

Mo nsconds 1o display

Y e N ot Click the Attach File button to attach

matching funds related records.

Mo reconds 1o display

Figure 118. Matching Funds Detail Page — Retained Earnings

7. Clickthe Retained Earnings Calculator link for the Financial Institution Type to download a
Retained Earnings Template with formulas that you will use to calculate the retained earnings.

8. Withinthe Retained Earnings Templates there are two tabs, one isa guide providinginstructions
on how to use the retained earnings calculatorand the 2™ tab is the retained earnings calculator
for that Financial Institution Type. Enterthe retained earnings totals as instructed to calculate.
The end result will giveyou asection listing the results you can use for matching funds.
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&. MEQM-OONONONOKE
h =] = senvlet [Protected View] - Excel 7 H - 0O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Michael Muwanguzi ~
. () PROTECTED VIEW  Be careful—files from the Intemnet can contain viruses, Unless you need to edit, ts safer o stay in Protected View. x
Matching
613 fe v
Pr{ Formula Bar
1 UNITED STATES DEPARTMENT OF THE TREASURY
2 Community Development Financial Institutions (CDFI) Fund
3 FY 2015 CDFI & NACA Program Application
Eligib| 4 FINANCIAL ASSISTANCE
5 Retained Earnings: Non-Regulated Entities
{6
7
8
9 B1. Retained Earnings Calculator: Non-Regulated Entities
10 Financial Data 2011 2012 2013 Notes/ Documentation| —
Receipt s 1" Total Income/Revenue
LESS Income from Federal Sources
(ltemize source and amount in the lines below. $0 $0 $0
No records 12 Add additional lines as y)
13
14 —
Notes & A
No records 16. Retained Earnings Calc | [NB4/SiiCradit Union Test | [ v
i M-——+ 1

Figure 119. Retained Earnings Template — Excel Workbook

9. Oncethe Retained Earnings matching fund amountis clear, return back to the Matching Fund
detail page and selectthe New Receipt Summary button.

Matching Funds

7 MFN-0000476

| " Malching Funds has been saved

Matching Funds Detail
Pragram Prafis
Type
Commanls
Elgible FA Activity
Created By
Custom Links

Botcein Sumenpriey [ | Hobes § Atpchmendy o
Edit | Delete  Clone
EQGTSTS Record Type  Retained Earnings [Changs]
Reatained Eamings In-hand Maiching Funds Amowsnt 5000

Financial Senvices

.I_m:my_[_tﬂmgﬂtﬂﬁhﬂm SEIE{'tthE MNew RE[:E‘lpt 11:17 PM
EY 16 Fataine Eanings Caloulator - Bank and Bank

Holing Corgany Summary button.

1 1] in labor = Cr L]

Receipt Summaries

Mo records 1o display

New Receipt Summarny =

MNotes & Attachments

Mo necords 1o display

Miw Mate | Attach Fis

Figure 120. Matching Funds Detail Page — Receipt Summary Related List
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a. From the Matching Funds Detail page, click the Attach File button underthe Notes &
Attachmentsrelated listto add retained earnings documentation which may include
auditedfinancial statements. You will be forwarded to the Attach File to Matching
Funds page.

£ Attach File to Matching FundsMFN-0000086

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. )
Dang

Figure 121. Attach File to Matching Funds Page — Retained Earnings

b. Followtheinstructions onthe page to attach a file:
i. Clickthe Browse button and selectafile.
ii. Clickthe Attach File button.
iii. Clickthe Done button.
iv. The attached file willbe displayed under the Notes & Attachments related list.
10. Scroll downto the Receipt Summariesrelated listand click the New Receipt Summary button.

Receipt Summaries Niew Receipt Summary

Mo records to display

Figure 122. Receipt Summaries Related List

11. You will be forwarded to the Select Receipt Summary Record Type page.
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NOTE: Receipt Summary records are used to record and validate matching
fundsrecords. For Retained Earnings, enter the total amount of Retained
Earnings that are available perthe completed Retained Earnings Calculator.

Please note that the sum of all receipt summaries entered cannot exceed the
amountenteredinthe Amount$ field in the Matching Funds Detail section.

You must entera receipt summary for all Matching Funds sources. Withouta
receipt summary you will NOT be able to apply the entered Matching Funds
information to an application.

There are five receipt summary options; however, for Retained Earnings record
types you must only select “Retained Earnings”:
1. Retained Earnings—Use thisoptionto record the amount of available

Retained Earnings.

12. Select Retained Earnings Record Type of new record fromthe drop-down menu andthenclick
the Continue button.

New Receipt Summary

« Select Receipt Summary Record Type

Select a record type for the new receipt summary.

Select Receipt Summary Record Type

Record Type of new record I Retained Earnings v

Continue | Cancel

Available Receipt Summary Record Types

Record Type Name
Committed

Committed Below 100K
In-Hand

In-Hand Below 100K

Retained Earnings

Description

Use this option to record Committed receipts that are not yet In-Hand.

Use this option to record receipts for Committed Grants and/or In-Kind Contributions under 100K that are not yet In-Hand.
Use this option to record In-Hand receipts.

Use this option to record receipts for In-Hand Grants and/or In-Kind Contributions under 100K.

Use this option to record the amount of available Retained Earnings.

Figure 123. Select Receipt Summary Record Type Page

13. You will be forwarded to the Receipt Summary Edit page. Completethe required information on

the page.

a. Enterthecheckor wire transferamountinthe Amount$ field
14. Complete the remaininginformation onthe page.
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Rgtapt Summaury I:II:I-1
7 New Receipt Summary
Recelpt Summary Edit Save | Lawe K Mew l:aMn_
Infarmation I = Rgiared bnformaton
Msching Fund ] FH-0000476) l;'ﬂ Recond Type  in-Hpad

Amematl I

Slaes T Complete the information on the page

Date of Receipt

and then select the Save button.

Figure 124. Receipt Summary Edit Page — Retained Earnings

15. Clickthe Save buttonto be forwarded to the Receipt Summary Detail page. (Use the Save &
New button only if you wantto enteranotherreceipt summary quickly.)

&

Aeceipl Summary
7 RS-0000204

NOTE: If there are retained earnings available for more than one fiscal year that
falls within the matching funds window, enter separate Receipt Summary
records for each fiscal year. For example, an award/allocation recipient that
needsto provide $600,000 in additional matching funds has the following
Retained Earnings Calculator results:

FY 2012 - $150,000

FY 2013 - $250,000

FY 2014 - $350,000

The award/allocation recipient would enter two separate Receipt Summary
recordsincluding arecord for $250,000 for the retained earnings available from
FY 2013 and anotherrecord for $350,000 for the retained earnings available
from FY 2014. (FY 2012 is not within the matching funds window forthe FY
2015 fundinground).

|fﬁxeﬁ5mna'.'rla;beensaﬂed

g Fund Riecoed Type  Retained Eamings [Changs]

Amounts | £30,00000 Click this link to return to the
Matching Funds Detail page.

Click the Attach File button
to attach documents

Notes & Attachments

o reconds o display

related to retained
earnings.

Figure 125. Receipt Summary Detail Page — Retained Earnings
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16. Click the Attach File button underthe Notes & Attachments related list to attach the completed
Retained Earnings Calculator spreadsheet. You will be forwarded to the Attach File to Receipt
Summary page.

': Attach File to Receipt Summary RS-0000204

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

Browse...

2. Click the “Attach Flle™ button.
Repeat stéps 1 and 2 to atlach mulliple files.
{ When the upload |s complete the file information will appear below. )
Attach File

3. Click the Done button te return to the previous page.
{ This will canced an in-progress upload. |
Dane

Figure 126. Attach File to Receipt Summary Page — Retained Earnings

17. Follow the instructions onthe page to attach a file:
a. Clickthe Browse buttonand selectafile.
b. Clickthe Attach File button.
c. Clickthe Done button.
d. The attached file will be displayed under the Notes & Attachments related list.
e. RepeatSteps16-17 to attach all your receipts.
18. From the Receipt Summary Detail page, click the link next to the Matching Fund field to return
to the Matching Funds Detail page.

Recespl Semmary
RS-0000204
bols b ABachmacts I
Receipt Summary Cetail (Edit || Debete | Clone  Submit for Approval

Record Type  Retaned Eamings [Change]
Heceipl Summary 1l

MF"J i‘?sﬂ'm Click this link to return to the

TotalVal 4000000 Matching Funds Detail page.
Creaied By Mechai Milgs, 10272015 302 P L 1ITE0NS 302 P

Edit | | Delete | Clone || Subemst for Approval

Notes & Attachments Mew Note | Attach File || Wiew Al
Acion Type Tite Lant Modated Created By
Bt | View | Del  Aftahinl Bitaingd Fhacgipaspd! i 0TS 310 PM N M

Figure 127. Receipt Summary Detail Page — Retained Earnings

19. The Matching Funds Detail page is displayed with the receipt summaries that you added. Click
the Program Profile link to return to the Program Profile Detail page.

82 of 202



AMIS Training Manual —AE103-CDFI/NACA

Matching Fund Detai
Program Profile

Click the Program Profile link to return to

February2016

) . .
the Program Profile Detail page.
Amaiant §
Commenis  Retained samings comments
Eligibde FA Activity Financial Services
Crested By  Mechai Millee, 10082015 10:14 BM The receipt summaries thatyou added and
GustemLinks  Rglained Earning Calculatar attachments are displayed here.
Edit | Dalete |  Clans
ﬁwﬂpt Summaries Hew Receipt Summary |
Action Recaipt Summary 1D Check Amount  Chack Humber Dwiw of Recaipt FY¥ Amacurit
Edit | Del BS-D00007) 2015 $10,000.04
Notes & Attachments Hew Note | Attach File| | View Al
Action Type Title Last Modified Created By
an Vigw | Del Attachment My Grant Agresmants docx 10872015 10:31 PM Machai Milles _)

Figure 128. Matching Funds Detail Page — Retained Earnings

20. The Program Profile Detail page is displayed with the matching funds that you have added. Scroll

down to the Matching Funds related list.

Program Profile

& P-10

HaCs Chobdry (3 | Maching Fuedg ife] | Funcing Apolcation i3

Edit

O,
CREB Bank Frogram Predile Name
EINTIN 12-3456TET Record Type
DUNS
Eligibility Category HAaCA
Pregram
MACA Eligibiley
NACA Category  Cestilied COR1
Geographic Markets and Target Arcas
Primary Geogeaphic Market | Major Urban Mabsnwide

Special Targeted Areas | Natve Communibes Eeographic Market Senved
Lines of Business & Financlal Products
Promary Line o Budiness Seeamdany Ling of Buieeas

Products Difered

Commurity Facilites

Matching Funds Sumimary

P-104243
COFHNACA IChangs)

Magor Liban
Colgrago; Gecrgia Hawall; Kaho: Nevada

Affordakle Housng
Senviced o Disadled of Homeless persons

Figure 129. Program Profile Detail Page
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HACA Eligibility Mew HACA Ebgibiiy

Agtion MACA

Eot  HACA00001

Edr  HACAL000G - -

Matching Finds you have added are

Matehing Funds Wew Msching Fund displayed here in this related list on the
Action  Matching Pemd Narms Asmcont$ Mumsof ePrceider  Type Program Profile detail page.

Ecit | Dl MEN 174 SATE000 00 Wells Fasga Equisty Ifve:

Edit| Dal WEN 1 $3000000 BAT Loan T Y

Bt Dol WEN-CO001 77 5000 Grarin-iong Bl 100K

Eoit| Dal  MEN-SO0GTTE 3000 CGrarain-lond Balow 100K
EditiDal MEN 1 S2000000 Geantin-Kind Belows 100K
Sinora 3 otk » | 0ok sl e

Figure 130. Program Profile Detail Page — Matching Funds Related List

21. If you can see your matching fundsinthe Matching Funds related list, this is confirmation that
your matching fundsinformation has been submitted to the CDFI Fund forreview. You will be
contacted if the information submitted is not complete orif any other questions arise.
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5 Create/Update CDFI/NACA Program Funding Applications

Once the organization Program Profile has been updated, the CDFI/NACA Program Application can be
created and completed.

To create a CDFI/NACA application...

1. Clickthe Organizations tab to be forwarded to the Organizations Home page.
a. Theorganizationislisted underthe Recent Organizations section; alternatively,
b. Ifthe organizationisnotlisted, clickthe Go! button nextto View to be forwarded tothe
Organizations listview.

Home ﬂ'ganl:.rﬁona I Service Requests  Awards

Organiations
. Home
View. [l Organizabons v/ ol
|Recenty Viewed |
Mailing City Phone
Laure 123-456-1880

Figure 131. Organizations Home

2. Clickthe Organization Name link to access an Organization Profile.
3. From the Organization Detail page, click the Program Profiles related list to navigate to the
Program Profiles.

Crganization 3%
“. CRB Bank \
g Relpded aftpchamenty [3 Frarcid Dady 18 Compcty (8= Prospram Profiles |5+ SNy 8= afilpiey "7 oF g ¥
Organization Detail Edit
Ceganization Mame  AMIS Test [View Higrgeo Fhaone TOF) 5551212

Parene Relazsnifg Wehane
EINTIN

DUNE 12345500

Organization Type
Finamcial Instibetion Type  Bank Holding Company Duate of Incorporation 11 H8T

Organization Sinsttere Fimanzial Activities Siart Date 112012

Figure 132. Organization Detail Page — Program Profiles
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4, From the Program Profiles related list, click the Program Profile Name link forthe CDFI/NACA
Record Type to be forwarded to that Program Profile Detail page.

Program Profiles
Action Record Type
Edit BEA
Edit NMTC
Edt BGP
Edit  CMF
Edit CDFI-NACA
ToT  COE-CERT
Edt CODFI-CERT

Figure 133. Program Profiles Related List

5. From the Program Profile Detail page, click the Funding Applications related list link.

Pragram Profile

S P-067575

Program Profile Detail

Organization Data Click the Funding

Organization  AMIS Testd - . . ame  P-OBTSTE
T 12.8089013 Applications related List. ype COFLMACA
DUNS
Program  Cf Elgitsility Category ~ SECA I
Eligibility Category will auto fill
MACA Eligibiliy o
based on the Organizations status.
NACA Category
Figure 134. Program Profile Detail Page - Funding Applications

HACA Eligibility Wi MACA Eligebibty
Acton WACA
Edi  HACADOOOY
Edn  HACADO00G
Matching Funds Mew Matching Fund
ALt wﬂf.ﬂm Amount §  Mame of B Provided Type H-mmFuMmﬂl Becaid I']ﬂ Comiffila
Edi | Ded  MEN-000017% S1TE000.00 Wells Fargo Ecusty Insastmant S1TE000.00 Othes Fund Type Equity Test
Edit| Dol MEN-DO001TE $¥00000 BT Loan FH00000 Loan loan
Edn | Ded MEN-000G5TT S000 Granbin-xind Balow 100K
Edt | Ded MEN-DOO01TE 5000 Graniin-King Balos 100K
Edn | Ded MEN-000GTS £20 00000 Grantin-xind Baloa 100K
how 3 moen 5 | G0 ko LBk s
71 Funding Applications Weew Funding Applscatssn
PG redonds B diplay

Figure 135. Program Profile Detail Page Related Lists
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6. Clickthe New Funding Application button.

.‘T-. Funding Applications New Funding Application Click the New Funding
Application button to start a

Action Funding Application Record Type Application Status Funding Application.

Figure 136. Funding Application Related List - New Funding Application

7. You will be forwarded tothe New Application Select Application Record Type page.

8. Selectthe type of CDFI/NACA Funding Application record type from the drop-down menu and
clickthe Continue button. You will see different optionsin this areadependingon whatyou are
eligible to apply for:

New Application

Z1° Select Application Record Type

Click the arrow to select the

application record type for
Available Application Record Types which you are applying for

funding.

Record Type of New Record | CDFI-FA

Continue |  Cancel

Available Application Record Types

Record Type Name Description

CDFI-FA COFI Financial Assistance
CDFILTA CDFl Technical Assistance
NACA.-FA MALCA Financial Assistance
NACA-TA MACA Technical Assistance

Figure 137. New Application Select Record Type Page
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Note: Ensure you select the appropriate Funding Application type that you wish
to applyfor. There are four application typesto choose from:
1. CDFI-FA— Allows eligible applicants to complete a CDFI Program
Financial Assistance Application. Applicants willhave achance to create
a Healthy Food Financing Initiative Financial Assistance Application
(HFFI-FA) upon accessing the CDFI-FA Application.
2. CDFI-TA-Allowseligible applicantsto completea CDFI Program
Technical Assistance Application.
3. NACA-FA-Allowseligible applicantsto create a NACA Program
Financial Assistance Application. Applicants will have a chance to create
a Healthy Food Financing Initiative Financial Assistance Application
(HFFI-FA) upon accessing the NACA-FA Application.
4. NACA-TA- Allowseligibleapplicantsto create a NACA Technical
Assistance Application.

You will only see application types that yourinstitution is qualified to apply for

based on the Eligibility Category displayed inthe Program Profile as well as the
“Program” (CDFl or NACA) thatyou selected inthe Program Profile.
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5.1 CDFI-FA & NACA-FA Application
To complete the CDFI-FA or NACA-FA Application:

1. Selectthe CDFI-FA or NACA-FA Funding Application Record Type from the drop-down menu and
clickthe Continue button.

New Application

21> Select Application Record Type

Select the CDFI-FA Application
Available Application Record Types Record Type and select the

Continue button.

Record Type of Mew Record l CDFI-FA *

Continue |Cim;¢l

Available Application Record Types

Récord Type Name  Description

COFI-FA CDFI Financial Assistance
CDFI.TA CODFI Technical Assistance
NACA-FA NACA Financial Assistance
HACA.TA MACA Technical Assistance

Figure 138. FA Funding Application Selection

2. You will be forwardedtothe Funding Application Edit Page.

Note: Applicants are required to complete all the required informationinthe
application. Required fields are highlighted with red line next to the field.

3. Complete the Application Point of Contact and Authorized Representative using the Lookup
feature. You must provide atleast one Point of Contact and no more thanthree.

Please note the following critical information about the roles of the Authorized Representative
and Application Point of Contact.

e Onlythe Authorized Representative can sign the application. The Authorized
Representative must be logged into AMISin orderto complete thisaction.

e The Authorized Representativeand the designated Application Points of Contactare the
only usersallowedto submitthe Applicationtothe CDFI Fundin AMIS.
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=~ New Funding Application
Funding Applcaten Edit feve  Level New  Cancel
Finmnial Avsiataee V= Sagures rirrator
Progeam Prctile | D oqngaay Q@ Becoed Typa  COFHFA

Eipitaiiey Categary(C0FR

Organization Information Insert the SF424 after the
record has been saved.
SFAM
R . Click the lookup icon to add Application
Grunt gov Rsceseed DutesToma contacts and the Authorized Representative.

Contact Information

9. B el Pnt &F D 3ALRE I €@ e Y ) I &
Name

7. Applsatsa Pt of Contact Q
-

1. B pegebac artegen, Pogsast oF C bt @

Feqquarsted Fnancial Assistance Amount
Maneen Begerl (CORE) 130 namen Regoeat (D0REF]  §100x
M Segeend [ ECA)  §TO0K Mnmum Begeend (SECA] SO0

Wotie Temgdate

Lt A

Fetm

Nune

Figure 139. FA Funding Application Edit Page

4. Enter Financial Assistance Request Amount

a.

Enter the amountthat you are requesting for each eligible FA activity. Note that only
Insured Depository Institution applicants may enter requests for Financial Services and
Capital Reserves. Becausethe FA activity fields are required, you must enter SOfor any
activity thatis notincludedin yourrequest.

In the FA First Paymentfield, enter the estimated amount of the requested award that they
expecttoexpendoneligible FA activities during the first 12 months of the performance
period. The CDFI Fund anticipates making award announcementsforthe FY 2016 funding
roundin the fall of Calendar Year 2016. The award announcementsignifies the
commencement of the performance period. The amountincluded here will determine the
initial payment of award funds for FA Award Recipients.

In the Affiliate/Subsidiary FA/TA S Past 2 Yrs field, enterthe total amount of FAand/or TA
awards that your organization’s affiliates and/or subsidiaries have received in the priortwo
CDFI Program and NACA Program funding rounds (FY14 and FY15). This should not include
prior HFFI-FA awards.

The Applicant FA & TA Awards in Past 2 Yrs S will automatically populate with the total
amount of FA and/or TA awards that your organization has received in the priortwo CDFI
Program and NACA Program funding rounds (FY14 and FY15). This will notinclude prior
HFFI-FA awards.

AFTER savingthe record the Total Requested Amount field willautomatically populate by
summingthe amounts enteredinto the eligible FA activity fields.
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Note the following:
e The maximum and minimum requests foreach applicant category is displayed. In order
to determine the appropriate Applicant Category foryour organization, please referto
the Applicant Category descriptions provided in the FY 2016 CDFl and/or NACA Program

NOFA.

Requsested Financial Assistnce A

Maximum Request (CORE]  S20
Maximum Begeesd (SECA) SO0

Minimum Request (CORE)  §100%
Misimum Begueet [SECA]  5100K

Finascial Products 3 FA Firid Payman § I

AfTiliae' Subakdarny FATA § Pail

Ciptal Aewerves §
2 v

Loan Loss Reserves §

e s Enter the Financial Assistance

Fnancial Services §

amounts

Totsl Requested Amountisl 5000

Figure 140. FA Funding Application Edit Page - Requested Financial Assistance Amount

Reqwatted Fingngial Axsivtance Amsunt
i Kegueat (ICOREE  J000K

Wa i Hedquean L (CO0RL ) .
s Badpa il IMECASN 000K

Mg Remmat (SECAF  ITO
Fa Fil Payresest § 500 o0
Frarsal Products § I:m:m:.n:. AfSaie Subsdary FATA S Padl F ) O

s

 apeal Redarunsd § Iur.: Agphcant FA & Th Lwados o Pasl T 000
Tk

Lzanloay Rensewen § Iu.:.:
Dviogmeeni Services § I“':“

Frsirsliid Spivices § ||]._¢

Figure 141. FA Funding Application Edit Page - Requested Financial Assistance Amount

5. Complete the questionsinthe Environmental Review Part 1 and Environmental Review Part 2
sections. Clickthe Help (?) icon nextto each field to view help textfor each question.

e Ifyouanswer“Yes”to any questionyou are required to attach an explanation to your
application.

e Pleaserefertothe FY2016 Forms, Assurances, and Certifications Guidance, found on the

CDFI Program and Native Initiatives webpages on the CDFI Fund’s website, for
instructions on completingthe Environmental Review form as well as full question text.
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Environmental Review Part 1
1. "Categonical | _None-- v Click the help “?" icon to display the full question
Exclusion™? :
1b. Enviconmental _None-- » next to each field.
Impact Statement?

