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Welcome to the EFSP Website

This guide is designed to introduce you to using EFSP Website. The EFSP Website a streamlined process, for
submission of documents to EFSP. This user guide will help the Contact Person of the Local Recipient
Organization to submit Interim Report and 2nd Payment Request, Final Report, Variance Requests and
Manage their personal information on the Website.
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How to Use this Guide

This User Guide is divided into several topics. You can read the topics in order, or you can read the rest of
this information and then start with the topic that best suits your interests and role. Within each topic, we
have explained the step by step the complete workflow.

A. User Guide’s Styles and Conventions

1 Icons/Images E Check box

Back-forward navigation arrows

—— Radio buttons

2 Shading Note, Condition and Tip

3 Bold font Used to indicate Buttons, Tabs, Main-menu and Sub-menu, Check box, and
Radio button.

4 Buttons Add: Enables you to add information

Cancel: Enables you to cancel the task and go back to the previous page
Close: Enables you to close the Current screen

Edit: Enables you to edit the data

Exit: Enables you to exit the page/window

Home: Enables you to go to Home page

Print: Enables you to print a page/report

OK: Enables you to save the data and close the window
Refresh: Enables you to refresh the screen

Reset: Enables you to reset the screen

Save: Enables you to save the data.

Sign Out: Enables you to log out from the application
View: Enables you to view a report

Undo: Enables you to undo changes

5 Button/Icon that should be clicked/checked in the course of a procedure are presented as
follows: Click the Save button. Check the LRO radio button. Select from the Phase drop-down
box.

6 Pop-up message are enclosed in inverted commas. For e.g. “Reallocation Request Receipt added
successfully”.

7 If an instruction requires the number of the Phase/LB number/LRO number/SSA number, it

is represented as #/HEH#H# | HHHBHHH T HHHHHH

If an instruction requires the name of a User, it is represented as XYZ’.

B. System Requirements

Below are the system requirements, which are essential to run the process:

Version 7.0 or later of Microsoft Internet Explorer or version 3.5 or later of Mozilla Firefox
Recommend ActiveX be enabled for Internet Explorer

JavaScript and cookies enabled

1024 x 768 monitor resolution recommended

Adobe or PDF reader

Turn off the Pop-Up blocker

k-
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C. Logging In
The Contact Person of the Local Recipient Organization (LRO) can login to EFSP Website. There can only

be one contact person per LRO.

1. Type http://www.efsp.unitedway.otg in your preferred internet browser and press Enter key on
your keyboard.

':<_:‘ - ¢ & |Q k‘fsp.unitedway.org,f = 110%

EFSP Website Home screen appears.

SIGN IN

ISICI N 70\ Thic ewinh Federations Catholic
lﬂ/ i The Jowish Fe Sl-'. ratons Charitics
USA. |
i
| Contact | Phase 34 Awards | Phase 35 Awards | FAQ Awards
LATEST NEWS EFSP Funded Organizations
The Emergency Food and Shelter Program was established on March 24, 1983, with the
- Phases 33 and 34 Final signing of the "Jobs Stimulus Bill," Public Law 98-8. That legislation created a National Board, Getting Funding
Report Submission Deadline chaired by the Federal Emergency Management Agency (FEMA) that consisted of
(as of 4/11/2018)... More representatives of the American Red Cross, Catholic Charities USA, The Jewish Federations of

North America, National Council of the Churches of Christ in the USA, The Salvation Army and Your Community

- EFSP Phase 35 Funding United Way Worldwide.

Update (as of 3/29/2018)... The EFSP was authorized under the Stewart B. McKinney Homeless Assistance Act (P.L. Volunteering
More 100-77 signed into law on July 24, 1987, since renamed the McKinney-Vento Homeless
. Assistance Act and subsequently reauthorized under P.L. 100-628, signed into law on Seeki =
- Phases 33 and 34 Final November 7, 1988). Since 1983, in its 35-year history, the EFSP will have distributed $4.4 LR Rl
Reports are Now Available billion to over 14,000 human service agencies in more than 2,500 communities across the
(as of 2/23/2018)... More country through this collaborative effort between the private and public sectors...More

Contact EFSP

2018 United Way Worldwid:

EFSP 701 North Fairfax Street, Suite 310 Alexandria, V.

Tip: You can reach the EFSP Website'’s Home Page from anywhere in the interface by clicking the Home button at the
top left corner of the screen.
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2. Enter your nine-digits User ID in the User ID field.

User ID”

|

Password”
]

Forgot UserID/Password

Note: User ID of Contact Person is the LRO Number (e.g. 000601001).

3. Enter your Password in Password ficld.
4. Click on the Login button.
EFSP Website Home screen appears.

IR SuA

Item
No.

EFSP Website Guide

* Forms

DUNS
Reports
LRO Plan

Interim & 2™ Pymt

Emergency Food and Shelter National Board Progra

B XU

Phase 33 & 34
Clarifications

PHASE 33 FINAL REPORTS|

Welcome : LRO/GBREAcE ( LRO-000000000 )
<

User Instructions

(as of 7/12/2017)

The Emergency Food and Shelter Program (EFSP) provided a de;
award announcements were made in July 2016. The deadline wasg
and Reminders document and Key Program Dates document, wi

ding period ion to January 31, 2018 to allow LROs timy
33 funding continues to be issued and Phase 33 Final Reports hay
together with Phase 34 Final Reports. More detail regarding Phase
the National Board will be provided at a later time.

provided in the EFSP Key Changes P
ich are accessible on the EFSP web
e to thoughtfully spend funds in thei
e been delayed. Phase 33 Final Repo
33 Final Reports and the new due di

dline for submission of Final Reports for Phase 33 when
rogram Clarifications
site. However, given

communities, Phase

rts will be submitted
ate for submission to

Final Report If you have questions regarding this message, please contact the staff at efsp@uww.unitedway.org or 7031706-9660.
* Variances
2 Phase 34, Fiscal Year 2016 Award Anni
Manage Personal Info
Phase 34, fiscal year 2016, Emergency Food and Shelter Program (EFSP) funding announcements were sent via email on June 20, 2017 to
Change Password qualifying jurisdictions and State Set-Aside Committees. There were chan) ipil
s Oraanizations (LROs) are encouraged to read Key Changes and Clarificati
» Training Workshops Addendum. Local Boards and LROs can find these documents on the EFSP website, after logging in with their usef ID and password. To
What Makes Sense; access the Board Plan, Local Boards will need to select Board Plan from the list on the left side of the screen.
LA E Board Plans and State Set-Aside Committee Plans are due to the National Board on July 10, 2017. If alocal Board cannot meet the
- Key Program Dates deadline, they may still send the Local Board Plan to EFSP until further ngtice. However, the delay in submission df the Local Board Plan
will cause delay in the processing and approving of the plan to release funds to LROs.
* EFT Form
Reminder: Phase 33 will run concurrently with Phase 34.
¢ Quick Reference Guides . i
you have any questions, please feel free to contact EFSP staff at efsp y.org or 703-706-9660.
EFSP Manual
. Key Changes And
" Clarifications
Addendum To Program v ‘
Manual A
Main Menu User Name Home and Sign Out

Tip: You can return to this home page at any time by clicking on the Home link on the top right corner.
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If You Don’t Remember Your User ID or Password or Both

* Click the Forgot Password link.

User ID™

* Forgot Username/Password window appears.

Password”™

Forgot UserID/Password |

Forgot User IDfPassword Forgot UserID/Password

Please enter your email-id that you provided at the time of registration,
and click on "Submit" to receive an email with vour login details.

Enter email address :

| Submit

* Enter the Email ID (provided at the time of registration).

¢ Click the Submit button.

If the Email ID does entered does not match with the one provided at the time of registration then a pop-up
message appears.

If You Are Logging In For The First Time, System Ill Request You To Change Your Password.

Change Password

Please change your system generated password.

Mew Password | |

Canfirm Mew Passwaord | |

* Enter your new Password in New Password field.

Note: New Password must be at least 8 characters long.

* Enter your new password again in the Confirm New Password ficld.

* Click the Submit button.

* A pop-up message appears that says, “Please login again with new password.”
* Click the OK button.

EFSP Website Home screen appears.
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Glossary of EFSP Program Terms

Agency: Non-profit or governmental unit receiving funds through the Emergency Food and Shelter
Program, see Local Recipient Organization (LRO).

Award: The dollar amount allocated to the State Set-Aside Committee, a jurisdiction or an individual LRO.

BLS: Bureau of Labor Statistics, federal government agency that provides unemployment data for use in
making funding allocations.

Documentation: Cancelled checks and invoices or schedules to support expenditures.
* DR: Documentation required.
* NDR: No Documentation required.

Electronic Funds Transfer (EFT): The ability to directly transfer/deposit funds into agencies/LROs bank

accounts.

FEIN: The federal employer’s taxpayer ID number given to agencies by the Internal Revenue Services (IRS).
This number is also called the EIN number for EFSP purposes.

End Date: Date by which all funds must be expended, this date is selected annually by the Local Board.
Final Report: Annual report filed by each Local Board and LRO of expenditures of program funds.
The report is two parts:

* Local Board Summary Certification: Local Board’s confirmation that the reported information submitted is
accurate and according to the EFSP guidelines.

* LRO Report: Annual report of agency expenditures of program funds.

Fiscal Agent: An LRO that maintains all EFSP financial records for another agency. Both organization
names must be listed on the Local Board Plan and Final Report. A certification form must be completed by
the fiscal agent and maintained by the Local Board.

Fiscal Conduit: An LRO that maintains all EFSP financial records on behalf of two or more other agencies
under a single grant. Only the fiscal conduit agency’s name will appear on the Local Board Plan and Final
Reportt. A certification form must be completed by the fiscal agent and maintained by the Local Board. In
addition, a supplemental report must be completed for each agency under the umbrella agency when Final
Reports are completed and filed with the National Board.

Jurisdiction: City, county or combination receiving funds through the Emergency Food and Shelter
Program.

Local Board (LB): Decision making body for each jurisdiction.

Local Board Chair: Person elected in a jurisdiction to serve as the primary point of contact with signing
authority.

Local Board Identification The six-digit unique number which identifies the specific jutisdiction/Local
Board.
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Local Board Plan: Forms online forms completed, e-signed and return to the National Board indicating the
LROs allocated funds by the Local Board. The Local Board Plan is in four parts and must be submitted via
the Website and e-signed.

Local Board Staff: Person selected in a jurisdiction to serve as the primary point of contact in lieu of the
Local Board chair. This person is usually given signing authority in the chair’s absence.

Local Recipient Organization (LRO): Non-profit or governmental unit receiving funds through the
Emergency Food and Shelter Program. LROs are also referred to as agencies.

Local Recipient Organization Identification: The nine digit unique number which identifies each LRO
within a jurisdiction.

National Board (NB): Decision making body for the Emergency Food and Shelter Program mandated by
Congress.

Phase: Grant cycle.

Phase Spending Period: The period of time which a jurisdiction has to spend its entire EFSP award. The
spending period may vary for each jurisdiction.

Program Compliance Exception (PCE) Form: Used to record exceptions found in documentation
submitted by LROs/agencies.

Second Payment/Interim Report: The form necessary for the LRO to submit to the Local Board and
National Board for release of their second half of an award which reflects their program spending to date.

State Set-Aside (SSA) Committee: Decision making body for each State receiving funds to award to
jurisdictions with a need not reflected or greater than reflected in the statistics used by the National Board.

State Set-Aside Committee Board Plan: Forms sent to State Set-Aside Committees to notify them of the
funding to the State. The plan includes award amounts to all directly funded jurisdictions and the amount
available for the committee to allocate to jurisdictions throughout their State. The plan must be returned to
the National Board so that awards can be made and notices mailed to the jurisdictions funded by the
committee. State Set-Aside Committees must also submit to the National Board the roster of their board
members and the sutvey/reason to support their funding decisions.

State Set-Aside Committee Chair: Person elected to serve as the primary point of contact for the
committee.

State Set-Aside Committee Staff: Person selected to serve as the primary point of contact in lieu of the
committee chair. This person is usually given signing authority in the chait’s absence.

Status Sheet: Computer generated form to record compliance status for jurisdiction.

Unexpended/Returned Funds: Funds not spent by LRO that must be returned to the National Board,
$5.00 or more.
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Certification Forms

In the LRO Plan main-menu, the Contact Person of the Local Recipient Organization can view and generate
all required certification forms for each award (whether funded directly, SSA, SSA Reallocation or National

Board Reallocation). LRO must e-sign separate certifications for each award type.

After an LRO is awarded funds and the Local Board Plan has been submitted to EFSP and signed by all
signers, the funded LROs will receive an email notification alerting them of the award and that the required

certification forms are available on the website.

EFSP Phase 35 LRO Certification Documents are Ready - Message (HTML)

Q Tell me what you want to do

| & x =] &\ @_ E\_ﬂ g |7 A Technologies €3 To Manager Vo B EI €3 Mark Unread a%) ;). C)\

EJ Team Email v Done 1ix Categorize ~
Move

e Assign Translate Zoom
€2 Reply & Delete ¥ Create New 5 “CFR paley- I Fallowlp - .

[z -

Delete Respond Quick Steps Gl Move Tags % Editing Zoom

8- Delete Archive  Reply Reply Forward [ .
Al

Mon 3/5/2018 11:47 AM
E efsp@uww.unitedway.org
EFSP Phase 35 LRO Certification Documents are Ready
To O Andreae.Kelly

Dear Sample Contact

Sample Administrator (LRO ID # 000000001 ) has been allocated $1186 by the Emergency Food and Shelter Program (EFSP) Local Beard in Schenectady County for
Phase 35. To be eligible to receive these funds, your agency must:

® Have submitted a Final Report for all previous Phases in which your agency has received an EFSP award;
® Clear all outstanding Compliance Exceptions from previous phases;

® Be in good standing with the EFSP National Board;

# Confirm all contact and organizational information is up to date; and

* Complete all applicable Certification Forms, which are now available on the EFSP website.

To access the required Certification Forms, please log into the EFSP website. First, ensure that the contact, organizational, and banking information is correct and
up to date, under Manage Personal Information on the left-hand navigation menu. After you have updated your contact information, select LRO Plan from the

left-hand navigation menu. Please ensure the menus are set to the current Phase and the correct Award Type. From the LRO Plan, you will be able to generate
the required certifications, which will be sent via email to the email address on file to be electronically signed with DocuSign.

Thank you,

Board Chair
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A. Update LRO Contact Information

Note: The email address of LRO Contact designated as signers will be used to send documents for e-signing during the LRO
Certification process. Please ensure the email address is correct.

1. Click on Manage Personal Info on the main-menu.
Edit Personal Information screen appears with the LRO’s personal information.

Edit Personal information

LB No. 000000 LB Name [Sample County, State
LRO No. 001 LRO Name  ([Sample Shelter | [] peleted
Contact [LRO Contact | salut. [ | Affiliation
Address [2ddress | Targetl

| | [reree [

| | Target3 I
City-State-Zip l:l HC Access D
EIN 1] Fiscal Agent || Service Provider EIN [[__ |
ABA No. [ DUNSHNo. Account No. [
Phone [555-555-5555]  Ext | | Fax| | Password
Email [kelly.andreae@uww.unitedway.org | Confirm Password
Web Site [ |

Edit | | Save | | Undo

1. Click the Edit button.
1. Enter the LRO personal information.
1. Click the Save button.
A pop-up message appears that says, “LLRO Information updated successfully”. Click OK.
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B. LRO Certification

Condition: 1.RO Certification can be submitted for the current Phase only. The Certification will become available after

the Local Board allocates funds to a LRO and the Local Board Plan has been submitted to the National Board and e-signed
by all Local Board signers.

