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INTRODUCTION TO ND GRANTS

Welcome to the ND Grants System! ND Grants is a new, highly configurable grants management system
that will fulfill FEMA's strategic initiative to consolidate the entire non-disaster grants management
lifecycle into a single system. In addition, ND Grants provides many upgraded features to help you
manage your applications more efficiently. The ND Grants system was developed to:

e Consolidate a collection of disparate stove-piped and manual systems

e Improve on significant inefficiencies in the current systems

¢ Have the capability to configure new programs within the system without the involvement of
developers

The system is being implemented via a phased approach in which system functionality is released to
coincide with stakeholder need for the functionality. The first release of the system has functionality for:

Grant application
Award acceptance
Amendments
Performance Reporting

Future releases will have additional system functionalities that will allow ND Grants to support the entire
grant lifecycle including functionality for award closeouts, sub-grantee functions, and financial payments.

NOTE: The current release of ND Grants does not have functionality for sub-
grantees. Only primary grantees will be submitting applications and
managing awards in ND Grants.

There are many ways that ND Grants will make your job as a grantee easier. Here are a few:

e ND Grants is a user friendly system and provides easy, logical access to all functions

¢ ND Grants makes tracking your applications and awards easier by providing various filter options
Information will be automatically downloaded from Grants.gov applications into ND Grants
applications for review

The application is tailored to the Program Guidance of the funding opportunity

ND Grants makes accepting or declining awards very simple and fast

Email can be managed from a single location in a standard manner

ND Grants makes managing and creating organizations much easier, specifically:

0 There will be less chance to have duplicate names for the same organization

0 Users assigned to an organization will have specific roles, which will enable them to perform
specific operations for the organization

o ND Grants provides the capability to view all organizations, whether you belong to them or
not

o0 ND Grants improves the process for managing an organization’s contacts
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TRAINING ORGANIZATION

TRAINING AUDIENCE

This training manual is relevant for all grantees that will create and manage applications and manage
their awards in the ND Grants System. Though this training material is primarily for grantees, it will also
benefit FEMA personnel who need to understand the grantee functionality in the system.

PURPOSE AND ORGANIZATION OF TRAINING GUIDE

The training manual is organized into modules corresponding to high-level functions within the system.
Each module consists of a set of lessons that walk through the steps needed to complete the function
(module). The modules are organized to follow the tasks a grantee would need to perform in the system.
Modules and lessons build on the previous module/lesson and assume that the participant has completed
the previous module/lesson. Each module has a brief overview on the purpose of the module along with
a high-level flow of the function. Specific functional details of activities are provided under individual
lessons.

OBJECTIVES

After completing this manual, you will know how to:

e Login to the system

e Describe the basic organization and screen navigation

e Understand how to submit an application via Grants.gov, and how to complete an application in
ND Grants

¢ Manage grantee organizations and their contacts

Create grantee organizations and handle access requests to the organizations from other grantee

users

Use the ND Grants email

Review, accept, or reject awards

View, update, and create amendments for award packages

Review and submit performance reports
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MODULE 1: REGISTRATION AND LOGIN

MODULE 1: OVERVIEW

This module provides instruction on how to register for and log into the ND Grants System, as well as an
overview of the organization of the tasks and functions that a grantee can perform in the ND Grants
System.

MODULE 1: OBJECTIVES

At the end of this module, you will know how to:

Register with FEMA

Obtain a User ID and Password to use ND Grants

Login to ND Grants

Understand the organization and navigation of functions and tasks on the ND Grants homepage

MODULE 1: LESSON 1: INITIAL FEMA REGISTRATION AND LOGGING INTO ND GRANTS

To get access to the ND Grants system you must first register with FEMA. Registration is a simple
process that can be initiated in the ND Grants portal. After the registration process is complete with
FEMA, you will have a User ID and password that can be used to log into ND Grants

NOTE: If you have already registered but forgot your User ID or password
click on the Forgot Password? or the Forgot ID? help links for further
assistance.

1 Go to https://portal.fema.gov

» The FEMA Login Screen will be displayed

LS

@ FEMA - DHS Integrated Security and Access Control System

-

Session espires i ity minises far thes appicason

|_Forgetip? | [ ForootPwaPiN? | [ Hewuser? |

Espafiol | Accesstiny | Ste e | Ste index | FEMA Contact | EEMA Home

FEMA 500 C Streel 5w, washinglon, O C 20472 Phone [207) S56-1600

2 Click the New User? button at the bottom of the login screen
» An Image Verification Screen may be displayed


https://portal.fema.gov/�
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urity and Access trol System

Complete the guestion and ansieer below 1o help profect your pevsonal data from automated aftack

Iyoa cannot viaw e image for any regsen plasss cikk hare 1o prodaed

Fiease type the characters appearing in te pictune

Hote: You can try no mare than shree tmes. This is your Airst bry

reainds

reaings

FEMBA 500 C Sirey ashnglon D C 20472 Prone (202) S66-1600

3 Enter the characters appearing above the entry box, and click the Submit button
» A Personal Information Screen will be displayed

* denotes required field

PERSONAL INFORMATION
Title *

FirstName * |grantee

Last Hame *

LOGIN INFORMATION
“ou will need to save your user ID and password, it will be required each time you logon to the system.
Please note that user ID is converted to all lowercase characters.

UseriD * minimum length is 7, maximum length iz 14, cannot contain *, space character, *, #
ADDRESS
s
ci
State * | yp P
Zip Code * format is 01234, 01234-5678
ADDITIONAL ADDRESS
Street
City

!

State Abbreviation | _zelectgne- w
Zip Code

H

format iz 01234, 01234-5678
CONTACT(S)

Click the "Search” butten to obtain a list of Organizations. Pleaze do not enter duplicate names.
| search

|}'| |—| |Business phone extension l:l

Organization

Contact/Business Phone *

=
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4  Enter the information requested

After you finish entering the details on the Personal Information Screen, click the Submit button
» The Create Password Screen will be displayed

&a FEMA - DHS Integrated Security and Access Control System = - - - .
& - :

CREATE PASSWORD

Fassword: |sesesss

RIUM G 15 B, maximum kagih 5 14 cannet contan ©
space characler * #
Contirm Password: |ssssees
UserID: |guperson
minmum lengeh |s 7. maximum kength 55 14, cannat contain *

space character * &

‘You will need to save your user ID and password, it will be required each time you logon to the
syste:
Please note that user ID Is converted to all lowercase characters.

| Sunmil | | Rl |

Espaiicd | Ascessbity | Ste Mo | Stelndex | FEMA Contact| FEMA Mome

6 Enter your password and confirm your password, then click the Submit button. Please remember your
password as it will be used to access ND Grants every time. The password must be 7-14 characters
long and cannot contain any special characters.

» The Congratulations Screen will be displayed

@% FEMA . DHS Integrated Security and Access Control System X X, —

FEMA Home | Logoat

c ‘Your account is d
You currently do not have access to any applications. To request access, please click the button below.

[Gack nere 1o reguest new privieges |

Espancl| Accessbit | Ste e | Ste Index | FEMA Contact | PEMA Home | Lonous
FEMA 500 C Streel W, Washingln, 0.C. 20472 Phone. (202) 565-1600




@ FEMA Grantee Training Manual -9-

T

7 Click the Click here to request new privileges button
» The Request Access Screen will be displayed

7
FEMA Home | Logout

é’?—a‘a FEM A - DHS Integrated Security and Access Control System

i Order 10 Mequest AC0ess, click an th Button next to th system namse below
Community Information Systen

Request Access

ster Registry

Request Access

DMARTS

Request Arcess

w DRCR

Requist Atcess

Disaster Reservist Workforce Portal

Firefighters Grants

Ml [ Request Access

fﬁ’ﬂ FMAGR sGrants Internet Site
Request Access

FRRATS PLUS

I Request Alcess

8 Scroll down the screen to find the ND Grants icon, and click the Request Access button next to the
icon
» The Access ID Screen will be displayed
FEM A - DHS Integrated Security and Access Control System

_ FEMA Home | Logout

Authorized Applications Inbox  Profile

Pleaze provide valid accezs ID in order to obtain access privilges to the system. The Access ID is provided by the program area spenzoring this system.

L 1

submt | Reset | [ Cancel

NOTE: If you are not participating in an in-person ND Grants training session, you
can request the access code by calling the Enterprise Service Desk at 1-800-
865-4076 or sending an email to NDGrants@fema.gov.
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e

9 Enter access code and click the Submit button

» Your Grantee Home Page Screen will be displayed indicating that you successfully logged into
ND Grants

ND Grants rofile | Change d | Logout

john smith

1:15 AM = E

e =

&3 4 cmons GRANTS MANAGEMENT ) ORGANIZATION (b MAIL CENTER
izations ils (327)
»  Create N 2 % Award Packages (33) ‘ #  Drganizations (40) : ¥ Mew Em?|
" U:\suzm::d n i »  Amendments Pending Submission(1) i % Contacs (22) i » Cid Emais (5)
»  Submitted (284) { »  Amendments Pending Review (14} § W Acces Requests (1) ; ¥ Sent Emails (20}
»  Revision Requested (13) i » Released Amendments (0) E it
H B

Parformance Reperts Dus (5}

MODULE 1: LESSON 2: LOGGING INTO ND GRANTS

1 Enter https://portal.fema.gov into your web browser.
» The FEMA Login Screen will be displayed

i FEM A - DHS Integrated Security and Access Control System

FEMA Home

OUR MISSION

To reduce loss of ifie and property and protect cur Nation's critical infrastructure from all types of hazards trough a comprehensive, risk-Dased. emergency management program of
mitigation, preparecness. respanse and recovery

Esgiadid English

* denotes required fiald
*User ID: [ndg_grantees

CPasEWOrd: | seseseas]

C o ] [ Reet ]

Session expines in Wity minutes 1o this appleation

Fi D7 Forgot PRdPIN? Hew User?