Environmental R 2 - Do proposed activities in the Application involve:

National Register = jole Source Aquiter | _Nono..
Historic Places oAl * Recharge Areas? l .
Wildemess area None-- + Wetlancs? | ~None/ v
Wild or scenic rive None- v Fiood plains? | .Nofle-- +
Endangered NOn- v Prime and unique 0N *
threatened specie farmiand 7
National Registry N . Viclating Facities? O _None-
Natural Lanamarks el ‘4 :
Coastal bamer resourcd | Enoneo-. + Propertes ksted o under
systems consideraton for isting on the
Coastal N . Emvronmental Protection
Management Areas? I o m *71'“ of Viokting

Figure 142. FA Funding Application Edit Page - Environmental Review

6. 501(c)(4) entities must complete the 501(c)(4) Questionnairesection. If your organizationis NOT
a 501(c)(4), please leave this section blank.

o Ifyouanswer“Yes”to any questionyouare requiredto provide an explanationviathe
textbox providedinthe application or by attaching a written explanation to your
application.

e Pleaserefertothe FY2016 Forms, Assurances, and Certifications Guidance, found on the

CDFI Program and Native Initiatives webpages on the CDFl Fund’s website, for
instructions on completing the 501(c)(4) Questionnaire as well as full question text.
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Sr|cke) Queition § | _jpapa— v

Figure 143. FA Funding Application Edit Page - 501 (c)(4)

7. Enterthe Total Estimated Hours to Complete the Application.

8. The Authorized Representative must be loggedinto complete the Applicant Signaturesection.
a. Readthe Signature Attestation
b. Signthe application by checkingthe signature check box.

Applicant Signature

Signature Attestation

Authorized Representative
Signature

Date

By selecting the checked box: | heraby consent to Signature v
conducting this ransaction by electronic means, and |
hereby agree that | have executed an electronic process that
constitutes, and provides the COFI Fund with, my electronic
signature. which shall be reated as an original signature
and as having signed this Application, justthe same as a
pen-and-paper signature; | hereby acknowledge that all
information contained in this Application and any
attachments or supplements thereto will be subject to
disclosure pursuant to the Freedom of Information Act (FOIA)
5 USC 552, et seq; | hereby cenify that all of the information
that the Applicant has provided in this Application is frue,
correct, and complete to the best of my information,
knowledge and belief, | hereby certify that the execution and
submission of this Application has been duly authorized by
the goveming body of the Applicant, and hereby certify that |
am aware that any false, fictious, or raudulent statements
or claims may subject me to criminal, civil, or administrative
penalties. (U.S. Code, title 218, Section 1001) Check the signature box and

i il
tiana miller@coresphere com select the Save button.
171972016 4:03 PM

Figure 144. Funding Application Edit Page

9. Clickthe Save buttonto save yourapplication. You will receive a confirmation message stating
the information saved successfully.
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Funging Application

215 A-005352
e o

Printable View

\

le Funding Appic amon has been updated \
AcCication FnacCiai Oxta ) | Maching Funds Used 1 | Cusiomet Snaosnol Tabie ) | Kex Pessonneiill | Bolces i) | Bl Desigo i )
Belaied Allachments £ | Namalves R

Funding Application Detail Clone  Shan Create HFFI-FA Applicason  Validate  Submit Application

Financial Assistance
Funding Application  A.005352
Record Type  CDFI-FA [Changel

Owner Machas Miller [Change)
Application Status

Program Profile

Select the Edit button

to insert SF 424.

Click each related list link to complete

Organization Information the information in each related list in

order to complete the entire

Organization  CRB Bank

Address 1237 strest application.
Laured
20707
EIN  12.3456787

DUNS
Financial Institution Type  Bank Holding Company

Figure 145. FA Funding Application Detail Page - Related List

5.1.1 Attach Standard Form 424 (SF-424) to a FA Application

Shortly after successful submission of the SF-424in Grants.gov, a copy of the form will automatically be
transferredinto your Organization Profilein AMIS. The applicant must attach the SF-424 to the
corresponding CDFI Program or NACA Program application.

To Attach the SF-424:
1. From the Funding Application Detail Page select the Edit button.
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o Funging Application Printable View
= A-005352
— / \
[ v Funding Appic aon has been updated \
Acoacaton FOancia ONALY | MAKhIng Funds Used 1) | Cuslomer Snapshot Tadie X | Key Persanoeital | m’ﬂmy
Relaled Atachments £ | Namauves o)

Funding Application Detail Clone  Shan Create HFFI-FA Applicason  Validate  Submit Application

Financial Assistance
Funding Application  A.005352
Record Type  CDFI-FA [Changel

Program Profile
‘ Owner T paoc how Mller [Change)

Select the Edit button Apphication Status
Funding to insert SF 424.
Click each related list link to complete
Orgenization Information the information in each related list in
order to complete the entire
Organization  CRB Bank s
Address 1237 street application.
Laured
20707
EIN 12.3456787

DUNS
Financial Institution Type  Bank Holding Company

Figure 146. FA Funding Application Detail Page - Related List

2. Clickthe Lookup icon nextto the SF-424 field to search forthe SF-424.

Type ‘SF424’ in the search box and selectthe Go button.

4. The SF-424 will appearinthe searchresults. Please note that you will only seethe SF-424form
associated with the Grants.gov Funding Opportunity Number that matches the program (CDFl or
NACA) you are completingan application for.

5. Selectthe SF-424 1D linktoinsertthe SF-424 to the application.

w

Click the lookup icon to
insert the SF424

Type SF424 and
select Go to search.

Comiact Indormation

. A aticn Poeed of Gl Harme Iwm 'Cl.\
2. Appbcaton Poin of Contact Wame. | j% Click the 5F4241D
1, Application Point of Contsct Hame | 1
I link to attach.
Requested Financial A v

M Beguel (CORE}  EHA
Mawimamn Requent (SECA) 700K

Figure 147. Funding Application Edit Page - SF424 Lookup Page

6. Selectthe Save buttonto update the Funding Application record with the SF-424.
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Funding Application Edit

Save & New |  Cancel

Financial Assistance

Program Profile
Click to insert SF424 and

select the Save button to
save the SF424 record to
the application.

MNotice Template,
Eligibility Category(CDFI),

Organization Information

SF424

COFITESTAMIS-002

Funding Opp Number
SF424

SF424-00015 | &y

Figure 148. Attached SF424

7. You will be forwardedtothe Funding Application Detail page with a message statingthe

application has been updated.

Funding Application

=12 A-000190

| +" Funding Application has been updated

« Back to Program Profile: P-067421

Applicafion Financial Data [0] | Matching Funds Used [0] | Customer Snapshot Table [0] | Key Personnel [0] | Policies [0] | Product Design [0] | Related Attachments [0] | Marratives [0]

Figure 149. Funding Application Updated Confirmation - Attach SF 424
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Funding Application Printabile View

[ A-005352
\
. 0 Faiog Revical Funden Apgke aton has been updated Sl
WEIWQ|WQIWWIMW
Retxed Alachmenis £ | Namauves &
Funding Application Detail Eait  Clone  $ha Create HFFIFA Applicasion  Validate  Submit Application

Financial Assistance

Funding Application  A.005352
Record Typ*  COFI-FA [Changel

Owner I nschas Mller [Change)
Application Status New

Program Protile  P.104243
Notice Template . NACA
Fiscal Year 20168
Eligitility Category
Funding Application Date 1652016

Click each related list link to complete

Organization Information the information in each related list in

order to complete the entire

Organization  CRE Bank

Address 1237 street application.
Laurel
20707
EIN  12.3456787

DUNS
Financial Institution Type  Bank Holding Company

Figure 150. FA Funding Application Detail Page - Related List

8. Selectarelated list/section and completethe required information.

Application Financial Data A Application Financi
Action Application Financial Data Name Fiacal Year
Edin  2013-31 2013
Eont  2014-24 2014
Eait 201523 2015

"t Matching Funds Used Add Masching Funds |

Mo records b display

Customer Snapshot Table Mew Customer Snapshot

o records 1o display

Key Personnel Add Key Personnel  Add Commitieed | Add Board Members

o records o display

Add 0
Policies Metw Policy
. 0 0 oto o ding
No records o display Application Re =
Product Design Mew Product Design

Mo records o display

Figure 151. Funding Application Detail Page - Related List
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5.1.2  Application Financial Data Related List Section

The Application Financial Data related list section must contain historic financial dataforthe previous 3
fiscal years, the currentfiscal year, and the subsequent 3yearsfinancials. There mustbe a total of
seven financial recordsinyourApplication Financial Datarelated list section, one peryear, in orderto
submitthe CDFI-FA application. The exceptionisforinstitutions that have not beenin existence forat
least 3 years. If yourorganization does not have 3 years of historicdata, provide historicdataforthe
yearsavailable, if any, as well as financial dataforthe currentyear and 3 projected years.

There are twelve groups of datafields: Assets, Liabilities, Shares/Deposits (Credit Unions only), Net
Assets, Income, Expenses, Loan Portfolio, Current Loan Portfolio, Equity Investment Portfolio Valuation,
Membership (Credit Unions only). Activities Level, Impacts, Funders (historicrecords only for
unregulated applicants only).

Based on your organization type you previously selected in the Organization Profile, AMIS will only
display the datafields required for the selected organization type (non-required fields will be hidden).

Note: The Organization’s audited or regulatorreviewed Financial Dataforthe
previous 3years (referto FAQs for exceptions)should have been completed on
the Organization Detail page priorto startinga fundingapplication. Onthe
Funding Application Detail page, you will notice those financial datarecords
previously added appearinthe funding application.

@ Referto Section 3, The Organization Profile Financial Data or Course AE101:
Getting Started — Navigating AMIS (for External Users), to understand how to
add financialsinthe Organization Profile.

Follow the instructionsin the FAQs document and Application Quick Start Guide
regarding what years of financial information should be entered at the

Applicationlevel.

To verify and complete Application Financial data:
1. From the FundingApplication page, click the Application Financial Data related list link.
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e Finding Applcation Click on the Application Financial T
= A-005357 Data related list link.
" Funding Apelicabion hat been saved
Mtz Fords Uiped 13 | Customer Sraoghor Takie 53 | MewPersoresl 13 | Poleies 1 | Proched Desioe 53 | Pnimed amachrsrsy sy | Narrpiive 3

Funding Application Detail Edit |Clone | Shasing Create HFFI-FA Application |Validate |Submit Application
Financial Assistance

Program Frofile -'-"-':;42.13 Funding Application  A005357

Wiotre Template m Aecon Type ﬁjmim

Fiscal Year 3018 Owner ] Machai Misar [Changs]

Elgibility Categaay{COFT Application Matus  Mew
Fesfing Application Date 172016

Organization Information

Organintion  CRE Bark

Figure 152. FA Funding Application Detail Page - Application Financial Data

2. Basedon yourorganization’sfiscal yearend date, the required fiscal years’ historicfinancial

data has been auto copied from the Organization Detail page andis displayed here.

Enter the current fiscal year financials by selecting the Add Current button.

4. Thefinancialsforthe nextthree subsequent projected fiscal years willalso have to be added,
onerecord at a time by selectingthe Add Projected button.

w

Note: Dollar (S) value datashould be entered into datafieldsin the following
groupings: Assets, Liabilities, Shares/Deposits, Net Assets, Income, Expenses,
and Activities Level.

Loan Portfolio, Loan Portfolio Quality, and Equity Investment Portfolio Quality
require both dollar ($) value dataand number (#) data.

Membership (Credit Unions only), Impact, and Activities Level require a
combination of dollar ($) value data, number (#) data, percentage (%) value
data, as well as text.

Application Financial Data Audd Histori:| Add Cument || Add Projected
Action Apphcation Financial Duta Historic 3 years Financial Fiscal Year Financial Timeline
Edit FIN-00000137 Data should be displayed 2013 Hishoric

Edit  AN-DO0001 by the system. 2014 Hiskorkc
Edi FIN0000138 15 ey

Figure 153. Application Financial Data Related List
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Note:referto Course AE101: Getting Started —Navigating AMIS (for External
Users), to understand fiscal year ends for Organization.

The Application Financial Data related list section contains three buttons to
selectfrominorderto add the application financialdatarequired records.
Again this section must contain historicfinancial datafor the previous 3fiscal
years, the currentfiscal year, and the subsequent 3 years financials.

Continue the application process by adding the currentand projected
organization financials:
1. Selectthe Add Current buttonto addthe currentfiscal year’s financial
data up to December31, 2015.
2. Selectthe Add Projected buttonto add each year of projected financial
data records. Repeatthisstepto add three projectedfinancial records.

5.1.3 Complete Current Application Financial Data Record

1. Addthe current fiscal year’sfinancial data by selecting the Add Current button. The current
fiscal yearincludesfinancials up to 12/31/15.

Application Financial Data Add Histonc| Add Cument || Add Projected

Action Application Financial asta Hame

Fiscal Year Financial Timekne
2013 Historic
Select the Add Current 2014 Historic

button.

2015 Feston:

Figure 154. Application Financial Data Related List

2. Complete the required information onthe page.

a.

Enter the Application Financial Data Name. This can be any naming convention of your

choice.
Selectthe Fiscal Yearand Quarteras of 12/31/15.
Enter financial data.
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Application Fimancial Data Eant

1> New Application Financial Data

Application Financial Data Edit Save  Save & New Cancel
Infoemation

Appicatan F mancial Data Name l

Financisi Tmelne Curert v

Appacaton IAmy Q_:
Record Type  BankM0NIng Company-Current

Enter the Application
Financial Data Name,
the Fiscal Year and
Quarter.

Click the help “?”
icon to view the help
for a field.

Figure 155. Application Financial Data Edit Page-

3. Afteryouhave completed entering your financial dataforthe selected fiscal year, click the Save

or Save & New button.

Equity Investment Portfolio Valuation

Total Equity and
Combined Value #

Total Equity and
Combined Value S

Investments Existed
During the Year &

Investments Existed
During the Year S

Investments Written-OTT
During the ¥r #

Investments Written-Off
During the Yr $

|

|

|

|

|

|

Unrealized |
Sains(Losses) #

|

|

|

|

|

Unrealized
Gains{Losses) S

Realized Gains (Losses)
L
Realized Gains tl.ﬂﬂ-l.‘l-s)

Target Rate of Return

Actual Rate of Return

Click the Save button to

save this records data or

Save & New to save this

record and create a new

application financial data
record.

Save

Save & Mew Cancel

Figure 156. Application Financial Data Edit Page

4. You will receiveaconfirmation message stating the data has beensaved. Click on the related

liststo add additional information.
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Application Finamscial Data

.- 2016 Bank of Trust

|+ Appicaion Financial Data has been saved

c Epphcabion Acthviless Levels 1Y | Impac] i }

Application Financial Data Detail Edi |
Application  A-000315
Application Financisl Data Mame 2016 Bank of Trust
Financial Timeline  Curment

Fiscal Year 2016 Click Related List to add

Cuarter 1

Record Type  Unreguiated COFI-Current [Change]

additional information.

Assels
Cash and Cash Equivalents 5175 000.00

Unrestricted Cash and Cash
Equivalents

Figure 157. Application Financial Data Detail Page

5.1.3.1 Application Activities Level Related List

1. Selectthe New Application Activities Level button. The Activities Leveldatafield grouping
describesthe activity level of each majorfinancial product or financial service. Proposed
financial products and services can be listed in this grouping as well.

Application Activities Levels Hew Appiication Activites Lyvol| Select the New button and

Mo reconds to display complete all detailed information

in each section.

" impact New impact

Mo reconds bo display

Figure 158. Application Financial Data Related List

2. You will be forwardedtothe Application Activities Level Edit page. Complete the required
information onthe page:

a. Category
b. Total $
c. SinT™M

3. Selectthe Save button.
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lﬂkdmldw\fﬂkrﬂ[ﬂ .
I» Mew Application Activities Level
Appcation Astivities Level Eait et | [Saws ] [Conce Complete the required
information on page, then
Inkoamation 1 » Requred ieformation

Mepicston Fruscia s || ERTYTEERERS a click the Sawve button.

Caegery I_Nw_
Totad § I

$inTH l

Figure 159. Application Activities Level Edit Page

4. You will receiveaconfirmation message stating the Activities levelhas been saved. Click the

Application Financial Datalink to be forwarded to the detail page.

Application Activities Level
I ACT ID-00249

| " Application Activities Level has been saved,

Application Activities Level Detall Edit | Clone Click the Application Financial Data link

Application Financisl Dats | 2016 Bank of Trust | to be forwarded to the Application
Application Activities Level BT IO-00220 Financial Data Detail page.

Category  Small Busingss
Total §  5150,000.00
$inTM  520,000.00

Created By Johnny Tesler, 22016 936 AM

Edit | Clone

Last Modified By

Figure 160. Application Activities Level Detail Page

5. From the Application Financial Data Detail page select the Impacts related list link to complete

the impact of the financial record.
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5.1.3.2 Impact Related List

Apple:aticn Fimancial Dats
T

2016 Bank of Trust

Application Financial Data Detail Ean

Applicatan

Application Financisl Data Name
Fanancal Timeling

Fincal Year

Craaster

Assats
Cash and Cash Equivalents

Unrestricted Cash and Cagh
Equivalesis

Total Invesiments
Cument Gross Loans Recervables

Apgcaion Actsbies Lavely [1] | kmpact K

Ac000315

2016 Bank of Trusl . _
Curent Click the Impacts

016 related list.
[#5 ]

cid Type  Undeguiated COFI-Cuiment [Chanos

17500000

Figure 161. Application Financial Data Detail Page

1. Selectthe NewImpacts button.

Application Activities Levels

Action  Application Actvities Livel
Edi | Del ACT ID-00285

Cabegory finTM Total §
150,000 00

Select the New

® impact
No pescodds lo display

Impacts button.

Figure 162. Application Financial Data Related List
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Note: The Impacts grouping describesthe type and number of impacts your
organization has generated each year, the type and number of impacts your
organization has generated in yourtarget market, and your impact projections
for future years.

There are seven staticimpacts already listed: (1) Jobs Created/Retained, (2)
Housing Units Developed/Rehabilitated, (3) Square Feet of Real Estate
Developed/Rehabilitated, (4) First-time Homeowners, (5) First-Time Account
Holders, (6) First-time Business Owners, and (7) Foreclosures Prevented.

If you have generated or will generateany of the seven types of impacts, please
provide the datahere. If none of the seven types of impacts apply to your
organization, you mustinclude atleast one impacttype by selecting “Other”
and providingadescription. All applicants must select from eitherthe seven
automatically generated options orthe “Other” option.

The Impacts data field grouping provides all applicants with the same seven
impact categories; however, we recognizethat notall applicants defineeach
categoryin the same way. Therefore, the “Methodology” field is provided for
you to describe how you define eachimpact category. Forexample, if you
define the creation of one job to be equivalent to one $50,000 loan, enter “one
job=one $50,000 loan”inthe Methodology field.

For eachfiscal year, enterthe number (#) of total impacts you have generated
(or will generateforprojected years) underthe “Total” fields. In the

“Percentage toTM” fields, enterthe percentage (%) of the total number
generatedinyourTarget Market.

2. You will be forwarded to the New Impact Edit page.

gt 184

N MNew Impact
Empact Edn S liwe k New  Casesl
Information 1 & Regures mbrgaon
Appimcate Fruirriaad Dt |:_:-.: Bark of Trust &
| P T Buaess Ounen . Complete the required

¥ Cthar, Enter Description

information on the page.

mr A

Figure 163. New Impact Edit Page
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3. Complete the requiredinformation onthe page.
a. Selectthe impact Category.
b. Enterthe Methodology
c. Enterthe %ifTM
d. Enterthe Total

4. Complete any otherinformation and selectthe Save button.
5. You will be forwardedto the New Impact Detail page with a message stating the Impact has

beensaved. Click the Application Financial Data link to return to the Application Financial Data
Detail page.

Impact

= IMP-0000136

| " Impact has bean saved

Impact Detall Edit | | Elone

Application Fimancial Data 2016 Bank of Trugh
Impact 1D (MP-D000135

Category  First-Tiene Business Owners Click the Application link to
If Other, Enter De i " .
e return to the Application
Methodology — Test .
%iwTM  10.00% detail page.
Tetal 100,000
Created By Johany Tegwwe, 282018 8108 PM Last Modified By Johnny Téster

Edit | | Clons

Figure 164. Impact Detail Page

6. Clickthe Application linktoreturn to the Application Detail page.

Applicaton Financinsl Dalsg aiching Funds Used (21 | Cuslomer Snapshol Tabse 10 | Kex Personoel 1§ | Polcies i | Preducl Desan £ |

Application Financial Data Click the Application

Action Application Financial Data Name Financial Data link. Financisl Timeline
Edit  2013-38
Edit 2014-115 2014

Figure 165. Application Financial Data Detail Page

7. From the Funding Application page, click the Application Financial Data related list link.

106 of 202



AMIS Training Manual — AE103-CDFI/NACA
February2016

Funding Application Printable View

2= A-005357

Application Financial Data [4] | Matching Funds Used [0 | Customer Snapshot Table [01 | Key Personnel[0] | Policies [0] | Product Design [0] |
Related Attachments [0] | Namatives [01

Funding Application Detail Edit | Clone || Sharing || Create HFFI-FA Application |  Validate | Submit CDFI FA Application

Financial Assistance

Program Profile  P-104243 Funding Application  A-005357
Notice Template  CDFI Record Type  CDFI-FA [Change]
Fiscal Year 2016 owner ] Mechai Willer [Change
Eligibility Category(CDFI) Application Status New
Funding Application Date  1/7/2016 Control Number  160FA

Organization Information

Organization  CRB Bank

Figure 166. Funding Application Detail Page

8. Selectthe Add Projected button to complete the nextyear projected financialsin orderto
continue completingthe organization’s financial data records.