1. Click on LRO Plan on the main-menu.

LRO Plan screen appears with Board Plan details of the Current Phase.

LRO Plan
Phase u Part ﬂ
Award Type ﬂ Award Amount : $1,186 LRC No. 000000-001

LRO Certification =

LR Plan (in categories)

$1,200.00

$1,000.00

$800,00

$600,00

Award

$400,00

$200,00

$0.00

T T T T T T T T
Served Meals Other Foods Mass Shelter Other Shelter Rent! Suppliesf  Rehabilitation Utility Administration

Muortgage Equipment Azsistance
Category

1. Select the Phase from the Phase drop-down box.

Note: ILRO Plan be viewed for any Phase. The defanlt Phase will always be the Current Phase.

1. Click the blue document icon next to LRO Certification.

1. A pop-up message appears that says “Sending an email link to the LRO for e-signing the LRO
Certification Form.” Click OK.

Sending an email link to the LRO for e-signing the LRO Certification Form
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1. Another message appears verifying the email address the LRO Certification Form has been sent to.

Email for e-signing the LRO Certification Form has been successfully sent to kellpandreae@uww unitedway.org

|| Prevent this page from creating additional dialogs

An email is sent to the LRO Contact by DocuSign to electronically sign the LRO Certification.

C. Electronic Signature for LRO Certification
1. Review the DocuSign email.
Open the email and review the message from the sender. Click Review Document to begin the

signing process.

L = EFSP Phase 35 LRO Certification E-Signature(1000000-001) - Message (HTML)

Q@ Tell me what you want to do

&= x D Q @ g B P A‘YXTE("]I’]UIUgiESEE)TUMEHEQEV “ E' |E—| €% Mark Unread a’?ﬁ gv Q

E3 Team Email + Done 15 Categorize ~

- Delete Archive Reply Reply Forward - —| Move ign Translate Zoom
& Al Ex =] Reply & Delete # Create New v . ER- Feffgro |™ Follow Up ~ . [z -
Delete Respond Quick Steps [F] Move Tags [F] Editing Zoom A

Mon 3/5/2018 11:54 AM
oD DocuSign Demo System <dse_demo@docusign.net>
EFSP Phase 35 LRO Certification E-Signature|
To Andreae.Kelly

011’ there are problems with how this message is displayed, click here to view it in a web browser.
Docuﬁgm.

Kelly Andreae sent you a document to review and sign.

REVIEW DOCUMENT
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1. Agtree to sign electronically.
Review the consumer disclosure and select the checkbox I agree to use Electronic Records and
Signatures. Click Continue.

Please Review & Act on These Documents DOCUS:IgW

. LRO Contact

LRO Name
EFSP has sent you a document to review and sign. Request for eSignatures for your LRO Certifications. Your submission to
the EFSP National Board is not complete and you will not be paid until this document has been signed

Please review the documents below. CONTINUE OTHER ACTIONS v

1. Start the signing process
Click the Start tag on the left to begin the signing process. You are taken to the first field requiring

action.

OTHER ACTIONS v

e [

Q Q &

u ]

DocuSign Envelope ID: 0E8B0922-25EA-4FEE-ABI1-45E4ECESDCAE

START

EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM
PHASE 35 LOCAL RECIPIENT ORGANIZATION CERTIFICATION

By sigaing this Local Recipicnt Organi (LRO) € Form, our ageacy certifics we have read and
understand the Emergency Food and Shelrer Program (EFSP) Phase 35 Responsibilities and Requirements Manual,
including the Grant Agreement Articles, Financial Terms and Conditions, and Other Terms and Conditions as well
as the Eljgible and Ineligible Costs and Documentation sections md I comply with all program requirements.
Our agency wnderstands chat all parsies will be held fe ing with the provisions of the grant as
well as full with of all other Fedﬂd laws, Executive Orders, regulations, and
policies ing this program including thase not fy stated in the Manuai. All appropriate stafi and
volunteers have been informed of EFSP requirements. The Local Board has been provided and we have retained a
copy of this form for our records.

1 certify that my public or private ageney:
¢ Has the capahility o provide emergency food and for shelier services.
Will use funds to supplement/extend existing resources and not to substitute of reimburse ongoing programs and services,
Is nonprofit or an ageney of government.
Will not use EFSP funds as a cost-match for other Federal funds or programs.
Has an accounting sysem, and will pay all vendoss by an approved method of payment
Understands that cash payments (including petty cash] are not eligible under EFSP
L

luct: lent annual review if receiving S50.000-990 909 /an anoual audit if receiving $100.000 or more in

P Famte g Fallowes OMB's Uniformen Geidince f reciving §750,000 o more in Federal fonding
Has not reccived an adverse o no opinion audit,

Is not debarred or suspended from receiving Federal funds

Has provide: ‘ederal Employer [dentification Number (FEIN) o EFSP,

Has provided a Data Universal Number System (DUNS) number issued by Dun & Bradstreet (D&B) and required associated
information to EFSP,

®  Practices non-discrimination (agencies with a religious affiliation, will not refuse ice to an applicant based on religion, nor
ious counseling in any progmm receiving Federal funds). v

engaee in religious prosclytizing or rc

*  Will not charge a fec to clients for EFSP funded services

Ducugz?ﬁ._ @ CnangsLangusge - Englisn(US) ¥ | TemsOfUseaPrivecy ¥ | Gopyright © 2018 DocuSign Inc. | V2R
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Click the Sign tag. You are asked to Adopt Your Signature.

lect the sign field to create and add your signatul FINISH OTHER ACTIONS v
—3 *
Q@ Qa a8 k06
{3500 6F more o the National Board
® Wil provide complete, aceurarte documentation of expenses to the Local Board, if requested, fullowing my jurisdiedion's
end-of-program date,
®  Has no kno P compliance cxeeptions in this of any other jusisdiction
®  Will not use EFSP funding for any lobbying activities and if receiving $100,000 or more, will provide th mification Regarding
Lobbying” and, if applicable, will compleic Standard Form LLL, “Disclosurc Form o Report Lobbying accordance with its
® Wil not and will ensure its employees, volunteers or other individuals associated with the program will not engage in any wrafficking
of persons during the period this award is in effect
* Wil not and will ensure its emplovees, volunteers or other individuals associated with the program will not use EFSP funds to
support aceess (o classified national security information.
PLE NSURE THIS INFORMATION 1S ACCURATE BEFORE SIGNING.
LRO [ #: 000000001
FEIN #: 00-0000000
DUNS#: 123456789
LRO Legal Name: Sample Shelter
Address: Address City ALABAMA 00000
Phone #:  555-555-5555
Fax #:
Email:
LRO Cqg
SIGN Signarun Date: 3/13/2018
35-003400-001CER pdf 1of1
FINISH
Ducus;ym,_ @ Changelangusge - English(US) ¥ | TermsOfUse&Privacy ¥ | Copyright © 2018 DocuSign Inc. | VIR
1. Verify your name.
Verify that your name and initials are correct. If not, change them as needed.
Adopt Your Signature
Confirm your name, initials, and signature.
* Required
Full Name* Initials*
Sample Contact 5C
SELECT STYLE DRAW
PREVIEW Change Style
DocuSigned by: Ds
C32FD2534FBT450...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Adopt a signature. Do one of the following:
a.  Accept the default signature and initial style.
b. Click Change Style, and select a signature option.
c. Click Draw. Draw your signature using a mouse, or your finger or a stylus.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required
Full Name* Initials*
Sample Contact 5C

SELECT STYLE
PREVIEW Change Style

DocuSigned by: Ds
Sample, (ontact SC
C32FD2534FBT45D..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

1. Save your signature.

Click Adopt and Sign to adopt and save your signature information and return to the document.

Adopt Your Signature

Confirm your name, initials, and signature.
“ Required

Full Name* Initials*

Sample Contact 5C

SELECT STYLE DRAW

PREVIEW Change Style
DocuSigned by: Ds

Sample (ontadt [ SC

C32FD2534FBT45D .

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Confirm signing.

When you finish clicking all signature tags in the document, confirm signing by clicking Finish.

Done! Select Finish to send the completed document. m OTHER ACTIONS ¥
— * n
Q@ a &8 k0 E
{3500 or more) o the Navonal Board.
*  Will provide complete, accurare documentation of expenses to the Local Beard, if requested, following my jurisdiction's selected A
sgram date.
+  Has no known EFSP complianee cxeeptins in this or any other jurisdiction
+  Will not use EFSP funding for any lobbying activities and if receiving $100,000 or more, will provide the “Certification Regarding
Tubbying” and, if applicable, will complete Standard Form LLL, “Disclosure Form o Report Lobbying”, in accordance with its
. nd will ensure its employees, volunteers or other individuals associated with the program will not engage in any mrafficking
of persons during the pericad this award is in effeet
+ Will not and will ensure its employees, volunteers or other individuals associated with the program will not use EFSP funds to
support aceess to classified national seeurity information.
PLEASE ENSURE THIS INFORMATION IS ACCURATE BEFORE SIGNING.
LRO Iy #: 000000001
FEIN#  00-0000000
DUNS#: 123456789
LRO Legal Name: Sample Shelter
Address:  Address City ALABAMA 00000
Phone #:  555-555-5555
Fax #:
Email; KeTTy. andr eac@uww. uni tedway. org
LRO Contact: LRO
Signature: Eﬁ} Date: 3/13/2018
35-003400-001CER pdf 10of1
FINISH
v
Dnmgay' @ Change Language - English (US) ¥ |  TermsOfUse&Privecy ¥ | Gopyright © 2018 DocuSign Inc. | ver

You are given the option to log into DocuSign. This is NOT required for EFSP. Click the X in the
right-hand corner, unless you have an existing account you would like to connect to.

i i L & E
Log in to DocuSign = 9
A copy of this document has been saved to your DocuSign account. Please
log in to view it.

Email

kelly andreas@uww unitedway org

LOG IN NO THANKS

A message appears stating that you have completed your document.

You're done!

Thanks for using DocuSign.

After all recipients finish signing, you will receive an email with a link to the document.

EFSP Website User Guide for LROs- Page 17



A copy of the signed LRO Certification will be emailed to you and the Local Board. You will be able to
download a PDF copy or print a copy of the document on the EFSP website.

LRO Plan

Phase 35 [=] Part [1[+]
Award Type DIRECT : | Award Amount : $1,186 LRO Ma. 000000-001

LRO Certification

LR Plan (in categories)

$1,200,00

$1,000,00

$500,00

Award

$600.00

$400.00

$200.00

$0.00

T T T T T T T T
Served Meals  Other Foods  Mazs Shelter Other Shelter Rent Supplies/  Rehabilitation Utility
Maortgage Equipment

Category

Administration
Aszistance

D. Fiscal Agent/Fiscal Conduit Form

Condition: If the Local Board Identifies an I.RO as a Fiscal Agent or Fiscal Conduit during the Iocal Board Plan

submission, the Fiscal Agent/ Fiscal Conduit Form will appear for the LRO to route the Fiscal Agent/ Fiscal Conduit
Certification 1o the sub-grantee(s).

1. Click on LRO Plan on the main-menu.

LRO Plan screen appears with Board Plan details of the Current Phase.

LRO Plan -

Phase 35 [+ Part [1[~]
Award Type DIRECT :I Award Amount : $24,500 LRO No.

LRC Certification
Fiscal Agent/Fiscal Conduit Certificate

LR Plan (in categories)

$25,000.00
20,000,000
$15,000.00
-
=
H
=
L
$10,000.00
$5,000.00
£0.00 T T T T T T T T
Served Meals  Other Foods Mass Shelter Other Shelter Rent/ Suppliesf  Rehabilitation Utility Adrinistration
Maortgage Equipment sziztance
Cateaary

-
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1. Select the Phase from the Phase drop-down box.

Click the blue document icon next to Fiscal Agent/Fiscal Conduit Certification.

been sent to [Email address].” Click OK.

LRO Plan
~
Fhase Part
Award Type DIRECT|w|  Award Amount : $2,500 LRO No.
LRO Certification =
Fiscal Agent/Fiscal Conduit Certificate =
LR Plan (in categories)
i
$2,500,00 Message from webpag M
$2,000.00 ©  Email(s) for Fiscal Agent/Fiscal Conduit e-signing assignment has been
L& sent to kelly.andreae@uww.unitedway.org
$1,500,00
z
5
=
:
$1,000.00
$500.00
$0.00 T T T T T T T T
Served Meals  Other Foods  Mass Shelter Other Shelter Rent/ Suppliesf  Rehabilitation Utility Administration v
Maortgage Equipment Azsistance
Cateqory

A pop-up message appears that says “Email(s) for Fiscal Agent/Conduit e-signing assignment have

An email is sent to the LRO Contact by DocuSign to designate Fiscal Agent/Fiscal Conduit contacts.

EFSP Website User Guide for LROs- Page 19



E. Assigning Fiscal Agent/Fiscal Conduit Forms

Condition: The RO will receive the number of emails for the number of sub-grantee(s) identified by the Local Board
during the Local Board Plan process. For example, if there are three sub-grantees, the RO will receive three emails to assign
the Fiscal Agent/ Fiscal Conduit Relationship Certification Form to.

1. Review the DocuSign email.
Open the email and review the message from the sender. Click Review Document to begin the
signing process.

+ 4 = EFSP Phase 35 Fiscal Agent/Fiscal Conduit Certification No.:3 E-Signature (000000-001) - Message (HTML)

Q Tell me what you want to do

(,2[7 x D E% @ ﬁ:\s B ¥ Test Data Q-)ToManager W E' \E—I £5% Mark Unread a% Sv q

ET Team Email ' Done ==| Categorize ~

. Delete Archive Reply Reply Forward - — Maove ign Translate Zoom
& 2 T~ |2 Reply & Delete  # Create New 2T B paiee P FollowUp+ EEE N . !
Delete Respond Quick Steps [F] Move Tags [F] Editing Zoom ~

Mon 3/5/2015 3:45 PM
oD DocuSign Demo System <dse_demo@docusign.net>
EFSP Phase 35 Fiscal Agent/Fiscal Conduit Certification No.:3 E-Signature
To  Andreae Kely

olf there are problems with how this message is displayed, click here to view it in a web browser,

Docuﬂgne

Please review and complete the recipient information.

REVIEW DOCUMENT

EFSP Website User Guide for LROs- Page 20



1. Assign Document.
Enter the email address and contact name for the sub-recipient of the EFSP Funds. Click Complete
and Send.