This computer System is operated and maintained by the Uried States Goverrenent for the use of ils stalf, contractors, and olher aulhonzed wsers. You engy no
expactation of privacy in your use of the system, whether for official business or for imited personal use Activity on this system is subject 1o monitoring in the course of
syslem administration and for the purpose of pratecting the system from mauthorized use. Systerm administrators may provide possible evidence of criminal activity o
ather misconduct to law enforcement and other appropriate officials. In addition, all information an this computer system may be examined by and disclosed to
authorized personnel for official punposes. By authenticating yoursel 1o this system, you consent 10 these terms of use of the system

Espadicl | Accessbiey | Ste el | Ste indec| FEMA Contact | FEMA Home.

FEMA 500 C Stret SW, Washington, 0.C 20472 Phane: (202) 565-1600

2 Login using your User ID and password
3 Click the Login button

» Your Grantee Homepage Screen will be displayed


https://portal.fema.gov/�
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hange P
john smith

—ﬁ APPLICATIONS

GRANTS MANAGEMENT 3§ ORGANIZATION

Award Packages (33) i » Organizations (40)

e O » ¥ New Emails (327)
reate New : 7
% Unsubmitied (7) #  Amendments Pending Submission(1} i) Contacts (22) % Old Emails {5)
¥ Submitied (284) »  Amendments Pending Reviaw (14) ¢ % Access Requess (1) ¥ Sent Emails (20)
%  Revision Requested (13} " Relessed Amendments (0] :
»  Performance Reports Due (5}

@ MAIL CENTER

- 11 -

110:15 AM BER

john smith

/11 10:15 AM = ﬂ

@ ORGANIZATION

@ MAIL CENTER

i % Organizations (40)
dssion(1) i Contacts (22)
(14) » Access Requests (1)

Creats Naw
#  Unsubmitted {7}
¥ Submitted (284)
Revision Requested (13)

T " . .
Applications | Applications Tab

(L Listed below are the pending activities for your role within the system, You can either go to 2 specific activity by clicking on the hyperlink below ar use the left hand side
Creste navigation links to access a specific function that you want to work on.
Updste
Monitor Ma

Update: 7 applications pending submission

Menitor: 13 application revisicn request pending review and 254 application submitted

Actions
FEMA | Provide Feedback | How To | Glassary | Help | Privacy Statement

The following are the components of the system screens:
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Tab: The Home page has five tabs — Home, Applications, Grants Management, Organization, and Mail
Center. These tabs help organize the functionality in a logical way. The tabs are organized to follow the
tasks that the grantee has to complete. Similar tasks are grouped together. For example, the
Applications tab contains all the functions related to the creation and managing of applications.

Task Groups: The Home Page has four task groups: Applications, Grants Management, Organization
and Mail Center. The task groups categorize the grantee tasks into the different functional areas
corresponding with the tabs on the top left corner of the screen. The task groups provide a quick and
organized way to access all of the tasks contained within each tab.

Tasks: The individual grantee tasks are listed under each task group. For example, the Applications
function column may have up to four tasks: Create New, Unsubmitted, Submitted, and Revision

Requested. The number of pending records for the task is also displayed in parenthesis after the task
name.

Actions: When the screen related to each tab (or task group) is displayed, there are several links on the
left hand navigation bar, which are called actions. For example under the Applications Tab, there are
three actions: Create, Update, and Monitor. Other tabs have other actions that follow the same principal.

NOTE: The actions are also referred to as left hand menu links in the training
manual.

MODULE 1: LESSON 4: USING THE HELP LINKS

ND Grants has a comprehensive Help Guide that will provide help on any particular screen or function.
The bottom portion of each screen in ND Grants contains two types of Help links:

e The Help link
e The How to link

Homeland Security Grant Program Edit Profile | Change Password Logout :Grantee Lastname

Applications Grants Management Organization Mail Center [+ NN =]

Add/Update Multi-Applicant Partners

You indicated in Overview section this Investment will be submitted with partners. Please provide the Investment partners below. To
add a partner, click the Add Partner button below. To update or delete a partner, click the appropriate link under the Action column.

Investment Name: Second Investment Investment Phase: Ongoing
Investment Details State/Territory Name: viona Port Area/Urban Area/Submission Type: swe submsson

Budget . . M
s View Mid-Term Review Feedback
Additional Information

Attachments

Partner Submitting

es and Certifications Alignment Sheet State/Urban Area Contact Phone Email Action
Submit Application
Add Partner How To Help Link

Print Application

|_Go Back | l Save ] l Save and Continue ]

FEMA | Provide Feeback|| How To [|Glossary|| Help | Privacy Statement

1 Loginto ND Grants and click on the Applications tab
2 Click the Help link on the bottom of the Applications Homepage screen

» In a new window, the main Help screen will be displayed.
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3 Click on the Table of Contents (TOC) links and select the corresponding link to the topic you would
like to learn more about.

» The topic you selected will be displayed on the right hand side of the screen.
4 To close the Help window, click on the X (Close Tab) on the top right corner of the web page.

NOTE: Alternatively, you can also use the Search feature on the top of the screen to
assist you in finding specific help screens.

I SR | — AR == & | madcap

o-orants Overew Locomrsscneens ——0 — |

[FHapplicant / Grantee Functid

L]:_,]ND-GrantS Screens “ian of the Help screens covers descriptions of the screens Search bOX ollowing high-level topics are coverad,
[#overall Screen Layout shenslasset st
Menu System
[ttanu Sy TOC (Table of Contents)

O cormposition of MD-GI
O common Screen Funetions T

[HHome Page # Composition of ND-Grants Screens
Owerview Screens

i . ® Common Screen Functions

OList Sereens

O Review Screens * Home Page

QF‘Dp-Up Windows * Overview Screens

O Grantee Functions
® listScreens

* REVIEW SCREENS

® Pop-Up Windows

£ >
O Toc

E1 mdex

& search

I Favorites

Clicking the How To link in ND Grants will open a new window displaying simplified,
step-by-step instructions on how to complete each major function when completing an
application. Each set of instructions is accompanied with a basic flow diagram. The
How To help has a Table of Contents and a search feature to assist you in finding
functions.

Note: There are some context-sensitive help links within the text on some of the
screens. Clicking these links will display an explanation of the term, or displays the
relevant webpage. These help links appear in blue.

MODULE 1: SUMMARY

After completing this module, you should be able to create a new FEMA User ID and password, log into
ND Grants, understand the basic organization and navigation of the functions and tasks on the home
page, and find the online help guide.
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MODULE 2: MANAGING ORGANIZATIONS

MODULE 2: OVERVIEW

In order to perform work on any applications or awards, you must belong to the organization with which
the application or award is associated. The Organization tab allows users to perform tasks related to
organizations to which they belong. Grantees can add / update the organization and add default contacts
for organization(s). In addition, from the Organization tab, you can manage organizations; view
organizations to which you do not belong and request access; view other grantees with access to your
organizations; and review / approve organization access requests.

Users that do not currently belong to an organization must request access to it; only an Organization
Administrator can approve the access requests. Users can view other users who belong to the same
organizations as they do. Users with the Organization Administrator privilege can update the organization
information and modify other user’s privileges for the organization.

In order to perform any of the manage organization functions; you must be on the Organization tab at the

top of the screen.

NOTE: Applications and awards will not be listed on your screen if you do not belong
to the organization with which they are associated.

MODULE 2: OBJECTIVES

At the end of this module, you will know how to:

View organizations to which you already belong

Add a new organization

Update an organization to which you belong

Add and update contacts for the organizations that you belong

View organizations to which you do not have access and request access

View other users with access to your organizations

Modify other user’s roles for your organization (as the Organization Administrator)

MODULE 2: LESSON 1: VIEWING ORGANIZATIONS, WHICH YOU BELONG

Organizations you belong to will be listed on the Select Organization screen, which is the first screen
displayed when you create an application. If you belong to an organization, you can add contacts for the
organization and additional system users of the organization.

1 Under the Organization tab, click the Organizations left hand menu link

» The Manage Organizations screen will be displayed, listing all the organizations which you belong



Owverview
Organizations
Contacts

Review Access Requests
System Users

Request Access

Grantee Training Manual

Grants Management Organization

Manage Organizations

Mail Center

Edit Profile

-15-

hange Password Logout

Logged in 2s: john smith
Lest Login 3/15/11 1:45 PM 8 ) )

A list of organizations is provided below, To update or delete an organization, click the link under the Acfion column, To add a new organization, click the Ady Crganization

button.