Application Financial Data I Add Historic. | Add Curent Add Projected
Fiscal Year Fanancial Timeline
2013 Hisitric
Select the Add Application 2014 Hiskoe
Financial Data button to 2015 Historic
add another record. W15 Cumsel

Figure 167. Application Financial Data Related List

5.1.4  Projected Application Financial Data Records

1. Completethe projected Application Financial Data record by completing the information on
Application Financial Data Edit page.
a. Enterthe Application Financial Data Name. This can be any naming convention of your
choice.
b. Selectthe Projected Fiscal Year.
c. Enterfinancial data.
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— Application Fm.'ll'l?l.\l Dalh Edit ) i
=~ New Application Financial Data
Application Financial Data Edit Save  Save & Mew | Cancel
Infermation I = Required infonmation
Application Fi 1 . Applicati _ (|
Priicadon Ainanclal - [5017- BET pelication | ia.005352 Q
Fiscal Year 2017 v Record Type  Bank/Hokdeg Compay
Assets
Cash and Cash _—|
Equivalents 4504 Complete all the
Unrestricted Cash and

Cash Equivalents information on the page.
Total Investments

EShon Teim IAvestments

Liong Term Investments

Tatal | Aane and | aaras

Figure 168. Application Financial Data Edit Page

2. Onceallfinancial datahas been entered, select the Save or Save & New button to save this
projectedyearfinancial datarecord.

3. You will receiveamessage statingthe application financial datarecord has been saved.

4. Completetherelatedlistinformation.

— Apphcation Financisl Dats
= 2017 BBT
+" Application Financial Data has been saved
Appbcalion Actrles Levels [0 | Impact [0}
Application Financial Data Detail

Apphcation  A-D00315
Application Financial Data Name 2017 BET
Finarcial Timeline  Frojected

Fiscal Year 2017

Record Type  Unfegulated COFI-Prejected [Changi
Click the related list links to

complete additional financial
information.

Assets

Unrestricied Cash snd Cash  $450,000.00
Equivalents

Current Groas Loans Receivables
Total Commitments

Figure 169. Application Financial Data Detail Page

Note. Refertosection5.1.2.1 Application Activities Level Related Listand

section 5.1.2.2 Impacts Related List forinstructions on completing the
@ application financial datarecord related list. Once complete, click the

Applicationlink to be forwarded to the application main page.
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5. Clickthe Application link to be forwarded to the Application Detail page.

Application Financisl Dals
=1 2017 BRT

Sopbcabon Actibel Levels 11 | impat 1]

Application Financial Data Detail L
Record Type  Uniegulaled COFI-Projected [Chanage]

Click the Application link to
add an additional projected

financial data record.

Figure 170. Application Financial Data Detail Page — Projected

6. Clickthe Application Financial Data related list to view the projected financial datarecord just
added and add an additional financial datarecord.

Vundfing Apglication P

=1 A-000315
Seokcaton Fnancial Data 58 | Malching Funds Used (1] | Cuslomer Soarshel Tabks 1] | K Pomonne (2 | Pokcies 11 | ProsuctDesion (1) | Belaied ARachments 00 | Bt (1)

Funding Application Detail
Financlal Assistance

Edit | | Sharing | | Crests HFFLFA Application | | Validste COFLFA| | Subesit COFLFA Application

— L:|I[:k ﬂ-'iE Appllc:_atmn Pt Appbention  ADOD31S
Woticn Tempiste ) COF] Financial Data link to Becord Type  COFLFA [Changa]
Fiscal Year 3018 view and/or add records. Gwner [ Jooy Test [Chance]
Eligitality Calepony| COFY Application Stalus  Hinr
Funding Application Dele 2100016 Comtred TEIFADI0IES
Elighility Categery  SECA

Organization Infarmation

Dwganicaticn  AMIS Tesl2
Addreus

Figure 171. Funding Application Detail Page

7. Select Add Projected buttonto remaining projected records required.

Application Financial Data Add Historie | Add Ceerent | Add Projecied

" hction Appication Financial Data Kame Fiscal Year Financial Trmetne
O 1Edt EIN-DOOO0ISY i LE Hestoric

(] (Edt FIN-D0000SZ Select an option to add 4 Hestoric

(] 1 Edn EIN-D000053 missing financial data 2015 Hestoric

] 1Ed 2016 Bank of Tryst records. 016 Current
(e 2H17EST W Piggittied

Figure 172. Application Financial Data Related List
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8. Complete the information by repeating Steps 1-5in section 5.1.3 Projected Application Financial
Data Records.

Application Financial Data Add Historic | | Add Current | | Add Projected
|:| Action Application Financial Data Name Figcal Year Financial Timeline
[] | Edit EIN-00000151 2013 Historic
[] | Edit EIN-D0000152 2014 Historic
[] | Edit EIN-00000153 2015 Historic
[ | Edit 2016 Bank of Trust 2016 Current
[ | Edit 2017 BBT 2017 Projected

Figure 173. Application Financial Data Related List.

5.1.5 Verify Required Application Financial Record Added Successfully

To verify the applicant has added all the required application financial datarecords to submita CDFI-FA
application:

1. Clickthe Application Financial Data related list.

e Fuching Application Pri
= AD00315
Apgication Finarcigl [ita ) | Musching Fnchy Utiee] 1] | Comdormis Stupabed Tabie (1] | Eiy Perponced (4] | Polices (1) | Progect Desicn [1) | Balsled atachmenty [ | ey |7

Funding Application Detail Edi | Sharing | Creatie HFFIFA Application | Validate CIOFLFA | Subenit COFLFA Application

Financial Assistance

Progeam Profie  P-§7575 Click the Application Fursding Application. A 000315
Wotioe Template | CF| Financial Data related list. Reecord Type  COFIFA [Changs!
Fuclew 06 Cumer [ sohee Tost (Change]
Eligitikity Catepery|L0FI) Application Sutus  New
Funding Apphication Dase  2H02016 Cosrel Mumbsr  1GIFADDDIES

Eligibibity Calegery  SECA
Owganization Information

Organiestion  AWIS Test?
Al

Figure 174. Funding Application Detail Page

2. Clickthe Go to list(7) to view all the application financial datarecordsina list view.
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Application Financial Data Add Histeric| Add Current | Ad Projacted
[[] Actios Application Financial Dats Name: Fiscal Year
[ 1€ EIN-DDDDOISY a

(] | Eot EIH-00000152

(] |Eat EINO000015) Click the Go to list (7) link to
(| eat view the full list of records.

Financial Timeline

Cument
Frojecied

Figure 175. Application Financial Data Related List Section

3. The Application Financial DataRecord list view will show all records that have been added
successfully. Click the Funding Application: A-00000 link to return to the Application Financial

Data detail page.

Click the link to return to

the main page and add
missing records if needed.

BECODEFGHIJKLMHDODPORSTUWW

Edit
Edit
Edit
Edit

Confirm at least 7 2019
Fiscal Years of 2013
data. 200

H%Eﬁ-%é

Figure 176. Got To List View - Application Financial Data List

4. Clickthe nextrelatedlistto continue completing the CDFI-FA application.
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Funding Application Printable View
215 A-005357
4 | Mhiog funds Vsed ) | Customer Soagehol Tadie 1) | KeyPemcansii) | Polmsml | Procucl Desgn i |
Refated Anachmants 1) | Namalves &
Funding Application Detail sharing  Create HFFIFA Application  Validate Submit COFI FA Application
Financial Assistance -
Click the next related
Program Profde  P.104243 listand complete the  RAINSIREEpRSY
Notice Tempiate . CDF) information. ord Type  COFIFA [Change]
Fiscal Year 2016 owner Idechar Miler [Change]
Eligibity Category(COFI) Application Status  New
Funging Application Date  1/7/2016 Control Number  160FA
Organization Information
Organization  CRB Bank

Figure 177. Funding Application Detail Page

112 of 202



AMIS Training Manual — AE103-CDFI/NACA
February2016

5.1.6  Complete the Matching Funds Used Related List

Thissectionisonly applicable forapplicants with an Application Eligibility Category of Core submittinga
CDFI-FA Application. Core-FA applicants must providein-hand and/or committed matching funds equal
to at least 50% of the requested award amountin at the time of application submission.

1. Clickthe Matching Funds Used related listlink to continue completing the CDFI-FAApplication.

e FuDSing Appication Frintatie View
“4* A-005357

Mahng Funds Useg 08 | Cusiomer Snapehol Table (t] | Koy Pecsconed 1Y) | PodCies I | Brodusi Design Y | Related Apchmands £ |
Narratves 12t

Funding Application Detail Eda

Financial Assistance

rng  Croate HFFLFA Appiication  Valdate  Submit CDFIFA Appication

Program Profe  P.i0422 i % ALQOSIET
Neice Tomptels O CIOFE Click the Matching COFIFA [Changa)
Fiscal Year 2016 Funds related list link. [0 s hax Miler EChange]
Esgnany Cangory|COFD  You are applying as CORE
Fending Appication Date  1/7/2096

New
150FA

Organization Information

Orgescazstion  CREB Bank

Figure 178. Funding Application Detail Page

2. You will be forwarded to the Matching Funds Used related list. Select the Add Matching Funds

button.
Application Financial Data Add Halone | Add Coment | Add Prosscied
[] metion Agplication Finascial Duts Mane Fiscal Year Finamial Timedng
[ /ot EREO000015 i3 Hestoric
[]/Ear EMEDI0O0IE .1 Hiterk
[ /st EUE0000015 25 Hestoric
[7] 1Eon A Etarik of Trys .l Carend
[ e 7 88T
Soow 2mae | GO AT Select the Add Matchln_g Funds
button to attach matching fund
" Matzhing Funds Used Ak Mt records to the application.
[ Meson  Malcting) Frarsds Used Mstching Fiandhy Peowider Ameant Rview Sl

Figure 179. Matching Funds Related List

3. Clickthe Matching Fund hourglass icon a9 to search forthe appropriate matching funds receipt
summary record.
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hire | Castsl | diwe & Lud

Waiching | urd Amgurd Mlaiching Furdy Frovider Typs Acion  maa hew

Click the hour glass icon to look up and apply
trvs | [Canc | | sawn .02 the appropriate Matching Finds record.

Figure 180. Matching Funds Used Lookup Page

4. Selectthe appropriate Receipt Summary link to apply the Matching Funds record to the
application.

Msic bireg Fooredn Uesd
Mol beorsy sl

Select the appropriate
Receipt Summary link to
apply the Matching Funds

imas of Dt Prowices Boesond s Semcesth  Tios

record to the application.

Figure 181. Matching Funds Edit Page - Receipt Summary Lookup Screen

5. Editthe amountif necessary. Please note thatyouare not required to apply the full amount of
the receipt summary to the award. If you wish to only partially use a particularreceipt summary,
you are able to editthe Amount field.

6. Clickthe Save buttonto save the Matching Funds Used record.

7. Clickthe Add Row button to add additional Matching Funds Used records, selecting save after
each record to complete the Matching Fund Used related list.

Sre  Cabiel  fawe & E0n

Mt b | uncdy Uiesd

Frared Amaumnt Blatzhirg Funsy Provider Tps Aelen  md How
RADOOCEIY ay 25000000 A et

Click Add Row to add an additional

Matching Fund records.

favr  Concel  Saww dfai

Figure 182. Matching Funds Used Edit Page

8. Oncecomplete, clickthe Save & Exit buttonto be forwarded to the Funding Detail Page.
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Select the Save button to add

a Matching Fund record to
the Matchung Funds Used

IMadrbing Forsdy Ui

Mt hiveg Fond Amourd Madching Fands Provider Typa Acisn  aadRow
RSO0 4 250,000 0} Bkl et Delrn

Fund Amoum Madching Fends Provider Type Action
B5-0000327 P 00 0 Wy Fargo Eopsky It Cibete

Click the Sawve & Exit button

when finished.

Figure 183. Matching Funds Edit Page

9. Scroll downthe Funding Application Detail page to the Matching Funds Summary section listed
underthe Requested Financial Assistance Amount section to view the Total Matching funds
appliedto this application.

Requasted Financial Assistance Amoumt

Wi Regueeil (CORE)  §2M MR Reguedd (CORE]  S100K
Maeimiiin Requedl (SECA)  $T00K Mt Regueal [SECA]  S100
3 Yiar, $5M Award Cap Cabeelation | 3700 05000 FA Firit Payment § 5100, 00000
A Milaatey Subandiary Fm'l'n:.h;!
o
Firancial Producis § 1 $500,000.00 lmlllnm;:"; 5000
L]

Capital Restived § 0 5000
Loan Loas Restrves §
Oevelopment Services §
Financiel Sarvices $ The Matching Funds Summary section

ksl Frquesied AmourS] shows the Total Matching Funds used for

the application.

Maiching Funds Summary
Total Maiching Funds  §5 05000000

Figure 184. Matching Funds Summary - Total Matching Funds
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10. Clickthe Matching Funds Used related list to verify all matching funds used records have added
successfully.

Funding Applicaton Printatie View
215 A-005357
L Financial Data fe) | Malching Funcgs Useq il | Customer Snapshol Tabie | | Key Persoonal il | Polkies i1 | Proguct Design il |
Retxeq Aflachments i W Namatives 0

Funding Application Detail _Edt | Cione  Sharing Create HF

Financial Assistance

pplication  Validate  Submit COFI FA Application

Click the next related
Program Profife  P-104242

Notice Tempiate - CDF list and complete the
Fiscal Year 2018 information.
Eligibitity Category(COFI)  You are applying as CORE
Funciing Application Date  1/7/2018 Control Number  180FA

Organization Information

Organization  CRB Bank

Figure 185. FA Application Detail Page

'ﬂ Matching Funds Used At hagetng Funds
_ Action  Matching Funds Used Manchieg Funds Provider Amoust Riview Stats
Edt| Dol MFS0000013 BarkE: $250,000.00 Punding
) |Edt|Del MES0000218 Welts Fargs $175,000.00 Pencing
Eat| D¢ MESDO002ES
Verify Matching Funds Used records added
Customer Snapshot Table Wiw Cuistomas Saagribed

correctly and click the New Customer Snapshot
Mo reccrds 16 G play button to continue completing the application.

Figure 186. Funding Application - Matching Funds Related List
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5.1.7 CustomerSnapshot Table Related List
To complete the CustomerSnapshot Table:
1. Selectthe CustomerSnapshot Table Related List.
Funding Application Printable View

=15 A-005357

Appikation Financl 0250 4! | MAalching Funds Used [0 | Cusiomes Soapshol Tabie 1 |
Balyleg Atlachments 28

Eey Pemonnal) | Eoikies 0 | Eodeci Desgo i) |

Funding Application Detail Eait  Clome Sharing Create ¥ Application Validate Subemit COFI FA Application
Financial Assistance
Program Profile  P.104243

Notice Template = CDFI
Fiscal Year 2016

Eligibility Category(COFI)  You are applying as CORE Click the Customer Snapshot
Funcing Application Date 17,2016 Table Related List link.

Organization Information

Organization CRB Bark

Figure 187.Funding Application Detail Page

2. Selectthe New CustomerSnapshot button.

Customer 3napshot Table orw [ypiomer Snapitol o

Select the New customer Snapshot
o records ko display button to complete the section.

Ky Perscnmel add Koy Peronnel  Add Commatteen  Adkd Boand Mambary

g reconds b dsplay

Polickes Birw Py

R meconds B dsplay

Figure 188. Application Detail Page - Customer Snapshot Related List

3. Enterdataforyour mostrecently completed fiscal year.

Target Market Statistics

For the Poverty measure, enterthe percentage (%) of your Target Market residents living below the
national Poverty threshold in “TM Population Livingin Poverty %” field.
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For Income, enterthe dollar ($) amount of median household income inyour Target Market Median
Income Field.

For Unemployment, enterthe percentage (%) of your Target Market residents that are unemployed
inthe “TM Unemployment Rate”. Referto the definition of unemployment as established by the
U.S. Department of Labor, Bureau of Labor Statisticsincluded inthe screen.

il o ol el Bl

L* New Customer Snapshot

=

Customer Snapshot Edit Save | | Save & New | Cancal
Infarmation | = Reguined Inlommaian

o ol R |A|:';.:l-\.'€:| U

Target Market Statistics

T™ Papalistion Living in 'I w0
Promcii Ty %

Enter Target Market Statistics.

National Poverty Rste 14 5% Soaita
P T e g ool e e e aborauny prubdes e 2011 S b pl)-

252 pdl

T =gl H cowrs - hocdd ]23,;(0
oo §

Hational Household Medan  §53 657 - Saure
IFeC e PR T L e ool e S e ey prie i 201 | ' chma' p)-
253 pal
TH Ursem e il Ra b % 10

Hatcsal Unemploymest  50% - Sowece bitp e bl gow
Hale

Figure 189. Customer Snapshot Edit Page

Total Beneficiaries & Target Market (TM) Beneficiaries

The Beneficiaries section provides asnapshot of the beneficiaries, including your borrowers and the
beneficiaries of your borrowers that are impacted by your organization's Financial Products, Financial
Services, and Development Services.

In the “Total Beneficiaries” column, enterthe total number (#) of beneficiaries assisted by your Financial
Products, Financial Services, and Development Services during your most recently completed fiscal year.
The “Total Beneficiaries” for Financial Services (Credit Union and Bank/Holding Company CDFls only) and
shouldinclude the direct beneficiaries (e.g. checking account holders and participants of development
service activities) of the services provided. Onthe otherhand, “Total Beneficiaries” for Financial
Products may include directand indirect beneficiaries. An example of adirect beneficiary of Financial
Productsisa borrowerthatreceived aconsumerloanto purchase a car. An example of anindirect
beneficiary of Financial Productsis aresident of an affordable housing development that was financed
by your organization.

In the “Total Target Market Beneficiaries” field, enterthe number (#) of beneficiaries from your Target
Market assisted by your Financial Products, Financial Services, and Development Services. These
numbers should be asubset of the numbers enteredinthe “Total Beneficiaries” field.

For beneficiaries that received more than one financial product, financial service, and development

service, ora combination thereof, you should countthem as separate beneficiaries. Forexample, if a
particularborrower has a second mortgage, consumerloan, and participated in afirst-timehomebuyer
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workshop, you would have a total customers served as 3 (2 Financial Products and 1 Development
Services). “Total Target Market Beneficiaries” may equal “Total Beneficiaries” peractivity category butit
must not be greaterthan “Total Beneficiaries” peractivity category. You will see an error message if this
error occurs.

Please note that the Total Beneficiaries and Total TM Beneficiaries fields will automatically sumand
populate after you save the Customer Snapshot Table record.

Total Beneficiaries
Financial Products I 50k
Financial Services 5'1
Development Services |.T5k

Total Benencianas

TM Beneficiaries Complete the TM

Beneficiaries and Income
Characteristics sections.

Financial Products I 50

Financial Services &0

Development Services l 75

Total TM Beneficiaries

Income Characteristics
Moderate Income
Low Income
Very Low InCome

Extremely Low Income

Total Income Charactenstics

Figure 190. Customer Snapshot Edit Page

Under the Income Characteristics grouping, enterthe number (#) of customers whose incomelevels are
Moderate, Low, Very Low, and Extremely Low. The sum of these numbers, which you must manually
enter, should add up to the figure in Total TM Beneficiaries field (Note: Total TM Beneficiaries will
populate after you save the Customer Snapshot Table record).
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Race/Ethnicity Characteristics
African-American
Hispanic
Mative American

Native Hawaiian/Other Pacific

Islander
Mative Alaskan
other [ Enter the Race/Ethnicity
Total Race/Ethnicity Characteristics and Gender and
Characteristics Other Characteristics.

Gender and Other Characteristics

Female Headed

Households Businesses
Other Characteristics .
Description Click the Save button to save
Other Characteristics (&) this records data.

Figure 191. Customer Snapshot Edit Page

Under the Racial/Ethnic Characteristics grouping, enterthe number (#) of customers thatidentify as
African-American, Hispanic, Native American, Native Hawaiian/Other PacificIslander, Native Alaskan,
and Other. The sum of these numbers, which you must manually enter, should add up to the figure in
Total TM Beneficiaries field (Note: Total TM Beneficiaries will populate afteryou save the Customer
Snapshot Table record).

Under the Gender and Other Characteristicgrouping, enterthe number (#) of customers thatidentify as
female headed households or female businesses and/or enterthe number (#) of customers that do not
fitthe othercharacteristics listed. Forexample, this may include customers who identify themselves as
veterans, refugees, orthose with disabilities, among other characteristics.

Note: Income, Racial/Ethnic, and Gender data may be estimated using proxies if actual figures are not
available, or if due to regulatory reasons, your institution cannot collect certain data.

4. Clickthe Save buttonto save this sections dataenteredtothe application.
a. You willreceiveaconfirmation message statingthe Customer Snapshot Table has been
saved successfully.
b. Thesystemwill allow youto create multiple Customer Snapshot Table records. Please only
create one record as the CDFI Fund will not review multiple entries.
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Prrites 's'ah

oF Cutiomer Snapshot has besn saved

Cuttamer Snapshet Detail

A b il e
Ciidomer Taaputal Hame

Tanget Market Statistics
TM Popelaticn | wing in

Poversy =
Myl Powerty Rate
T Mrdun Hounehoid Ircoma

Watecrual Mari pebarbd Mad an
Ire o

M Unenploynent Rate %
Hatsonad Usmgloymaent Rate
Total Berweficimies
Fnaresal Products
Fingrgadl farvicas
[eeweicpmenl Serraes
Toial Baneficasran

TM Bensficiadies
Fruafeimid Prosduscli

fo ]

2 T e L

J000%:

148% Saurcy

S
521000

553 65T

L]

a0

L]

mD Senays oo eaner ey e S r La BRCAREN 2 00 Rdsma pR.
pFI

= SR

TM Powerty: Haticnal Poreprty

TN Incoime o Peszen? of
Nl shhil T

M Urermpdoyment- Rall
Uniespliryidil

% o8 Fin Profucts Benelicianes in 100 00
TH

Sy ool Fan Serviecan: [lersel s uarsnn in

% of Dew Services Benefusartea 100 (i
TH

301480

10 4%

140

Figure 192. Figure 191. FA Application - Customer Snapshot Page — Saved Record

5. Reviewthe savedrecordtoensure thatautomated calculations are correct. Please note that if

the amounts entered in the Total Income Characteristics and Total Race/Ethnicity

Characteristics fields do not each equal Total TM Beneficiaries you will receive an “Incomplete”
warning message in the Income Characteristics Status and Race/Ethnicity Characteristics Status

fields.
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T Baneficiarien.