@ g

~
DEMONSTRATION DOGUMENT ONLY
DocuSian Envelone 10: 682 1F 3D4-8640- BB29-0017302A7DSE PROVIDED BY DOCUSIGN ONLINE SIGNING
il 0200
. s . PROGRAM
You have been asked to review and add recipient information.
Please enter the email address and name for the associated role and select 'Complete and Send'. ATIONSHIP
Role Email Name lit Agency ar the beginning
[ ] Edit Private Message
ertifies we have read and
lenrs Manual, including the
well as the Eligible and
COMPLETE AND SEND Show Document wgency understands that all
mpliance with appiicable
heram inciuding those not
requirements.  The Local
d 1t copy of this form for
their records.
As a recipient agency (through the Fiscal Agent/Fiscal Conduit noted below) of Emergency Food and Shelter National Board Program (EFSP) funds
made available for Phase 33 and as the duly authorized represcntative of
(NAME OF AGENCY/SUB-RECIPIENT)
1 certify that my public or privare agency:
+ Has a Fiscal Agent/Fiscal Conduit approved by the Local Board:
* 15 not debarred or suspended from seceiving Federal funds.
o Has the eapability to provide emergency food and far shelier services.
* Will use funds to supplement and extend existing resources and not t substitute of reimburse ongoing programs and serviees. v
s Is nonprofit or an agency of government.

OTHER ACTIONS v

Dmugyﬂ-, English{US) v | TermsQfUse&Privacy ¥ | Gopymight © 2018 DocuSign Inc.

1. A notification appears stating the addressing is complete. Click Done.

Q Q & 0O g

DEMONSTRATION DOCUMENT ONLY

DocuSign Envelope ID: 6821F3D4-864D-4180-BB29-0D17302A7D5F PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
> 200 T 2 0200

T
EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM

PHASE 35 FISCAL AGENT/FISCAL CONDUIT AGENCY RELATIONSHIP

This certification mi s [onduit Agency at the beginning
of the funding cycle.

By signing e 7, ADDRESSING COMPLETE T e TR e
understand the i icements Manual, including the
Grant Agreement bs as well as the Elgible and
L b e You have completed assigning your recipients. DTy Tt T (et
parties will be hel P aning vt P! ) sl compliance with appiicable
requirements of all is program including those not
specifically staced ir STAY AND REVIEW DONE FSP requirements. The Local
Board, Fiscal Ageat, reeained x copy of this form for
their records.

As a recipient agency (through the Fiseal Agent/Fiscal Conduit noted below) of Emengeney Food and Sheler National Board Program (EFSP) funds
made available for Phase 33 and as the duly authorized representaiive of

(NAME OF AGENCY /SUB-RECIPIENT)

1 certify that my public or private agency:
Has a Fiseal Agent/Fiseal Conduit approved by the Lucal Board:
Is ot debasre
Has the capabi
Will use funds to supplement and extend existing resources and not to substitute o reimburse ongoing programs and services. V]
Is nomprofit or an ageney of government

or suspended from receiving Federal funds.

w provide emergeney food and for shelter serviees.

OTHER ACTIONS v

uncuﬁr, Englsh(US} v | TemsOfUse&Privacy v | Gopyright © 2018 DocuSign Inc.
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1. The sub-grantee recieves the email from DocuSign and they review the DocuSign email.
Open the email and review the message from the sender. Click Review Document to begin the

signing process.

EFSP Phase 35 Fiscal Agent/Fiscal Conduit Certification No.:3 E-Signature Inbox  x

Kelly Andreae via DocuSign <dse_demo@docusign.net> 3:46 PM (1 minute ago)

to me |+

Docuﬁigm_

Kelly Andreae sent you a document to review and sign.

REVIEW DOCUMENT

Kelly Andreae

1. Agtree to sign electronically.
The sub-grantee reviews the consumer disclosure and select the checkbox I agree to use Electronic

Records and Signatures. Click Continue.

Please Review & Act on These Documents D 9?”
ocu

. Sample Contact

Sub-Grantee Name
This form must be signed using DocuSign by the sub recipient of EFSP funds. Singing this form will verify the relationship
between the Fiscal Conduit/Fiscal Agent and the sub recipient and verify the sub recipient is aware of all EFSP program

View More

Please review the documents below. CONTINUE OTHER ACTIONS v

EFSP Website User Guide for LROs- Page 22
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1. The sub-grantee starts the signing process
Click the Start tag on the left to begin the signing process. You are taken to the first field requiring

action.

Please review the documents below. m OTHER ACTIONS v

Q@ a 8 ko0 [

DacuSign Envelope ID: 0262A817-3F68-4AD1-ADA2-58B1503E0158

START

EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM
PHASE 35 FISCAL AGENT/FISCAL CONDUIT AGENCY RELATIONSHIP

This certification must be signed by each agency receiving funds through a Fiscal Agent/Fiscal Conduit Agency at the beginning
of the fanding cycle.

By signing this Fiscal Agent/Fiscal Conduit Agency ionship Certification Form, our agency certifies we have read and
umderseand the Emergency Food and Shelter Program (EFSP) Plase 35 Responsibilitics and Requirements Manual, including the
Grant Agreement Articles, Financial Terms and Conditions, and Other Terms and Conditions as well as the Eligible and
Bneligible Costs and Documentation sections aind agree 1o comply with all program requirements. Qur ageicy undersiairds that all
parties will be held accountable for complying with the provisions of the grant as well as full compliance with applicable
requitements of all other Federal Iaws, Executive Orders, regulations, and poiicies govemning this program including those not
specifically stawed i the Mimual. Al appropriare staff and volumeers have been informed of EFSP requirements.  The Local
‘Board, Fiscal Agent/Fiscal Condait and the agency(ies) dhrough the it ip have retained a copy of this form for
their records.

rough the Fiscal Agent/ Tiscal Conduit noted below) of Emcrgency Food and Shelrer National Board Program (ETSP) funds

As 4 recipient agency
made available for Pha

33 and as the duly authorized representative of

(NAME OF AGENEY /SUB- RECIFIENT)

1 certify that my public or private agency:
s Has a Fiscal Agent/Fiscal Conduit approved by the Local Board:  Sample Food Bank (003400-002)
Is ot debarred or suspended from receiving Federal fands.
Has the capability to provide cmergency food and/or shelter services,
Will use funds o supplement and extend existing resouces and not t substitute or reimburse ongoing programs and ser

s nonprafit or an agencs
Will net use EFSP funds as 4 eost match for other Federal funds or progr
scrimination (sgencies with x religious affiiation, will not refi
cling in any program receiving

f government.

vice to an applicant based on seligion, nor engage in el

Practices non
prosclytizing or religions coun

Federal funds)

| TemsOfuseaPrivacy ¥ | Copyright © 2018 DocusSign Inc. | V2R

Ducugz?ﬁ._ @ Grangs Langusgs - Englzn US) ¥
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1. Enter the sub-grantee information in all required fields.

Enter text m OTHER ACTIONS ~

@Q&.EE@

PHASE 35 FISCAL AGENT/FISCAL CONDUIT AGENCY RELATIONSHIP ~

This certification must be signed by cach agency receiving finds through a Fiscal Agent,/Fiscal Conduit Agency at the begianing
of the funding cyele.

By signing this Fiscal Agent/Fiscal Conduit Agency Relationship Certification Form, our agency certifies we have read and
understand the Energency Food and Shelier Program (EFSP) Phase 35 Responsibilitics and Requircments Manual, incleding the
Gram Agreement Articles, Financial Terms and Conditions, and Other Terms and Conditions as well as the Eligible and
Incligible Costs and Documentation scetions and agree o comply with all program Our agency thar all
pariies will be held accountable for complying with the pravisions of the grant as well as full compiiance witl applicable
requiremenis of all other Federal laws, Executive Orders, regulations, and policies governing this program including those not
specifically stated In the Manuai. All appropeiste siatf and volunteers have been Inlormed of EFSP requiremente. “ e Local
Board, Fiscal Agent/Fiscal Conduit and the ing through the relationship have retained a copy of this form for
their records.

As & recipient agency (through the Fiscal Ag Canduit notesd belonw) of Emengency Faod and Shelter National Board Program (EFSP) funds
made available for Phase 33 and as the duly au| Required Featative of

FILL IN
(NAME OF AGENEY/SUB-RECIPIENT)
1 certify that my public ot private agency:

* Has a Fiscal Agent/Fiscal Conduit approved by the Local Board:  Sample Food Bank
® Is not debareed or suspended from receiving Federal funds.
*  Has the capability (o provide emergeney food and for shelter services.
» Will use funds to supplement and extend existing resources and not 1o substitute of reimburse ongoing programs and services,
* Is nomprofit or an ageney of government.
* Wil not use EFSP funds as a cost match for other Federal funds or programs.
*  Practices non-discrimination (agencies with a seligious affiliation, will not sefuse service w an applicant based vn seligion, nor engage in religious

proselytizing or religious counseling in any program receiving

Federal funds).
»  Has provided a Federal Employer Identifieation Number (FEIN) o EFSP.
. || a5 prmldgd a Data Universal Number System (DUNS) number issued by Dun & Bradstreet (D&B) and required associated information to
. \\,n not charge a fee to clients for EFSP funded scrvices.
® Has avoluntary board if private, not-for-profit, v
* Understands thar cash paymenss (including peury gash) are not eligible under BISP,

DD“"S‘?’” @ ChangeLanguage - English(US) ¥ | TermsOfUse&Privacy ¥ | Copyright © 2018 DocuSign Inc. | V2R

Enter text m OTHER ACTIONS v

. voluntary board if private
. ~
Will provide all required information to the “onduit,
*»  Will expend monies only on cligible costs and keep complete, aceurare documentation fcopics of canceled 1RO chocks — front and back, other
‘proof of payment, invoices, receipts, ere:) on all expenditures for a minimum of three years after end-of-program dare, and for complisnce issues
uniil resolved.
* Wil provide complete, accurate documentation to the Fiscal Agent/Fiscal Conduit Agency for payment 1o the vendor.
= Will not use EFSP funding for any lobbying activities and if receiving $100,600 or more, will provide the “Ceriificarion Regarding L
and, if appli smplcte Standard Form LLL, “Disclosurc Form to Report Lobbying”, in accardance with its instructions.
* Has certified that our emplogees, volunteers, or other individuals assogiated with the program understand they will not in any trafficking
of persoms during the period this sward is in cffect
®  Has certified that our employees, volunteers, or other individuals associated with the program understand they will not use EFSP funds o
support aceess to classified national security information during the period this award is in effect
+ Has oo known EFSP compliance exceptions in this or any other jurisdiction.
W0l spend all funds and close-out e program by the jurisdiction's sclecred end-of-program date, and rerumn any unused funds ($5.00 or more)
 the National Board
“This farm must e conytssed in id=antirety, Please do not alter this form; any questions regarding the form should be direeted to EFSP stall,
{Required |
FILL IN r— " [Local Food Pantry |
FEINE ub-recipient: [ | DUNS (Sub-recipien: [ |
Street Address/CityStaterZip: ]
L L | e I |
Signature: { Due: 3/5/2018
35-625800-003-FIS-#3 1of1
v
Dncugyn. @ ChangeLanguage - English(US) ¥ | TermsOfUse&Privacy ¥ | Copyright © 2015 DocuSign Inc. | v2r
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1. After all information has been entered, click the Sign tag. You are asked to Adopt Your Signature.

Enter text OTHER ACTIONS ~

@ 82 06 [

® Wil provide all required information to the Fiscal Agent/Fiscal Conduir, A
*  Will expend monies only on eligible costs and keep complete, aceurate documentation (copies of canceled LRO) checks — front and back, other
‘proof of payment, invoices, receipts, etc.) on all expenditures for a minimum of three years after end-of program date, and for compliance issues
uniil resolved.
*»  Will provide complete, accurate documentation 1o the Fiscal Agent/Fiseal Conduit Agency for payment 1o the vendor.
& Will not use E receiving $100,000 or more,
and, if applicable , “Diisclosure Form 10 Report Lobbying”, in accordance with its insteuetions.
= Has certified that our employees, veluntoe her individuals associated with the program understand they will not engage in any trafficking
of persons during the period this sward is in
*  Has certified that our employees, volunteers, or other individuals associated with the progeans understand they will nor use EFSP funds 1o
support access to chassified national security information during the period this award is in effect
Has no known EFSP compliance exceptions in this o any other jurisdiction.
*  Will spend all funds and close-out the program by the jurisdiction's selected end-of program date, and rerurn any unused funds ($5.00 or more)
0 the National Board.
This form must be completed in its entirety, Please do pot alter this form; any questions regarding the form should be directed to EFSP staff,
(D [Local Food Pantry |
NEXT FEINA (Sub-recipient): [00-000000 DUNS  (Sub-reciplenty: [12345 67
Street Address/C 147 Sample Street State Zip
Phhone #: Fax#:[355-555-5555 Email: |Samp ] e@Emai 1. com
Contacliame: [P
Signat Dawe: 3/5/2018
35-625800-003-FIS-#3 10of1
FINISH v
DD“"Q‘?’”- @ ChangeLanguage - English(US) ¥ | TermsOfUse&Privacy ¥ | Copyright © 2018 DocuSign Inc. | V2R

1. Verify your name.
Verify that your name and initials are correct. If not, change them as needed.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required

Full Name* Initials*
Sample Contact 5C
SELECT STYLE DRAW
PREVIEW Change Style
DocuSigned by: Ds

Sample. (andact | SO

C32FD2534FBT45D...
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or

my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Adopt a signature. Do one of the following:
a.  Accept the default signature and initial style.
b. Click Change Style, and select a signature option.
c. Click Draw. Draw your signature using a mouse, or your finger or a stylus.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required
Full Name* Initials*
Sample Contact 5C

SELECT STYLE
PREVIEW Change Style

DocuSigned by: Ds
Sample, (ontact SC
C32FD2534FBT45D..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

1. Save your signature.

Click Adopt and Sign to adopt and save your signature information and return to the document.

Adopt Your Signature

Confirm your name, initials, and signature.
“ Required

Full Name* Initials*

Sample Contact sC

SELECT STYLE DRAW

PREVIEW Change Style
DocuSigned by: Ds

Sample (ontadt [ SC

C32FD2534FBT45D .

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legsally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Confirm signing.

When you finish clicking all signature tags in the document, confirm signing by clicking Finish.

Done! Select Finish to send the completed document. m OTHER ACTIONS v

—3 * b

Qa8 k06 k

= WL TIOT S BEaF TR TOT AN 0DDYING GCTIVITES A0 1F TECEVING 31U OF MOT, Wil PIOVAE T EMINEn0n REgaramg Loooying

ipplicable, will complete Standard Form LLL, “Disclosure Form 1o Repart Lobbying”, in accordance with its instructions. P
assoeiated with the program understand they will not enguge in any trafficking

certified that our employees, volunteers, or other individ
ersons during the period this award is in effect.

Has certified that our cmployees, veluntcers, or other individuals
support aceess to classified national security information during the period this award is in effect.

Has oo known EFSP compliance exceptions in this or any other jurisdiction.

Will spend all funds and close-out the program by the jurisdiction's selecred end-of-progeam dare, and rerurn any unused funds ($5.00 or more)

ociated with the progeam understand they will not use EFSP funds to

w the National oard.
“This form must be completed in its entirety, Please do ol alter this form; any questions regarding the form should be directed to EFSP stafl,

Agency Name (Sub-recipien; [-0C@1 Food Pantry ]

FEINA (Sub-recipient): [00000000 DUNS # (Sub-reciplent): [12345 67

Street Address/CityState'Zip: [147_Sample Street, City, State 2ip ]

Phone #: [F55 555 5555 Fax#:[555-555-5555 Email: [Samp]e@Emai 1. com

Contact Name:

Date: 3/5/2018

[T T

35-625800-003-FIS-#3 10of1

FINISH

Dnm;:?\.‘ @ ChangeLanguage - English(US) ¥ | TermsOfUse&Privacy ¥ | Copyright © 2015 DocuSign Inc. | v2r

You are given the option to log into DocuSign. This is NOT required for EFSP. Click the X in the
right-hand corner, unless you have an existing account you would like to connect to.