Total Humber of Records: 40
Display:10 20 50

Organization
EADIS-1IEM-REI Alliance
REI Systems Inc
REI International
Sterling Park Fire Department
Bramble Enterprises
BTC Consulting
Govt Public Relstions Agency
Harris County Government Public Safety
Dcock Agency
Deyermann s Agency

1334 Next =

Add Organization |

Address City
11115unset Hill Blvd Suite 303 Reston

200 Fairbrooks Dr Suite 103 Herndon
14325 Willard Road Suite 200 Chantilty

£9 Sugrind Dr Hernden

32 W 32nd St New: York
1801 Buttonwood St Ste 1511 Fhiladelphiz
1321 Space Park Dr Houston
2573 Hamilton Rd Lagrangs
&35 South St Honclulu
7930 State Line Suite 208 Prairie Village

State Zip
VA 0171
VA 20170
VA 20151
VA 0170
MY 10001
PA 15130
™ 77058
GA 0241
HI 36813 View
Ks 65208 Update

eport: 28 T[] =

MODULE 2: LESSON: 2: ADDING AN ORGANIZATION

1 Under the Organization tab, click the Organizations left hand menu link

2

» The Manage Organizations screen will be displayed, listing all the organizations which you

belong

Click the Add Organization button
» The Add/Update Organization screen will be displayed

Overview
Organizations
Contacts

Review Access Requests
System Uisers

Request Access

Grants Management | Organization

Add/Update Organization

Edit Profile | a vord }

Mail Center

Logout
Logged in 2s: john smith
Last Login 3/15/11 1:45 PM = E

Mote: Fields marked with an * are required.
Organization Information
* Organization Name:
* Employer Identification Number:
* Are you sharing an EIN with ancther crganization?
an EIN:
* Does your cigsnizstion have a DUNS Number?
If yes, please enter the DUNS Number:

* Organization Type:

If you selected Other sbove, please specify:

Headquarters or Main Station Physical Address.
* Address1:

Address2:

* Cengressicnal District:
Mailing Address ~

Same As Physicel Address:
Address 1

Address 2:

Return to Organizations

| ===
Save and Continue |

Pleasz provide the following organization information. When you are finished, click the Save and Continue button below.

Texss Border Fatrol

12-2456789

@Ne {7 ves

If yes. please enter the name of the entity with whem you share

CiNe @ves (2

123458789 7

| State Governments

1234 Test Ave

Arlingten

= =

= =] - |oo1 =.g. 001

- Need help for ZIP+47

(=.0. 12345-6788) Need help for ZIP+47
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3 Complete the organization details and click the Save and Continue button
» The Organization Details (confirmation) screen will be displayed

Applications | Grants Management Organization | Mail Center

Organization Details

The following ization wes Ta rebun to

Mote: Fields marked with an * are required.

Organization Information

Crgarizatian Name

Ace i thiwing 30 EIN with srther crgaees sieri?

¥yes, plesse eiter T rame of the entty weh whorn you share sn EN
Coes your organizaion have 3 DU c

¥yes, please ey e

Crganizatan Type

¥you selected Dther sbave, pleane specily

Headquarters or Main Station Physical Address
Address!

Address]

Cey.

Stace

Zp

Congressians Distict

Mailing Address

Address 1

Address 3

Cey,

State

ip

Return to Organtrations

click the Refum fo Organizations button below

Harris County Gevernment Public Safety
232424247
No

Yes
60-160-1606
State Governments

2573 Hamilton Rd

Lagrange
Georga
30241

VA - 001

2573 Hamiten Rd

Lagrange
Georgia
241

FEMA | Provide Feecback | How To | Glossary | Help | Privacy Statement

4  Click the Return to Organizations button

» The Manage Organizations screen will be re-displayed

MODULE 2: LESSON: 3: UPDATING AN ORGANIZATION

Only the Organization Administrator can update the organization’s information. Once application(s) have
been submitted by the organization, the Organization Administrator will not be able to update the
organization’s information as described below, but instead will need to create an Organization Address

Change amendment (see Lesson 4).

Manage Organizations

Total Humber of Records: 21
Display: 10 20 50

Organization
Western 1000 Main St
Central 500 Central Ave Suite 2000
Eastern 321 adf
Southern Organization 599 Test St
Dzvenport Fire Department 12345 Main 5t.
Steph Vendor Test test 2001
Horthern 928 Front St

Katie's Organization 1111 test drive
Steph Test 2 100 St
REI Systems Inc 101 Fairbrook Ave

1234 Next=

Add Organization

Address City State Zip
Seattle WA 3828
Davenpart 1A 22234
Newi Yark NY 28333
Seattle WA 1345
Davenport 14 52805
Test 22 AK 00000
Chicago IL 83059
Baltimare MO 20720
Washington bpC 11111
Herndon VA 12345

A list of organizations is provided below, To update or delete an organization, diick the link under the Action column, To add 2 new organization, dlick the Add Grganization button,

e E B

1 Under the Organization tab, click the Organizations left hand menu link
» The Manage Organizations screen will be displayed, listing all the organizations which you

belong
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2 Click the Update link for the organization you want to update
» The Add/Update Organization screen will be displayed, listing the current organization details

3 Modify the organization details and click the Save and Continue button
» The Organization Details (confirmation) screen will be displayed

4  Click the Return to Organizations button
» The Manage Organizations screen will be re-displayed

NOTE: Once an organization submits an application, the View link will be displayed for
the organization on the Manage Organization Screen, indicating that the
organization information can only be modified by creating an Organization
Address Change amendment.

The organization information fields are read-only for grantee users who do not
have the Organization Administrator role.

MODULE 2: LESSON 4: CREATING AN ORGANIZATION ADDRESS CHANGE AMENDMENT

Once the organization submits an application, the organization’s address can only be changed by
creating an Organization Address Change amendment. Only the Organization Administrator has the right
to update the organization’s information or create an Organization Address Change amendment.

1 Under the Organization tab, click the Organizations left hand menu link
» The Manage Organizations screen will be displayed, listing all the organizations, which you

belong.

2 Click the View link for the organization you want to update
» The Organization Details screen will be displayed, listing the current organization details

Edit Profle | Change Password | Logout
[P P ——

Overview
Organizations
Contacts

Review Access Requests
System Users

Request Access

Grants Management | Organization | Mail Center el R BER

Organization Details

The following organization was sdded/updated succsssfully. To return to organizstions, diick the Return to Organizations button below

Mote: Fizlds marked with an * are required.

Organization Information

Crganization Name: Western
Employer Identification Number: 12-1224567
Are you sharing an EIN with another crganization? Mo

If yes. pleass enter the name of the entity with whom you share an

EIN

Does your organization have a DUNS Number? ez

If yes, please enter the DUNS Number: 12-123-1224
Organization Type: State

If you selected Other above, please specify.

Headquarters or Main Station Physical Address

Address1 1000 Main St
Address2:

City: Seattle
State: Washington
Zip: 99828 1928
Congressional District: wa - 001

Mailing Address *

Addrass 1: 1000 Main St
Address 2

Citw Sestile
State: Washington
Zip: 23828 1928

Congressional District WA - 001

Mailing Address *

Address 1: 1000 Masin St
Address 2

City: Sastile
State: ‘Washington
Zip:

92828 1928

[ Return to Organiztions | (( create D
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3 Click the Create Amendment button
» The Create Organization Address Amendment screen will be displayed, allowing you to
update the physical and mailing address of the organization.

4 Update the organization information on the screen and click the Save and Continue button
» The Organization Address Amendment Confirmation screen will be displayed, listing any
awards that have an in-progress amendment or deobligation. The Organization Address Amendment
cannot be submitted until the outstanding amendments and deobligations for the award are
processed.

5 Once the amendment is submitted, an Organization Address Change amendment will be
automatically created and approved for each award submitted by the organization.

NOTE: The organization address change will automatically be reflected on
applications that have not yet been submitted.

MODULE 2: LESSON 5: REQUESTING ACCESS TO BELONG TO AN ORGANIZATION

1 Under the Organization tab, click the Request Access left hand menu link
» The Request Access to Organizations screen will be displayed. The screen will list all the
organizations to which you do not belong.

Grants Management Organization Mail Center

Request Access To Organizations

B A list of organizstions for which you may request access is provided below, To request sccess to an arganization, click the Request Access link under the Action column, To search for
&n organization, click the Search button.
Organizztions
Total Humber of Records: 47
Contacts Display:10 20 £0
Review Access Requests Hame Address City State zIp Access Status
System Usars Western 1000 Mazin St Seatte wa 99828 Approve
Request Accass Western 1000 Main St Seattle WA 99828 Approve
Centra 101 Main Street Washington DC 20005 Approve
Eastern 321 adf Mews York NY 28393 Approve
Southern Organization 993 Tast St Seattle WA 11345 Approve
Southern Organization 53 Test St Seattle WA 12345 Approve
Ji o test 2001 Test 22 AK 00000 Approve
Test Vendar Email 111 Main Ave Charlotte NC 175959 Approve
Steph Test 3 111 Test Drive Albany NY 12350 5
Narthern 928 Front 5t Chicago IL 89099 Approve Wiew Request
123 .. 5Nexts Exwm@ L W =

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Find the organization to which you want to request access. If you do not see it listed on the screen,
click the Search button to find it.

3 Click the Request Access link next to the organization to which you want access
» The Request Access screen will be displayed
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ND Grants

Edit Profile | Change Password | Logout

Logged in as: Grantee Lastname
Applications Grants Management Organization Mail Center =R

Request Access

Overview You have selected to request access to the organization provided below. To continue, click the Submit
Organizations button. To cancel, click the Go Back button.
Contacts

MNote: Fields marked with an * are required.
Review Access Requests

System Users Organization Information
Request Access Organization Name: D M Construction

Headquarters or Main Station Physical Address

Address1: 773 E Broadway
Address2:
City: Boston
State: Massachusetts
Zip: 02127
Caonaressional District:
Contact Address
Address 1: 773 E Broadway
Address 2:
City: Boston
State: 22
Zip: 02127

Access Request Comments

B 7 U

i
([
it
i

A LA VO

* Message:

(4000 characters left)

Go Back | | Submit |

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

4  Provide your reasons for requesting the access under the Access Request Comments section in the
Message box, and then click the Submit button.

NOTE: Check your email to see if your access request was approved. You can also
click the Organizations left hand menu link to see if the organization is listed as
one of the organizations to which you belong.