Fiasacial Peanc & 108 Review all the data on this saved
Fingncidl Servaies

Dwresinpmant Services | 100 record page to ensure the
Teast Thl Beneticiarien ) 200 information calculated correctly.

Income Chanscieristics

Mediiits lnesme ) 110
Lewincome ) 61 Losw bnaiaman % 30 500
Wery Low income | 43 Very Lowihaoome % 21.50%
Extremely Low Income | 23 Extremsly Lowincome % 11.50%

e C Saftm Ing

L Dt Rl 533 10 100%:
Tedal Wceme Charsctentics | 257

Face/Echnicity Characteristics
Afrgn-Awancen B4 Adncan-Amercan % 3200%
Hispamic 16 Hispaniz %  B.00%
Mative Amsricas Mateve American % 150
Mitrer Hirmman T8%ei Pacife T Hilive Himabah THher Pacilic ) 50%
Inlander Intander %
Hairer Alaskan O Hatiwe Alaskan % 0.00%
Tl RacaEthakity =l L1 Ex Tilwi I | D Aol RS i 100%:)
CRBTBCIsF IS
Gender and Other Characteristics
Female Headed T8 Female Headed  38.00%
Housshod s Bayineees Housshokds Susineiees %
e ChBreCiarivt s Defliples ety CRBTBIIENSRE Dl{u“ﬂ.:: 000

(i Charscterintca (1)

Figure 193. Figure 191. FA Application - Customer Snapshot Page - Saved Record Cont.

CUSHTET Srul Dbl
ZI* Snapshot-00073

| " Cistomer Snapshol has Been saved

Customer Snapshot Detail o - .
J— o0 Click the Application link

Customar Snapshot Namis  Snapshel-D00T3 to return to the
Application Detail Page.

Target Market Statistics

T™ Paspula Bon Lving in a0 O Thl Poverty: Habiconal A 14D
Powerty % Povarty

Haticnal Poverty Rate 14 8% Souice

T WSedian Housahokd 523,000 TM Incom as Percent of 42 BE%
Income &

Halscnal incoms
Mational House bodd
Mardiian Incomse
TM Unemployment Rate % 10 008 Tl Unemployment: Natl 200

P e peboey T

Haticonal Unemployment 0% - Source: hitpofwws bls ool
Rabe

Figure 194. FA Application - Customer Snapshot Page
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6. From the FundingApplication Detail Page, verify that the new CustomerSnapshot Table record
was added and then clickthe Key Personnel related list.

Customer Snapshot Table Hew Customer Smapshil
Action  Csslomsér Snapsbot Hame Tekal Income Charsctristics Total RaceEmnicity Characheristics  Tokal TM Baneficiaries  Total Beneficiaries
Edit | Dl Snapshot-00073 0 175 125,050

Key o T I Verify the New Customer Snapshot record
FH‘M PR it

n added correctly and click the Key Personnel
Mo reconds o display buttons to continue completing the application.

Figure 195. Funding Application Detail Page —New Customer Snapshot Related List

J— Funding Application Printable View
« . A-005357

Appicaten Fpancial Data ) | hassning Funds Used () | Cusiooer Snapabol Tabke (1 | Ky Pesonnel | Bolkies 1) | Produst Design o) |

Beldled Attachments & | Namagies &

Funding Application Detail Edit Clone Sharing Create HFFIFA Application Validate 2 CDFI FA Application

Financial Assistance

Click the next related

Program Profile  P.104242 Funding Application
Notice Template  COF| Record Type list and complete the
Flacel Year 2018 Ovnar information.
ENgidility Category(COFT)  You are applying as CORE Application Status
Funding Application Date  1/7/2016 Control Number
Organization Information

Organization  CRB Bank

Figure 196. Funding Application Detail Page

5.1.8 Key Personnel Related List

Applicants are required to enter information to describe the qualifications of their Key Personnel and
Board Members and the purpose of their Board Committees.

To complete the Key Personnel section:

1. From the Funding Application Detail Page, click the Key Personnel related list.

Committees, Board Members. Applicants must provide information for each

@ Note:Key Personnelis broken outintothree record types: Key Staff,
record type.
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Funding Application Primtable View

-

=.» A-005357

Application Financial Data (&l | Maiching Funds Used [ | Customer Snapshot Tabie [1) | Key Personneilol | Poscies 0] | Product Design 1 |
Related Attachments [0) | Namatives [}
Funding Application Detail Edit Clone Sharing Create HFFI-FA § won Validate  Submit COFI FA Application

Financial Assistance

Program Profile  P.104243 4 A-005357
Notice Template  CDFI Click the Key Personnel CDFI-FA [Change]
Fiscal Year 2016 related list link. D Mechai Milles [Changs]
Eligibility Category(CODFl)  You are applying as CORE New
Funaing Application Date 1772016 Control Number 160FA

Organization Information

Organization  CRB Bank

Figure 197. Funding Application Detail Page

2. Selectthe Add Key Personnel button.

Customer Snapshot Table Mew Customer Snapshot

Select a button to add
Action Cusiomiad Snapshod Mama Total Incom Characiaristics Todal Race/Ethnicity Charactenstics
£dt|Del SnaahatO00T 0 Key Personnel.

Key Personnel Add Key Personnel | JAdd Commiflees| | Add Board Members

N fscords b display

Figure 198. Funding Application Detail Page - Key Personnel Related List

3. You will be forwardedtothe Key Personnel Edit page. Complete the information on the page
and clickthe Save & New button.

IMPORTANT: Applicants are limited to a total of seven Key Personnel entries, five Committee
entries, and five Board Members entries. The system will stop you from creating additional

records once the threshold has been met.

Please enterinformation about the Key Personnel, Committees, and Board Members that are
most critical to carrying outthe activities proposed in your application.
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Ky Padaonnsl Edt

Z° New Key Personnel

Hey Personnel Edit Save  Save & Hew Cancel

Infarmation 1 = Rguined inormanon

Funding A pplication I_ﬁm Q_\! Years with Apphcant |5
Mama ILIS-EI Joes Yoars of EXparance Iw
Tee  [Manager
Descriptien Click the Save & New button to
Role i mphamestio sateg il manage the Development Senices Progrand save this records data and enter an
additional Key Personnel.
| Savi

Figure 199. Key Personnel Edit Page — Key Staff

a. Examplesofthe Add Committeesand Add Board Members pages are also displayed
below.

ey Pevsonned Edit
2= Johnson Less

Ky Perdonns Edit Save | Save L New Cancel
Infarmation 1 = Reguired inlormaton
Fumding Application  A-DOSH5S Record Typs  COMmtiees
Mame [m Todal Yearn of Expasiencs fram I}}

Mumber &f Board Mesbais Is_
Mumibser of ey Salf Mesbers |2

Comiinesd Years of Experience of | 1)
M b

Example of Committees Key

Description Personnel Edit Page

Relationship to COF| Performance | Commimed 1o suppo the COF) cavelocamntal seevices inittave by

Save | Save & New  Cancel

Figure 200. Key Personnel Edit Page - Committees
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e Kty Prvacansl Edn
=L New Key Personnel
Key Personnel Edit Sawe | Save & Mew  Cancel
Information 1 # Required iniprmabion
Fossding Application ].ﬁ.—mﬁ C!._J Wears of Experience Iﬁ,
Hame | Board OF Trauma Yoars on Board [

Position lCEG

Deseription
Example of Board Members Key

Mcmbﬂ':nb:rt':m Erdirg th ¢ty works with the devslopmsental senices infliative by]

Personnel Edit Page

Save Save & Mew Cancel

Figure 201. Key Personnel Edit Page — Board Members

4. You will be forwardedtothe Key Personnel Detail page with a message stating the Key
Personnel has been saved.

' Key Personnel
:.E: Lisa Jones
" Key Personnel has been saved

Key Personnel Detail Edit | Delete | Clone

Funding Application  AQQS353
Name  Lisa Jones
Title  Manager Click the Funding Application link

Years with Applicant §

to return to the Application.

Description
Robe in Implementing strategic  Will manage the Development Services Program
goals
Created By  Mechai Miller, 1/6/2016 855 PM Last Modified By  Mechai Milles,

Edit Delete | Clone

Figure 202. Key Personnel Detail Page

5. Verifythatthe appropriate Key Personnelrecords have been added, then click on the Policies
related list to continue completing the application.
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Key Personnel Add ey Personesl | | Add Commitiess | | Add Board Members
[ Action  Hame Advisory Board Membar Record Typs Fears of Exparincs
Ed | Dol Liza Jorss Ky Stafh 12
0 | Eda | Del Johoson Less Commitises
I | Eda | Dl Board Of Trauma Board Members ]
O [ Edt | Del Jefirey Goedon Ky Staf 12
1 | Edit| Del Jafirey Goedon Ky Siaf
Folicios Verify Key Personnel riacnrds added correctly
and click the New Policy button to continue
N e ceds 1o display . . -
completing the application.
Figure 203. Funding Application Detail Page - Key Personnel Related List
Funding Application Printable View
215 A-005357
E tal4] | Matching Funds Used [ | Cusfomer Snapshot Table [t} | Key Personnel(n | Policles [0 | Product Designiol |
Relaied Attachments [0 | Namatives [0}
Funding Application Detail Edit Clone Sharing  Create H ’ Validate ~ Submit COFl FA Application

Financial Assist
Sl Click the next related list to continue

Program Protile  P.104243 completing the application.
Notice Template  CDF) CDFI-FA [Change]
Fiscal Year 2016 owner ! foct filler (C
Elgibility Category(CDFI)  You are applying as CORE Application Status  New
Funding Application Date 1772016 Control Number  160FA

Organization Information

Organization  CRB Bank

Figure 204. Funding Application Detail Page

127 of 202



AMIS Training Manual — AE103-CDFI/NACA

February2016
5.1.9 Policies Related List
To complete the Policies section:
1. From the FundingApplication Detail page, click the Policies related list.
-— Funding Application Printable View
~ . A-005357

Appiication Financial Data il | bAakching Funds Used (¥ | Qusiomer Snapshol Tadle [1) | Key Persoanel(l) | EBoliges ) | Broduct Design i |
Related Atachments 1) | Namatives &)

Funding Application Detail Edit Clone Sharing Create HFFIFA Applicatio Bte  Submit COFI FA Application

Financial Assistance
Program Profile  P.104243

Notice Template . CDF| Click the Policies

Fiscal Year 2016 related list. I techia Miber [Change)
Eligibility Category(CDFI)  You are applying as CORE
Funding Application Date  1/7/2016

Organization Information

Organization  CRB Bank

Figure 205. Funding Application Detail Page

2. Clickthe New Policy button.

Key Personnel Add Key Personnel | Add Committess  Add Board Members
Acton Name Advisory Board Member Record Type Years of Experience
Edi| Del Lisa Jones Key Staff 12
Edit| Del Johisgn Less Commitiees
Edit| Del  Board OF Traums Board Members &
Edn | Del Jefirey Gordon ey Staff 12

Edit| Del Jeffrey Gordon

Click the New Policy button to
add a policy.

Policies MNew Policy,

Action Policy Docurnent Hame

Figure 206. Funding Detail Page - Policies Related List

3. You will be forwardedtothe Policies Edit page. Click the hourglassiconto look up yourPolicies
and Procedures document(s) from your Organization Profileattachments.

4. Ifyou have multiple Policies and Procedures documents you will need to create a separate
Policies record foreach document. You should select “Yes” or “No” for each Policies topicbased
on whatpolicies and procedures are covered inthe document associated to the record.

For example, if you attach a documentthat only covers yourorganization’s Underwriting

Process, youwill select “Yes” in the Underwriting Process field and “No” forall otherfields. You
will then continue creating new records, as necessary, including the relevant Policies and
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Procedures document, untilyou have addressed all of the Policies topics—Underwriting
Policies, Loan closings & disbursements, Perfecting & securing collateral, Portfolio monitoring &
management, Methodology for write-offs/charge-offs, and Loan loss reserve levels.

Policy Ean
5 New Policy

Puﬂ-c‘y Edit Sawe | | Save A Mew  Cancel

Funding Application I&_mm
Dz Hame IT'EHDEW‘S“

Underwriting Process

I ludhed in Polc s I Yes ]
Emar Page Humbstish g

Laan closings and disbursements

Inc hudied in Polc s I Vg =
Erder Page HumEsis} '2{

@
@

Click the hour glass icon to look

up the policy Document Name  [EEEEETEESES

and insert it here.

Complete the
Information on the page.

Perfecting and securing collateral

I himdad in POl s |N-:-n-e- v

Enter Page Humbse(s)

Portfolio monitoring and management practices

wchasea in Poscios | None- v
Enbaf Pape HumbBsdi)

Complete the
Infermation on the page.

Figure 207. Policy Edit Page
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Methodology for write-offsicharge-offs

Included in Policies I__Nm_ ks
Enter Page Number(s)

Complete the

Information on the page.

Loan loss reserve levels

included in Policies | _None-- v
Enter Page Number(s)

Click the Save button to save
this records data.

Save Savie & New | Cancil

Figure 208. Policy Edit Page

5. Clickthe Save or Save & New button. You will be forwarded to the Policy Detail page with a
message stating the Policy has been saved.
6. Clickthe FundingApplication link to returnto the Funding Application Detail page.

e PoliCy
=L 0061

| + Policy has been saved

Policy Detail Edit  Delete | Clone
Funding Application
Policy
—— D““m"';‘m Click the Funding Application link to
18 ed d
@ Approved by Boar return to the Funding Application
Description )
Stams Detail page.

Underwriting Process

Included in Policies  Yes
Enter Page Number(s) 8
Response Status  Complete

Figure 209. Policy Detail Page
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7. Ensurethat the Policiesrecords were added and continue completing the application by
selectingthe nextrelated list.

o A005353

Applcation Fnancigt Dass i | Customee Sngoahet Toble 111 | Key Pergoanel (s | B

| BrogustDeser | Relsad dtischenarty]n | Navrates

Funding Application Detail Edit | Clome Sharing Create HFF Submit A

PP

Financial Assistance

Funding Application  A-005353

Program Profile  P-104243 Record Type  NACA-FA [Change]

Motice Template ) NACA Click the Policies related list Owner ] Mechai Miller [Change)
F Y 2 = St
B and verify that all expected ot oA o
Eligidbility Category
Funding Application Date  1/8/2016 records have been added

successfully.

Organization Information

Qrganization  CRB Bank

Figure 210. Funding Application Detail Page

8. Clickthe New Product Design button.

Policies New Posicy

Action  Policy Document Name Description Status

Edit | Dal 0061 Test Deposit Incompiete
Product Design o Click the next Related List and continue
o recceds to display completing the application.

Figure 211. Funding Application Detail Page - Policies Related List
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5.1.10 Product Design

The Product Design Chartallows you to describe the key details of the Financial Products and Financial
Services entered inthe Activities Level section of the Input Sheetas well astheirrelated Development
Services.

Add a description, such asa product brand name or unique service category, using the cells underthe
“Description” heading. Fill outthe remaining required fields such as minimum and maximum loansize,
interestrates, average maturity, maximum fees, security, etc.

To complete the Product Design section:

1. From the FundingApplication Detail page, click the Product Design related list.

Funding Application Printabie View
215 A-005357

Appication Financil Data (s | Makching Fungs Used (31 | Cuslomer Snapshot Table [ | Key Personnel[l] | Polkes Bl | quct g0 |
Relaled Atachments [ | Namatves ol

Funding Application Detail Edit  Clone Sharing Creat CDFI FA Application

Click the Product

Financial Assistance Design related list.
Program Profile  P.10424
Notice Tempiate CDFI Record Type CDFI-FA [Change)
Fiscal Year 2016 Owner G Mechai biler [Change)
Eligibility Category(COFl)  You are applying as CORE Application Status  New
Funding Application Date 1772018 Control Number  1680FA

Organization Information

Organization  CRB Bank

Figure 212. Funding Application Detail Page

2. Clickthe New Product Design button.

Policies Hew Policy
Action Policy Dacourment Mame Descriplion S1atus
Edit | Dol D0G1 Tesh Deposif
Product Design New Product Design Click the New Product
Design button.
No records to display

Figure 213. Product Design Related List

3. Complete the information onthe page.
a. Selectacategory fromthe drop-down menu.
b. Enterthe Product Description.
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Product Design Edit Save  Save & New  Cancel
= Select a category. e
Fumnding Apphication I,ﬁ__m G_LI

Category | -Mone-

Preduct Description
Min Loan Amounst
Awerage Loan Aumount
Inferest Rate Minimum

Inferest Fale Average

Max Loam Amount

Interest Rate Macmum

Fees § Complete the information SR
Fssmit on the page. Ao Hana v
wierestOnly [ _None. v
Secwrity | _None-- v
Figure 214. Product Design Edit Page
Feoisn 1 W e rcoateptone x(0 = uY , TN T e
- C # B hpsy/cdfiqamycdfitund cs32 force.com/Apg ha roerterpese FOONAD000000G 30 lid » 3030000000 mam&setURE « %25 App @ gl
i Apps @ weorcecom < Unl. [0 Pemonsl @9 Loge mmfmc | RS
9 Busaness
! a . od X ] g wox
Momeowner's
I Aliorctatie Housing Developenet (Single-Famiy) |
Alfordabie Mousng Development (Mul-Famidy )
Service R Awaeds Commerced Real Estate
Hows '~ - Communty Facites Development
Intermodary Loan
g Rt e o
=¥ New Product D SwngsShare Account
oo Select a category.
m Centficates of Depost
ALOLYEY Product Design Edit Moy Market Account
NACA Specaized Savings Account
MFS.0000215 = Puliirpctios Ledn
P8 0000%4 F Avoication IZ::-\;;:nwmem«md 5
WFS-200021) Camgory [ None .
P1024Y
CRE Bark Product Descripeion
NCT Fadwrsl Crede Uren
Mo L s Aremant Man Loas Amoont
CORE e

Avetsge Loos Amoust
Feacant Rate Meramam Faeret Rate Maamman

hereat Rate Avelage

Fes s Manurty oF Montha)

fon s Amocteet  Nore v

WeresiOnly _Noe.- v

Figure 215. Product Design Edit Page
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Product Design Edit Save | Save & Hew | Cancel
Infarmati - - = Regured Inkarmason
rematan Complete the information ’
Pl Rpstcaren | A-0053s3 A on the page, then click the

Categeey || Communaty Faciliies Development

Save button.
Product Description
s Lcaan Amemnt Max Loar fumou

Average Losn Amesil
Initefesl Rabe Minimasn Inberest Rate Maximes

ierest Rale Average

Fees § Maburity (9 Monthes)
[ — Amortined wNone. *
bevlir s Only =i ¥
Security —~Mane— v

Addition Infarmation

Descriplion

Figure 216. Product Design Edit Page

Add a description, such asa product brand name or unique service category, usingthe cells underthe
“Description” heading. Fill outthe remaining required fields such as minimum and maximum loan si ze,
interest rates, average maturity, maximum fees, security, etc. Fields notrequired for certain selected
products or services will automatically become disabled.

Use the provided text box to describe any development services linked to the specificprod uct or other
special characteristics worth noting. There is alimit of 450 characters. A built-in character count feature
will indicate how many characters you have used.

4. Clickthe Save or Save & New button. You will be forwarded to the Product Design De tail page

with a message stating the Product Design has been saved.
5. Clickthe Funding Application link to be forwarded to the Funding Application Detail page.
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Product Design
“I* PRD-0003
l ¥ Product Design has bean saved
Product Design Detail Edit | Delete  Clone
Funding Application  ADDS353
Product Design ~ PRO-0003
Category  Community Facilities Development
Product Description
Mim Loan Amounl Max Loan Amournl
Awerage Loan Amourt . . . .
Intarast Rate Minimum Click the FUI'IdIHg ﬂ.pp-ll(‘-‘ﬂtlﬂﬂ erast Rate Maximum
Interest Rate Average link to return to the Funding
Application Detail page.
Feas § Maturity (# Months)
Feis % Amonized
Interast Only
Security
Figure 217. Product Design Detail Page
6. Continue completingthe application by selecting the nextrelated list.
Funding Application Printable View
215 A-005357
Appication Financial Data () | Laiching Funds Used 3 | Customer Snapshot Table (1] | Key Personnel(n | Polkikes i) | S SSIQN I |
Refated Altachments [o) | Namatives [
Funding Application Detail Edit Cione Sharing Creats HFFIFA Application  Validate  Sub A Application

Financial Assistance

ProgamProfile P 104243 Click the Product Design
Notice Template - CDFI related list and verify that all
Fiscal Year 2016 expected records have been

Eligibility Category(COFl}  You are applying as CORE added successfully.
Funding Application Date  1/7/2018

Organization Information

Organization  CRB Bank

Figure 218. Funding Application Detail Page
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Product Design

Aetion  Prodect Design
Edit | Dol PRD-OOM

New Product Design

Amniriized Catgory
Commasnity Faciities Development

Related Attachments

Mo mconds 1o desplay

Haw Ralated Atackmenis,
Click the next related list

and continue completing

Harratives

Mo records 1o display

Add Financial Assstance Narrative the applic:atiﬂn.

Security

Figure 219. Funding Application Detail Page - New Product Design
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5.1.11 Related Attachments Related List

The Related Attachments related list allows applicants to look-up documents that the applicant already
attached and savedintheir Organization Profile as well as attach documents that are saved on their
computer/network.

Applicants should referto the NOFA to determine which attachments are required based on their
financial institution type and the type of application they are completing (FA or TA). Attachment
requirements are also described in the Application Quick Start Guide. The CDFI Fund will only the review
the documents thatare listed asrequired attachmentsin the NOFA. PLEASE DO NOT attach any
additional documentation thatis notincludedinthe NOFA, asitwill NOT be reviewed.