: . « a- ()
Log in to DocuSign = 8
A copy of this document has been saved to your DocuSign account. Please
log in to view it.

Email

kelly.andreae@uww.unitedway.org

LOG IN NO THANKS

A message appears stating that you have completed your document.

You're done!

Thanks for using DocuSign.
After all recipients finish signing, you will receive an email with a link to the document.

A copy of the signed Fiscal Agent/Fiscal Conduit Certification will be emailed to the umbrella LRO, the
sub-grantee, and Local Board. The LRO will be able to download a PDF copy or print a copy of the
document on the EFSP website. Fiscal Conduits can select the correct agency form by selecting the email
address the form was sent to from the drop-down menu.
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LRO Plan

Phase 35 :

Award Type DIRECT [»]|  Award Amount : $24,500

4]
LRO No. i

LRO Certification

Fiscal Agent/Fiscal Conduit Certificate Sub-Grantee 1 :

L]
—

LR Plan (in categories)
$25,000,00
$20,000,00
$15,000.00
2
H
$10,000,00
$5,000.00
$0.00 T T T T T T T T L
Served Meals Other Foods Mass Sheler OtherSheber  Rent/ Suppliss/  Rehabilitati Utility 4
Martgage  Equipment Assistance

If too many Fiscal Conduit envelopes are created, please contact EFSP to have the extra envelopes
voided.
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F. Lobbying Certification
Condition: The 1obbying Certification will only be available to sign, if your 1.RO is allocated §100,000 or more.

1. Click on LRO Plan on the main-menu.

LRO Plan screen appears with Board Plan details of the Current Phase.

LRO Plan
~

Phase Part
Award Type DIRECT|~|  Award Amount : $100,000 LRO No.
LRO Certification
Lobbying Certificate Ei
-
LR Plan (in categories)
$100,000,00
$90,000.00
$20,000.00
$70,000.00
$£0,000,00
T
2 $50,000,00
=L
$40,000,00
$20,000.00
$20,000.00
$10,000,00
$0,00 T T T T T T T T
Served Meals Other Foods Mass Shelter Other Shelter Rent/ Suppliesf  Rehabilitation Utility Administration v
Maortgage Equipment Assistance
Category

1. Select the Phase from the Phase drop-down box.
1. Click the blue icon next to Lobbying Certification.

1. A pop-up message appears that says “Sending an email link to the LRO for e-signing the Lobbying
Certification Form.” Click OK.
%
=

N
Message from webpage ﬂ

Sending an email link to the LRO for e-signing the Lebbying
Certification Form

T T T T T T

MMass Shelter Other Shelter Rent/ Suppliesf  Rehabilitation Ltility Administration
Maortgage Equipment Aszistance
Cateqory
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1. Another message appears verifying the email address the LRO Certification Form has been sent to.
Click OK.

Y
Message from webpage M

Email for e-signing the Lobbying Certification Form has been
-'_I}. successfully sent to kelly.andreae@uww.unitedway.org -

o |

An email is sent to the LRO Contact by DocuSign to electronically sign the Lobbying Certification.
G. Electronic Signature for Lobbying Certification
1. Review the DocuSign email.

Open the email and review the message from the sender. Click Review Document to begin the
signing process.

EFSP Phase 35 Lobbying Certification E-Signature (000000-001) - Message (HTML)

Tell me what you want to do

[ x D E:q @ E:a m Y Test Data 4 To Manager Vo o |E—| €3 Mark Unread a"ifb pel C)\
R e (l- . 9:’ EJ Team Email v Done - M — i Categorize - Tt B- 2

&g Delete Srchive | Reply Reply FoMard B~ |2 peply & Delete  '# Create New |V pohg"_ P FollowUpe | e . 20
Delete Respond Quick Steps [F] Move Tags [F] Editing Zoom ~

‘Wed 3/7/2018 4:01 PM
DD DocuSign Demo System <dse_demo@docusign.net>
EFSP Phase 35 Lobbying Certification E-Signature
To  Andreae.Kely

oIF there are problems with how this message is displayed, click here to view it in a web browser. -
Docuﬁgn.e

Kelly Andreae sent you a document to review and sign.

REVIEW DOCUMENT
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1. Agtree to sign electronically.
Review the consumer disclosure and select the checkbox I agree to use Electronic Records and

Signatures. Click Continue.

Please Review & Act on These Documents D an
ocu

. LRO Contact
LRO Name
This form must be signed using DocuSign by any LRO receiving $100,000 or more in EFSP funding. Once this form and any

other required forms have been signed by the LRO, the LRO will be eligible to receive their first payment. Please note: All
View More

Please review the documents below. CONTINUE OTHER ACTIONS ~

1. Start the signing process
Click the Start tag on the left to begin the signing process. You are taken to the first field requiring

action.

OTHER ACTIONS v

e [

eview the documents below.

Q Q X

u ]

DocuSign Envelope 1D: 5F37A628-9DC3-4AF5-8500-28A40790200C

START

EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM
PHASE 35 CERTIFICATION REGARDING LOBBYING

A

Certit ion for Contracts, Grants, Loans and Cooperative

The undersigned certifies, to the best of his or her knowledge and belief, that:

1. No Federal appropriated funds have been paid or will be paid by or on the behalf of the undersigned, to any
person for influencing or attempting to influence an officer or employee of any agency, 2 Member of Congress,
an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding
of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of
any cooperative agreement, and the extension, contribution, renewal, amendment, or modification of any
Federal contract, grant, loan, or cooperative agreement.

2. Ifany funds other than Pederal appropriated funds have been paid or will be paid to any person for influencing
or attemping to influence an officer or cmployee of any agency, a Member of Congress, an officer or employee
of Congess, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, ot
cooperative agreement, the undersigned shall complete and submit Standard Form LLL, *“Disclosure Form to
Report Lobbying,” in accordance with its instructions.

3. The undersigned shall require that the language of this certification be included in the award documents for all
sub-awards at all tiers (including subcontracts, sub-grants, and contracts under grants, loans, and cooperative >
agreements) and that all sub-recipients shall certify and disclose aceordingly.

Ducugz?ﬁ._ @ CnangsLangusge - Englisn(US) ¥ | TemsOfUseaPrivecy ¥ | Gopyright © 2018 DocuSign Inc. | V2R
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Click the Sign tag. You are asked to Adopt Your Signature.

lect the sign field to create and add your signature. OTHER ACTIONS ~

@ &8 2 0 [

~
This certification is a material representation of fact upon which reliance was placed when this transaction was made or
entered into, Submission of this certification is a prerequisite for making or entering into this transaction imposed by Title
31 U.S.C. §1352. Any person who fails to file the required certification shall be subject to a civil penalty of not less than
$10,000 and not more than $100,000 for each such failure.
This form must be completed in its entirety. Please do nat alter this form; any questions regarding the form
should be directed to EFSP staff.
Sample LRO 000000-001
LRO Name LRO ID Number (9 digits)
Required - Sign Here
SIGN
3/7/2018
Date (month/day/year)
NOTE: Standard Form LLL and instructions are available at www.grants.gov
v
35-000601-030-LOB 1of1
DnmS‘.',m_ & Changslangusge - English (US) ¥ | TermsOfUss&Privacy ¥ | Copyright © 2015 DocuSign Inc. | vas

1. Verify your name.
Verify that your name and initials are correct. If not, change them as needed.

Adopt Your Signature

Confirm your name, initials, and signature.
* Required

Full Name* Initials*

Sample Contact 5C

SELECT STYLE DRAW

PREVIEW Change Style
DocuSigned by: Ds

Sample, (outat [ SC

C32FD2534FBT45D...
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or

my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Adopt a signature. Do one of the following:
a.  Accept the default signature and initial style.
b. Click Change Style, and select a signature option.
c. Click Draw. Draw your signature using a mouse, or your finger or a stylus.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required
Full Name* Initials*
Sample Contact 5C

SELECT STYLE
PREVIEW Change Style

DocuSigned by: Ds
Sample, (ontact SC
C32FD2534FBT45D..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

1. Save your signature.

Click Adopt and Sign to adopt and save your signature information and return to the document.

Adopt Your Signature

Confirm your name, initials, and signature.
“ Required

Full Name* Initials*

Sample Contact 5C

SELECT STYLE DRAW

PREVIEW Change Style
DocuSigned by: Ds

Sample (ontadt [ SC

C32FD2534FBT45D .

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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1. Confirm signing.
When you finish clicking all signature tags in the document, confirm signing by clicking Finish.

m OTHER ACTIONS ~

Done! Select Finish to send the completed document.

@ 82 06
~

This form must be completed in its entirety. Please do not alter this form; any questions regarding the form

should be directed to EFSP staff.
000000-001
LRO ID Number (9 digits)

Sample LRO
LRO Name

Sample Contact
Representative Name

Bocusignea by
SMFLL (,ﬁv\fﬂﬂl 3/7/2018
;ep’.’e’ Tentative Signature Date (month/day/year)

NOTE: Standard Form LI and instructions are available at www.grants.gov

10of1

35-000601-030-LOB

Terms Of Use & Privecy ¥ | Gopyright © 2018 DocuSign Inc. | V2R

@ Change Language - English US) ¥

DocuSigr.

You are given the option to log into DocuSign. This is NOT required for EFSP. Click the X in the

right-hand corner, unless you have an existing account you would like to connect to.

co B

Log in to DocuSign
A copy of this document has been saved to your DocuSign account. Please
log in to view it.

Email
kelly andreac@uww_unitedway.org

LOG IN NO THANKS

A message appears stating that you have completed your document.

You're done!

Thanks for using DocuSign.

After all recipients finish signing, you will receive an email with a link to the document
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A copy of the signed Lobbying Certification will be emailed to you and the Local Board. You will be able
to download a PDF copy or print a copy of the document on the EFSP website.

LRO Plan
~

Phase Part
Award Type Award Amount : $100,000 LRO No.

LRO Certification =

Lobbying Certificate E

5

LR Plan (in categories)

4100,000.00

$90,000.00

$80,000.00

$70,000.00

$60,000.00

$50,000.00

Award

$40,000.00

$30,000.00

$20,000.00

$10,000.00

$0.00

T T T T T T T T
Served Meals Other Foods Mass Shelter Other Shelter Rentf Supplies/  Rehabilitation Utiliny Administration v

Maortgage Equipment Azgistance
Category
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Interim Report and Second Payment

In the Interim & 2nd Pymt on the left-hand main-menu, the Contact Person for the LRO can submit
Interim Report and request for 2nd Pymt Request to the Local Board.

Condition: 1st Payment is made to the LRO.

A. Submit Interim Report
1. Click on Interim & 2nd Pymt on the left-hand main-menu.

| i | 0N we J ntact 008 (LRO- 000000008)
s

Home | Sign Out

. . User Instructions
EFSP Website Guide

- Forms PHASE 33 FINAL REPORTS (as of 7/12/2017)

> DUNS The Emergency Food and Shelter Program (EFSP) provided a deadline for submission of Final Reports for Phase 33 when
award announcements were made in July 2016. The deadline was provided in the EFSP Key Changes Program Clarifications
» Reports and Reminders document and Key Program Dates document, which are accessible on the EFSP website. However, given
spending period extension to January 31, 2018 to allow LROs time to thoughtfully spend funds in their communities, Phase
% LRO Plan 33 funding continues to be issued and Phase 33 Final Reporis have been delayed. Phase 33 Final Reports will be submitted
g together with Phase 34 Final Reports. More detail regarding Phase 33 Final Reports and the new due date for submission to
Interim & 2™ Pymt the National Board will be provided at a later time.
Final Report If you have questions regarding this message, please contact the staff at efsp@uww.unitedway.org or 703-706-9660.
* Variances
Phase 34, Fiscal Year 2016 Award (as of 6/20/2017)

+ Manage Personal Info
Phase 34, fiscal year 2016, Emergency Food and Shelter Program (EFSP) funding announcements were sent via email on June 20, 2017 to

Change Password quallfymg Jurlsdlclluns and State Set-Aside Committees. There were changes to the program: therefore, Local Boards and Local Recipient
. - anizations (LROs) are encouraged to read Key Changes and Clarifications and the Phase 34 Respol es and Requirements Manual
+ Training Workshops Addendum Local Boards and LROs can find these documents on the EFSP website, after logging in with their user 1D and password. To

What Makes Sense; access the Board Plan, Local Boards will need to select Board Plan from the list on the left side of the screen.
What Works Board Plans and State Set-Aside Committee Plans are due to the Mational Board on July 10, 2017. If alocal Board cannot meet the
Key Program Dates deadline, they may still send the Local Board Plan to EFSP until further notice. However, the delay in submission of the Local Board Plan
will cause delay in the processing and approving of the plan to release funds to LROs,

+  EFT Form
Reminder: Phaze 33 will run concurrently with Phase 34.

+ Quick Reference Guides

If you have any questions, please feel free to contact EFSP staff at efsp@uww.unitedway.org or 703-706-9660.

EFSP Manual

Key Changes And
Clarifications

. Addendum To Program
Manual

Interim Report and Second Payment Request screen appears.

2. Select the Phase from the Phase drop-down box.

Interim Report and Second Payment Request

Phase LB No. 000000 LRO No. 008

Awarded Amount £10,000.00 Received Amount $5,000.00 Payment Request £5,000.00

Interim Report Status  [Click here to submit Interim Report and Second Payment Request to LB.

Note: Interim Report is submitted for the Current Phase only. The default Phase will always be the Current Phase.
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3. Click on the Click here link.

Interim Report and Second Payment Request

Phaze LB Mo. 000000 LRO No. ooa

Awarded Amount £10,000.00 Received Amount $5,000.00 Payment Request £5,000.00

Interim Report Status  JClick here to submit Interim Report and Second Payment Request to LB.

LRO Interim Report and Second Payment Request for Phase-# screen appears.

LRO Interim Report and Second Payment Request for Phase - 34 A

Phase 34 LB Number 000000 LRO No. alo:3
Awarded Amount Paid Amount 5,000.00 2™ Payment Reguest
Categories

() Served Meals

(B) Other Foods

(C) Mass Shelter

(D) Other Shelter

(E) Rent / Mortgage

(F) Supplies / Equipment

(=) Rehabilitation

(H) Utility Assistance

(I} Administration

(1) Unexpended Fund

(K) Total Expended

Save without Submit I ISuhmit to LB and Esignl I Close I

4. Enter the amount in the fields provided against the Categories.

LRO Interim Report and Second Payment Request for Phase - 34 A

Phase 34 LB Number 000000 LRO No. 008
Awarded Amount Paid Amount 2™ payment R i Eoo0.00 |
Categories

(A) Served Meals

(B) Other Foods 5,000.00 %

(C) Mass Shelter

(D) Other Shelter

(E) Rent / Mortgage

(F) Supplies / Equipment

(G Rehabilitation

(H) Utility Assistance

(1) Administration

(1) Unexpended Fund

(K) Total Expended

I Sawve without Submit I ISuhmit to LB and Esignl I Close
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5. Click the Submit to LB and Esign button.