MODULE 2: LESSON 6: REVIEWING/APPROVING ORGANIZATION ACCESS REQUESTS FROM
OTHER USERS

Only the Organization Administrator can approve access requests for the organization.



e
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1 Under the Organization tab, click the Review Access Requests left hand menu link
» The Review Organization Access Requests screen will be displayed, listing your outstanding

access req

e ND

Overview

Organizations

uests.

Grants

Applications

Contacts
Display: 10
Revi Access Requests
System Users Name
Request Access
Grantee
Lastname

Edit Profile { Change Password
Logged in as: Grantee Lastname

Logout

Grants M

Mail Center

Review Organization Access Requests

A list of users who requested access to your organization is provided below. To review the request,
click the link under the Action column.

Total Number of Records: 1

’ | search
Quick Filter: IP:nding 4 | 6o | |—|

Organization

Business Date Access Review
Title Email Requested Action
Phone Requested = Status
Access
ndgrants- (504 08,/26/2009 Gmu_raskl s ) .
. 000-0000 Public Safety Pending Review
ga@reisys.com 11:31 .
Equip. Inc

Click the Review link next to the access request you want to review

-20 -

» The Review Organization Access Request screen will be displayed. The screen will display

the details

of the access request.

Edit Profile

Applications

Overview

Organizations

Contacts

Review Access Requests
System Users

Request Access

Grants Management

Organization

Logged in

Mail Center Last Login

Review Organization Access Request

button.
Note: Fields marked with an * are required.

User Information

Title:

Prefix:

First Name:

Middle Name:

Last Name:

Business Phone

Home Phone:

Fax:

Email-

Address 1:

Address 2°

City:

State:

Zipt

Organization Requested Access
Organization Name:

If yes, please enter the DUNS Number:
Address1:

Address2:

City:

State:

Zipt
Access Request Comments
Message:
Access Authorization
* Authorization Status

Role:

* Comments:

Go Back I Save

Save and Continue

Access request details for the selected user are provided below. Review the request and select the appropriate status. When you are finished, click the Save and Continue

Ms
john

smith

(703) 555-5555 Ext.
Ext.

bnwugwo@femaeadis.com
180 s bell st

arlington
Virginia
22202

Training State Administrative Agency
01-010-1010
101 Main Street

Washington
District Of Columbia
20001 0001

Access, please!

© Pending ¢ Approve © Deny

V¥ Financial Specialist M Grant Writer
¥ Organization Administrator ¥ Authorizing Official

7 Grant Administrator

B f U|= = i=

X B |-

(4000 characters left)
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3 Review the access request
I. Select the Approve (or Deny) Status
II. Select the roles(s) you want to grant the user
lll. Enter the text of the email message that you want to send to the person requesting the access in
the Comments box

User Roles Functions

Organization Administrator Approve access requests to organization profile

Authorizing Official Complete, sign, and submit application(s); Accept award package(s);
Complete and submit amendment(s) and performance report(s)

Signing Authority The individual who is authorized to enter into a grant agreement with the
Federal government on behalf of the organization. Does not have to be a
system user.

Grant Writer Complete Application(s). Cannot submit applications or sign Assurances and
Certifications.

Financial Specialist Request payments (Payments will not be supported by ND Grants at this
time.)

Grant Administrator Complete Application(s); Complete and submit amendment(s) and

performance report(s)

Type of Contact Functions
Primary Contact Main point-of-contact for the grant
Secondary Contact Secondary point-of-contact for the grant
Active Contact May be selected for any user roles or as the primary or secondary contact
Inactive Contact Remains within the system, but is not available for use

4  Click the Save and Continue button
» The Review Organization Access Requests screen will be re-displayed
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e

|MODULE 2: LESSON 7: VIEWING OTHER USERS WITH ACCESS TO YOUR ORGANIZATION(S)

1 Under the Organization tab, click the System Users left hand menu link

» The Manage System Users screen will be displayed. The screen lists all the users that belong
to any of the organizations to which you belong.

EditProfle | ChangePassword | Logout

Logged in as: john smith
Last Login 3/16/11 11:06 AM <]

Grants Management Organization Mail Center

Manage System Users

RIS A list of registered users is provided below, To update or grant system access/privilege information, dlick the zppropriate link under the Acfion column.,
Organizations
Contacts Total Humber of Records: 3 —— |
Review Access Reguests Display: 10
SRS Hame Title Email Business Phone Status Action
JETLE = john smith M= brviuguic@femassdis.com (703) 555-5555 Active

ND Grantee3 Ms ndgrants@fema.gov (202) 555-1234 Active Update

NI Grantssl Ms ndgrants@fema.gov (202) 555-1233 Active Update

eport: 2 T[] B

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Click the Update link for the user to view details of the user and the organizations to which you both
belong.

» The Add/Update System Access Privileges screen will be displayed

Edit Profle | ChangeP: vord | Logout

Logged in 2s: john smith
Grants Management | Organization | Mail Center Last Login 3/16/11 11:06 AM BER

Add/Update System Access Privileges

Overview Information for the user you selected & provided below zlong with organizations for which you may grant privileges. To update or grant this user privileges to an organization,
click the appropriate link under the Action column, When you are finished, ciick the Return to System Users button below,

Organizations

= Note: Fields marked with 2n * zre required.

Reviewr Access Requests User Information

13234 Nexts

Return to System Usars I

System Users Title: Ms
Request Access Frefix:
First Name: ND
Middle Name:
Last Name: Grantee3
Business Phone (202) 6551224 Ext.
Home Phene: Et.
Fax:
Email: ndgrants@fema.gev
Address1: 124 Main Strest
Address2:
City: Washington
State: District Cf Celumbia
Zip: 20001
Status: Active
Organizations
Organization Contact Type Address City State Zip Action
EADIS-IBM-REI Alliznce 11115unset Hill Blvd Suite 303 Reston VA 20171 Update
REI Systems Inc 200 Fairbrocks Dr Suite 103 Herndon VA 20170 Update
REI International 14325 Willard Road Sutte 200 Chantilly VA 20151 Update
Sterling Park Fire Department 85 Sugrind Dr Herndon VA 20170 Update
Bramble Enterprises 32 32nd St Newe Yark MY 10001 Update
BTC Consulting 1801 Buttonwood St Ste 1511 Philadelphia Pa 15130 Update
Govt Public Relations Agency 1322 Spacs Park Dr Houston ™ 77058 Update
Deock Agency €36 South St Honaiulu HI 58813 Update
Deysrmann s Agency 7530 State Line Suite 208 Prairie Vilage Ks &5208 Updsate
Djchnson Public Safety Consultants 60 Webster St Arfington MA 02474 Update

FEMA | Provide Fesdback

How To | Glossary | Help | Privacy Statement



@ FEMA Grantee Training Manual -23-

» The top of the screen displays the user details. The bottom of the screen lists the organizations
that you have in common with the other user.

3 Click the Return to System Users button
» The Manage System Users screen will be re-displayed

MODULE 2: LESSON 8: UPDATING USER ROLES OF OTHER USERS

NOTE: To change the user roles of other users belonging to one of your organizations,
you need to have an Organization Administrator role for that organization.

1 Under the Organization tab, click the System Users left hand menu link

2 Click the Update link for the user to allow you to view the organizations which you both belong.
» The Add/Update System Access Privileges screen will be displayed

3 Click the Update link next to the organization for which you want to change the user’s role(s)
» The Add/Update User Access Information screen will be displayed for the user

Edit Profle | Change Password | Logout

Logged in as: grantee group
Grants Management | Organization | Mail Center Last Login 6/30/10 8:30 AM BR

Add/Update User Access Information

Crverview You have selected to update the following system access information. When you are finished, dick the Save and Continue button below,
Organizations Mote: Fields marked with an * are required.
Contacts

User Information
Review Access Reguests
Title:
System Users .
Prefix:
Request Access First Name: grantes

Middle Namae:

Last Mame: group2

Business Phone (949) 424-2588 Ext.
Home Phone: {549) 494-2484 Ext.
Fax:

Email: ndgrants-ga@reisys.com
Addrass 1:

Address 2:

City:

State:

Zip:

Organization Requested Access

Organization Name: Central

If yes, please enter the DUNS Mumber: 12-345-6789

Address1: 101 Main Street

Addrass2:

Roles

Role: D Grant Writer D Financial Specialist
D A D Grant A

Autheorizing Official

[ Go Back ] [ Save and Continue ]

4  Check/uncheck the role boxes to change the roles for the user, then click the Save and Continue
button

» The Add/Update System Access Privileges screen will be re-displayed

5 Click the Return to System Users button
» The Manage System Users screen will be re-displayed
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|MODULE 2: LESSON 9: ADDING CONTACTS FOR ORGANIZATION(S)

NOTE: Only the Organization Administrator can add or update the contacts of an
organization.

You will need to set up Grantee contacts for each organization to ensure that DHS has point of contacts
to communicate important information with the organization. You can add or update contacts for any
organization to which you belong. For each organization you belong to, there must be a primary and
secondary contact specified.

NOTE: Email communications could be addressed to the Primary Contact or the
contact designated as the Authorizing Official based on the nature of the email.