To complete the Related Attachments section:

1. From the Funding Application Detail page, click the New Related Attachments related list.

-— Funding Application Printabie \View
= A-005357
Application Financkal Data (&l | Maching Funds Used 31 | [ | KeyPersonnelll] | Polkcies D) | Product Design il |
Relal Jrachments 07 | Namatives [0
Funding Application Detail PPl val s CDF1 FA Application

Financial Assistance

Program Profile X . . ding Application  A.005357
Notice Tempiate Click the next related list Record Type  CDFI-FA [Change)

Fiscal Year 2016 and continue completing owner [ pechai Miller [Changs]

Eligibitity Category(COFl) the application. pplication Status  New
Funding Application Date Control Number 160FA

Organization Information

Organization  CRB Bank

Figure 220. Funding Application Detail Page

2. Clickthe New Related Attachments button.

Product Design Mew Product Design

ACTion Prafiact D sign Amilized Catagory Security
Edit | Del PROD-DO03 Commanity Faciities Development

Related Attachments Naw Rubated Attachenents Click the New Related

Attachments button.

o mconds 1o desplay

Harratives Add Financial Assistance Narratve

o reconds 1o desplay

Figure 221. New Related Attachments Related List

3. Addrequired documentsfrom Organization Profileand/or add new attachments.
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a. Typeisrequired.Selectthe type of related attachment from the drop-down menu. Only
select “CDFI-NACA” document types.
. Searchand linkthe related document and click the Save button; or
c. Clickthe Choose File button, selectafile, and click the Attach File button.

A-DD5353

=1 Attach File

Back to the Application A-.005353 | Cancel

Lookup Existing Documents from Organization Profile Click the hour glass icon to

Document Mame I ]G_q search for documents and

click the Sawve button to add;
ar
Click the Choose File button
and click the Attach File

OR

Attach New File Choose File | No fle chasen button to attach a new file.
Type | —— Mone -—- v
Description
= Select the Type of
AMach il related attachment.

Back to the Application A-005353 | Cancel

Figure 222. Attach File Page
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Creale New.. iy . AL00150
<" Attach File

AT Jack 1o e Agylication AMUNNND, | Concel
cw. 'COFINACA - 501 () (4] Questomnaire Attachment
PosTaN CMF - 501 (c) & Ouestionnaie Attachment
A9t mmmmw-ummmw"mmmum
R8sk OWF - Arfcles o Tt sacsed do
s Docoment Name P~ Toritad francial stasaments Jor tast thrve fiscal yoars

OWF - Proc ol EN
Moo W CMF - State Chrter ot Asickes of Incosporation st the Apphcant s a nongeolt Select the CDFI-

m -
COFINACA Wtten Explanation 12 Assurances and CeniScations NACA Types one by
COFINACA Cument Year to Date Unaudted statements one and attach the
- (MPM‘ w -
gl bk At g ol required
Rl N R ) documents.
Dewcrpton
N e
Back 10 e Applcation A D004 E
Figure 223. Attach File Page - Type of Documents
A-DD0180
Z1° Attach File

Back to the Application A-000190 |  Cancel

Lockup Existing Documents from Organization Profile

Document Hame

2

Attach NewFile | Chosse File | No file chosen

Type | COFI-MACA Current Year to Date Unaudited statements r

Description

Click the Attach File

button to complete.

Back to the Application A.000190 | | Cancel

Figure 224. Attach File Page
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4. You will be forwardedtothe Funding Application page. Click the Related Attachments related
list to verify all attachments added successfully.

—-— Funding Application Printatie View
=4 A-005357
Apglication Fmancial Data 14 | Makhing Funds Used 4 | Gustomer Snapshot Table (1] | Koy Personnel (1) | Potcesi | BroguctOesigo it | g Alcnments 22 |
Namaves [0
Funding Application Detail Edit  Ckee Sharng Create HFFLFA Application Valdate  Swutenit CDFIFA App

Financial Assistance

Program Profle  P.10424% Funding Application  A.0Q
Notice Template . COF1

FiscalYear 2016

Engioaty Category|COF)  You are applying as CORE Click the Related Attachments related
Funding A a Date \
s s list and verify that all expected records
Organization information have been added successfully.

Orpanizaton  CRB Bank

Figure 225. Funding Application Detail Page

5. Lastlyclickthe final related list, Narratives, to continue completing the application.

Related Attachments Mew Related Attychments
| hction Attychment Hame Vigw/Download Type of the Document Description
Edit | Del deskiopmi e COFINACA-Certific ate of Formation
Edi | Del TestDeposi View COFI-NACA-Loan Clesings and Disbursements
Edit | Del =tup (10)exe iew COFLNACH-Me : A
Click the next related list and continue
Narratives Add Financial Assistance Narrativ . I
completing the application.
| Action Namative Mame Record Type

Figure 226. Funding Application Detail Page - Related Attachments
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5.1.12 Narratives Related List
To complete the Narratives section:
1. From the Funding Application Detail page, click the Narratives related list link.
Funding Application Prirtalie \Vew
L A-005357
Apgiases Eraatiai Daia 18 | Makhiog Funds Used £ | CustomerSnapshotTal o] | KeyPersgone! [ | Eoigies I | EraxiiDenigo il | Eeiated Azachments &Y |
ATaves I
Funding Application Detail Edit | Ches | Sharieg HFFLFA Appiication Valdate  Sstenit COFI FA Application

Financial Assistance

Program Profile  P.104243 Funding Appbcation  AD05357
Notice Template - COF1 Record Type  COFIFA [Change]
FiscalYear 2016 Click the Narratives related Owner [ Machas Milee [Changs]

Edgibaty Category(COF)  You are apy list, the final related list, polication Status  New
Funding Appication Date  1/72016 . o Comtrol Number  160FA
and continue completing
Organization Information the application.

Organtzation CRB Bank

Figure 227. Funding Application Detail Page

2. Clickthe Add Financial Assistance Narrative button.

Related Attachments Hew Related Attachments
Action Amtachment Mame View/Dewnlaad Type of the Document Descrption
Edit | Del deskliop mi e COFINACA-Cetific ate of Formation
Edit| Del Test Deposi Wiew COFLNACA-Loan Clesings and Disbursements
Edit | Del aetup (10)exe iew COFL-MNACA-Methodology for Write- . . .
Click the Add Financial
Narratives Add Financial Assistance Narmative Assistance Narrative button.
Action Mamative Name Record Type Created Date

Figure 228. Narratives Related List

3. Provideresponsesto Narrative questions.
a. Allnarrativefieldsare required.
b. The character limitforeach responseisincludedinthe Help text.
c. RefertoFY 2016 Narrative Questions Guidance forfull question text. This document can
be found on the CDFI Program and Native Initiatives webpages on the CDFI Fund’s
website.
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T New Narative(COF1)
Maimative{COFT) Edit o re— g —
Funsing Apphemen |3 505357 L
1 & Raguewd 1rvutan

Complete the
Purpose section.

Complete the
Products section.

Policies

%1 Tracking Use of Funds

1.2 Internal Controls

13 Managemant Information
Lystems

Partnerships

5.1 Private & Public Financial
Support

5.2 Propected Leverage

5.3 Histonc Leverage

54 Compreheniive Senies

5.5 Partnerships

5.6 Strategic Community
ARgnment

Figure 229. Narrative Edit Page

Complete the
Policies section.

Complete the
Partnerships section.

Figure 230. Narrative Edit Page
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Perfarmance

6.1 Audit or Examination

Findings
Complete the
6.2 Financial Health A
Presentation Performance section.

6.3 Mindmiam Prudent
Standards

6.4 Internal Financial Health
Ratios

6.5 Internal Portfolio
Management Ratios

6.6 Activity Trends

6.7 Community Development
Impacts

Figure 231. Narrative Edit Page

Projections

7.1 Projections & Strategic
] Complete the

Projections section.

7.2 Projections Rationale

7.3 Award Support of
Projections |Award Support

7.4 Financial & Programmatic
Risks

Save” |Save & New Cancel

Select the Save
button to save this

records data.

Figure 232. Narrative Edit Page

4. You will be forwardedtothe Narrative Detail Page with a message stating the Narrative has

beensaved. Click the Funding Application link.
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" Namalive(CDF1) has been saved

Marrative(CDFI) Detail
Funding Application

Purpose
1.1 Strategic Goals
1.2 Target Market Needs

Products

2.1 Product Design
2.2 Market Demand

2.3 Development Services
D sign

24 Comprehensive Approach
2.5 Competitors

2.6 Marketing & Outreach
Strategy

Clone

Edit

AD05353

Enter Strategic Goals
Target Market Neads Click the Funding Application

link to return to the CDFI-FA

Application Detail page.

Product Design
Market Demand

Dieveloment Design

Comprehensive
Competitors
Market & Outreach

Figure 233. FA Application — Narrative Detail Page

5.1.13 Validate & Submit Application

IMPORTANT: If you intend to submita HFFI-FA application, you must create the HFFI-FA application
before you submitthe FA application.

Funding Application
< A00315

Printable

Application Financial Data [5+ | Mafching Funds Used [2 | Customer Snapshof Table [1] | Key Personnel[4] | Policies[1] | Product Design[1] | Related Attachments [3] | Narratives [1]

Funding Application Detail

Financial Assistance

Edit | | Sharing | | Create HFFI-FA Application | | Validate COFI-FA | | Submit CDFI-FA Application

Program Profile  P-087575 Funding Application ~ A-000315
Mofice Template ~ CDFI Record Type  CDFI-FA [Change]
Fiscal Year 2016 Owner [ yohnny Test [Change]
Eligibility Category(CDFI) Application Status ~ New
Funding Application Date ~ 2/10/2016 Control Number  161FAQ00185
Eligibility Category ~ SECA
Organization Information
Organization ~ AMIS Test?

Figure 234. Funding Application Detail Page
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1. You will be forwardedtothe Funding Application detail page.
2. Clickthe Validate CDFI-FA button to verify all required information necessary to submita
CDFI/NACA- FA application has been added and/oraddressed successfully.

Funding Applicaticn Pe

T A-000315
Apoboaton Fnancial Dl i=) | Walchen Fonds Ued 0 | Ciatomsr Snapahol Tals i | Egy Perponnel 14 | Polces 01 | Prodhet Deseon (1) | Beleled Alschiments [ | Bamalves 1)

Funding Application Detail Edit  Sharing Creabe WFFLFA Application  Valdaie COFLFA | Sebmit COFLFA Application

Financial Assistanci

Funding Application  A-000315

Wotice Template | CIDF] . .y Record Type  COFIHFA [Changs]
RS —. Click the Validate CDFI-FA e

Elgebality © stepong|CDFI) button to validate all the Application Status  Hew

Funding Application Date  H10NE appli{:a‘tiﬂn rEquirEd Control Bember  1S1FADDIT1ES
. ) Elgibility Category SECA
information has been

Organization Infarmation entered correctly.

Program Profite  PuQA767%

Orpeniration  AMIS Tasl2

Brdrrasa

Figure 235. Funding Application — Validate

a. Ifthe validationissuccessful, a verification screen will appear stating the Verification
was Updated Successfully. Clickthe OKbutton.

This site says...

Walidation is Successful

|:| Don't let this page create more messages

oK Cancel

Figure 236. Funding Application Detail Page- Verification Validation

b. Ifthe validationisunsuccessfulmake the necessary changes and repeat this step.
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This site says...

Applicant Signature checkbox must be completed before
submitting the application.

D Don't let this page create more messages

oK

Figure 237. Validate CDFI-FA - Validation Error Message - missing data

3. Correct thevalidation errorrepeatingstep 1to re-validate the application each time data has been
corrected on the application.

Applicant Signature

Signature Attestation By selecting the checked box: | hereby consent to conducting Signature
this transaction by electronic means, and | hereby agree that |
have executed an elecironic process that constitutes, and
provides the CDFI Fund with, my electronic signature, which
shall be treated as an original signature and as having signed
this Application, just the same as a pen-and-paper signature; |
hereby acknowledge that all information contained in this
Application and any attachments or supplements thereto will
be subject to disclosure pursuant to the Freedom of
Information Act (FOIA) 5 USC 552, et seq.; | hereby certify
that all of the information that the Applicant has provided in
this Application is true, correct, and complete to the best of
my information, knowledge and belief, | hereby ceriify that the
execution and submission of this Application has been duly
authorized by the governing body of the Applicant; and
hereby certify that | am aware that any false, fictitious, or
fraudulent statements or claims may subject me to criminal,
civil, or administrative penalties. (U.5. Code, title 218, Section
1001).

Authorized Representative
Signature

Date

Save | | Save & New| |Cancel

Figure 238. Example of correcting missing data for Application Validation
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Funding Application Pr
=15 A-000315

Eookcation Fnancial Dl t=) | Maiching Funds Used G | Cenomer Snagahol Table (1 | Ky Porsonee 14] | Bolicks 01 | Brodwct Desson 17 | Extaled Aflachments 0 | bamaives 131

Funding Application Detail Edit  Sharing Create WEFILFA Application  Valdsie COFILFA | Sebmit COFI-FA Application

Financial Assistance

Program Profile  PoQETETE Funding Application  A-D00315

metoo T @ £ORY Click the Validate CDFI-FA meordiee O hance]
Fiscel Year 2016 ) owner I jobeewy Test Change]
Eligibility Category COFT) button to validate all the Application Status  Hew
Funding Apgdacabon Clade IS appl ica'tiﬂn required oo Resmbar 1EIFADDD1ES

. . Elgibility Cotegory SECA
information has been

Owganization Information EntErEd CG[TECtI"’.

Ovperiration  AMIS Test2

A rrrass

Figure 239. Funding Application — Validate

4. Once the CDFI-FA application validationis successful, the applicationis ready to be submitted to
the CDFI Fund staff for review.

This site says...

Validation is Successful

|:| Daon't let this page create more messages

oK Cancel

Figure 240. Example of Successful Validation of CDFI-FA Application

5. Selectthe Ok buttonto confirm.

Note:If the Validate button displays an error message, the applicant must
correct the error then select the Validate button againto validate the
application has been completed correctly. The Validate buttonis programmed
to checkall required fields and ensure the applicant has completed the

@ application correctly. The applicant must continue to select the Validate button
each time anerroris corrected until the Validation gives avalidationis
successful message. Once the Validationis successful, the applicant can submit
the application. Againthe application can only be submitted by the Authorized
Representative and Application Points of Contactincluded inthe Application.

6. Clickthe Submit CDFI-FA Application buttonto submitthe application tothe CDFI Fund Staff.
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e Funding Appiication Printab
=4 A-000315
Agocafion Fisneial Dpty [3+] | Wipiching Furdds \ised [ | Cusiomar Snapshel Tabia [1) | Kty Parsoensl (4 | Policies v | Prodiet Desion[1) | Paised stachmarts [ | Narsaives 10
Funding Application Detail Edit Sharing Create HEFLEA Applicaticn  Walidate COFLFA || Submit COFIFA Application
Financial Assistance
FrogamFrotie - PUGTATy Select the Submit CDFI-FA AG15
Motice Template | _ . . COFI-FA [Changs
; A Application button to submit the
incal Year 2016 o ] ot Test ihamos!
Exigibiity Category{COFl CDFI-FA application to CDFI 5taff. W Mow
Funding Appheaton Date  2N0D0NG TGIFADDOES
SECA
Organization Information
Organization  AMIS Test2

Figure 241. Funding Application Detail Page - Submit CDFI-FA Application

a. A pop-up message will appearstatingthatonce the FA applicationis submitted you will
not be able to make any updatesto the application. Do you wantto Submit?

This site says...

Once Submitted you will not be able to update the
application. Do you want to Submit?

OK Cancel

Figure 242. Funding Application Detail Page - Submit Application Confirmation

7. Clickthe Ok button to confirmyou are submitting the FA application to the CDFI Fund Staff.
8. Toreview the status of applications, click onthe Funding Application related listand view the

status.
.o s : Track the Application
e New Funding Applcation
R LI L Status here.
Asion Funding Application Reszoed Type
B A0S COFIFA

Figure 243. Submitted CDFI-FA-Funding Application — Application Status Under Review
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5.2

To create a HFFI-FA Application:
1. From the Application Detail page, click the Create HFFI-FA Application button.

HFFI-FA Program Application

Please note the following aboutthe HFFI-FA application:
e The HFFI-FA Application can only be created AFTER a CDFI-FA or NACA-FA application has
been created.
e The HFFI-FA Application must be created BEFORE the CDFI-FA or NACA-FA application has
been submitted.
e The HFFI-FA Application can only be submitted AFTERa CDFI-FA or NACA-FA application has
beensubmitted.

Funding Applcation Priffub

-.> A-000315

Eppbcation Financial Qata [5+] | Maiching Funds Used () | Cuslomer Snapshol Table |1 | Eey Peronnel[4) | Polices |1 | Erogect Desion [1] | Bieladed Aftachments [3] | Namatives [1]

Funding Application Detail Edit | Sharing] Create HFFLFA Application ulmucwm Submit COFLFA Application

Financial Assistance

Progesm Profile  PuDGTST Funding Apphcation 4000315
Notice Template | COFY Record Type  COFRFA [Change]
Fiscal Year 2016 Ot DJE!! 1 Tes! (Change]
Eligibility Categony| CIDFI) Application Status  Mew
Funding Application Date 2102016 Controd Number  1G1FADOO1ES
Enigibiity Category  SECA
Organization nformation
Crganization  AMIES Tesl?

Figure 244. Funding Application Detail Page

2. Clickthe OK buttonand clickthe Program Profile link to view the new HFFI-FA Application.

&)

Note: When an applicant selects the Create HFFI-FA Application button, the
new application willbe visibleunderthe Funding Applications related list on the
Program Profile page. AMIS only auto populatesthe common datafrom the
CDFI-FA application. The HFFI-FA application will still require further
informationinordertocomplete and submitthe application.
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- The page at cdfiga-mycdfifund.cs32. force.com says b |

equests  Awards HFFl-FA Applcation is Created Successfully

— Furding Application oK Printable

“ A-005357

Appse a8as Engncial Data e | Makhing Funds Ussd [y | Cusiomes Saacahal Table ] | iy P

§ | Palies o) | ProdupiDesian 0 | Betilkd Afachmasts im |

Funding Application Detail Edit Submit COFIFA Application

inancial Assistance

Piogram Profike

Notice Tempate

Fiscal Year

Eligibility Category(COFT
Fumding Application Date

P-10422)

SO

2016

You are applying as CORE
W26

Click the OK button to

accept the HFFI- FA
application add.

Irganization Information

Organizatbon  CRE Bank

Figure 245. Funding Application Detail Page —HFFI-FA

3. From the Program Profile Detail page, click the Funding Applications link to navigate to the

Funding Applications related list.

Bk o Orpanization CRE Bk
Program Profie Printabie ew
S P-104243
« Back to Organstan: CRB Bank
Program Profile Detail Edit
Organization Data Click the Funding
Crganizabon GRS Bank Applications link.
EIMTIN  12-34557A7
WILH
Engiaity Calegery  NACA
Pognm (DA
KALCA Eligibiley
RACA Category  Cartied CORI

Figure 246. Program Profile Detail Page

4. Notice the HFFI-FA Application is now displayed within the related list. Click the Funding
Applications link forthe HFFI record type to complete the application.
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Click the Funding Applications
link to view application

' Funding Applications INew Funding Appiicatiog

Acton Funding Application
Edit CDFI-FA

HFFI R CORE

Figure 247. Funding Applications Related List

5. You will be forwarded to the Funding Application page, click the Edit button to update the HFFI

application.
S
— Funding A pplication Printabibg View
=L* A-005364

= Back ko Program Profile: P-104393

Funding Application Detall

Financial Assistance

Cloné | Shaiing Vabdsle = Submil Application

Recoed Type  HFFI [Chaege]
Program Profile  P-104%53 Crwrezt uw M
Wotice Template . CDF| Application $labes  Mew
Frcal Year 2016 Click the Edit Associated FA Applcation  A0SEY
Eligikality Catepory CORE bthtD mn. SF434
Applcant Sub Catepory Funding Opp Humbbsr
Funifing Applicaton Date 142016 Coontrod K umbser 160H FDO000S

Maximum Award Request (55,000,000 003
Amoard

Organizatien Information

Organization  Olive Branch

Figure 248. HFFI-FA Funding Application Detail Page
6. Complete the information onthe page.

a. AddApplication Points of Contactand Authorized Representative. Refertoinstructions
provided for FA application (in Section 5.1).

151 of 202



AMIS Training Manual — AE103-CDFI/NACA

February2016
o Funding A pplicaton Edi
=L A-005364
Funding Application Edit Save | Save & New Cancel
Financial Assistance 1 = Required Informabion
Récord Type HFFI
Frogram Profile  [EETIFETR =% Owner  James Bond
Maotice Template COFl Application Status Mew
Elgibilty Calegory CORE Assorivied FA Applicabon A005357 a
Applicant Sub Categary | _None.. SF424 a i

Fumding Opp Mumber

Craanization informatin Complete the Information on the

page, then click the Save button.

Contact Information

1. Apphcation Point of Contact |J-.'|.r‘|'£'5.-EO|'|d =% Authorized Represeniatve IJ-.'II'ﬁES Boand @y
Hams Hama

2. Appication Point of Contact &
Kams

X Applcation Point of Conlact &

Hams

Figure 249. HFFI-FA Funding Application Edit Page

7. Entertherequested Healthy Food Financial Assistance Amountsyou are applyingforin the
Requested Healthy Food Financing Initiative-Financial Assistance Amount section. Enter
amounts requested foreligible HFFI-FA activities, entering SO in any field forwhich norequestis
being made.

a. Notice HFFl applicant category Maximum and Minimum Requestamountrange is
displayed below.

b. The HFFI Total Requested Amount will automatically populate by summingall of the
eligible activity totals AFTER saving the record.

8. Inthe FAFirst Paymentfield, enterthe estimated amount of the requested award that they
expecttoexpendoneligible FA activities during the first 12 months of the performance period.
The CDFI Fund anticipates making award announcements forthe FY 2016 fundingroundinthe
fall of CalendarYear2016. The award announcementsignifies the commencement of the
performance period. The amountincluded here willdetermine the initial payment of award
funds for FA Award Recipients.

Requested Healthy Food Financing Initiative-Financial Assistance Amount

HFFI Maximum Request  §5M HFFIMinimum Request 500K

HFFI Financial Products HFFI First Payment I
HFFI Financial Services
HFFI Development Services

HFFI Loan Loss Reserves

HFFI Capital Reserves

HFFI Total Requested Amount

Figure 250. CDFI-HFFI-FA Funding Application Edit Page

9. Enterthe Total Estimated Hoursto Complete the Application.
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10. Complete the Applicant Signaturesection.
a. Readthe Signature Attestation.
b. Checkthe signature check box.

c. TheAuthorized Representative identified inthe application be logged into sign and date

the application.