LRO Interim Report and Second Payment Request for Phase - 34 A

Phase 34 LB Mumber 000000 LRO Mo. 008
Awarded Amount Paid Amount 2™ Payment Request
Categories

(a) Served Meals

(B) Other Foods 5,000.00 x

(C) Mass Shelter

(D) Other Shelter

(E) Rent / Mortgage

(F) Supplies / Equipment

(&) Rehabilitation

(H) Utility Assistance

(1) Administration

(1) Unexpended Fund

K) Total Expended

I Save without Submit I |Submit to LB and Esignl I Close

Note: The amount reported (line K) nust equal the amonnt paid to date. If you have not spent all the received funds, please
enter the amonnt of unexpended funds on line J.

If Total Expended is not equal to the Paid Amonnt, then a pop-up message appears that says, “LRO Final Report is not
balanced. Do you want to save this Interim Report?”

Click the OK button to save. OR Click the Cancel button to edit the amount entered. Click the Close button.

* A pop-up message appears that says,” Are you sure to submit Interim Report to LB”.

¢ Click the OK button.

* A pop-up message appears that says, “LRO Interim Report and Second Payment Request has been
submitted to LB successfully.”

* Click the OK button.

* A pop-up message appears that says, “Sending an email link to the LRO for e-signing the Interim
Report and Second Payment Request.”

* Click the OK button.

* A pop-up message appears that says, “Email for e-signing the LRO Interim Report and Second
Payment Request has been successfully sent to the LRO.”

¢ Click the OK button.

* Interim Report and Second Payment Request screen appears with the LRO Interim Report (in
categories) chart.

EFSP Website User Guide for LROs- Page 38



Interim Report and Second Payment Request screen appears with the LRO Interim Report (in categories)
chart. Interim Report Status has changed to “The interim report is in the e-signing process. Please check your
email to complete the e-signature process.”

Eot

|

R XUF TRC T welkome : ntact 008 (LRO- 000000008)

Emergency Food and Shelter National Board Program Home | Sign Out

ARSI RCPU L G STLE C Oy IS Sy ure I

* EFSP Website Guide

Phase LB No. 00nono LRO No.
Forms
Awarded Amount £10,000.00 Received Amount $5,000.00 Payment Request | $5,000.00

[l Interim Report Status || The interim report is in the e-signing process.fPlease check your email to complete the e-signature process. ‘

Reports

Interim Report View el

LRO Plan

¢ Interim & 2™ Pymt

Final Report LR Interir Report (in categories)
% Variances $s5,000.00
% Manage Personal Info
$4,000.00
Change Password
¢ Training Workshops L $3.000.00
. What Makes Sense; %
What Works $2,000.00
Key Program Dates
EFT Form $1,000,00
> Quick Reference Guides $0.00 . . . . . . . . . v
o | Served Meals Other Foods Mass Shelter Other Shelter Rentf Suppliesf Rehab, Utility &ssist, Admin, Unexpended
EFSP Manual Mortaaas Eauip. Fund
Key Changes And £

Clarifications
Addendum To Program
Manual

B. Electronic Signature
1. Review the DocuSign email.
Open the email and review the message from the sender. Click Review Document to begin the
signing process.

EFSP Second Payment Request (000000-008) - Message (HTML)

Q Tell me what you want to do

Beagrore P[] @@_ &_}) 52 Mesting :jPhasaSﬂ &3 To Manager Yo Rules~ E £ ==I

> % £ Find Q\

P P Poy B3y o o Team Email v Done N i oneNate pon Mak ot Follonr | Trasars [ Related - B
Junk~ Delete Archive Reply Reply Forward [ more - _ | Move T ign Mark Categorize Follow ~Translate ‘0om
& Junl - WMore™ |2 Reply & Delete  # Create New VT Epacionst | paners Unread o Upe S5 Iy Setect~
Delete Respond Quick Steps " Move Tags [l Editing Zoom ~

Thu 12/7/2017 3:00 PM
DD DocuSign Demo System <dse_demo@docusign.net>
EFSP Second Payment Request
To Andreze.Kely

@ I there are problems with how this message is displayed, click here to view it in a web browser.
Docus,:ngn.%

Kelly Andreae sent you a document to review and sign.

REVIEW DOCUMENT
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2. Agree to sign electronically.
Review the consumer disclosure and select the checkbox I agree to use Electronic Records and
Signatures. Click Continue.

Please Review & Act on These Documents D %ﬁ
ocu

. LRO Contact

LRO Name
This form must be signed using Docusign to complete the submission of the Second Payment Request. Once the form has
been signed by the LRO and Local Board, the second portion of the award will be released. Please note: Second payments will

be held until all compliance exceptions (if any) are satisfied by the LRO.
View Less

Please review the documents below. OTHER ACTIONS v

3. Start the signing process
Click the Start tag on the left to begin the signing process. You are taken to the first field requiring

action.
Please review the documents below. m OTHER ACTIONS v
= - L
Q@ a 8 ko0 [
~
DocuSign Envelope 10: D118D0BE-8C4F-4180-87D1-059DC2C92886
START
AU A O 34-0000-00-008
Phase 34 Interim LRO Report and Second Payment Request
0000-00 Sample County, State
LRO ID: 000000-008
LRO Contact
LRO Organization Name
LRO Address
City, State Zip
This form must be completed and signed when your LRO is requesting the second portion of its award. Your LRO
m nrolled for EFT in th ve jurisdiction I ment n . Requests for second
payments should be submitted to the Local Board before your LRO’s first payment is exhausted.
Report on the amount spent from your LRO's first payment.
Expenditures
A. Served meals $0.00
B. Other food $5,000.00
C. Mass shelter $0.00
D. Other shelter $0.00
E. Supplies/equipment $0.00
F. Building code/accessiblity repairs $0.00
G. Rent/mortgage $0.00
H. Utilities $0.00
1. Administration $0.00
1. Unexpended funds to date $0.00 v
Dmug.'?,‘,_ & Changslangusge - English (US) ¥ | TermsOfUss&Privacy ¥ | Copyright © 2017 DocuSign Inc. | vas
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Click the Sign tag. You are asked to Adopt Your Signature.

Select the sign field to create and add your signature. OTHER ACTIONS v

= - L
Q@ a 8 ko0 [
Report on the amount spent from your LRO's first payment.
Expenditures. ~
A. Served meals $0.00
B. Other food $5,000.00
C. Mass shelter $0.00
D. Other shelter $0.00
E. Supplies/equipment $0.00
F. Building code/accessiblity repairs $0.00
G. Rent/mortgage $0.00
H. Utilities $0.00
1. Administration $0.00
1. Unexpended funds to date $0.00
K. Total of funds received to date (A+B+C+D+E+F+G+H+1+])
Line K must equal the LRO's first payment Pequirad - Sign Here
Sign
SIGN
12/7/2017 —
Date Signature, LRO Agent
This form will automatically be sent te your local beard contact.
DO NOT SEND TO NATIONAL BOARD WITHOUT LOCAL BOARD SIGNATURE
FOR LOCAL BOARD SIGNATURE ONLY
The above listed LRO is in need of the second portion of its award. By signing this report, the Local Board is
satisfied that the LRO has expended funds in a timely manner and within the stated eligible costs of this
program.
— v
Pate LB Chair o
DnmS‘.',m_ & Changslangusge - English (US) ¥ | TermsOfUss&Privacy ¥ | Copyright © 2017 DocuSign Inc. | vas

4. Verify your name.
Verity that your name and initials are correct. If not, change them as needed.

Adopt Your Signature

Confirm your name, initials, and signature.
“ Required
Full Name* Initials*

LRO Contact 001 LRO

SELECT STYLE DRAW

PREVIEW Change Style
DocuSigned by: DS

KO- (ondad 00t | Ko

C32FD2534FBT450. ..
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or

my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial_

ADOPT AND SIGN CANCEL
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5. Adopt a signature. Do one of the following:
a.  Accept the default signature and initial style.
b. Click Change Style, and select a signature option.
c. Click Draw. Draw your signature using a mouse, or your finger or a stylus.

Adopt Your Signature

Confirm your name, initials, and signature.

“ Required
Full Name* Initials*
LRO Contact 001 LRO

SELECT STYLE
PREVIEW Change Style

DocuSigned by: DS
RO (sndact c0! (Ko
C32FD2534FB745D...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for &ll purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial_

ADOPT AND SIGN CANCEL

6. Save your signature.

Click Adopt and Sign to adopt and save your signature information and return to the document.
Adopt Your Signature

Gonfirm your name, initials, and signature.
* Required

Full Name* Initials*

LRO Contact 001 LRO

SELECT STYLE DRAW

PREVIEW Change Style

DocuSigned by: Ds

LEB (pndact oo (ko

C32FD2534FB7450..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial_

ADOPT AND SIGN CANCEL
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7. Confirm signing.

When you finish clicking all signature tags in the document, confirm signing by clicking Finish.

Done! Select Finish to send the completed document. m OTHER ACTIONS v

= - L
Q@ a 8 ko0 [
K. Total of funds received to date (A+B+C+D+E+F+G+H+1+]) $5,000.00 ~
Line K must equal the LRO's first payment
Docusigna iy
12/7/2017 (e &"“f’d o0
S ———
Date Signature, LRO Agent

This form will automatically be sent te your local beard contact.
DO NOT SEND TO NATIONAL BOARD WITHOUT LOCAL BOARD SIGNATURE

You are given the option to log into DocuSign. This is NOT required for EFSP. Click the X in the
right-hand corner, unless you have an existing account you would like to connect to.

Log in to DocuSign L & E]

A copy of this document has been saved to your DocuSign account. Please
log in to view it.

Email

kelly andreac@uww_unitedway.org

LOG IN NO THANKS

A message appears stating that you have completed your document. Your Interim Report and Second
Payment Request will now be sent to the Local Board Contact to electronically sign.

You're done!

Thanks for using DocuSign.

After all recipients finish signing, you will receive an email with a link to the document.

Try DocuSign for free

Sign and send all your documents using DocuSign
DAY with a free, no-obligation 30-day trial.

FREE TRIAL

SIGN UP

First, you will be notified after the Local Board Contact views the Interim Report and Second Payment
Request. After the Local Board Contact approves and signs the Interim Report and Second Payment Request,
you can now download a PDF copy or print a copy of the document on the EFSP website.
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8. Click on pdf icon to view/download the signed LRO Interim Report.
| RSV

s G e
lwamme : LRO Contac {LRO-085800008)

Home | Sign Out

Interim Report and Second Payment Request
~

< EFSP Website Guide
il Phase LB No. 085800 LRO No. 008
¢ Forms
Awarded Amount $10,000.00 Received Amount $5,000.00 Payment Reguest $5,000.00
DUNS

i Interim Report Status [nterim Report and Second Payment Request has been approved by EFSP.

Intenm Report View ﬁ

LRO Plan

¢ Interim & 2™ Pymt

¢ Final Report LR Interim Report (in cateqories)
4 Variances $5,000.00
% Manage Personal Info
$4,000.00

4 Change Password
4 Training Workshops L $H000.00
.. What Makes Sense; 2
* What Works % 42,000.00

Key Program Dates

EEET $1,000.00

Quick Reference Guides

2 = $0.00 T T T T T T T T T v
S ! Served Meals Other Foods Mass Shelter Other Shelter  Rent/ Supplies) Rehab,  Utility Assist.  Admin.  Unexpended
% EFSP Manua Mortaaas Eauio. Fund
.. Key Changes And <

anfications
.. Addendum To Program
Manual

Note: You will not be able to view/download the Intetim Report until the signing process is complete by
both the LRO and Local Board.

LRO Interim Report gets generated.

K. Total of funds received to date (A+B+C+D+E+F+G+H+1+]) $5,000.00
Line K must equal the LRO's first payment
DocuSigned by
12/7/2017 t (,OUJ’A& @0)
Date Sigﬁatu‘l:e, LRO Agent

This form will automatically be sent to your local board contact.
DO NOT SEND TO NATIONAL BOARD WITHOUT LOCAL BOARD SIGNATURE

FOR LOCAL BOARD SIGNATURE ONLY

The above listed LRO is in need of the second portion of its award. By signing this report, the Local Board is
satisfied that the LRO has expended funds in a timely manner and within the stated eligible costs of this
program.

DocuSigned by,
12/7/2017 !l"b v
BOALRALATANS

LB Chair
Signature, Local Board Chair

Date

This form will automatically be sent to the National Board.
DO NOT SEND EXPENDITURE DOCUMENTATION WITH THIS FORM
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The Local Board and LRO will also receive an email with the signed document attached, and the
signed document appears in EFSP DocuSign account.

Complete  completed EFSP Second Payment Request (000000-008)
Message Q Tell me what you want to do
—~ i~ —~ 7 " . o~ e
i Ignore x = 2 (&ﬁ 3 2 Meeting Phase 34 €5 To Manager Vo ERules E ¥ ==I > & O Find q
" - (I' : ')d E3 Team Email v Dane " Wi OneNote pn Mok R [E Related ~ 2
Junk~ Delete Archive  Reply Reply Forward [ pore - - ove ~_ ign Mark Categorize Follow Translate ‘oom
& Jun o ) Mare € Reply & Delete # Create New ST Badions | bt Unresd Upe T select~
Delete Respond Quick Steps I Move Tags I} Editing Zoom ~
Thu 12/7/2017 3:36 PM
bD DocuSign Demo System <dse_demo@docusign.net>

Completed: EFSP Second Payment Request (000000-008)
To

O i there are problems with how this message s displayed, click here to view it in a web browser.

> 34.000000:008 PR3

Docuﬁigﬂn&

Your document has been completed.

VIEW COMPLETED DOCUMENT

IF LRO INTERIM REPORT AND SECOND PAYMENT REQUEST IS DISAPPROVED BY
THE LOCAL BOARD

Interim Report and Second Payment Request

Fhase 28 % LB Ma, ooo601 LRO Ma, 0z3

Awarded Amount $3,180.00 Received Armount $1,590.00 Payrnent Request $1,590.00
Interim Report Status  Interim Report and Second Payment Request has been disapproved

Click here to rodify and resubmit Interirn Report and Second Payment Regues

Interim Report View @

LR Interim Report (in categories) |

$1,000,00 -
$900.00 -
$500.00 -
$700.00 -
$600.00
¢500.00
$400.00
$300.00
¢2z00.00
¢100.00
¢0.00 4

Award

T T T T T T T T
Served Meals Other Foods Mazs Shelter Othar Shelter Rent/ Supplies) Rehab. Utility Aszizt.  Admin. Unexpendad
Mortgage Equip. Fund
Category

1. Click on the View Comments link to see disapproval comments given by LB.
2. Click the Close button.
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3. Click on the Click here link to modify and resubmit Interim Report and Second Payment Request to
LB.
LRO Interim Report and Second Payment Request for Phase - # screen appears.