1 To add or update an organization’s contacts, you must first click the Contacts left hand menu link
» The Manage Contacts screen will be displayed

EditProfle | Change Password | Logout

Logged in as: grantee group
Grants Management Organization Mail Center Last Login 5/26/10 10:04 AM BER

Manage Contacts

Orwerview A list of contacts for your arganization s provided below. To update or delete a contact, click the approprizte link under the Action column. To add a new contact, diick the Adl’
Conisct button,

Organizations
Total Number of Records: 47

Contacts Display: 10 20 50

Review Access Requests Hame Title Email Business Phona System User Status  Action

System Users grantee group President ndgrants-ga@reisys.com (303) 123-5534 Yes Active Update

Request Access Western Contact Western Contact wiesterncontact@western.com (733) 953-0587 No Active Update
Central Contact Central Contact cantral@cantralorg.com (830) 35%-2222 No Active Update
Eastern Contact Eastern Contact eastern@east.com (212) 203-2539 Mo Active Update
Vishnu Dev Prog Mgr wv@dv.com (777) 777-7777 No Active Update
Miss Contact Contact vv@vv.com (901) 901-9001 Mo Active Update
Jane Doe Mr jane.dos@yshoo.com (0D} 0DO-00DD 3456 Mo Active Update
Test User Founder test@testorg.com (202) 250-1911 No Active Update
grantee groupl ndgrants-ga@reisys.com (533) 393-3485 Yes Active Update
grantes groups Grantes Title ndgrants-ga@rsisys.com (575) 757-3834 Yes Active Update
1235 Next = Exmm@ '@ @ E3h)

2 While on the Manage Contacts screen, click the Add Contact button
» The Add/Update Contact screen will be displayed, allowing you to enter the contact information
and listing all the organizations to which you already belong.
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Applications Grants Management Organization Mail Center
Add/Update Contact
Cena Please complete the following contact information. When you are finished, click the Save and Continue button below.
Organizations
Contacts Note: Fields marked with an ™ are required.
Review Access Requests
System Users User Information
Request Access * Title: Grantee
Prefix: [Setest ... =]
* First Name: Secondary
Middle Initial:
* Last Name: Contact
* Business Phone (527) 340-0000 b ) {301V S5ETE Ext.
* Home Phone: (527) 340-0000 b ) {301V S5ETE Ext.
Fax:
* Email: ndgrants@reisys.com
Mailing Address
* Address1: 14420 Time Travel Rd
Address2;
* City: Walawala
° State: [washingeon =
* Zip: 14100 - (e.g. 12345-6789) Need help for ZIP+47?
A Status Infi ion
* Status: O Inactive @ Active

NOTE: Always select the contact as Active unless you do not want the contact to
appear when creating applications for the organization.

Fill out all required fields on the screen

4  Click the Save and Continue button
» The Add/Update Contact Results (confirmation) screen will be displayed
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Grants Management

Add/update Contact

Note: Fieids marked with an * are reguired.

User Information
* Title
Prefix

* First Hame
Middie Name

* Last Name

* Business Phone

Home Phone

Fax:

* Emalt

Mailing Address

* Addressl

Address2

* City

" State

= Zip

Access Status Information

* Status

Organization

Mall Center

Piease compiete the folowing contact Information. When you are finshed, cick the Save and Conbinue button below.

Select Organization for which user is a contact

Organizations
Select Organization
r EADIS-[BM-RET ARance
~ 1 wteems Ine
=
r Department
- L e
=
— Govt Agency
— Doook AQEncy
r Dreyermann s Agency
| o Dijohnson Publc Safety Consulants

3 4 Next >

Blturn to Contacts

] ==

Save and Cantinue

Govemar
= =
Leshe
Powar
[505) 555-1234 s Ext
Ext
govemor@wa gov
124 Main Street
Tacoma
[Vresrton =
12343 1111 (e.g. 12345.6769) Need neilp for ZIP+47
©inactive & Active
Contact Type Addrees City
= 11115unset HEl Blvd Sute 203 Reston
Sem. =1 200 Farbrooks Dr Sute 103 Herndon
[Eacandars Comtam =] 14325 Wikard Road Sulte 200 Chantiy
B - 89 Sugrind Dr Herndan
32 W 32nd St MNew York
1801 Buttonwood St Ste 1511 Philadeiphia
1322 Space Park Dr Houston
636 South St Honokky
930 State Line Sulte 208 Prame vilage
= &0 Webster St Arington

5 Click the Return to Contacts button

» The Manage Contacts screen will be re-displayed

State
VA
VA
VA
WA
nNY
PA
LES
HI
S
A

L
2m71
20170
20151
20170
10003
15130
77058
Q6813
GHE2OE
02474

MODULE 2: LESSON 10: UPDATING A CONTACT

1 Under the Organization tab, click the Contacts left hand menu link
» The Manage Contacts screen will be displayed

2 Click the Update link for the contact you want to update
» The Add/Update Contacts screen will be displayed, listing the current contact details

3 Modify the contact details and the selected organizations, then click the Save and Continue button
» The Add/Update Contact Results (Confirmation) screen will be displayed

4  Click the Return to Contacts button

» The Manage Contacts screen will be re-displayed

organization.

NOTE: Only the Organization Administrator can add or update the contacts of an

MODULE 2: SUMMARY

After completing this module, you should be able to view, add, and update organizations. In addition, you

should be able to add and update contacts for the organizations to which you belong.
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MODULE 3: APPLICATION FUNCTIONALITY

MODULE 3: OVERVIEW

In order to comply with Office of Management and Budget (OMB) regulations for each funding
opportunity, applications will begin with Grants.gov. Grantees will start their application by submitting
their SF-424 in Grants.gov, and complete their application in ND Grants. All the information from the SF-
424 will be automatically downloaded into ND Grants and reviewed for eligibility. After review, the
application will be released back to the Grantee in ND Grants so they can complete the application which
includes updating the budget, adding any attachments, and completing any required Assurances and
Certifications. Applications may be released back to the Grantee through ND Grants for additional or
revised information. The following process map depicts the progression of an application through the
entire grant application process.

Grants Management Lifecycle (through Award)

Non Disaster (ND) Grants System

Complele SF424

antee

Gr

Submit SF424
(i Grants.gov)

NO ————p

NOTE: All tasks in this module occur under the Applications Tab.

MODULE 3: OBJECTIVES

At the end of this module, you will be able to:

e Create an application using Grants.gov
¢ Monitor applications submitted through Grants.gov
e Complete applications in ND Grants that were originally entered in Grants.gov
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|MODULE 3: LESSON 1: OVERVIEW OF STARTING APPLICATIONS IN GRANTS.GOV

This lesson describes how you begin your applications for funding opportunities that have a Go to
Grants.gov link.

1 Click the Applications tab at the top of the screen

2 Click the Create left hand menu link
» The Create New Application screen will be displayed

Grants Management

Organization

Create New Application

e A list of open funding cpportunities that you may apphy for is provided below. To apply for a funding opportunity, click the respective Start Appiication link to creste and submit

Create 2n spplication. Ta s=arch for additional funding oppartunities, dick the Sesrch button belov. For = funding opportunity posted to Grants.gov, you wil not be sble to start the
zpplication from here. Please ciick the Go to Grants.gov link, search for the funding opportunity using the Fundling Oipportunity Number provided below, and apply through

Update Grants.gov.

Manitor Hote: If you have any questions please contact your application point of contact,

IF you have not already done so, you should first check to ensure your arganization is registered and that you have the appropriate permission/access to

your arganization. If an applcstion for your organization has been started, you can organization access from the organization administrator; or, # you feel
that this person & not an appropriste of your ization, you should call the Help Desk at 1-856-927-5546, Please note that Applications that have besn
started will be displayed in your Update inbox accessed by dlicking Lipdafelink in left frame.

©

View Closed Grant Opportunities
Total Humber of Records: 5

_sewch |

Display: 10
Funding Opportunity Announcement Application Open  Application
Funding Opportuni Fv Action
ok . Number Date Date Deadline
SF424 Grant Program - FY2011 2011 EFS'LL'GPD'OSZ'OO" 09/D1/2010 17:30  08/15/2010 09:00 04152011 17:30  Stzrt Application | View Announcement

FY 2011 Emergency Management DHS-11-GPD-078-000-

2011 01/13/2011 10:08  01/15/2011 10:05  07/13/2011 10:10 Start Application | View Announcement |

Grants Program (EMPG) o

Training Grant Program - FY11 011 EFS'LL'GPD'OSZ'W' 01/20/2011 17:30  01/20/2011 02:00  08/31/2011 17:30  Stzrt Application | View Announcement

FY2010 Buffer Zone Protection Pon DHS-10-GPD-078-000- O1/21/2011 13:55  0L/20/2011 13555 12312012 13:59 Go to Grants.gov | Start Application | View

Program (EZPP) oL Anncuncement |

F¥ 2011 Driver's License Securd DHS-11-GPO-083-001- Go to Grants.gew | Start Applicstion | View
rivers Leenss Securty oy 02/02/2011 12:55  02/02/2011 12:55  QY/29/2012 12:58 = o o oneaey | SER Applestan [

Grant Program Region 1 o Anncuncement | Program Guidsnce

S s S

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

3 Click the Go to Grants.gov link for the corresponding funding opportunity
» The Grants.gov Home Page will be displayed in a new window

»
GCGRANTS.GOW™

Search  Contact Us Site Map  Help El rRsS

FOR APPLICANTS
Applicant Login

Find Grant Opportunities
Get Reglstered

Apply for Grants

Track My Application
Applicant Resources

APPLICANT SYSTEM-T0-

SEYSTEFM
FOR GRANTORS

ABOUT CRANTS.COV

HELP

CONTACT US

SITE MAP

Find. Apply. Succeed.

Grants.gov is your source to FIND and APPLY
for federal grants. Tho U,S. Departmont of
Health and Human Services is proud to be the
managing partner for Grants.gov, an initiative
that iz hawving an unparallelad impact on the
grant community. Learn mora about
Grants.gow and determime F you are eligible for
grant opportunities offerad on this site.

Grants.gov does not provide parsonal financial
asmistance. To learn whore you may fined
personal help. check Government Benafits,
1z o Simall Busines- Starl-up

Loa "S.