Total Estd Hours to Complete
Application

Applicant Signature

Signature Attestation

Signature

Authorized Representative
Signature

Date

2.00

By selecting the checked box: | hereby consent to
conducting this transaction by electronic means, and |
hereby agree that | have executed an electronic
precess that constitutes, and provides the COFI Fund
with, my electronic signature, which shall be treated
as an original signature and as having signed this
Application, just the same as a pen-and-paper
signature; | hereby acknowledge that all information
contained in this Application and any attachments or
supplements thereto will be subject to disclosure
pursuant to the Freedom of Information Act (FOIA) 5
USC 552, et seq.; | hereby certify that all of the
information that the Applicant has provided in this
Application is true, correct, and complete to the best
of my information, knowledge and belief; | hereby
certify that the execution and submissicn of this
Application has been duly authorized by the governing
body of the Applicant; and hereby certify that | am
aware that any false, fictitious, or fraudulent

statements or claims may subject me to criminal, civil,

or administrative penalties. (U.S. Code, title 218,
Section 1001).

Jamed Bond
#

1/15/2016 12:36 AM [ 1/15/2016 12:55 AM ]

Save Save & New | |Cancel

AMIS Training Manual — AE103-CDFI/NACA
February2016

Figure 251. Funding Application Edit Page

11. Clickthe Save buttonto save the HFFI-FA funding application. You will receive a confirmation
message stating the information saved successfully.

12. Clickthe Narratives relatedlistlink.
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5.2.1 Narratives Related List
To complete the Narratives section:
1. From the Funding Application Detail page, click the Narratives related list.
Eack to Progmm Profie P-104753
e Funding Application Frintatie View

=L A-005364
(% Funding Appht ation has been updated
 Back o Program Profile: P-104393

wed 10

Funding Application Detail be  Submit Applcation

Financial Assistance
Racod Typs
Program Profile  PoI04353
Notice Templats | CDFI
Fiscal Year K18
Engitsiity Cavegory  CORE

Click the Narratives related list.

Applicant Sub Cabegory Funding 0pe Mumis
Fumding Application Dabe 1HarM6 Conibrod M umibser A60H FD0000S
Maximem Award Request (55 000 000.00)
Amount

Qrganization Information

Organizatien  Odive Branch

Figure 252. HFFI-FA Funding Application Detail Page

2. You will be forwardedto the Narrativesrelated list. Click the Add Healthy Food Financing
Narrative button.

[T T [ 1 [ PR 1
Created By James Bond 11142016 19:54 P Last Modified By James Bond 111572006 1255 AM

Edit Clone  Sharimg  Validale — Swbml Applcation

Narmatives 2169 et Foon Feasme g Narrates Click the Add Healthy Food

Mo recongds 1o dsplay

Financing Narrative button.

Figure 253. HFFI-FA Funding Application - Narratives Related List

3. Provideresponsesto Narrative questions.
a. Allnarrative fieldsare required.
b. The character limitforeach responseisincludedinthe Help text.
c. RefertoFY 2016 Narrative Questions Guidance forfull question text. This document can
be found on the CDFI Program and Native Initiatives webpages on the CDFI Fund’s
website.
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Narrative{COFTY) Edit

=L* New Narrative(CDFI)

Marrative{CDFI) Edit

Save | Save & Mew  Cancel

el - E—

HFFI Target Market Profile
H1.1 Target Market Prodie

I = Required Informatbion

Complete the

Dy Eose Kuanoi Reeiess Information on the page.

H2.1 Financial Products
Description

HZ.2 Financing Neads

HL.3 Leveraging Financial
Products

Figure 254. HFFI-FA Narratives Edit Page

Healthy Food Financing Development Services

HYA Developmant Services
Dascriglion

M3 Development Services
Impact

H3.3 Commanity SIrasegy

Projected HFFI-FA Activitie

H4.A identifying Borrowers &
Partners

H4.2 Federal & Local
Initsatie s

H4.3 HFF Pipaling

Complete the

Development Services
and Activities section.

Figure 255. HFFI-FA Narratives Edit Page
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HFFI Track Record

H5.1 HFFI Track Record

Management Capacity for Providing Healthy Food Financing

HE.1 Key Stafl and

Managament Complete the

Development Services

HE.2 New or Vacant Positions
and Activities section.

Healthy Food Financing Outcomes
H7.1 HFFI Outcomes

HT.2 Collecting & Analyzing
Outcome Data

H7.3 Improved Healthy Food
Oplicns

7.4 Program Design

HT.5 Best Practices

February2016

Figure 256. CDFl HFFI-FA Narratives Edit Page

Management Capacity for Providing Healthy Food Financing

HE.1 Key Stall and Staff
Management
P
HE.2 New of Vacan Positions Positions

Healthy Food Financing Qutcomes

H7.1 HFFl Outcomes | Oytcomes

H7T.2 Collecting & Analyzing
Ouscome Daty | Coectiond

HT.3 Improved Healthy Food
Dplions

HT .4 Program Design

Click the Sawe button
to save this records

HT.5 Bast Practices
data.

Save  Save & New Cancel

Figure 257. CDFI-HFFI-FA Narratives Edit Page
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5. You will be forwarded to the Funding Application detail page with a message stating the
Narrative has beensaved.
6. Clickthe FundingApplication link.

Narrative{CDFI)

=" Narr-0005

| v MNamalive{CDFI) has been saved

Narrative(CDFI) Detail

Funding Application

HFFI Target Market Profile

H1.1 Target Market Profile

Healthy Food Financial Pr

H2.1 Financial Products
Descriplion

H2.2 Financing Neads

H2.3 Levweraging Financial
Products

Edit | | Clone

ADOE364

Click the Funding Application link.
T™MP

oducts
FPD products

HFHN needs
Leverage

5.2.2

Figure 258. CDFI HFFI-FA Narrative (CDFI) Detail Page

Submit Application

1. You will be forwardedtothe Funding Application Detail page. Select the Validate button to
verify all required information necessary to submit a HFFI- FA application has been added

and/oraddress

ed successfully.

Funding Application

=15 A-000321

Funding Application Detail
Financial Assistance

Program Profile

Rofice Template

Fiscal Year

Edigptulity Category
Funding Application Date

Organization Information

D ganization
Address

Bpsratrey (1] | Ebgibility Soenafy (J]

& | Eon Sharing  Validate HFFl Application | Subimal HFFI Application

Record Typs
EMas Click the Validate HFFI e
f:ﬁ Application button to verify all mx:::m:
SECA the required information has Contred Number
22016 been added successfully.
AMIS Tost

HFFI [Changs]
[ ohnoy Test [Change]
Under Rewsew

D005
161HFO00151

Figure 259. HFFI-FA Funding Application Detail Page
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a. Ifthe validationissuccessful, a verification screen will appear stating the Verification
was Updated Successfully. Clickthe OKbutton.

This site says...

Validation is Successfully Completed

oK

b. Ifthe validationisunsuccessful make the necessary changes and repeat this step.

This site says...

Applicant Signature checkbox must be completed before
submitting the application.

|:| Don't let this page create more messages

0K

Figure 260. Validate CDFI-FA - Validation Error Message - missing data

6. Correctthevalidationerrorrepeatingstep 1to re-validate the application each time data has been
corrected on the application.
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Applicant Signature

Signature Attestation By selecting the checkad box: | hereby consent to conducting Signature
this transaction by electronic means, and | hereby agree that |
have executed an elecironic process that constitutes, and
provides the CDFI Fund with, my electronic signature, which
shall be treated as an original signature and as having signed
this Application, just the same as a pen-and-paper signature; |
hereby acknowledge that all information contained in this
Application and any attachments or supplements thereto will
be subject to disclosure pursuant to the Freedom of
Information Act (FOIA) 5 USC 552, et seq.; | hereby certify
that all of the information that the Applicant has provided in
this Application is true, correct, and complete to the best of
my information, knowledge and belief, | hereby certify that the
execution and submission of this Application has been duly
authorized by the govemning body of the Applicant; and
hereby certify that | am aware that any false, fictitious, or
fraudulent statements or claims may subject me to criminal,
civil, or administrative penalties. (U.5. Code, title 218, Section
1001}

Authorized Representative
Signature

Date

Save | | Save & New| |Cancel

Figure 261. Example of correcting missing data for Application Validation

Program Prafily. P-06757

e Funding Apgiication
=4 A-000321
= Back to Program Profle: P-DST575
asratives [1] | Ebgibdity Sumemany (3]

Funding Application Detail & _Edit | | Sharing| Validate HFFI Application | Submit HFFI Application

Financial Assistance
Record Type  HFFI [Change]

Program Profie Click the Validate HFFI Owner [ Johany Test [Changs]
Matice Template Application Satus Under Rindigw

Fiacal Year Application button to Assnciated FA A on 4000315
Eligibility Category validate all the application Control Mumber  161HFO00151
Funding Applicalion Dute required information has
Organization Information been entered correctly.

Organiration  AMIS Test?
Agddress

Figure 262. Funding Application — Validate

7. Oncethe HFFl application validationis successful, the applicationis ready to be submitted to the
CDFI Fund staff forreview.
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This site says...

Validation is Successfully Completed

oK

Figure 263. Example of Successful Validation of CDFI-FA Application

8. Selectthe Ok button to confirm.

Note:If the Validate button displays an error message, the applicant must
correct the error thenselect the Validate button again to validate the
application has been completed correctly. The Validate buttonis programmed
to checkall required fields and ensure the applicant has completed the
application correctly. The applicant must continue to select the Validate button
each time anerror is corrected until the Validation gives avalidationis
successful message. Once the Validationis successful, the applicant can submit
the application. Again, the application can only be submitted by the Authorized
Representative and Application Points of Contactidentified in the HFFI-FA
application.

9. Clickthe Submit HFFI Application button to submitthe application tothe CDFI Fund. Please
note that you must submityour HFFI-FA application AFTER submission of your CDFI-FA or NACA-

FA application.
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Progriam Profilg. P-06757

e FuNCling Application
=4* A-000321
= Back to Program Profde: P-0S7575

Basrativey (1] | Ebgitdity Summary (3]

Funding Application Detail & _Edit || Sharing| Validate HFFI Application = Submit HFFI Application

Financial Assistance
Reccrd Type  HFFI [Change]

Progeam Profde  P-0RTS75 Select the Submit HFFI Owner [ Joheiy Test [Changs)
Netice Template . COFL Application button to submit the gkl
Fical Year 2016 S d FA Application  A-000315
Eiighisty Cotegory  SECA HFFI application to CDFI Staff. Control Nowber  1S1HE0DHGH

Funding Application Date  2M 172016

Organization Information

Oeganimation  AMES Test2
Address

Figure 264. Funding Application Detail Page - Submit HFFI Application

a. A pop-up message will appearstating that once the HFFI-FA applicationis submitted you
will not be able to make any updatesto the application. Do you wantto Submit?

This site says...

Once Submitted you will not be able to update the
application. Do you want to Submit?

Click the OK button.

Figure 265. Funding Application Detail Page - Submit Application Confirmation

10. Click the Ok buttonto confirmyou are submittingthe HFFI-FA application to the CDFI Fund.
11. Toreview the status of applications, go back to the Program Profile and click onthe Funding
Applicationrelated listto view the status.
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Track the
*" Funding Applications New Funding Application Applications Statuses
Aetion Funding Agplicaion Recond Type:
Egi  AD0035 COFIFA
Edt  AD00XH HFFI

Figure 266. Submitted CDFI-FA-Funding Application — Application Status Under Review
5.3 CDFI-TA & NACA-TA Application
Follow these stepstocompletethe CDFI-TA or NACA-TA application:

1. From the Program Profile Detail page, click the Funding Applications link to navigate to the
Funding Applications related list.

Prigram Profde

e P-104243
HAGAE (2 | Maighing Fundgissl | Eubding Acolentions (2

Program Profile Detail Eda

Organization Data

Orgamimation  CRE Bank Program Profile Name  P-104243
EINTIM  12-3456787 Record Type  COF-MACA [Changs
DUNS .
ExgRity Category Click the Funding
Progr Applications link.

NACA Eligibilty
HACA Category  Cartihed CDFI

Geographic Markets and Target Areas
Primary Geographic Market Major rban Natiorwide 1 Magor Urban

Figure 267. Program Profile Detail Page

2. Clickthe New Funding Application button.

I[" Funding Applications New Funding Applcation ] o
Click the New Funding Application
No raconds b display

button to start the funding application.

Figure 268. Funding Applications Related List

3. You will be forwardedto the Select Application Record Type page. Select the CDFI-TA or NACA-
TA Funding Application Record Type from the drop-down menu and click the Continue button.
a. Ifyoudo notseethe CDFI-TAand/or NACA-TA record type as an option, this meansyou
are noteligibleto apply fora TA Award. (Refertothe CDFI Program and/or NACA
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Program NOFA to determine if your organization meets the eligibility criteriafor TA
awards).

= MNew Application

=L Select Application Record Type

Available Application Record Types Select the CDFI-TA Application

Record Type of New Record | TERITETT < Record Type, then click the

Continue button.

Continue Cancel

Available Application Record Types
Record Type Name Description
CDFI-FA CDFI Financial Assislance
CDFI-TA CDFI Technical Assistance

Figure 269. TA Funding Application Selection

Note:the following:

e Applicantsare requiredtocomplete all the required informationinthe
@ application. Required fields are highlighted withred linenexttothe
field.
e The SF-424 must be attachedto the application AFTER completingand
saving the Funding Application Edit record. See Section 5.3.1 below.

4, Complete the Application Point of Contact and Authorized Representative using the Lookup
feature. Youmust provide atleast one Point of Contact and no more thanthree.

Please note the following critical information about the roles of the Authorized Representative
and Application Point of Contact.

e Onlythe Authorized Representative can sign the application. The Authorized
Representative must be logged into AMISin orderto complete thisaction.

e The Authorized Representativeand the designated Application Points of Contact are the
only users allowed to submitthe Application to the CDFI Fundin AMIS.
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i Funding &pplecatan Edil
=u* New Funding Application
Funding Application Edin Save Save & New  Cancel
Fimancisl Adsitands I = Reguaes Intormaton
Program Profile . a0 QL) Recoed Type  COFRTA
Mateoe Template [+ = LAES i Blilar

Engibikty Category Apphiabsin Hatus Hea

Organization Information

SFazd Click the hour glass icon to add Application
funding Coe et . POC and Authorized Representative.
Granta.gov Racetved DateTime
Contact Information
1, Applicatica Point of Coatact Q Authorged Repressntstive Nama I @

Hame

Figure 270. TA Funding Application Edit Page

5. Enter Technical Assistance Request Information. Please note that the Total Technical Assistance
Request Amount Summary will auto-populate based onthe TAline item requests entered in the
Technical Assistance Request Related List.

a. Inthe FA First Paymentfield, enter the estimated amount of the requested award that they
expecttoexpendoneligible FA activities during the first 12 months of the performance
period. The CDFI Fund anticipates making award announcements forthe FY 2016 funding
roundin the fall of Calendar Year 2016. The award announcementsignifies the
commencement of the performance period. The amountincluded here will determine the
initial payment of award funds for FA Award Recipients.

b. Inthe Affiliate/Subsidiary FA/TA S Past 2 Yrs field, enterthe total amount of FAand/or TA
awards that your organization’s affiliates and/or subsidiaries have received in the priortwo
CDFI Program and NACA Program funding rounds (FY14 and FY15). This should notinclude
prior HFFI-FA awards.

c. TheApplicant FA & TA Awardsin Past2 Yrs S will automaticallypopulate with the total
amount of FAand/or TA awards that yourorganization has received in the priortwo CDFI
Program and NACA Program funding rounds (FY14 and FY15). This will notinclude prior
HFFI-FA awards.

6. Complete the questionsinthe Environmental Review Part 1 and Environmental Review Part 2
sections. Clickthe Help (?) icon next to each field toview help text foreach question.

e Ifyouanswer“Yes”to any questionyou are required to attach an explanation toyour
application.

e Pleaserefertothe FY2016 Forms, Assurances, and Certifications Guidance, found onthe

CDFI Program and Native Initiatives webpages on the CDFI Fund’s website, for
instructions on completing the Environmental Review form as well as full question text.

164 of 202



AMIS Training Manual — AE103-CDFI/NACA

Total Technical Assi o Rug

Equipmaent Total

Pemassel SalanyFringe Benelils
Totsl

Training Totsl

Trawed Total
Supplies Total
Professicasl Senvoes Totsl

Emvironmental Review Form Pat 1

1a. “Categorical Excheaion™F I_Nm_ L]

1b, Envieonmentsl impact
Staferment ¥

Ervironmental Revies Pan 2 - Do proposed sctivides in the Application imvolve:

Maticsal Register of Hislone ona—
PlacesT I —H '

Wildersia areaa’ I_Nm_ -

Wild or scenic fiven ¥ I_”W * =1

Matsynal Registry of Hatural
Landmaria™

Coastal barries rescwce syvlemsT | _Mpne— ¥

Mixximum Regeed (COFI TA)
Minimum Regeest (COFI TA)

Will populate from the
Technical Assistance
Request Related List.

—Mone— ¥

Click the Help {?) icon next to each field
to view help text for each question.
Select an option from the drop-down

February2016

Thood plains?
4

Prieve and wriigus tarmland 7

Vickatineg Facibtas?

Coaitnl Toret Mansdement I w=Mong=

AreaaT

Figure 271. TA Funding Application Edit Page

7. 501(c)(4) entities must complete the 501(c)(4) Questionnairesection. If your organizationis NOT
a 501(c)(4), please leave this section blank.

501(c)(4) Q ire to be

d by 501(c)(4) Entities only

501(c)(4) Question 1
501(c)(4) Question 2
501(c){4) Question 3
501(c)(4) Question 4

501(c)(4) Question &

P

501(c)(4) Question &

501(c)(4) Question 7
501(c)(4) Question 8
501(c)(4) Question 9
501(c)(4) Question 10

If Yes to above question(s),
Describe

~None— v
-None- v
—-None- ¥

~None— ¥

~None— v

Figure 272. TA Funding Application - 501(c)(4) Questionnaire section

e Ifyouanswer“Yes” to any questionyou are required to provide an explanationviathe
textbox providedinthe application or by attaching a written explanation to your
application.

o Pleaserefertothe FY2016 Forms, Assurances, and Certifications Guidance, found on the
CDFI Program and Native Initiatives webpages on the CDFI Fund’s website, for
instructions on completing the 501(c)(4) Questionnaire as well as full question text.

8. Enterthe Total Estimated Hoursto Complete the Application.

9. The Authorized Representative must be logged into complete the Applicant Signaturesection.
c. Readthe Signature Attestation
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d. Checkthesignature box.

Total Estimated Hours to Complete the Application

Total Estd Hours to Complete
Application

Applicant Signature

Signature Attestation

Signature

Authorized Representative

Signature

Date

2

By selecting the checked box: | hereby consent to
conducting this transaction by electronic means, and |
hereby agree that | have executed an electronic process that
constitutes, and provides the CDFI Fund with, my electronic
signature, which shall be treated as an original signature
and as having signed this Application, justthe same as a
pen-and-paper signature; | hereby acknowledge that all
information contained in this Application and any
attachments or supplements thereto will be subject to
disclosure pursuant to the Freedom of Information Act (FOIA)
5 USC 552, etseq.; | hereby cerify that all of the information
that the Applicant has provided in this Application is true,
correct, and complete to the best of my information,
knowledge and belief, | hereby cerify that the execution and
submission of this Application has been duly authorized by
the governing body of the Applicant; and hereby certify that |
am aware that any false, fictitious, or fraudulent statements
or claims may subject me to criminal, civil, or administrative
penalties. (U.5. Code, title 218, Section 1001).

A
[1/7/2016 4:32 PM |

Save | | Save & New | Cancel

Figure 273. Funding Application Edit Page

February2016

10. Click the Save buttonto save the CDFI-TA funding application. You will receive a confirmation
message stating the information saved successfully.

a. EverytimeSaveisselectedyouwill receiveaconfirmation message to confirmthe data

saved successfully.

10. Once the Funding Application Detail page has been completed and saved, the applicant can then

attach the Standard Form 424 (SF-424) from the Organization Profile.
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Funding Application
& A000347
|¢F - — _-_-‘""‘h.
Sppkcation Fingecial Data 1) | Techeicsl Assisipocs Reguedts i | Cunfomer Snapahol Table in | Ky Personoel 7 | Prodet Desion [ | Belaied ARachments i) | Mamsives i >
TA Application, | Submit TA Application
Select the Edit button to
insert the SF424, Funding Applicaion  A-000347
Record Type  CDFITA [Chanags]
51 Johony Tester [Change)
Esgibilty Category . _— o Hew
aning I 6 Once the Funding Application edit page JP—

is completed, click each related list and

Organization Information complete the information in each
related list in order to complete the
Crgeeizaion  AMIS Tert entire application.
Address

EN 111111111
DUNE 12345890
Financial Institution Type  Venturs Capital

Figure 274. TA Funding Application Detail Page

Note: Organizations are required to complete the SF424 Form on Grants.gov

priorto applyingfora CDFI Fund. Do not apply fora CDFi Fund until you have
@ completed the SF424 Form. For more information regarding how to complete

the SF424 contact the CDFI Fund Staff.

5.3.1 Attach Standard Form (SF-424) to a TA Application

Shortly after successful submission of the SF-424in Grants.gov, a copy of the form will automatically be
transferredinto your Organization Profilein AMIS. The applicant must attach the SF-424 to the
corresponding CDFI Program or NACA Program application.

To Attach the SF 424 Form:
1. From the Funding Application Detail Page select the Edit button.
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T Funding Application

A-000347

| # Funding Apglicaion has been saved
Bopkcation Fineeis Doty (1) | Techeical Assistance Requesty £ | Customer Snapshod Tabis [ | K Personel i3 | Prodeed Desion ] | Belated Aachments o) | Narralives 23

Funding Application Detail

Financial Assistance
Progiam Frofile
Wotice Template
Fracal Year
Engibility Category
Funding Applicabion Date

Crganization Information

EIN
DUNS
Financial institution Type

E Sharing| | Validate TA Application | | Submit TA Application

P-pE5403 Funding Applicatica  AJ0004T
COF| Record Type  COFITA [Changs]

01 Select the Edit button to owner [ Johney Testes [Changel
SECA insert the SF424. Apghcation Statms  New

2IVN16 Control Number  161TANDO21T

AMIS Tist

111111
12345890
Venture Capital

Figure 275. TA Funding Application Detail Page — Insert SF424

2. Clickthe Lookup icon nextto the SF-424 field to search for the SF-424.

w

Type ‘SF-424’ in the search box and select the Go button.