4. Modify the Interim Report.

5.  Click the Submit to LB and Esign button.
* A pop-up message appears that says,” Are you sure to submit Interim Report to LB”.
¢ Click the OK button.
* A pop-up message appears that says, “LRO Interim Report and Second Payment Request has been
submitted to LB successfully.”
* Click the OK button.
* A pop-up message appears that says, “Sending an email link to the LRO for e-signing the Interim
Report and Second Payment Request.”
* Click the OK button.
* A pop-up message appears that says, “Email for e-signing the LRO Interim Report and Second
Payment Request has been successfully sent to the LRO.”
¢ Click the OK button.
¢ Interim Report and Second Payment Request screen appears with the LRO Interim Report (in
categories) chart.

6. Then complete the e-signature process.

IF LRO INTERIM REPORT AND SECOND PAYMENT REQUEST IS DISAPPROVED BY
EFSP

Interim Report and Second Payment Request

Phase 28 ¥ LB Mo, ooo&01 LRC Ma, 023

Awarded Amount $3,180.00 Received Armount $1,590.00 Payrment Request $1,590.00
Interim Report Status  Interim Report and Second Payment Request has been disapproved

Click here to modify and resubmit Interirn Report and Second Payment Request to LB,

Interim Report View @

LR Interim Report (in categories]

41,000,000 -
¢900.00
¢z00.00
¢700.00
¢e00.00
$500.00
$400.00 -
$200.00
$200.00
$100.00

$0.00 -

Award

T T T T T T T T
Served Meals Other Foods Mass Shelter Other Shelter Rent/ Supplies/f Rehab, Utility Azsist.  Admin, Unexpended
Maortgage Equip. Fund
Category

1. Click on the View Comments link to see disapproval comments given by LB.
Click the Close button.

3. Click on the Click here link to modify and resubmit Interim Report and Second Payment Request to
LB.

LRO Interim Report and Second Payment Request for Phase - # screen appears.
4. Modify the Interim Report.
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5. Click the Submit to LB and Esign button.
* A pop-up message appears that says,” Are you sure to submit Interim Report to LB”.
* Click the OK button.
* A pop-up message appears that says, “LRO Interim Report and Second Payment Request has been
submitted to LB successfully.”
* Click the OK button.
* A pop-up message appears that says, “Sending an email link to the LRO for e-signing the Interim
Report and Second Payment Request.”
¢ Click the OK button.
* A pop-up message appears that says, “Email for e-signing the LRO Interim Report and Second
Payment Request has been successfully sent to the LRO.”
* Click the OK button.
¢ Interim Report and Second Payment Request screen appears with the LRO Interim Report (in
categories) chart.

6. Then complete the e-signature process.
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Final Reports

In Final Report main-menu, the Contact Person of the Local Recipient Organization can view/print, key
and submit Final Report to the Local Board.

Expended details: Funds spent by category like served meals, other food, mass shelter, other shelter,
supplies/equipment, rehabilitation, rent/mortgage, utilities assist and admin amount. With these expenses,
number of meals/nights/bills paid and number of individuals are submitted.

Interest: Interest paid by bank or any other financial institution on the awarded amount.

Unexpended amount: Un-spent amount.

A. View/Print Final Report

1. Click on Final Report on the left-hand main-menu.

B RO e o ooy |

Emergency Food and Shelter National Board Program Home [Sign Out

~ User Instructions
* Supplemental Funding

¢ EFS| ite Gui ]
R 1 |Phases 35 and 36 Final Reports Status (as of August 24, 2020)

% Forms The National Board for the Emergency Food and Shelter Program (EFSP) modified the program guidelines for Phases 37 and CARES so

that first payments could be released to Local Recipient Organizations (LROs) quickly and without the submission of the Phases 35 and

* DUNS 36 Final Reports. The change was shared with Local Beards and LROs with award information.

* Reports Staff has been preparing for the release of Phases 35 and 36 Final Reports, including making system changes and updating guidance
documents. The changes are nearly completed and it is anticipated that Final Reports will be available to Local Boards and LROs via the
EFSP website on Friday, September 4, 2020. There are some changes to the Final Report submission to the National Board and they
will be provided in detail to all Local Boards and LROs in a separate communication. It is important that all information regarding Final
Reports is read in its entirety.

# LRO Plan
# Interim & 2nd Pymt

# Final Report Actions Requested:

* Variances Local Boards are requested to prepare locally for the submission of Phases 35 and 36 Final Reports by ensuring LROs have spent their
allocations and have gathered the required documentation to support all expenditures made with EFSP funding. Documentation

# Manage Personal Info submissian requirement for LROs will be noted with the Final Report naotification to Local Boards.

# Change Password Local Boards are asked to ensure the Phases 35 and 36 spending period end dates are accurate to prevent potential compliance
exceptions by LROs as expenditures made outside of the spending period are considered ineligible and funds will need to be returned to

* Training Workshops the National Board. If the spending period end date for your Local Board is not accurate, please complete and submit a Spending Period

. End Date Extension Request form, available under FORMS on the EFSP website.
» Key Program Dates

Email notification will be sent to Local Boards when Final Reports are made available.
% EFT Form
If you have any questions regarding this message or the EFSP, please contact staff at efsp@uww.unitedway.org or 703.706.9660.

» Quick Reference Guides

The Final Report Screen appears.
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2. Seclect the Phase from the drop-down menu. Click the pdficon to view and print the Final Report.

Instructions and Guidance »
@ LRO Memorandum

Final Report

Ph Received Al t 54,655.00 o
sse Seeved Amoun ! O Guidance for Submission of
. X . R X Spreadshests
Final Report The LRO Final report e-signature process is completed. &nd the LRO Final Fiscal Conduit Memaorandurm and
Status Report has been approved by the Local Board. Q Instructions
Steps to Package Documentation
. . —e Q LRO Final Report Self-Certification and
View Final Report & Checklist
LRO Final Report (in categories)
SN
00 _
3000 _|
?
E
o
2000 _]
1000 _|
T T T T
Served Meals Other Foods Mass Shelter Other Shelter | Rent/ Motgage ditat Uitiity Ass nistration
Category

Note: Final Report can be viewed/ printed for any Phase once it has been submitted to the Local Board and has been e-
signed by both the I.RO and Local Board contact. The defanlt Phase will always be the Current Phase.

B. Key Final Report

Condition: Please do not submit the Final Report until all expected payments have been received for each Phase.

1. Click on Final Report on the left-hand main-menu.

R T

Home | Sign Out

]
:LF\o.i- +

Supplemental Funding

Emergency Food and Shelter National Board Program

User Instructions

EFSP Website Guide
Forms

DUNS

Reports

LRO Plan

Interim & 2nd Pymt
Final Report
Variances

Manage Personal Info

Change Password

Training Workshops

Key Program Dates
EFT Form

Quick Reference Guides

Phases 35 and 36 Final Reports Status (as of August 24, 2020)

The National Board for the Emergency Food and Shelter Program (EFSP) medified the program guidelines for Phases 37 and CARES so
that first payments could be released to Local Recipient Organizations (LROs) quickly and without the submission of the Phases 25 and
36 Final Reports. The change was shared with Local Boards and LROs with award information.

Staff has been preparing for the release of Phases 35 and 36 Final Reports, including making system changes and updating guidance
documents. The changes are nearly completed and it is anticipated that Final Reports will be available to Local Boards and LROs via the
EFSP website on Friday, September 4, 2020. There are some changes to the Final Report submissien to the National Board and they
will be provided in detail to all Local Boards and LROs in a8 separate communication. It is important that all information regarding Final
Reports is read in its entirety.

Actions Requested:

Local Boards are requested to prepare locally for the submission of Phases 25 and 36 Final Reports by ensuring LROs have spent their
allocations and have gathered the required documentation to support all expenditures made with EFSP funding. Documentation
submission requirement for LROs will be noted with the Final Report notification to Local Boards.

Local Boards are asked to ensure the Phases 35 and 36 spending period end dates are accurate to prevent potential compliance
exceptions by LROs as expenditures made outside of the spending peried are considered ineligible and funds will need to be returned to
the Mational Board. If the spending period end date for your Local Board is not accurate, please complete and submit a Spending Period
End Date Extension Request form, available under FORMS on the EFSP website.

Email notification will be sent to Local Boards when Final Reports are made available.

If you have any questions regarding this message or the EFSP, please contact staff at efsp@uww.unitedway.org or 703.706.9660.

The Final Report screen appears.
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2. Seclect the Phase from the Phase drop-down box.

Final Report Instructions and Guidance »

@ LRO Memorandum
° Guidance for Submission of
Spreadsheets

Click here to enter and submit Final Report to Local Board. Please note that QFiscal anduit Memorandum and

Final Report after the Local Board approves the Final Report, it will be sent to the National Instructions

Status Board for compliance review. Spreadsheets must be submitted online during & Steps to Package Decumentation
the e-signing process. Please reference Sample Spreadsheets and QLRO Final Report Self-Certification and
Spreadsheet Templates available under "Forms™ on the left of the screen. Checklist

Phase 35w Received Amount  $4,655.00

3. Click on the Click here link.

Final Report Instructions and Guidance »

Phase 35 v Received Amount  $4,5655.00 @ LRO Memorandum
° Guidance for Submission of

Spreadsheets
Click here fo enter and submit Final Report to Local Board. Please note that °Fisca| Conduit Memorandum and

Final Report - ‘©cal Board approves the Final Report, it will be sent to the National Instructions

Status Board for compliance review. Spreadsheets must be submitted online during QSteps to Package Documentation
the e-signing process. Please reference Sample Spreadsheets and QLRO Final Report Self-Certification and
Spreadsheet Templates available under "Forms™ on the left of the screen. Checklist

LRO Final Report screen appears.

LRO Final Reports for Phase - 35

LB Number 000000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E| Audit Preparer |
(1) Total Paid (2) Interest (3) Total Availabl (4) Unexpended (5) Net Expended
4,655,00 |+ 0.00 | = a6s5.00 | - 0.0 | = 4,655.00 |
Categories
{A) Served Meals 0.00 No. of Meals 0 Individuals Served 0
{B) Other Foods 0.00 No. of Meals 0 Individuals Served 0
{C) Mass Shelter 0.00 Mo. of Nights 0 Individuals Served 0
(D) Other Shelter 0.00 No. of Nights 0 Individuals Served 0
(E) Rent/ Mortgage 0.00 No. of Bills Paid 0 Individuals Served 0
(F} Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H) Utility Assistance 0.00 Mo. of Bills Paid 4] Individuals Served 4]
(I) Administration 0.00

(1) Total Expended 0.00

Save without Submit Submit to LB and ESign Close

4.  Enter the LRO’s audit information.

Note: Please leave the andit fields blank if an andit was not conducted for your LRO. An aundit is required for all
LROs received $50,000 or more in EFSP funds.

Select if there were Audit Findings in the LRO’s most recent audit.
Select the Audit Type.

Enter the Audit Date (the end of the audited period).

Enter the name of the Audit Preparer.

SIS S
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LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select... v
Audit type Select... V| lAudit Date E Audit Preparer g
(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,555,00 |+ 0.00 | = 4,655.00 | - o0.00 | = 4,855.00 |
Categories
(&)  Served Meals 0.00 Mo. of Meals [+] Individuals Served [+]
(B) Other Foods 0.00 No. of Meals 1] Individuals Served 1]
{C) Mass Shelter 0.00 No. of Nights 1] Individuals Served 1]
(D) oOther Shelter 0.00 No. of Nights 1] Individuals Served 0
(E) Rent/ Mortgage 0.00 No. of Bills Paid 1] Individuals Served 1]
(F) Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H) Utility Assistance 0.00 No. of Bills Paid [i] Individuals Served 0
(I) Administration 0.00
(J) Total Expended 0.00
Save without Submit | Submit to LB and ESign Close |

5. Enter the interest amount in the Interest field, if there is any interest earned.

Note: Total Available field gets added with the amount of interest earned.

LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select... v

Audit type Select... W Audit Date E| Audit Preparer |

(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,655.00 | B+ 0.00 |l = 465500 | - o0 | = 4,655.00 |
Categories

6. Enter the Unexpended amount in the Unexpended field, if there are any unexpended funds.

Note: The Net Expended field gets subtracted with the amount that is unexpended.

LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select.., v

Audit type Select... W Audit Date E| Audit Preparer |

(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,655.00 |+ 0.00 | =  4,655.00 §- 0.0 | = 4,655.00 |
Categories

7. Enter the amount spent in each spending category (lines A. through I.)
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LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E| Audit Preparer |
(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,655.00 |+ 0.00 | = 4,655.00 | - 0.0 | = a4,655.00 |
4 Categories h
{A) Served Meals 0.00 No. of Meals 1] Individuals Served 0
(B) Other Foods 0.00 No. of Meals 1] Individuals Served 0
(C) Mass Shelter 0.00 MNo. of Mights 1] Individuals Served 0
(D)} ©Other Shelter 0.00 No. of Mights 1] Individuals Served 0
(E) Rent/Mortgage 0.00 No. of Bills Paid 1] Individuals Served 0
(F} Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H) Utility Assistance 0.00 No. of Bills Paid [} Individuals Served 0
L(I) Administration 0.00 J

{1} Total Expended 0.00

Save without Submit | Submit to LB and ESign Close I

8. Enter the outcomes numbers in the No. of Meals, No. of Nights and No. of Bills Paid field, if

expenditures were made in that category.

LRO Final Reports for Phase - 35

LB Number 000000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E Audit Preparer |
(1) Total Paid (2) Interest (3) Total ilabl (4)u pended (5) Net Expended
4,655.00 | + 0.00 | = as55.00 | - o.o0 | = a,855.00 |
Categories
- N
(A) Served Meals 0.00 | No. of Meals 0 Individuals Served 0
{B) Other Foods 0.00 | no. of Meals 0 Individuals Served 0
{C) Mass Shelter 0.00 | mo. of Nights 0 Individuals Served 0
(D) Other Shelter 0.00 | mo. of Nights 0 Individuals Served 0
(E) Rent/Mortgage 0.00 [ no. of Bills Paid 0 Individuals Served 0
(F) Supplies / Equipment 0.00 |
(G) Rehabilitation 0.00 |
(H) Utility Assistance 0.00 | Mo. of Bills Paid 4] Individuals Served 4]
(I} Administration 0.00 \ s
(J) Total Expended 0.00
Save without Submit I Submit to LB and ESign I Close I

Note: If the category amonnt is greater than 80, the ontcome number should be greater than 0. The outcome numbers
should be reasonable, and it should reflect the numbers associated with EFSP funding only. For the

Mass Shelter category, No. of Nights should equal the amonnt spent divided by the per diem rate.
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9. Enter the number in the Individuals Served fields, if expenditures were made in those categories.

LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E Audit Preparer |
(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,655.00 |+ 0.00 = 4,655.00 | - 0.00 | = a,655.00 |
Categories 7y Y
(&) Served Meals 0.00 MNo. of Meals 0 Individuals Served 1]
(B) Other Foods 0.00 No. of Meals 0 Individuals Served 1]
(C) Mass Shelter 0.00 No. of Nights 0 Individuals Served 1]
(D) Other Shelter 0.00 No. of Nights 0 Individuals Served 1]
(E} Rent/ Mortgage 0.00 No. of Bills Paid 0 Individuals Served 1]
(F} Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H)  Utility Assistance 0.00 Mo. of Bills Paid 4] Individuals Served 0
(I} Administration 0.00 . /
(1) Total Expended 0.00
Save without Submit | Submit to LB and ESign Close |

10. Once the data has been entered, the Total Expended (line J) should equal the Net Expended (5.)

LRO Final Reports for Phase - 35

LB Mumber Q00000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E Audit Preparer |
(1) Total Paid (2) Interest (3) Total Available (4) Unexpended (5) Net Expended
4,655.00 | + 0.00 = 4,655.00 | - ss.00 | 4,600.00
Categories
(&)  Served Meals 0.00 No. of Meals [} Individuals Served 4]
(B) Other Foods 4,520.00 Mo. of Meals 2,260 Individuals Served 1,100
(C) Mass Shelter 0.00 Mo. of Nights [4] Individuals Served 0
(D) Other Shelter 0.00 Mo. of Nights 0 Individuals Served 0
(E} Rent/ Mortgage 0.00 Mo. of Bills Paid [4] Individuals Served 0
(F) Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H) Utility Assistance 0.00 No. of Bills Paid [} Individuals Served 4]
(1)  Administration 80.00 |
[(]_} Total Expended 4,600.00 j

Save without Submit I

Submit to LB and ESign Close

Note: Potential Error Messages
o [ Total Expended is more than Net Expended a pop-up message appears that reads, “I'otal Expended should not
be greater than Net Expended (§#,#H##.## ). Click the OK button and enter amount again.
o [f Total Expended is less than Net Expended a pop-up message appears that reads, “1.RO Final Report is not
balanced. Do you want save this Final Report?” Click the OK button. A pop-up message appears that reads,
“I_.RO Final Report saved successfully”.
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o [fa category has a § amount listed, but no program outcome listed, a pop-up message appears that reads, “Please

enter No. of [Meals/ Nights/ Bills] in the [category name] category.” Click the OK button and enter the
appropriate program outcome nunber.

11. If data entry is complete, click Submit to LB and ESign.

LRO Final Reports for Phase - 35

LB Number Q00000 LRO 003 Audit Finding Select... v
Audit type Select... W Audit Date E| Audit Preparer
(1) Total Paid ({2) Interest (3) Total Available ({4) Unexpended {5) Net Expended
4,555,00 | + 0.00 =  4,655.00 | - ss.00 | = 4,600.00
Categories
(&) Served Meals 0.00 Meo. of Meals 4] Individuals Served 4]
(B) Other Foods 4,520.00 No. of Meals 2,260 Individuals Served 1,100
{C) Mass Shelter 0.00 No. of Nights 0 Individuals Served 0
(D) Other Shelter 0.00 No. of Nights 0 Individuals Served 0
(E) Rent/ Mortgage 0.00 No. of Bills Paid 0 Individuals Served 0
(F)  Supplies / Equipment 0.00
(G) Rehabilitation 0.00
(H) Utility Assistance 0.00 No. of Bills Paid 0 Individuals Served 0
(I) Administration 80.00
(J) Total Expended 4,600.00

Save without Submit | | Submit to LB and ESign | l Close |

* If unexpended funds of $5 or more are reported, a pop-up message appears that reads,
“Unexpended funds of $5 or more must be submitted to the Local Board to forward to the National
Board. Please make the check payable to United Way Wotldwide/EFSP.”

* Click the OK button. A pop-up message appears that reads, “Are you sure you want to submit the
LRO Final Report to LB”.

* Click the OK button. A pop-up message appears that reads, “Email for e-signing the LRO Final
Report has been successfully sent to the LRO.”

* Click the OK button.

The Final Report screen appears with the LRO Final Report (in categories) chart. Final Report Status
has changed to “The LRO final report is in the e-signing process. Please check your email to complete
the e-signature process.”

Final Report Instructions and Guidance »

Phase 35 v | Received Amount  $4,655.00 @ LRO Memorandum

Q Guidance for Submission of
Final Report
Status

Spreadsheets
The LRO Final report is in the e-signing process. Please check your email to Fiscal Conduit Memerandum and
complete the e-signature process. Q Instructions
Q Steps to Package Documentation
Q LRO Final Report Self-Certification and
Checklist
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C. Electronic Signature

After the LRO Final Report is web submitted, an email is sent to the LRO’s contact email address in the
EFSP database for e-signing.

1. Review the DocuSign email.

Open the email and review the message from the sender. Click Review Document to begin the
signing process.

DocuSign

Emergency Food and Shelter Program sent you a document to review

and sign.

REVIEW DOCUMENT

2. Agree to sign electronically.
Review the consumer disclosure and select the checkbox I agree to use Electronic Records and
Signatures. Click Continue.

Please Review & Act on These Documents DocuSign‘

LRO Contact

LRO Name

This form must be signed using DocuSign to complete the submission of the Final Report. Once the form has been signed by
the LRO and Lacal Board contact, the LRO will be eligible to receive funds from future phases. Please note: All payments wil

View More.

B g g M Hodl R CONTINUE OTHER ACTIONS
“agree to use electr rBDumsand natures)

3. Start the signing process.

Click the Start tag on the left to begin the signing process. You are taken to the first field requiring
action.

Please review the documents below. FINISH OTHER ACTIONS ¥

DocuSHn Envelop 1D: 22704 564-2652-4A9C-BUE H-CBOG7BD7708
START
- This report must be filled out by: United Way of Southwest Alabama, Inc.
Stewart B. McKinney Homeless Assistance Act
EMERGENCY FOOD AND SHELTER NATIONAL BOARD PROGRAM

000000 %003

Submit a signed original plus ane copy with documentation If requested to your Local Board no later than 10/19/2020. Retain a copy for your records.
This report is cumulative throuah 01/31/2019. Report everything spent since the beginning of your Phase 35 program

Jurisdiction 10# -----

Jurisdiction -

Spending Period

Mobile County, AL Begin Date 02/01/20.

0 18
End Date 01/31/2019

LRO ID: 000000 - 003

LRO Contact
LRO Name Spreadsheets must be submitted with this
Business Address raport. No documentation naeds to be filad with
City, State, Zip the National Board at this time, though it may be
requested in the future. Your Local Board, (1) Tatal Paid $ 4,655.00
however, may require submission for its own | (2) Interest income earned $ 0.00
Phone: 000-000-0000 review. (3) Total avallable for program 4,655.00
Fax 000-000-0000 b 2
(4) Less award amount $ 55.00
NDR  $4,655.00 Unexpended as of: 01/31/2019
(5) Net expenditures (3 less 4) § 4,600,00
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Click the Sign tag. You are asked to Adopt Your Signature.

Select the sign field to create and add your signature. m OTHER ACTIONS ~
Q a &L 8 & e
(A) Expenditures for served meals $0.00 v ] (G) Expenditures to rehabilitate a facility ~ $0.00
(B) Expenditures for other food $4,520.00 2260 1100 due to building code citation
Shelter: Nights Individual | Energy: Bills Paid Individual
(C) Expenditures for mass shelter $0.00 0 0 (H) Expendi .
s for mass penditures for utility assistance to  $0.00 0 o
f'\.““n’g‘:e('of,;“'fehge"‘:gﬁ‘)‘"g flomithess an individual or family. Number of
- bills paid.
(D) Expenditures for other shelter $0.00 0 ] 5
Number of motel/hotel nights Administration:
8ills Paid (1) Administrative costs incurred (You are $80.00
(E) Expenditures for rent/mortgage $0.00 0 o allowed up to 2.00% of your award if
Number of bills paid from these funds approved by Local Board.)
Supplies/Equipment: Grand Total:

T penaTuTes Tor SuppTes) $0.00 () Total amount expended $4,600.00
equipment (Add A-1, must match (5) above)

Sign

+

LRO Authorized Signature

SIGN

Local Board Member Signature
(Local Board Review and Approval)

1of2

4. Verify that your name and initials are correct. If not, change them as needed.

Adopt Your Signature

Gonfirm your name, initials, and signature.
~ Required

Full Name* Initials*

LRO Contact | L]

SELECT STYLE DRAW

PREVIEW

DocuSigned by: Ds

O (ondat | [

2493B624T6TE446

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or

my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

5. Adopt a signature. Do one of the following:
a.  Accept the default signature and initial style.
b. Click Change Style, and select a sighature option.
c. Click Draw. Draw your signature using a mouse, or your finger or a stylus.
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Adopt Your Signature

Gonfirm your name, initials, and signature.
“ Required

Full Name* Initials*

LRO Contact | Lg |

SELECT STYLE DRAW

PREVIEW

DocuSigned by: 0s

RO (ondact | [0

2493B624T6TE446

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representstion of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

| ADOPT AND SIGN | CANCEL

6. Save your signature.

Click Adopt and Sign to adopt and save your signature information and return to the document.
7.  Submit spreadsheets.

a. Choose one of the options to upload spreadsheets.
Option 1: Scan the spreadsheets for all funded categories into a single PDF file. The
spreadsheets must be sorted by category.
Option 2: Upload spreadsheet for each funded category.

DocuSign Envelope ID: 22A07ABT-6582-4200-9022-E6A565BE1001

Choose one of the options below to upload spreadsheets.
Once the spreadsheets are uploaded, please scroll down to review for accuracy. The maximum file size is 25MB.

Scan the spreadsheet for each funded category into a single PDF file, and upload it here. Please be
sure to sort the spreadsheets by category.
Upload spreadsheet for each funded category.

CHOOSE O Option 1:

() option 2:

b. 1If Option 1 is selected, click on the paperclip to upload a single PDF file.

Select one radio button m

DocuSign Envelope ID; 22A07 AB7-5582-4280-9D22-E6ASG5BE 1001

‘Choose one of the options below to upload spreadsheets.
Once the spreadsheets are uploaded, please scroll down to review for accuracy. The maximum file size is 25MB.

Scan the spreadsheet for each funded category into a single PDF file, and upload it here. Please be
sure to sort the spreadsheets by category.
O Option 2:  Upload spreadsheet for each funded category.
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c. If Option 2 is selected, click on the paperclip for each category to upload the spreadsheets. Each
paperclip only allows to upload a single file.

Select one radio button m OTHER ACTIONS ~

Q@ Q w8 & @

Choose one of the options below to upload spreadsheets.
Once the spreadsheets are uploaded, please scroll down to review for accuracy. The maximun file size is 25M8.

() Option 1:  Scan the spreadsheet for each funded category into a single PDF file, and upload it here. Please be
sure to sort the by category.
(®) option 2: | upload spreadsheet for each funded category.
Other Food

.
2

NEXT Administration

d. Click Upload A File to select the file from your computer, then click “Done”.

Upload Attachment

UPLOAD A FILE

e. The uploaded file name appears. If it is not the correct file, click X to delete the file, then load
the correct one. Click Done to complete uploading spreadsheets.

Upload Attachment

Test - Other Food.pdf
3 pages

DONE
—

f.  Spreadsheets are uploaded successfully.

Done! Select Finish to send the completed document. m OTHER ACTIONS v

Q Q ¥ 85 F @ L]

Chaose one of the options below ta upload spreadsheets. -
Once the spreadsheets are uploaded, please scrall down to review for accuracy. The maximum file size is 25M8.

(Doption 1:  Scan the spreadsheet for each funded category into a single PDF file, and upload it here. Please be

sure to sort the spreadsheets by category.
Administration

(®)option 2:  Upload spreadsheet for each funded category.

Other Food
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g. Scroll down to preview spreadsheets. Please ensure the spreadsheets are complete and readable.
If the spreadsheets are not in the proper format, please resubmit.

Done! Select Finish to send the completed document. m OTHER ACTIONS v

Phase Number: | 35 -
Spreadsheets alone are not sufficient.
LRO Name; Sample Food Bank Documentation must be obtained, maintained,
RO D (3 retained and submitted to EFSP (if required) to
digits): 0000-00-003 support all expenditures made with EFSP funds.
OTHER FOOD EXPENDITURES
Payment Invoice/Receipt EFSP
Payment/Check Payment JCheck Clear Invoice/Receipt Number (If no Invoice/ Total Portion
/Check Date Date Vendor Name Receipt | Check
Number (MM/DD/YY) Date (MM/DD/YY) number, enter Amount | Amount of Check
(MM/DD/YY) N/A) Amount
9128 09/01/18 10/01/18 N/A N/A Sample Market 500.00 500.00 500.00
9135 09/29/18 10/15/18 09/20/18 | AR-6631285-1 | Sample Market 754.00 754.00 754.00
9147 10/08/18 11/01/18 10/06/18 | AR-6631291-1 | Sample Market 906.00 | 906.00 | 906.00

8. Submit documentation (optional).

If supporting documentation (invoices, canceled checks, utility bills, etc.) is required, your agency will
be listed as a DR on the Final Report, and the submission status will be printed in the center of the
Final Report. Documentation is not required to submit to EFSP when per meal, per diem and mileage
logs are used. Documentation is also not required to submit to EFSP for administrative costs.

documents below. m OTHER ACTIONS v

@ Q &85 E 0

LRO Contact
LRO Name and D ion (invoices and
checks) for all i must be i
LRO Address with this report to your Local Board for review.
City, State 00000 ) Total Paid $ 12,697.00
(2) Interest income earned $ 0.00
. (3) Total available for program  $ 12,697.00
Phane: 000-000-0000 (Add lines 1 & 2)
2:: 000-000-0000 (4) Less award amount $ 0.00
| bR J 512,697.00 unexpended as of: 01/31/2018
(5) Net expenditures (3 less 4) $ 12,697.00
Food: Meals  Individual | Emergency Repairs/Building Code:
(A) Expenditures for served meals $9,289.00 4500 3000 (G) Expenditures to rehabilitate a facility ~ $0.00
(B) Expenditures for other food $3,340.00 1700 1000 due to building code citation

a. Click on the paperclip to upload a single PDF file. The maximum file size is 25MB. Be sure that
all documents are readable in the same order as listed on the spreadsheets. If the required
documentation is not uploaded, your Final Report submission is considered as incomplete until
the required documentation is submitted to your Local Board.

Select Finish to send the completed document. m OTHER ACTIONS v

Upload documentation — Your agency is selected to submit supporting documentation (canceled
checks, invoices, etc.). Scan documentation into a single PDF file. Be sure that all documents
are readable in the same order as listed on the spreadsheets. The maximum file size is 25MB.
If the required documentation is not uploaded, your Final Report submission is considered

as incomplete until the required documentation is submitted to your Local Board.

4
?

optienst
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b. Click Upload A File to select the file from your computer, then click “Done”.

x
Upload Attachment

UPLOAD A FILE

c. The uploaded file name appears. Click X to delete the file and resubmit, or click Done to
complete uploading documentation.

Upload Attachment

Test - Other Food.pdf
3 pages

DONE
——

d. Documentation is uploaded successfully.

Select Finish to send the completed document. m OTHER ACTIONS ~

Upload documentation — Your agency is selected to submit supporting documentation (canceled
checks, invoices, etc.). Scan documentation into a single PDF file. Be sure that all documents
are readable in the same order as listed on the spreadsheets. The maximum file size is 25MB.
If the reguired documentation is not uploaded, your Final Report submission is considered

as incomplete until the required documentation is submitted to your Local Board.

4
@

e. Scroll down to preview documentation. Please ensure the documentation is complete and
readable. If the documentation is not in the proper format, please resubmit.
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9. Confirm signing,.

When you finish clicking all required tags and reviewing all documentation, confirm signing by
clicking Finish.