ERECOVERY.ci«

In respoanss to The Amarcan Recovery
y Act,

mnd

ant Act ar

Grant-maling Soentias Bfe posting |

Racovary Act spacific g

MRt apportnitiss

on Grants.gov. Yiew el cpooriunitiss =

Sthar and opp
regarding the Recovery Act Is a
Learn more =

Updabe=to- d-l-
h

y Act Grant Oppor

Archived Webinars

What's New at Grants.gov

Mlau Finears mitias This Waal

4  Click the Apply for Grants left hand menu link
» The Apply for Grants screen will be displayed

Slign- up for sur
B

Qlln r!arlv
MNewslatter

Quick Links

My Applicat

FOR GRANTORS

= Grantor Login
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Click on the Download a Grant Application Package link under Step #1
» The Download Application Package screen will be displayed
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Enter the funding opportunity number into the text box on the Grants.gov Download Application
Package screen

Follow the Grants.gov instructions for completing and submitting the application in Grants.Gov

Wait for the Grants.gov submission confirmation screen to appear and take note of the Grants.gov
tracking number

/

(.
= GRANTS.GOV"

Home = Apply for Grants > Confirmation

Confirmation

Thank you for submitting your grant application package via Grants.gov. Your application is
currently being processed by the Grants.gov system. Once your submission has been processed,
Grants.gov will send email messages to advise you of the progress of your application through the
system. Over the next 24 to 48 hours, you should receive two emails. The first will confirm receipt
of yvour application by the Grants.gov system. and the second will indicate that the application has
either been successfully validated by the system prior to transmission to the grantor agency or has
been rejected due to errors.

Please do not hit the back button on your browser.

If your application is successfully validated and subsequently retrieved by the granter agency from
the Grants.gov system. you will receive an additional email. This email may be delivered several
days or weeks from the date of submission, depending on when the grantor agency retrieves it.

You may also monitor the processing status of your submission within the Grants.gov system by
clicking on the “Track My Application” link listed at the end of this form.

MNote: Once the grantor agency has retrieved your application from Grants.gov, you will need to
contact them directly for any subsequent status updates. Grants.gov does not participate in
making any award decisions.

IMPORTANT NOTICE: If yvou do not receive a reccipt confirmation and cither a validation
confirmation or a rejection email message within 48 hours, please contact us. The Grants. gov Contact
Center can be reached by email at suppon@grants.gov. or by telephone at 1-2800-518-1726. Always
include your Grants.gov tracking i . 1 The tracking numbers issued by

Grants.gov look like GRA PR 0000C00000.

in all cor

Contact Center hours of operation are Monday-Friday from 7:00 A.M. to 9:00 P.M. Eastern Time.

king information was generated by the system:

GRANTOO0S516660

Applicant DUNS: 00-000-0000

Submitter's Name: AshThePropaser Dawoaod

CFDA Number: 97.075

CFDA Description: Rail and Transit Security Grant Program

Funding Opportunity
Number :

Funding Opportunity

Description :

Agency Name :

DHS-10-GPD-075-0032-01

Transit Security Grant Frogram - FY10

Department of Homeland Security

Application Name of . .
REI TSGP Appl t i Ed
this Submission : teation from

Date/Time of Receipt @ 2009.09.02 5:58 PM, EDT

TRACK MY APPLICATION — To check the status of this application, please click the link below:
httpsy//ato7apply.grants.gov/apply/checkSingleApplStatus. faces?tracking _num=—GRANTOOS5 1 666(

It is suggested you Save and/or Print this response for your records.

NOTE: This screen confirms application submission but not acceptance.
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9 Verify if the Grants.gov application was downloaded into ND Grants:

a. Click the Check Application Status link on the main Grants.gov screen
» The Grants.gov Check Application Status screen will be displayed

»
= GRANTS.GOWVY

CHECK APPLICATION STATUS

Dt/ Time: | |Requested
Q Received Status Status Date Agency Tracking # |Submission Name/Files |Amount
16-Jul-09 164009
15222 T63 GRANTODS15068 OSFZZ 02 Vahdated 0534 43 Colorado State 30000
M M
S 26-Jun.00
15225 828 GRANTODS13972 o 47 o Validated 114324 test applicant 5000
AM il
i 24.un.00
15225 BO12 GRANTOD513828 o) oo g Valdated 020049 Test Applicant 5000
P PM
07- 30.Jul-08
12611 100100100100 100100100100 GRANTO0082651 004522 Valdated 015458 Cape Canaveral AFS FL BO00000
AN
08-Jul-08 30-Jul-08
12612 200200200200 200200200200 GRANTO062673 0107 47 Validated 015201 Brunswick NAS 6000000
M 0]
27-Apr-
27-Apr-09
11.:618 11618-CONSTRUCTION c??!'s?'a':" GRANTODS08663 oo 0 m uasg‘:s Fite-Test 222000
PM
02-Ju-08 30408
20,505 1230000 GRANTODO8ZB00 12[:5 39 Valdated 01 21 a8 ol 15
M M
S 3008
20 505 123K GRANTOO0B2TTY 1 & Validated 015152 44 1500000
03.59.58 M
PM
Sotu 26-May.00
20,505 123X GRANTO0512873 1, 19 . Validated 035309 n 500
M i
2 26-Jun.09

20 Ens 1rTve coanTANEaGR1 09 kst 4441044 . —

b. Click the Date/Time column to sort the listed applications, so that the most recent Grants.gov
application appears at the top of the list

c. Look for the Grants.gov tracking number

d. The application has been successfully downloaded into ND Grants when a number appears in the
Agency Tracking # column

When the Grants.gov application is downloaded into ND Grants, the information
from the Grants.gov application will be automatically copied into ND Grants.

The FEMA Program Manager will then perform an Eligibility Review on the
application and will indicate any issues with the application using the Grantee
Comments box. Once the Program Manager has finished reviewing the application:

e |t will be released back to the grantee (with a Review Status of Revision
Requested), so that the grantee can complete the application and/or provide
any additional information the Program Manager has requested

e The ND Grants application will be listed in the Monitor Submitted
Applications Screen in ND Grants with a status indicating Revision
Requested

MODULE 3: LESSON 2: MONITORING SUBMITTED APPLICATIONS IN ND GRANTS

1 Log into ND Grants
2 Select the Application tab

3 Click on the Monitor left hand menu link
» The Monitor Submitted Applications screen will be displayed, listing all applications with their
status.



ND Grants

Grantee Training Manual

EditProfie | ChangePassword | Logout
Logged in as: grantee group

Applications | Grants Management | Organization | Mail Center Last Login 9/9/10 2:06 PM ]
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Create

Update
Monitor

Monitor Submitted Applications

Applications that you have submitted for your organization are listed below. To modify an application that was released by FEMA for your revision, dlick the Update link. To view
the detais of an application, click the View Detais ink. To manage your application by submitting performance reports, click the Grants Management tab.

Total Number of Records: 353

Display:10 20 50 100 200 Quick Filter: [All Programs (= [AllYears = [l Statuses -1 Go
Application Tracking " - Date N
‘Number Award Number Funding Opportunity Submitted Status Action

EMWY 2010-BF APP- FY 2010 Buffer Zone Protection Program (BZPP) 2010 97292010 syprritted Xﬁ‘;ﬂeﬁg‘;‘eﬂ‘rt Application | View

EMW-2010-BF-APP-  EMW-2010-BF- < 02/09/2010 View Detals | Print Application | View
FY 2010 Buffer Zone Protection Program (BZPP) 2010 Awarded

00071 00071-501 07:08 Announcement |

EMW-2010-UA-APP-  EMW-2010-UA- FY 2010 Urban Areas Security Initiative (UAST) Nonprofit 2010 02/09/2010 Awarded | VEW Details | Print Application | View

00032 00032-501 Security Grant Program (NSGP) 07:13 Announcement |

EMW-2010-55-APP-  EMW-2010-55- FY 2010 Tribal Homeland Security Grant Program 2010 02/09/2010 Awarded VW Details | Print Application | View

00051 00051-S01 (THSGP) 07:15 Announcement |

EMW-2010-RA-APP-  EMW-2010-RA- 02/09/2010 View Detais | Print Application | View
FY 2010 Transit Security Grant Program (TSGP) 2010 . Awarded

00050 00050-501 07:22 Announcement |

EMW-2010-PU-APP-  EMW-2010-PU- = 02/09/2010 View Detals | Print Application | View

00019 00019-501 FY 2010 Port Security Grant Progam (PSGP) 2010 a7:24 Awarded Announcement |

EMW-2010-ID-APP- EMW-2010-ID- FY 2010 Driver's License Security Grant Program 2010 02/09/2010 Awarded  ViEW Details | Print Application | View

00013 00013-S01 (DLSGP) 07:26 Announcement |

EMW-2010-BG-APP-  EMW-2010-BG- FY 2010 Intercity Passenger Rai (IPR) (Amtrak) 2010 02/09/2010 Awarded  View Detais | Print Application | View

00018 00018-501 Program 07:30 Announcement |

SE’I[\]’;E]ZD 10-EO-APP- Sgg\zlhz_gé?{& FY 2010 Emergency Operations Center Grant Program 2010 g;{gglzﬂlﬂ Awarded Xﬁ;gasﬁﬁ‘eﬂ‘rt Application | View

EMW-2010-BF-APP-  EMW-2010-BF- . 02/09/2010 View Detals | Print Application | View

00072 00072-501 FY 2010 Buffer Zone Protection Program (BZPP) 2010 07433 Awarded Announcement |

123 .36 Next > Export: 3 B W =

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

NOTE: Use the Quick Filter and column filter tools as necessary to reduce the number

of applications seen on the screen.