4, The SF-424 will appearinthe searchresults. Please note that you will only seethe SF-424form
associated with the Grants.gov Funding Opportunity Number that matches the program (CDFl or
NACA) you are completingan application for.

5. Selectthe SF-424 ID linktoinsertthe SF 424 to the application.

Click the lookup icon to
insert the SF424

Coniact ntomation

1. Appication Poast of Contedl Hame:
o A i Proand o Cipntini ) Hamme:

L Application Point of Contect Hama: |

Feegy Financial A - A

Type SF424 and
select Go to search.

ke niervrs Bl [0 CORE
Manimam Respuet | SECAN

|u.=ru.' Wit

' Click the SF4241D
link to attach.

£

IO

Figure 276. Funding Application Edit Page - SF424 Lookup Page

6. Selectthe Save buttontoupdate the Funding Application record with the SF-424.
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Funding Application Edit

Save & Mew| | Cancel

Financial Assistance

Program Profile
Click to insert SF424 and

select the Save button to
save the SF424 record to
the application.

Notice Template
Eligibility Category(CDFI)

Organization Information

SF424

COFITESTAMIS-002

Funding Opp Number
SF424

SF424-00015 | &y

Figure 277. Attached SF424

7. You will be forwardedtothe Funding Application Detail page with a message stating the

application has been updated.

Funding Application

Z1= A-000190

| «" Funding Application has been updated

« Back to Program Profile: P-067421

Applicafion Financial Data [0] | Matching Funds Used [0] | Customer Snapshoi Table [0] | Key Personnel [0] | Policies [0] | Product Design [0] | Related Aftachments [0] | Mamatives [0]

Figure 278. Funding Application Updated Confirmation - Attach SF 424
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Funding Application
21 A-000347

| + Funding Application has been saved.

Application Financial Data [1] | Technical Assistance Requests [0] | Customer Snapshot Table [0 | Key Personnel[0] | Product Design[0] | Related Attachments [0 | Narratives [0]

Funding Application Detail

Financial Assistance
Program Profile
Motice Template
Fiscal Year
Eligibility Category
Funding Application Date

Organization Information

‘Organization
Address

EIN
DUNS
Financial Institution Type

Edit | | Sharing | | Validate TA Application | | Submit TA Application

P-066403 Funding Application ~ A-000347

CDFI Record Type  CDFI-TA [Change]

2016 owner 2] Johnny Tester [Change)
SECA Application Status ~ New

212312016 Control Number  161TA000217

AMIS Test

111111111

12345890

Veniure Capital

Figure 279. CDFI-TA Funding Application Detail Page - Related List

8. Selectarelated list/section and completethe required information.

Technical Assistance Regquests L] echnical Assignce Request

Mo records to display

Customer Snapshot Table New Customer Snapshot

HNo rgcords o display

Key Personnel

HNo records o display

’ Add Key Personnel | Add Comgitiees | Add Board Members

Product Design

Ho records to display

New Product Design

Related Attachments

Ho records to display

Mew Related Attachments

Marratives

No records to display

Add Technical Assistance Nagrative

Approval History

Ho records to display

bmit for Approval

Figure 280. TA Funding Application Related Lists
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5.3.2  Technical Assistant Request Related List
To complete the Technical Assistant Request section:

1. From the Funding Application page click the Technical Assistance Requests related list.

Fanding Application
“1° A-000347
| ¥ Funding Application has been saved
Spglcation Financial Data 14 | ce Fequests (0 | Cymdomer Snapshof Table i1 | Ko Personoe| Y | Progect Desion /01 | Bistated Aflachments 201 | Marsafives 121
Funding Application Detail Sharing  Walidate TA Application | Submit TA Application

Financial Assistance
Program Peofile  P-DEES03 Funding Apphicatioa  A-000347
Wotice Template | CDF] Click the Technical Assistance Record Type  COFI-TA [Ghange]
frcaear 2018 Requests related list. Gwner ] dohnny Tester [Changel
Elgibility Category  SECA Apphcation States  Hew
Funding Application Date 2233016 Control Number  161TADDOZIT

Organization Information

Orgasizstion  AMIS Test

BN 111111
DUNS 12345800
Financial institution Type  Venture Capital

Figure 281. TA Funding Application Detail Page - Technical Assistance Requests

2. Clickthe New Technical Assistance Request button.

Technical Assistance Requests New Technical Assistance Request

Click the New Technical
No records to display Assistance Request button.

Figure 282. Technical Assistance Request Related List

3. SelectaTechnical Assistance Request Record Type from the drop-down menu.
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Mew Technical Assistance Request
- i'}

Select Technical Assistance Request Record Type

Select a record type for the new technical assistance request.

Select Technical Assistance Request Record Type

Record Type of newrecord | Personnel Services and Fringe Benefits

Continue | Cancel

Select an option from
the drop-down menu.

Available Technical Assistance Request Record Types

Record Type Name Description
Equipment

Personnel Services and Fringe Benefits
Professional Service Cost

Supplies

Training and Education Costs

Travel Costs

Figure 283. Select Technical Assistance Request Record Type

4. You will be forwardedtothe New Technical Assistance Request Edit page.
5. Complete the information onthe page.
a. Completeall requiredfields.

Technical Assntance Request (S8

215 New Technical Assistance Request

Technical Assistance Request Edit Save  Save L Mew  Cancsl

Equipment 1 = Fpcuned Infir maten
S E— L BT
e Wame | Units |

Deseription ozl Per Uit 3 I

Complete the information on the

Extd Amount Spantin tear 1 |

page, then click the Save button.

Figure 284. Technical Assistance Request Edit Page

b. Failuretocomplete afieldincorrectly willresultinan error message.
6. Selectthe Save button.
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Technical Assistance Request Edit Save | dave & Mew | Cancel
[Ermed bl Duata,
Rpvitwr all FTor Massagis Bk 10 Correc] your dala,

Equipmant | = Recuired inskumration.

Appleation I:\":':E-l':ﬁ g} Becsed Type  Equipiant

Mocn Mad | Taties Ll E

Descriphion )| wech Eabies for devslopeant senices Coat PerUnit 5 ) JETO00 00 ]

| Erra Cost Py 14 oo il i graates man SO0

Exid Amount Spent in Year 1 |5, 000,00 Complete the information on the

page, then click the Sawve button.

Figure 285. Technical Assistance Request Edit Related List

7. You will be forwarded to the Technical Assistance Request Detail page will amessage stating the
Technical Assistance has been saved.

Technical Assistance Request

=1~ TAR-0000060

| « Technical Assistance Request has been saved.

Technical Assistance Request Detail Edit | | Clone
Equipment
Application  A-D05356 Record Type  Equipment[Chanage
Item Name  Tables Units 5
Description . Lunch tables for development services Cost PerUnit$  $5,000.00
Estd Amount Spent in Year 1 %5,000.00 Line ltem Sub-Total  $25,000.00
Edit Clone

Figure 286. Technical Assistance Request Detail Page
8. Clickthe Application linkto goto the applications main page and continue completingthe

application.
9. Clicknextrelated listtocontinue completing the application.
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— Funding Applicatian
T A005358 L
| " Funding Application has been sawed.
Techoical dssitacce Reguests 13 | Customer Seapshot Table 13 | Ky Parscoosi il | Product Desion [ | Baelsbed Afachrents i | Padaets I8 | Aoceovel Hisiory 13

Funding Application Detail

Finamcial Assistance
Program Profde  F-10424 nding Application  A-005358
Motice Tamplats & COR Click the next related Record Type  COFITA [Changs]

Fiscal Y 1 .
peales 20 list and complete the Ouner (2 schal Mier [Change]
Eligibality Categorny pplication Status  New
Funding Application Date  1/72018

information.

Organizaticn Informaticn

Crganizstien  CREB Bark

Figure 287. CDFI-TA Application Detail Page

5.3.3  CustomerSnap Shot Table Related List
To enterthe CustomerSnap Shot:

1. Selectthe CustomerSnapshot Table Related List.

Fraredeng A pplication
25 A-000347
[+ Funaing Appication has been saven
dspplcation Financia Dafa [1] | Tncheical dssistance Fequests (01 | Cymtomer Sinapshod Tabi o | Kay Personnel [0y | Progect Cesion 01 | Faslated sfachmenty jof | bty 151

Funding Application Detail
Financial Assistance

Pregram Profile  P-0ERANY A-D004T
Notice Template | COF) COFI-TA [Chanas]
Fincal Year 3016 [0 uohney Tester [Chanos]
Engatality Category  SECA i
Funding Application Date 2202016 1BATACON2IT

Click the Customer Snapshot
Table related list.

Organization Information

Orgasaration  AMIS Test

EIN 111111111
DUNS 12345500
Financial institution Type  Venlure Capital

Figure 288. Funding Application Detail Page

2. Clickthe New Customer Snapshot button to continue completing the application.
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Customer Snapshot Table New Customer Snaps

Click the New Customer Snapshot
Mo recards to display button to complete the section.

Figure 289. Application Detail Page - Customer Snapshot Related List

3. Enter dataforyour mostrecently completed fiscal year.

Target Market Statistics

For the Poverty measure, enterthe percentage (%) of your Target Market residents living below the
national Poverty thresholdin “TM Population Livingin Poverty %” field.

For Income, enterthe dollar ($) amount of median household income inyour Target Market Median
Income Field.

For Unemployment, enter the percentage (%) of your Target Market residents that are unemployed
inthe “TM Unemployment Rate”. Referto the definition of unemploymentas established by the
U.S. Department of Labor, Bureau of Labor Statisticsincludedinthe screen.

s CUBIOMET SEpShot Edit

=" New Customer Snapshot

Customer Snapshot Edit Save | Save & Hew  Cancel

Infarmation 1 = Riguired Infarmation
Appacation | ARG q

Target Market Statistics

T Popaalation Living in - .-
Powerty % I Enter Target Market Statistics.

Mational Poverty Rate 14 8% Soue:
;rlsrg Mmm gonlc ontent/dam’ Censuslibrarypubic ations 201 B'demo’ph-

T Maxdian Housakald |
Incoms §

Hamonsl Household Median 53 657 - Source

Income EHE:E Mmus gerrlcontant'damy'Cons s library/pubiic ations 201 &/'demaphl-

TM Unsenployment Rate %

Maticnal L psm ployment 5,08 - Source: hitplfererw bls govl
Rabe

Figure 290. Customer Snapshot Edit Page

Total Beneficiaries & Target Market (TM) Beneficiaries
The Beneficiaries section provides a snapshot of the beneficiaries, including your borrowers and the
beneficiaries of your borrowers that are impacted by your organization's Financial Products, Financial

Services, and Development Services.

In the “Total Beneficiaries” column, enter the total number (#) of beneficiaries assisted by your Financial
Products, Financial Services, and Development Services during your most recently completed fiscal year.
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The “Total Beneficiaries” for Financial Services (Credit Union and Bank/Holding Company CDFls only) and
shouldinclude the direct beneficiaries (e.g. checking account holders and participants of development
service activities) of the services provided. Onthe otherhand, “Total Beneficiaries” for Financial
Products may include direct and indirect beneficiaries. An example of adirect beneficiary of Financial
Productsisa borrowerthatreceived aconsumerloanto purchase a car. An example of anindirect
beneficiary of Financial Productsis aresident of an affordable housing development that was financed
by your organization.

In the “Total Target Market Beneficiaries” field, enterthe number (#) of beneficiaries from your Target
Market assisted by your Financial Products, Financial Services, and Development Services. These
numbers should be asubset of the numbers entered in the “Total Beneficiaries” field.

For beneficiaries that received more than one financial product, financial service, and development
service, ora combination thereof, you should countthem as separate beneficiaries. Forexample, if a
particularborrower has a second mortgage, consumerloan, and participated in afirst-time homebuyer
workshop, you would have atotal customers served as 3 (2 Financial Products and 1 Development
Services). “Total Target Market Beneficiaries” may equal “Total Beneficiaries” peractivity category but it
must not be greaterthan “Total Beneficiaries” peractivity category. You will see an error message if this
error occurs.

Please note that the Total Beneficiaries and Total TM Beneficiaries fields will automatically sumand
populate after you save the Customer Snapshot Table record.
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Total Beneficiaries

Financial Products |5m(

Financial Services |5q

Development Services I'?ﬂk

Total Beneficiaries

TM Beneficiaries Complete the TM

Beneficiaries and Income

Financial Products |
l-_ S0 Characteristics sections.
Financial Services  |g§Q

Development Services |.'?5

Total TM Beneficiaries

Income Characteristics
Moderate Income
Low Income
Very Low Income

Extremely Low Income

Total Income Characteristics

Figure 291. Customer Snapshot Edit Page

177 of 202



Race/Ethnicity Characteristics

African-American
Hispanic
Native American

Mative Hawaiian/Other Pacific
Islander

Mative Alaskan
Other

Total Race/Ethnicity
Characteristics

Gender and Other Characteristics

Female Headed
Households/Businesses

Other Characteristics
Description

Other Characteristics (#)

AMIS Training Manual —AE103-CDFI/NACA

Complete the Race/Ethnicity
Characteristics and Gender and

Other Characteristics sections.

Click the Sawve button to save
this records data.

Save & New | Cancel

February2016

Figure 292. Customer Snapshot Edit Page

4. Clickthe Save button to save thissections dataentered tothe application.
a. You willreceiveaconfirmation message stating the Customer Snapshot has been saved

successfully.

b. Thesystemwill allow youto create multiple Customer Snapshot Table records. Please
only create one record as the CDFI Fund will not review multiple entries.
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Frintabie View

Cwslomes Saapshat

o Cusiomes Snapihol hag been faved

Customer Snapshot Detail Edit | Delete| Chone

Application  A-DDD 1)
Coptomer Snapshot Mame  Snapshot-00035

Targaet Market Siatistics

TM Population Living im  30.00% Tl Peverty: Mational Poverty 1001480
Poseity
Mational Foverty Rate 14 5% Source
| = [ & EA 1] 201 &
FLFT]
TM Begiann Mousshold Income 521,000 Tl Bncqemvat 38 Peveni of 39 14%
¥ Raticenal ke omes
Habonasl Hoasehaoid ldeduee S53 857 - Source
Incame

THl Unempioymant: Natl 140

TM Unemployment Fate % 7 0l
Unampioymaen!

Hational Unemployment Rate 5 0% - Source; Bp e blg gov

Total Bemeficiaries

Fisancial Products ) 100 % of Fin Products Beneficiares in 100 00%
™
Financisl Sarvices % of Fin Servicas Beneficiaries in
™

Development Services | 100 % of Dev Services Beneficiaries in 100 00%
™

Total Densliciaries | 200

TM Benaficiaries

Fisancial Products 0 100

Figure 293. TA Application - Customer Snapshot Page — Saved Record

5. Reviewthe savedrecordtoensure thatautomated calculations are correct. Please note that if
the amounts entered in the Total Income Characteristics and Total Race/Ethnicity
Characteristics fields do not each equal Total TM Beneficiaries you will receive an “Incomplete”
warning message in the Income Characteristics Status and Race/Ethnicity Characteristics Status
fields.
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T™ Beneficiaries
T vde & 28 Review all the data on this saved
Financisl Serviced
Development Services 1 100 record page to ensure the
Toum T Banaficleries ) 200 information calculated correctly.

Income Characteristics

Madarate Income 110 Bicderate incoma % 55 0%

Low Income | §1 Lowincoma ™ 30 504

Very Low Incoms 1 43 Wery Lowincoma % 21 50%
Extrermely Low Income | 23 Estremely Lowincoma % 11 508

Income Characteristics Satus  Incompleted (Does not add 1o 100% )
Todal Incoemne Charscleristics | 237

RacelEthnicity Characteristics

AP AmsErian [t ] Afvicamn-Amercan % 32.00%

Hisgame 16 Heipani: % 8.00%

Mative American 3 Hative Amencan % 1.50%

Mative Hewmiian Other Pacific T Mative Hawaiism Diher Pesifi: 3.50%
Islamder Intansden %

HWative Alaiskan L] Hative Alsikan % D00%

Oeher L] Othed Raca/Erhnicity % D00%

Toesl RaceEthmicity 90 RacsErhastity Ststus  Indampleted (Does not add 4o 100% )
Charscteristics

Gander and (ther Characteristics

Female Headed Th Female Hesded 3B.00%
Housshalda Baiseiie HoussholduBuiineaie %
Otfser Chanacienatics Description Diher Charscteristics of Customer  0.00%
%

Ofer Charactariatics |8)

Figure 294. TA Application - Customer Snapshot Page - Saved Record Cont.

Customer Snapshot
“I* Snapshot-00073

" Customer Snapshot has been saved

Customer Snapshot Detail Edit | Delete  Clone lick th i . o
Applcation  ADD5353 — Click the Application lin

Customer Snapshot Name  Snapshot 00073 to return to the
Application Detail Page.

Target Market Statistics
TM Population Living in 30.00% TM™ Poverty: Mational 301480
Poverty % Poverty

Mational Poverty Rate  14.8% Source:

™ Median Household  $23 000 T™ Income as Percent of 42 86%
Income § Haticnal Income
Mational Household  $53 65T - Scurce:
Median Income tg SUS 00
T™ Unemployment Rate % 10.00% ™M Unemployment: Hatl 2,00
Linsemn iy meent
National Unemployment  5.0% - Souwrce: hitp thwww bis gon!
Rate

Figure 295. TA Application - Customer Snapshot Page

6. From the Funding Application Detail Page, verify that the new Customer Snapshot Table record
was added and then clickthe Key Personnel related list.
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5.3.4  Key Personnel Related List

Applicants are required to enterinformation to describe the qualifications of their Key Personnel and
Board Members and the purpose of their Board Committees.

To complete the Key Personnel section:

1. From the Funding Application Detail Page, click the Key Personnel related list.

Committees, Board Members. Applicants must provide information foreach

@ Note: Key Personnelisbroken outintothree record types: Key Staff,
record type.

e FunAing Application
= A-005358

Tachnical Assstancs Raguests [1] | Cusiomer Snapshol Table (1 | sy Pe | Product Desion (3 | Belsted Sfachenents (3 | Manathves i3 | Apoeoval History (1
Funding Application Detail Edit | Sharing | Valdate it Appication

Financial Assistance
Program Profile
Rotice Tempilate

Funding Application  A-DQ5358
Record Type  CDFI-TA [Changs!

Fiscal Year Owner [ niachal Mallgs [Change]
Eligibility Categoey Click the Key Personnel related Application Status  New
Funding Application Date 177 list. Control Humber  160TA

Organization Information

Organization  CRE Bank

Figure 296. Funding Application Detail Page

2. Clickthe Add Key Personnel button.

Customer Snapshot Table Mew Customer Snapshiol

Click the Add Key
Action  Customer Snapshot Hame Personnel button.
Edit| Del Snapshot-00075

Key Personnel | Add Key Persannel IL!E Commitiees | Add Board Members

No records to display

Figure 297. Funding Application Detail Page - Key Personnel Related List

3. You will be forwarded tothe Key Personnel Edit page. Complete the information onthe page
and clickthe Save & New button.
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IMPORTANT: Applicants are limited to a total of seven Key Personnel entries, five Committee
entries, and five Board Members entries. The system will stop you from creating additional
records once the threshold has been met.

Please enterinformation about the Key Personnel, Committees, and Board Members that are most
critical to carrying out the activities proposedin yourapplication.

Key Parsonangl Edit

“ New Key Personnel

Key Personnel Edit Save | | Save & Mew  Cancel
Infermation 1 = Required inzemation
Funding A pplication |."-‘v|)|:!5353 qj Yiars with Applican Ir
Name | jefirey Gordon Years of Experience |12

Take | Director of Francial Servic

Description Click the Save & New button to
Rl in implomastiog stateglc | Sivategy partne fo program goals st save this records data and enter an
additional Key Personnel.

Sawe & Mew  JCancel

Figure 298. Key Personnel Edit Page — Key Staff

a. Examplesofthe Add Committeesand Add Board Members pages are also displayed
below.

e oy Personned Edit

=\* Johnson Less

Ky Personnel Edit Save | Save & New| | Cancel
Infarmaticn ) = Fegures intarmaton
Funding Applicatios  A-DDSISS Record Typs  Commitiees
[ | Tatal ¥, I E #
gl s Lo ] e of Expacience from _ 33

Mumber of Board MemBam IE
Mumber of Key Sealf Mesbers |3

Combined Years of Expernce of |4
Member

Example of Committees Key

Description Personnel Edit Page.
R i 1o COFI Peifo

Cormimad 15 SUDD tha COF] AavRlaoamntal S50 a4 inittve by

Figure 299. Key Personnel Edit Page - Committees
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L ]
=L* New Key Personnel
Key Personnel Edit Save | Save & Mew  Cancel
Information 1 = Required lniprmabon
Fassing A pplication l'ﬁ’m Q_.j Yeurs of Expariencs Iﬁ,
Hame | Board OF Trauma Yoars on Board [

Position ]CEG

Description

Mcmmrnb:rﬁm Erdure the city works with the developmental serices infliative by]

Personnel Edit Page.

Sawe Save & Mew | Cancel

Example of Board Members Key

Figure 300. Key Personnel Edit Page — Board Members

4. Whenyouclick the Save & New button you will be forwarded to create anotherrecord. The
Save button will forward you to the record type Detail page with a message stating thatthe

record hasbeensaved.
5. Clickthe Funding Application link to return to the Funding Application Detail page.