Done! Select Finish to send the completed document. FINISH OTHER ACTIONS ¥

Total $4,520.00
Sample Spreadsheets and Guidance are available on EFSP website under Forms and listed on the dashboard under Final Report

Test - Other Food.pdf 30f3

You are given the option to log into DocuSign. This is NOT required for EFSP. Click the NO
THANKS button, unless you have an existing account you would like to connect to.

Fmal ﬁ Elestronically sign any

sample@uww unitedway org % document.

Password
Get signatures from
others.

Confirm Password ) .
Sign on the go with
DocuSign Mobile!

Country
- select v

Sy clicking the ‘SUBMIT button, you agree t0 the
Terms & Conditions (' and Privacy Policy (4.

SUBMIT NO THANKS

A message appears stating that you have completed your document. Your LRO Final Report will
now be sent to the Local Board Contact to approve and electronically sign.

You're done!

Thanks for using DocuSign.
After all recipients finish signing, you will receive an email with a link to the document.

First, you will be notified after the Local Board Contact views the LRO Final Report. After the Local
Board Contact approves and signs the LRO Final Report, you can now download a PDF copy or print
a copy of the document on the EFSP website. The status of the Final Report changes to “The LRO
Final report e-signature process is completed.”
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10. Click on download icon to view/download the signed LRO Final Report.

Final Report Instructions and Guidance >

Q LRO Memorandum

Phase ~ Received Amount  $4,655.00 .
35 ! o Guidance for Submission of
. . . . . Spreadsheets
Final Report The LRO Final report e-signature process is completed. And the LRO Final Fiscal Conduit Memerandum and
Status Report has been approved by the Local Board. Q Instructions

Steps to Package Documentation
Q LRO Final Report Self-Certification and

\fiew Final Report Checklist

LRO Final Report (in categories)

000 |

3000 |

Award

2000 |

1000 |

Served Mealks Other Foods Mass Shelter Other Shelter Rent/ Mortgage illita tic Unility
Category

Note: The LRO will not be able to view/download the Final Report until the signing process is completed
by both the LRO and Local Board.

The signed LRO Final Report is generated with the uploaded spreadsheets and documentation (if
required).

This report must be filled out by: United Way of Southwest Alabama, Inc.

“tewart B. McKinney ome ess Assistance Act
CY FOOD AND SEELTER NATIOMAL BDARD SROSRAM

*000000* *003* - LRO Final Report

Phase 35

Submit a signzd origiral plus ong copy with docamentation if -2guestzd to your Local Board no latsr than L0718/2020. Retain 3 copy for your records.
This repcrt Is cumulative through 043172015, Report everyzhirg spert since the teginning of wour Fhase 35 dJrogram.

Jurisdiction [L# -==-=-  0QDOO=-00 Spending Period
Jurisdiction - Mobile County, AL Begin Date 02,/01,/2018

End Date 01/31/201%
LRO Mumber: D03

LRO ID: DOODAOO - 003

L 40 Gontact
L300 Namz s dshests muat be sul
Nusiness Address report, No documentation needs to be Ined wnl|
Ciy, Slale, Zp the National Board at this time, though it may be
requested in the future. Yaur Local Board, (L) Total Paid ¥ 4,655.00
however, may require submission for its own () Interest income earnad ¢ 0.0
Ihare: 0J0-000-0700 review. (3) Total avalable for procram & 4,655.00
T ACO-100-0007 S UIEs,
(4) Less award amount 3 55 00
NDR 4,655 00 unesperded as of: 01,31,2019
(%) Vet expencitures (3 less 4] % 4,600.00
Food: Meals  Individuzl | Emergency Repairs/Building Code:
(A) Expenditures for served meals $0.00 o o (G) Expenditures to rehabilitate a facility  $0.00
(B) Expenditures for ather food $4,520.00 2260 1100 due to building code citation
Shelter: Nights  Individual Energy: Bills Pald  Individual
(C) Expenditures for mass shelter $0.00 o o (H) Ex i for utility " eto  €0.00 0 o
e haging from these an individual ar family. Number of
- bills paid.
(D) Expenditures for other shelter $0.00 o (] - —
Number of motel/hotel nights Administration:
BEills Paid (1) Administrative costs incurred (You are $80.00
(E) Expenditures for rent/mortgage $0.00 o o allowed up to 2.00% of your award if
Mumber of bills paid from these funds approved by Local Board.)
Supplies/Equipment: Grand Total:
(F) Expenditures for supplies/ $0.00 (1) Tetal amount expended $4,600.00
equipment (Add A-I, must match (5) above)

Tjﬁtgﬂ%igm LL’::::—N -{}:{‘:{m

Local Board Member Signature
{Local Board Review and Appraval)
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The Local Board and LRO will receive an email with the signed document attached, and the signed
document appears in EFSP DocuSign account.

Completed: EFSP Phase 35 LRO Final Report (000000-003)

@ DocuSign Demo System €3 Reply % Reply All —» Forward see

To Woodard.Jada Sun 8/30/2020 12:29 AM

If there are problems with how this message is displayed. click here to view it in a web browser.

35-000000-003-FNR.pdf Test - Other Food.pdf
PIF PIF

542 KB 380 KB

DocuSign

Your document has been completed

VIEW COMPLETED DOCUME!

D. If an LRO Final Report is Disapproved by the Local Board.

1. Click on the View Comments link to see disapproval comments given by LB. Then click Close.

Final Report Instructions and Guidance »

Phase 35 W Received &mount  54,555.00 O LRO Memorandum o
o Guidance for Submission of
. Spreadsheets
Final Report 'Final Report has bean disapprovd by L Fiscal Conduit Memerandum and
Status = =

Click here to modify and resubmit your P Instructions

Steps to Package Documentation
OLRO Final Repeort Self-Certification and

Checklist
LRO Final Report (in categories)

SO0

4000 |

3000 |
T
z
4

2000 |

1000 |

T T T T T T T T
Served Meals Other Foods Mass Shelter Other Shelter  Rent/ Mortgage Rehabiitation  Utiity Assistance Administration

Categary

2. Click on the Click here link to modify and resubmit the Final Report to LB.
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Final Report Instructions and Guidance »

Phase 35 v Received Amount  $4,555.00 @ LRO Memorandum
(5 Guidance for Submission of

. Spreadsheests
Final Report i = g has been disapprovd by LB. View Comments Fizcal Conduit Memerandum and
Status madify and resubmit your Final Reportto LB. @ Instructions
Q Steps to Package Documentation
Q LR.O Final Report Self-Certification and

Checklist
LRO Final Report (in categories)
SNy
4000 _|
3000 |
T
F
o
2000 _|
1000 _|
7 T T T T T
Sarved Meale Other Foods Mass Shelter Other Shelter  Rent/ Mortgage iitat Litiity Ass Adming

Category

3. Modity the Final Report.
4. Click the Submit to LB and Esign button.
5. Then complete the e-signature process.

E. If the LRO Final Report was Keyed by Local Board.

If the Local Board completes the web submission on behalf of the LRO, the LRO will receive an email to
sign off on the LRO Final Report submitted by the Local Board. Please follow the e-signature process to
accept the LRO Final Report.

F. Submitting the LRO Final Report after the Local Board Final Report has been Submitted to the
National Board.

If the LRO did not submit the LRO Final Report before the Local Board submits the Local Board Final
Report, the LRO will be marked as “Did Not Report”. To complete the Final Report and remove the
account hold created by not submitting, the LRO must contact the Local Board to get a copy of the Blank
LRO Final Report. The Blank Final Reports can only be accessed after the Local Board has submitted the
Local Board Final Report to the National Board online.
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Variances

Variances are requested by Local Boards, not LROs. LROs can view existing Variance requests.
A. View Existing Variance Request

1. Click on Variances on the main-menu.
Variance screen appears with the existing Variance Requests of the Current Phase.

Phase : [

Category Amount Request Status

Other Foods %$1,300.00The Local Board requests the release of the second payment to the LRO. EFSP Action: Accepted
MB Action: Approved

2. Select Phase from the Select Phase to view Variance drop-down box.

Note: Variance Request report can viewed for any Phase. The default Phase will always be the Current Phase.

All the Variance requested in the selected Phase appear in the list.
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Manage Personal Info

In the Manage Personal Info main-menu, the Contact for the Local Recipient Organization can view, edit
and save LRO information.

A. Manager Personal Information

1. Click on Manage Personal Information on the main-menu.
Edit Personal Information screen appears with the LRO’s personal information.

Edit Personal information

LB Mo. LB Name |Samp|e County, State
LRO No. LRO Name |[Sample Food Bank | [ ] Deleted
Contact [LRO Contact | salut. [ | Affiliation |UN - Unaffiliated with
Addiess [address | Targetl |FC - Families with chiI
[ | Target2 [EL - Elderly
| | Target3 |OT - Other targeted p
City-State-Zip | [City | 1] HC Access
EIN Fiscal Agent [ ] Service Provider EIN [ |
ABA No. DUNS No. Account No.
Phone [555-555-5555] Ext| | Fax]| | Password
Email [kelly.andreae@uww.unitedway.org | Confirm Password
Web Site [ |
Edit | | Save | | Undo

2. Click the Edit button.
Enter the LRO personal information.
4. Click the Save button.
A pop-up message appears that says, “LRO Information updated successfully”.
5. Click the OK button.
Edit Personal Information screen appears.

»

Note: [.LRO Name, FEIN, Bank Information and DUNS Number cannot be edited from the website. To update yonr
Bank Information please fill out the EXT form available on the main menn and follow the instructions on the form. To
update your DUNS information please fill out the DUNS Information form available on the main menun and follow the
instruction on the form. To update your RO Name or FEIN number please submit the appropriate IRS paperwork
and) or incorporation documentation with a letter stating your request to documentstoefsp@uww.unitedway.org.
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Training Workshops

In Training Workshops main-menu, the LRO contact can view recorded Training Webinars.

Click on Training Workshops on the main-menu.

Home | Sign Out

Training Workshops

EFSP Website Guide The Emergency Food and Shelter Nationzl Board Program (EFSP) offers webinar training opportunities for both Local Boards and Local Recipient

Forms Organizations (LROs). The trainings are designed to assist Local Boards and LROs in the administration of the EFSP. As trainings are offered, they
OIS will be recorded and added to the website as an additional tocl for Local Boards and LROs.

DUNS Recorded Training Webinars

(s Below are the webinars that have been recorded to date. Each webinar includes a question and answer session. Please take the opportunity to

LRO Plan wview these at your convenience, If after viewing the webinars, you have additional questions, please contact the National Board staff.

To view the What is Docusign webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here.

To view the Second Payment Request & Interim Report (for LROs) webinar, please click here. For a pdf copy of the PowerPoint for this
webinar, please click here.

To view the Second Payment Request & Interim Report (for Local Boards) webinar, please click here. For a pdf copy of the
PowerPaint for this webinar, please click here.

To view the Eligible and Ineligible Expenditures webinar, please click here. For a pdf copy of the PowerPeint for this webinar, please click
here.

To view the Reallocation webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here.

To view the Audit Requirements webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here.

To view the EFT webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here.

To view the Local Board Plan webinar, please click here, For a pdf copy of the PowerPoint for this webinar, please click here.

To view the Certifications Forms webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here.

To view the EFSP Overview webinar, please click here. For a pdf copy of the PowerPoint for this webinar, please click here,

To view the Final Reports (for LROs) webinar, please click here. For & pdf copy of the PowerPoint for this webinar, please click here.

To view the Final Reports (for LBs) webinar, please dick here. For a pdf copy of the PowerPoint for this webinar, please click here.

Interim & 2™ Pymt

Final Report

Vanances

Manage Personal Info
Change Password

Training Workshops

What Makes Sense;
What Works

Key Program Dates

EFT Form

Quick Reference Guides

EFSP Manual

Key Changes And
Clarifications
Addendum To Program
Manual
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What Makes Sense; What Works

In What Makes Sense; What Works main-menu, LRO contacts can view EFSP Technical Assistance
Manual entitled “What Makes Sense: What Works’.

Click on What Makes Sense; What Works on the main-menu.

|_ ] or tact (LRO-002400002)

Emergency Food and Shelter National Board Program Home | Sign Dut

Good Practices
EFSP Website Guide The National Board published the EFSP Technical Assistance Manual entitled What Makes Sense: What Works in 1993, We are reproducing
that manual here to broaden its availability. The referrals and points of contact may no longer be valid. If you have guestions, comments or
suggestions, please contact the EFSP National Board staff.

Forms
DUNS

Reports What Makes Sense: What Works

LRO Plan Each year the Emergency Food and Shelter (EFS) Program provides supplemental funding to over 12,000 agencies in more than 2,500
communities across the country. Additionally, EFS staff conduct site visits and training workshops and meet with numerous agency staff
members each year.

Interim & 2™ Pymt

Final Report Threugh this exchange of ideas we have seen the creativity and innovation that many local boards and local recipient erganizations have brought

to this program. The purpose of the Technical Assistance Manual, What Makes Sense: What Works, is to share some of those ideas and
practices with you.

e o T Around the nation EFSP local board members and staff and recipient organization staff have taken the framework of ocur guidelines and
expanded them into administrative and service delivery systems that have increased community-wide participation - with fairness in application

Ch Password . 5 - :
FHLIE S and targeting to those in need as the two key considerations.

Training Workshops . T - . . B
i e ot The EFS program at times suffers from its simplicity. Because the administrative allowance is small, ne one, not a city or county government nor

What Makes Sense; one non-profit agency, really "owns" this unigue program. The work and though that is put into it can only be egual to the initiative and

What Works commitment that local communities bring to it. In a fundamental way, the EFS Program’s statue and success mirrors the very real efforts and

Key Program Dates concerns of people at the local level who have chosen to help homeless and hungry people.

EFT Form What Makes Sense: What Works is & compendium of the genius and dedication that have made this program work. The entries here are

written by the participants themselves. And we've included contact points with each piece if you wish to follow up form more information.

Quick Reference Guides . . . - .

Q = = About the title - we named this Technical Assistance Manual What Makes Sense: What Works because that is how many of the EFS local

EFSP Manual boards and local recipient organizations invariably explain how they arrived at some of their best ideas and solutions. It is exactly that sense of

the practical, that local boards are in the best position to assess needs and menitor programs in their communities, that is the basis of the EFS

Key Changes And Program.

Clarifications

Addendum To Program The ideas that appear here are not mandated but they are outstanding practices that are worthy of replication. Some of the examples will not

Manual be a perfect fit for every community; either regarding local board practices or how agencies target client eligibility. That is why we have tried to
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Key Program Dates

In Key Program Dates main-menu, the LRO Contact can print the important due dates (deadlines) of
Current Phase.

Click on Key Program Dates on the main-menu.

Welcome : LRO Contact (LRO-003400002)

Emergency Food and Shelter National Board Program Home | Sign Out

Phase:

+ EFSP Website Guide

v R Item No. Key Program Dates View
+ DUNS

1 Key Program Dates - Phase 35 E
+ Reports

4 LRO Plan

4 [Interim & 2™ Pymt

% Final Report

% Varnances

% Manage Personal Info
¢ Change Password

% Training Workshops

. What Makes Sense;
* What Works

Key Program Dates
¢ EFT Form
Quick Reference Guides

EFSP Manual

Key Changes And
Clarifications
Addendum To Program
Manual
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