NOTE: Applications listed with a status of Revision Requested have Update links, as
they require additional information to be entered by the grantee. Applications
listed with a status of Submitted have View Details links because they have
already been submitted.

4  Click the Update link in the Action column next to the Revision Requested ND Grants Application

» The Application Status screen willl be displayed
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Edit Profle | Change Password | Logout :john smit

Mail Center

Applicstion Status

Orverview
Plesze cick on any of the fallaning firks te visit a perticusr z=ction of your appcation. Oncs ol ars= of your apgcation ars compiets, you may submit your appcstion.

Contact Information

Applicant Information
: : Leet Action: Ferform Snancisl Reve For Appicstions Lent Action Dete: 02/23/2011 Lest Action By: JESSIE SKINNER (Grant Specialist) Submizzion Desdine: N/A
Project Information

Comments:  De=r Mz zmitn
Budgst
Triz iz o inform you thet we have reviewsd your sppcation for the FY 2010 FY2010 Suffer Zove Frobmction Program (32°7) submitted Mirough ND-Grarts and Baved on the infarmation you pravided on the
=oicstion, your spcsion i nol comats. The spmcation i Deing refemsd etk L3 jou o compistion and rzubTizsion Do (e mrogem desding. The remons) Wiy your sppbostion it imcomaiei i
{arm) Dacame:

Attachments
Assurances and Certifications

Submit Application

17 you e mny questions, pimsss conisct your Frogram Mansger o Ui Casinsl Scfieduing and Information Derk sl
Print Applicat o
rint Application E-msidl: Arkzid{de gav

Maifing Address
DHS/FEMA Grant Programs Dirscharste CSID or Contral Desit
Tectitorid Suilting

500 C Strest S

Wastington DC 20472

Thiank you for garticipating in the Y 2010 FY2010 Suffer Zone Probection Program (32°7)!

Application Area Status
Cvervimw
Cantact Information
Apgiicank Infarmation
Project Information
Budg=t
Attachments

Azzurances and Certifications

_cowne |

5 Click any Incomplete or Not Started links on the Application Status screen to complete the ND Grants
application

NOTE: To complete the application, follow the detailed instructions in the next lesson
(Module:3 Lesson:3)

MODULE 3: LESSON 3: COMPLETING AN APPLICATION IN ND GRANTS

Applications that have been submitted in Grants.gov and approved for eligibility will be released be
released back to the Grantee in ND Grants. Grantees will be notified via email that they can now
complete their application in ND Grants.

1 Click the Applications tab at the top of the screen

2 Click on the Monitor left hand menu link
» The Monitor Submitted Applications screen will be displayed, listing all applications with their
status.

3 Click the Update link in the Action column next to the applications with Revision Requested
» The Application Status screen willl be displayed.



Cverview
Cantact Information
Applicant Information
Project Information

Budget

Attachments

Assurances and Certifications

Submit Application

Print Application

Grantee Training Manual

Edit Profile

ange Password |

Organization Mail Center

Application Status

Please click on any of the following links to vist a particular section of your application. Once all areas of your application are complete, you may submit your application.

Application Area Status
Overview Mot Started
Contact Information Not Started
Applicant Information Mot Started
Praject Information Mot Started
Budgst Mot Started
Attachments Mot Started
Assurances and Certifications Mot Started

Logout :grantee group

AR
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FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

4 On the Application Status screen click the Continue button to start entering the application details

» The Overview screen will be displayed

Edit Profile

Mail Center

Logout :grantee group

Organization

Overview

Plezse provide th folowing information and press the Save and Continue button below,
Contact Information
Note: Fiekds marked with an * are required,
Applicant Information

Project Information Overview

Budget . o
- Submission Type Onppllcstl:}n OPrEappllcstmn

Attachments O ChangediComected Application

OThis application was made available to the State under the Executive Order
12372 Prooess for review on

O Program is subject to E.C. 12372 but has not been selected by the State for
review.

Assurances and Certifications * Type of Application

Submit Application

Is application subject to review by state executive

s
{
order 12372 process? 02/04/1880)

Print Application

Program is not covered by E.0. 12372

Save and Continue

BER

FEMA | Provide Fesback | How To | Glossary | Help | Privacy Statement

5 Enter / select the requested information, then click the Save and Continue button to progress to
next section

the

» The next part of the application, the Contact Information screen will be displayed. The screen

will be listing the default contacts previously setup for the organization

Contact Information

Owverview

Contact Information person designated to sign and submit your spplication. Once you are dons, press the Save and Continue button balow.
Applicant Information
dlick the name. Te update or delstz = contact, click the approprists link undsr the Action column, Te add 2 new contect, click the Add bution,
Praject Information

Budget Signi Authorizi
Select Contact Type o | Name Title Address
Aachments Authority Official
e e BT e Primary Contact | O ® grantee group | President 123 Scuth Street, Reston, NH
= o
) o group2 o
Secondary Contact % O Tester Test | Test 123 Test, testing, VT

Print Application

[ GoBsck | [ save | [ Ssveand Continus |

6 Add or Update the contacts as appropriate:

Plazss provide 3 primary contsct and sscondary contact parson for this applicstion. You sko nesd to spacify the suthorizing officisl. Plesse note that the suthorizing official is the

A list of contacts for your organization is provided below, Select the checkbax beside the contact for this application and specify the contact type. To view the detsils of = contact,

Status Action

Active Update

Active Updats

Active Update
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I. Click the Add button to add an additional contact for the application or Click the Update link to
update a contact

Select two contacts to be used for the application by checking the Select checkbox

lll. Select the Contact Type from the Contact Type dropdown list for each of the two selected

contacts

NOTE: You must select one of the contacts as a Primary Contact and one as a
Secondary Contact. You must select only one Primary Contact and only one
Secondary Contact.

Select a contact who is the Signing Authority for the organization by selecting the Signing
Authority radio button

NOTE: The contact designated as the Signing Authority does not need to be an ND
Grants system user.

Select a contact who is the Authorizing Official and is authorized or designated to sign the

application within ND Grants

VI. Click the Save and Continue button

» The Applicant Information screen will be displayed

Buffer Zone Protection Program

Applications Grants Management Organization

Applicant Information
Overview

Contact Information
Applicant Information
B Note: Fields marked with an * are required.
Eudget

Attachments Organization Information

Assurances and Ceriifications Organization Name:

Submit Application

EditProfile |

Mail Center

Please provide the following information about your organization and press the Save and Confinue button below

Lauren's Organization

Employer |dentification Number: 12-3456789
Are you sharing an EIN with another organization? No
Print Application IT yes, please enter the name of the entity with whom
you share an EIN:
Does your organization have a DUNS Number? Yes
If yes, please enter the DUNS Number: 12-345-6789
* Applicant Type: Select ... -

Other Applicant Type:
Headquarters or Main Station Physical Address

If you answered yes 1o any of the additional questions
above, please provide an explanation in the space
provided below

Go Back I Save I Save and Continue

Create

Address1: 3188 Valley Brook Ct
Address2:

City: Newburgh

State: Indiana

Zip: 47630 1234
Mailing Address

Same As Physical Address: Yes

Address1: 3188 Valley Brook Ct
Address2:
City: Newburgh
State: Indiana
Zip: 47630 1234
Additional Information
* Is the applicant delinquent on any federal debt? ® No © Yes
B U = K@ mm s v e

test

(3996 characters left)

Change Password
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7 Enter/ Update the applicant details, then click the Save and Continue button
» The Project Information screen will be displayed

NOTE: You can only update organization information on the Applicant Information
screen if you have the Organization Administrator privilege for the organization and
no applications have been submitted by the organization. The applicant fields on
the Applicant Information screen can be updated at any time.

If the organization address needs to be changed and applications have already
been submitted, click the Create Amendment button to create an Organization
Address Change amendment before submitting the application.

EditProfle | Change Password | Logout :grantee group

Buffer Zone Protection Program

Applications Grants Management Organization Mail Center = ﬂ

Project Information

Overview
"’ Please provide the following information and press the Save and Continue button below,
Cantact Information
Mote: Fizlds marked with © are required,
Applicant Information

Project Information Project Information
Budgst

=
]
]
i
i

Attachments B 7 & —éL‘&nV?'EI
Assurances and Certifications
Submit Application

* Deswiptive Title of Applicant Project:

Print Application

{500 characters left)

B I U

X2a|v o

Areas Affected by Project (Cities, Counties, States, etc)

{500 characters l=ft)

Proposed Project: * Start date =] - End date B immiddiyyyy e.g. 04/01/2008

Available Districts Selected Districts
VA-001
VA-002
VA-003
VA-004
VA-005

* Congressional Districts: VA-006

VA-007

VA-008

VA-009

VA-010 b

Load All Districts

3

[(eoBack | [(save ] [ Saveand continue |

8 Enter / select the information requested and click the Save and Continue button
» The Budget screen will be displayed
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NOTE: You can upload Investment Justifications as attachments.

Edit Profle | Change Password | Logout :grantee group

Organization Mail Center = E

Budget

Overvisw
"’ Review and confirm the budget information below. When you are finished, press the Save and Confinue button below.
Cantact Information
Mote: Fiekds marked with * are required.
Applicnt Information

Projact Information Budget Object Class
Budget a. Personnel (7 510,000
Attachments

men b. Fringe Benefits (2 5 [5.000

Assurances and Certifications

c Travel (2 s
Submit Application
d. Equipment (7 § 20,000
= li 2 g 12,000
Print Appication S =LA
f. Contractual (? ]
g. Construction (2 550,000
h. Other (2 s
i. Indirect Charges (7 3
* Total Budget s

Federal and Applicant Share (These values will update on " Save" or "Save and Continue™}.