KEI'I' Persannel
=1 Lisa Jones

| ¥ Key Personnel has been saved,

Key Personnel Detail
Funding Applicatio

Edit | Delete  Clone

- 5 Years with Applicant
Hame  Lisa Jones Click the Funding Application link  EEUEHEEE

Title  Manager to return to the Application.
Description
Role in Implementing strategic Wil manage the Development Services Program
goals
Created By  Mechal Miller, 12272016 1:11 PM Last Modified By

Edit | Delete  Clone

5.00

Meachal Mibler,

Figure 301. Key Personnel Detail Page

6. You will be forwardedtothe Funding Application Detail page.
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Fandeg Apghcaton

2 A-000347

|+ Funding Applcation has been saved

Epsbetion Frgeci Dpy 11 | Techakl Axsisiance Request (7 | Cuasemer Snjpshol Tabis 11 |

Koy Personn{ [ | Broge Desion (1 | Bsighed Apchonty ) | Mieraies 11

Funding Application Detail Edit | | Shasing | | Validate TA Application | 5
Fimancial Assistance
Program Profle  P-086403 A-000347
Wotice Template | CDF) COFI-TA [Chanos]
Fiscal Year
e Click the next related list to continue 15 sonon Teste Changel
Engibility Category  SECA ) o Hew
Fanding ApgicationDete 2230016 completing the application. SBITAGN21T
Organization Information
Orgasization  AMIS Tes!
Address
EN 11191011
DUNS 12345890
Financial Institution Type  Vanlure Capital
Figure 302. Funding Application Detail Page
7. Continue completingthe application by clicking the nextrelated list.
Key Personnel Audd Wy Parsonesl | | Add Commitiess | | Add Board Members
L Achon Hama Advisory Board Membsr Record Typa Years of Expetonce
Eda | Dol Liga Jores Ky Staff 12
Edn | Del Johoson Less Commitiees
1 1 Edn | Dl Boaed Of Trauma Board hembars &
1 | Edn | Del Jefirey Gosdon oy Statf
1 1 Edn | Dol Jefirey Goedon
Verify that Key Personnel records have been
Folicies added correctly, then click the New Policy
Mo recone 1o disploy button to continue completing the application.

Figure 303.

Funding Application

Detail Page - Key Personnel Related List
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5.3.5  Product Design Related List

To complete the Product Design Related List.
1. From the Funding Application Detail page, click the Product Design related list.

February2016

Fanding Application
Z1 A-000347
|¢memmm
Apobcation Fingecil Data 1] | Techsicsl Assiviancs Pequesty i) | Cuntomer Srapshol Tabie i) | Kiy Parsonnl 01 | Prodest Desion 01 | Bslpied Afipchmenty 12| | Namaives 101
Funding Application Detall Edit | Sharing Validate TA Application| | Submil TA Ap

Financial Assistance
Program Profle  P-0BB403 Funding Application  A-DO034T

Notice Template | CDF) Record Type  COFI-TA [Change]

Feical Year 2016
Elgibsility Category  SECA Applcation Statws  New

Funding Application Date 242016 Click the Product Control Number  1B1TASON21T

Design related list.
Organization Information

Orgasacstion  AMIS Test
Address

BN 111111111
DUNE 12345800
Financial institution Type  Venture Capital

owner [ ohoo Tester [Changs)

Figure 304. Funding Application Detail Page

2. Clickthe New Product Design button.

Product Design Mew Product Design

Click the New Product

No records to display Design button.

Figure 305. Product Design Related List

3. Complete theinformation onthe page.
a. Selectacategory fromthe drop-down menu.
b. Enterthe Product Description.
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T Neu:-.r F‘T{n:dul:t Design

Product Design Edit _Save | | Save & Mew | Cancel
P Select a category. | e
Funding Application ILI:I:E&SE QJ

Category | Consumer Fmance

Product Description

Min Loan Amount Max Lesn Amount
Avarage Loan Amount

Interest Rate Minimum Interest Rl Magimum

Complete the information
Inleresl Rabe Average

on the page.

Fees § Maturity |¥ Months)

Feas % Amortized

Mone-
interestOnly [ _Mone. *
Security Mens.

Figure 306. Product Design Edit Page

T I o —— - i

« C 0 riepsy/cdfiqa-mycdfifund cs32 force.com/ Aot pac roenterpre - Foon
§5 Apps @ wsiorcecom « Unl (] Periond @5 Lagin Consumer Fnance ‘
& Smad Busaness
| Business

et Homeowner's b

Alcrdatie Housey Development (Single-F amiy )
Ex Affcedabie Mousing Developmernt (Mulb-Famiy )
Service R Awerds Comrmescadl Real Estate
- Cer y Facilines Development

- = Intermedary Loan
(o ey A

5
¥

J ;

=4* New Product D savege'Shae Account

Checking Accourt
Certidc ates of Depost
A0S Product Design Edit Mooy Markat Account
NACA Specaized Savgs Account
WF 80000015 information Automobde Loan
P
urs e ¥ Aselaten 'C:::Ei;:rn'smﬂ Term Unsad ured <
MFS0000213 Category ':’,“,, < v
P00
CRE Pk Product Description
T Foderdl
l.)c 4 S0 Ueas Mo | o Aot Man Loas At
CORE we
Aversge Loans Amount
Foevent Rate Maamiam tecent Rate Marwman

Wetereat Rate Rvetage

Forss Moty of Mosthe)

for ™ Arcrres

Nore-.
wherest Ondy ~Nooe-- ¢
Nore-

Figure 307. Product Design Edit Page
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Product Design Edit Save | Save & Mew  Cancel
Intformation - - = Regueed Infamaton

" Complete the information

Funding A =
oApetcatcn |A-oos3s3 Yy on the page, then click the
Category || Communaty Facilities Development
I = Sawve button.
Product Description
[ Lowan Aumomni Max Loan fumousi

Average Loan Amomnt
Intarast Rave Minimaum Inbergst Riate Makimum
Ieterast Rate Average

Fees § Mahaity (¥ Wontts)
Fees ' Amortized ~None. =
merestOnly | _Nope. ¥
Securly | __None— -

Addition informatien
Deescription

Figure 308. Product Design Edit Page

4. Clickthe Save button. You will be forwarded to the Product Design Detail page with amessage
stating the Product Design has been saved.
5. Clickthe Funding Application link to be forwarded to the Funding Application Detail page.

Product Design
=l PRD-0004

| " Product Design has been saved

Product Design Detail (Edit Delete | Clone
Funding Application  A00S352
Product Design  PRD-0004

Categary

Product Description
Man Loan Amount
Average Loan Amount
Interest Rate Minimum
Inberest Rate Avarage

Click the Funding Application

link to return to the Funding Max Loan Amotat

Application Detail page. st fate Maximum

Figure 309. Product Design Detail Page

6. Continue completingthe application by selectingthe nextrelated list.
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Frondeg Apphcanm
= A-000347
| # Funding Application has been saved
Apphcation Fnancial Data (1] | Techeical Assistance Requests [ | Comdomer Snapshol Table [ | Key Pergonnel [ | Prodect Desicn [ | Relabed Aftachments |3 | Namafives £}
Funding Application Detail (Edit | Sharing| Validste TA Application | Submit TA Apg
Financial Assistance
Program Profle  POSE4N3 Abone?
Notice Template | CDF] CDFI-TA [Changs]
Fiscal Year 2016 [ sohoey: Tester IChange)
Elgibility Category  SECA . = . New
Fanding Applcetion Dvie._ 21230016 Click the Product Design related list BITANR1T
and verify that all expected records
Deganization Information have been added successfully.
Orgasiration  AMIS Test
Address
EN 1141111
DUNS 12345500
Financaal institution Type  Venlure Capital
Figure 310. Funding Application Detail Page
Product Design Wew Product Desige
Action Product Design Amortized Category Security
Eda | Del PROD-D00Y Consumes Finance
Related Attachments Hew Relabed Attachmants
N records bo display Click the next related list
and continue completing
Harratives Add Technical Assistance Harrative the EIppliE:EtiDl'l.
Mo reconds bo display

Figure 311. Funding Application Detail Page - New Product Design
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5.3.6 Related Attachments Related List

CDFI/NACA applications require specifictypes of attachments to be included with the applicationin
orderto submita complete application. The Related Attachments required are listed on the Attach File
page underthe Type field. Thetitle of the Type will begin with CDFI-NACA. Applicants must attach all
related attachments required.

To complete the Related Attachments section:
1. From the Funding Application Detail page, click the New Related Attachments related list.

e Funding Appication Printatie View
=4 A-005358

echnial Asssipnce Req Ests L0 | f.;‘t.\"'&'ﬁr,];ﬂﬁ!"{'-;:" | Kay Persoons =1 ;'ﬂ,; HC;}_.;:'_L' | Bsase ARdnments &5 | \(a'va! £5 52 | Aggeoval History I3

Funding Application Detal S0} | Shartie) (Yol | St ACpicS

Financial Assistance

Program Profe Funding Application  A.005358
Notice Template Record Type  COFI-TA [Chance]
Fiscal Yeat Owner ) Mecha Milige [Change]
Edgibitay Category Click the next related list Appication Status  New
Funding Application Date and continue completing Control Number  160TA

the application.

Organization Information

Organizaton  CRB Bank

Figure 312. Funding Application Detail Page

2. Selectthe New Related Attachments button.

Product Design Hiw Product Design
Action Product Design Amortized Catagory Security
Eda | Del PRO-D004 Consumes Finance

—

Related Attachments Hew Relabed Attachmants

Click the New Related
Attachments button.

Mo econds bo diplay

Marratives Add Technical Assistance Harratve

Mo records to display

Figure 313. New Related Attachments Related List

3. Followtheinstructionsonthe screen.
a. Typeisrequired.Selectthe type of related attachment from the drop-down menu.
b. Searchand linkthe related documentand click the Save button; or
c. Clickthe Choose File button, selectafile, thenclick the Attach File button.
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A-DD5353

=1 Attach File

Back to the Application A-005353 | Cancel

Lookup Existing Documents from Organization Profile Click the hour glass icon to
Document Name | | search for documents, then
click the Sawve button to add;
or
Click the Choose File button
and click the Attach File
Attach NewFile | Choose File | No file chosen button to attach a new file.

Type | --- None —

#

OR

Description
Select the Type of
Attach File related attachment.

Back to the Application A-005353 | Cancel

Figure 314. Attach File Page

OR
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A0 180 Elach b e Appbcation & D057 ﬂ
m, CIOFI-NACA - 501 (€] (1) Cuestionman Allachment
P CWF - 501 ) & Questionnaine Altachment
o oo o O s ey ettt e S
3;?; Document Name__gap=Tixings feancial tmements forlant bree fscalyeass.
- CMF - Environmental i AZachmert
CMF - Prock of EIY
Mechal Miler CMF - Stabe Char or Addcles of Incerporation staing the Apglicant . vl Select the CDFI-
. CIFI-NACA Wisitien Explarafion 12 Assurances and Casifications. L T'prES OnE b\f
CIFLRACA Cument Year to Diste Unaudted statements one and attach the
Pgh WemFile | (DFINACA Commenity Patnecsbip Agreement. required
COFI-HACA Emvrormental Review Fom asplantation q
" — e documents.
Drsrptics
m!u.
Bl b ek Agbentatn &S00 E
Figure 315. Attach File Page - Type of Documents
A-D00A80
e.Ee- Attach File

Lockup Existing Documents from Organization Profile

Document Hame

Attach New File

Type | COFIMACA Current Year to Date Unaudited statements r

Description

Back to the Application A-0001%0  Cancel

%

Choose File No file chosen

Click the Attach File

button to complete.

Back to the Application A-0001%0 Cancel

Figure 316. Attach File Page
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2~ Attach File
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Back to the Application A-005353  Cancel

Lookup Existing Decuments from Organizatien Profile
Document Name q_l-l

OR

Attach Mew File Choose File | setup (10).exe
Type | COFI-NACA-Methodology for Write-offs/Charge-offs

Description Description|

Click the Attach File
Attach File button to complete.

Figure 317. Attach File Page

4. You will be forwardedtothe Funding Application page. Click the final related listto continue

completingthe application.

;F‘me

A-000347

[ + Funding Application has been saved

dogbcation Frincial Doty 17 | Techekcal Assistance Reouests (0 | Lamsemer Snaoahol Tatie 1 | i Peceonos! I | Brosect Desion 3 | &

Funding Application Detail Edit | Sharing| Validate TA A Submit TA Application

Financial Assistance
Program Profile  P-088403
Noice Template | CIDF]
Fimcal Wear 28

ENgibility Category  SECA
Funding Applicabion Date  22V3016

Organization lnformation Click the Related
Orgasizstion  AMIS Test Attachments related list and
Addreas verify that all expected
BN 114119110 records have been added
DUNS 12345500

Financial institution Type  Venhure Capital

ety & | Marsalives 12

Figure 318. Funding Application Detail Page
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Product Design Mew Product Design
Action  Product Design Amortized Category Security
Edt | Dol PRD-DO0L Conmsumer Finance
Related Attachments Mew Related Attachments

| Retion Attechment Name View Dioweoad Tygst of thie Document Descripton

] |Edit | Ded Tes| Degesit Wiew COFIHACA-Undenwiiting Process
Marratives A Technical Assistance Namatve Click the next related list and continue
P e completing the application.

Figure 319. Funding Application Detail Page - Related Attachments
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5.3.7 Narratives Related List
To complete the Narratives section:
1. From the Funding Application Detail page, click the Narratives related list.
Frafedene] Applicateen
<5 A-000347
[+ Funding Application has been saved
Epplcation Fnancial Data 11 | Techeical Axsistance Requests b | Centomer Snapshol Tabla [ | Key Parsonnel [0 | Prodect Design (0] | Belated Aflachments 1] | Waradhees 151

Funding Application Detail (it | Sharing| | Validstn TA App | | Submit TA App

Financial Assistance
Program Profile  P.0EE03
Notice Template | COF]
Fiscal Year 2018
Emgibility Category  SECA
Funding Application Date  2FW3016

Ownganization Information

Click the Marratives related list, the
Orgasirstion  AMIS Test final related list, and continue

e completing the application.

ElR 1111911
DUHE 12345580
Financial Institution Type  Vanture Capital

Figure 320. Funding Application Detail Page

2. Clickthe Add Technical Assistance Narrative button.

Narratives Add Technical Assistance Narrative

Mo records to display

Figure 321. Technical Assistance Narrative Related List

3. Complete the information onthe page.
a. Beclearand detailed summarizing the Organization’s Narrative.
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Harrative B .
I New Narrative
Harrative Edit Save | | Sawe & Hew |Cancel
Infermation I = Requined Infrmatcon

Executive Summary

Complete the
Information section.

Complete the

1.2 Target Market Meeds
| Policies section.

Figure 322. Narrative (CDFI) Edit Page

Products

2.1 Product Design

Complete the
2.2 Market Demand Products section.

2.3 Compréhensive .Apprm:h

24 Competitors

2.5 Marketing & Outreach
Strategy

2.6 TA Request - Products

Figure 323. Narrative (CDFI) Edit Page
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3.1 Undarariting P

L Loan Approval Structurne

3.3 Loan Closings &

Disbarsements

3.4 Collateral

3.5 Loan Losses

3.6 TA Reques! - Underwriling

Polichkes

1.7 Tracking Use of Funds

3.8 Internal Comrols

1.9 Systems

310 TA Request - Info. & Fin
Syslams
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Complete the Policies
section.

People

4.1 TA Request - People

Partnerships - Leverage Strategy

5.1 Private & Public Financial
Support

5.2 TA Request . Operational
Strategy

5.3 Comprehensive Services

5.4 Partnerships

5.5 TA Request - Community
Coordination

Figure 324. Narrative (CDFI) Edit Page

Complete the Pegple
section.

Complete the
Partnerships section.

Figure 325. Narrative (CDFI) Edit Page
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6.2 Minimum Prudent
Standards

Complete the

6.3 Financial Benchmarks Performance section.

6.4 TA Request - Financial
Performance
6.5 Activity Trends |

6.6 Diganizational Milesiones |

6.7 TA Rquast -
Organizational Impact

Figure 326. Narrative (CDFI) Edit Page

7.1 Projections & Strategic

Goals Complete the

7.2 Projections Rationabe

7.3 Financial & Programmatic
Risks

74 TA Request - Projections

data.

Save | Save & New Cancel

Projections section.

Click the Save button
to save this records

Figure 327. Narrative (CDFI) Edit Page

4. You will be forwarded tothe Narrative (CDFI) Detail Page with a message stating the Narrative

(CDFI) has been saved. Click the Funding Application link.
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| " Namative has been saved

Marrative Detail
Warrative Name

Furding Application
Executive Summany

Folicles
1.1 Strategic Goals
1.2 Targel Market Needs

Coen Ackities B | Activity History [

Click the Funding Application

link to return to the CDFI-TA
Application Detail page.

Figure 328. TA Application — Narrative Detail Page

5.3.8  Submit Application

1. You will be forwardedtothe Funding Application Detail page. Click the Validate TA Application
button to verify all required information necessary to submita CDFI/NACA- TA application.

Funden] Applicaton
<5 A-000347
[+ Funaing Appiication has been savea
Appbcation Financial Dista (1] | Techeical Apsistance Fequests i) | Cusdomer Snapshol Table 07 | Key Personosl [0 | Prodecs Desion [ | Boslated Aschrsaly 151 | bamaies 1)
Funding Application Detall _Edee | | Sharing| | Validmie TA Application| | Submit TA App
Financial Assistance
Program Peofile  P0E6403 Funding Application  A-000047
Notice Templste | COE] Record Type  COFI-TA [Chanes]
Fiscal vear 2016 Omer [ Johney Taster [Change]
Elgibility Category  SECA Applcation Staftus  Hew
Funding Application Date  2FH016 Control Mumber  16ATADOG2AT

Organization Infarmation

Financial Institution Type

Click the Validate TA
Application button to
AMIS Test validate the application.

1111111
12345500
Weniure Capital

Figure 329. Funding Application — Validate

a. Ifthe validationissuccessful, a verification screen will appear stating the Verification
was Updated Successfully. Clickthe OKbutton.
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This site says...

Validation is Successfully Completed

OK Cancel

Figure 330. Validate CDFI-TA - Validation Successfully Completed

c. Ifthe validationisunsuccessfulmake the necessary changes andrepeat thisstep.

This site says...

Applicant Signature checkbox must be completed before
submitting the application.

|:| Don't let this page create more messages

OK

Figure 331. Validate CDFI-TA - Validation Error Message - missing data

9. Correct the validation errorrepeating step 1to re-validate the application each time data has been
corrected on the application.
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Applicant Signature
Signature Attestation By selecting the checked box: | hereby consent to conducting
this transaction by electronic means, and | hereby agree that |
have executed an electronic process that constitutes, and
provides the CDFI Fund with, my electronic signature, which
shall be treated as an original signature and as having signed
this Application, just the same as a pen-and-paper signature; |
hereby acknowledge that all information contained in this
Application and any attachmenis ar supplements thereto will
be subject to disclosure pursuant to the Freedom of
Information Act (FOIA) 5 USC 552, et seq.; | hereby certify
that all of the information that the Applicant has provided in
this Application is true, correct, and complete to the best of
my information, knowledge and belief, | hereby certify that the
execution and submission of this Application has been duly
authorized by the goveming body of the Applicant; and
hereby certify that | am aware that any false, fictitious, or
fraudulent statements or claims may subject me to criminal,
civil, or administrative penalties. (U.S. Code, title 218, Section
1001}
Signature
Authorized Representative  Tester,Johnny
Signature
Date  2/22/2016 7:37 PM
Save | | Save & New| |Cancel
Figure 332. Example of correcting missing data for Application Validation
e FURGING Application
=1 A-000347
Apghcation Financial Daga |1] | Techeical Assistance Regoests [1) | Customer Srapshol Table [t] | Key Personnell 1] | Product Design [1) | Related Aftachments [7] | Mamadves [1]
Flll'lﬂil'lﬂ Applit‘.'.lﬂﬂl‘i Detail Edit | Sharing  Validste TA Application | Submil TA Applcation
Financial Assistance
Progeam Profile  P-056403 Funding Application  A-D00347
Wedice Template | COFI Click the validate TA Record Type  COFI-TA [Change]
Flscal Year 2015 Application button to Owner 2] Johnny Tester [Changel
Elipbily Category  SECA validate all the application Aeplcalion Eates  How
Fumding Applcation Dale 2232016 ~ _ . Control Nember 161 TADOZ1T
required information has
Organization Information been entered correctly.
Organization  AMIS Test

Figure 333. Funding Application — Validate

10. Once the TA application validationis successful, the applicationis ready to be submitted to the
CDFI Fund staff forreview.
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This site says...

Validation is Successfully Completed

OK Cancel

Figure 334. Example of Successful Validation of CDFI-TA Application
11. Selectthe Ok buttonto confirm.

Note:If the Validate button displays an error message, the applicant must
correct the error then selectthe Validate button again to validate the
application has been completed correctly. The Validate buttonis programmed
to checkall required fields and ensure the applicant has completed the

@ application correctly. The applicant must continue to select the Validate button
each time anerroris corrected until the Validation gives avalidationis
successful message. Once the Validationis successful, the applicant can submit
the application. Againthe application can only be submitted by the
Organization’s listed Authorized Representative.

12. Click the Submit TA Application button to submitthe application to the CDFI Fund Staff.

e Funding Application
=.* A-000347
Applcation Fingeciad Data [1] | Technical Assistance Rsgeesty [1) | Cushomar Seapshod Tabls [1] | Kay Persoened 11 | Peocuct Design (1) | Relaled Asachmenty [7) | Mamatboes [1)
Funding Application Detail E Shanng  Validste TA Applicabion  Submit TA Applcation
Financial Assistance
Program Profile  P-056403 A-D0034T
Keotice Template | COF) oo COF-TA [Changs]
Fiscal Year 3016 Select the Submit TA Application [ sohinny Testes [Change]
Eligibility Category  SECA button to submit the TA ; Herat
161 TAMDZT

FusaR Apptation it 233016 application to CDFI Staff.

Organization Information

Orgenization  AMIS Tiest

Figure 335. Funding Application Detail Page - Submit TA Application
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a. A pop-up message will appearstatingthatonce the TA applicationis submitted you will
not be able to make any updatesto the application. Do you wantto Submit?

This site says...

Once Submitted you will not be able to update the
application. Do you want to Submit?

oK

Click the OK button.

Figure 336. Funding Application Detail Page - Submit Application Confirmation

13. Click the Ok button to confirm you are submittingthe TA application to the CDFI Fund Staff.
14. Toreview the status of applications, click on the Funding Application related list and view the

status.
| Track the
-;T': Funding Applications ‘New Funding Applcation Appllcat.luns Statuses
Action Funding Application Record Type
Edit  A-000347 COFFTA

Figure 337. Submitted CDFI-TA-Funding Application — Application Status Under Review
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