Federal Share Amount 3
Applicant Share s

Federsl Rate Sharing (%)

Non-Federal Resources {Please snsurs combined non federsl resources mest your cost shars requirsment)
a. Applicant 3

b. State 3

o Local g

d. Other Sources 3

e. Program Income -3

Comments

If you entered a value in Other Sources, indude your explanstion below. You can use this space to provide information on the projedt, cost share match, o if you have =
indirect cost agreement with a federal agengy.

B I U sE=s==:= XaBA@® &Y% |Y ad

(500 characters left)

[[oBack ] [ save ] [ save 2nd Continue

9 Enter your budget on the Budget screen using the appropriate fields. These funding requests are
organized according to their corresponding Budget Object Class categories.

I. Enter a breakdown of the Applicant Share $ amount in the text boxes for Applicant, State,
Local, Other Sources, and Program Income. The total amount of all these entries must equal
the Applicant share of the budget.

II. Enter your Comments, if required

Ill. Click the Save and Continue button
» The Attachments screen (for the application) will be displayed
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Edit Profle | Change Password | Logout :grantee group
Organization Mail Center — R
Attachments
Owerview
Contact Information This section will enable you to sttach files to supplement any saction you have already completed. You may sko view, update, or delete sny sttschment(s). To view an sttschment,
click the link under the A#fachment column. To update or delete any t (s}, click an the corr ding link under the Action column.

Applicant Information
Total Humber of Records: 0

Display:10
Budgst Document Type Description Attachment Date Uploaded Action
Attachments

Assurances and Certifications ndd Attachment
Submit Application
S

Project Informaticn

10 Add any applicable attachments for the application and make sure to select the document type. If
your application requires you to submit Investment Justification(s), you can upload them here.

11 After you finished adding attachments click the Continue button
» The Assurances and Certifications screen will be displayed

Edit Profle | Change Password | Logout :grantee group

Organization Mail Center = E

Assurances and Certifications

Overview

Contact Information These documents contain the Federal requirements attached to all Federal grants including the right of the Federal government to review the grant activity. You should read over
§ i the documents to become aware of the requirements, The Assurances and Certifications must be read, signed, and slectronically submitted a5 2 part of the applicstion. If the

Applicant Information lobbying form is not applicable, please check the box below.

Praject Information Plezse ciick on the Incomplete/Complete link ta go to individual forms, When you are finished, diick the Ssve snd Conginues buttan,

Budgst

Attachments Assurances and Certifications

o and Cartifications Form 424B, Assurances-Nonconstruction Programs

Cartification Regarding Lobbying
Submit Application

SF-LLL, Disclosure of Lobbying Activities

Print Application

Note: By signing the certification regarding debarment, suspension, and other responsibility matters for primary covered transaction, the applicant agrees that, should the proposed
covered transaction be entered into. it shall not knowingly enter into any lower tier covered transaction with a person who & debarred, suspended, declared ingligible, or voluntariy
sxcluded from parficipstion in this covered transaction, unless 2uthorizad by DHS antering into this transaction, The spplicant further agress by submitting this application thet # wil
include the clause titled "Certfication Regarding Debarment, i < 2nd Voluntsry Exclusion-Lawer Tier Coversd Transaction,” provided by the DHS Regional

Office entering into this coverad transaction, without modification, in all kower tier covered transactions and in all sclicitations for lower tier covered transactions. (Refer to 44 CFR
Part 17.)

[ Go Back ] [ Save ] [ Save and Continus ]

12 The screen lists all the Assurances and Certifications documents that are required for the application.
An Incomplete link next to a document means that the corresponding document has not yet been
signed.

13 For each unsigned Assurance / Certification document, you must either click its Incomplete link to
view and sign, or check the Not Applicable box (if the box is displayed)
» When you click the Incomplete link, the corresponding Assurance / Certification document will be
displayed

Digital Signature
By checking the box below and providing your password, you are providing your digital signature.
* Password

* [ ,Grantee Lastname, am hereby providing my signature for this application as of 25-Aug-2009

| Go Back | Save and Continue

14 You must sign the document by:
e Entering your password in the Password text box
e Clicking the Certification Check Box
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15 Click the Save and Continue button to return to the Assurances and Certifications screen
» The signed section will now show a Complete link next to it

16 After all the documents have been either signed or marked Not Applicable, click the Save and
Continue button
» The Submit Application screen will be displayed

Buffer Zone Protection Program EditProfle | Change Password | Logout:grantee group

Overview
Contact Information
Applicant Information
Praject Information

Budget

Aftachments

Assurances and Certifications

Submit Application

Print Application

Applications Grants M ¥ i Mail Center B R

Submit Application

Each section of your application to FEMA is listed below. If any reguired information is missing from a section its status will be listed as incomplete, You can return to that section of
the application by ciicking the updsts link. Ones all sactions of your Applicstion zre complate, you may submit your zpplicstion.

Application Area Status Action
Overviaw Completed Updsts
Contact Information Completad Update
Applicant Information Completad Update
Project Information Completed Update

Budgst Complated Update
Attachments Completed Update

Assurances and Certfications Complated Update

Digital Signature

= YOU WILL NOT BE ALLOWED TO EDIT THIS APPLICATION ONCE IT HAS BEEN SUBMITTED. If you are not yet ready to submit this application, log out and save it
until you feel that yvou have no more changss,

+ Whan you submit this zpplication, you, 2= 2n zuthorizad representstive of the organization apphying for this grant, zre cartifying that the folowing ststements ars trus:
To the best of my knowledge and belief, all data submitted in this application are true and correct.
This appiication has been duly autharized by the governing bady of the appiicant and the appiicant wil comply to the Assurances and Certfications f assistance is
awarded,

Ta sign your application, check the box below and enter your password in the space provided. To submit your application dlick the Submit Application button below to
officially submit your application to FEMA,

= [ 1, grantes group, sm hereby providing my signsture far this spplicstion s of 26-May-2010

[(seBack | [ submit applicston |

NOTE: The Submit Application button will only appear on the Submit Application
screen when all the application sections are marked Completed and if you are
designated as the Authorizing Official for the application.

Once the application is submitted, you will not be able to edit the application.
You can go directly to any section of the application by clicking:

e The left hand menu link of the application section
e The Update link in the Action column

17 Provide your electronic signature by entering your password and checking the certification checkbox

NOTE: You must be designated as the Authorizing Official in the Contact
Information section for the application to sign and submit it.

18 Click the Submit Application button
» The Submit Application (confirmation) screen will be displayed to indicate that your application
was accepted
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Edit Profle | Change Password |

Logout :grantee group

Organization Mail Center = ﬂ

Submit Application

Owerview
Contact Information

Applicant Information

Project Information ‘Congratulations, you have successfully submitted your application to FEMA. All references to this application should include the following application number: EMW-2010-BF

P -APP-00139. Pleasz print and kesp = copy of your completed application for your recards.
udgsd

Attzchments

[ Print Application ] [ Return to Homepage ]

Assurances and Certifications

Submit Application FEMA | Provide Feshack | How To | Glossary | Help | Privacy Statement

NOTE: The Application Number of the submitted application will be displayed in the
gray box near the top of the screen.

19 Click the Print Application button to print a copy of the application
» The Print Application screen will be displayed

You may print the entire application all st once or by section. To print a section, select the appropriste checkbox and dlick the Print Application Sections button. Check the Select All/Clear All link to select or dear the
entire application.

Select Application Section
Overview
Contact Information
Applicant Information
Project Information
Budgst
Fl Attachments

Assurzances and Certifications

Select Allf Clear All

[_print Application Sections | [ Close Window |

20 Select the application sections you want to print, then click the Print Application Sections button
» The application sections you selected, along with a standard Windows Print Dialog Box will be
displayed

21 Select the printer then click the Print button on the Print Dialogue box

22 The displayed application sections will be printed.
MODULE 3: SUMMARY

After completing this module, you should be able to begin an application in Grants.Gov and then view,
complete, and submit an application in ND Grants.
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e

MODULE 4: GRANTS MANAGEMENT FUNCTIONS

MODULE 4: OVERVIEW

The Grants Management tab allows grantees to perform post-award functions. These functions
currently include:
e Reviewing Award Packages for acceptance or rejection
Viewing accepted or rejected Award Packages
Downloading 1199A Standard Direct Deposit Forms
Creating and viewing amendments to Award Packages
Submitting Performance Reports

To perform any Grants Management function, you must first click the Grants Management tab at the top
of the screen.

MODULE 4: OBJECTIVES

At the end of this module, you should be able to:

Accept or reject an award

View each section of the Award Package

Understand the process to download and submit an 1199A standard direct deposit form
Create an amendment to an Award Package

View and submit Performance Reports

MODULE 4: LESSON 1: REVIEWING, ACCEPTING AND REJECTING AN AWARD

The Award Packages section lists all applications for your organization that have undergone all FEMA
reviews and have been approved and selected for award. Award Packages for any applications that have
been approved for award, but not yet accepted by the grantee are listed with a Review Award Package
link in the Action column. In order to proceed further (i.e., request payments, etc.), you need to accept
the Award Package. You also have the option of declining the award package, if necessary.

NOTE: Only users designated as the Authorizing Official for the award can accept or
decline an award package.

1 Under the Grants Management tab click the Award Packages left hand menu link
» The Award Packages screen will be displayed
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Preferences | o dback | B Ho i BHep | 8 sut rjohn smith

Applications | GrantsM i Mail Center

Owerview
Award Packages
Revisions/Amendment Requests
Performance Reports

11554 Standard Forms

Award Packages

A list of your grant applications sslected for 2n award is provided below, You nesd to review and accept the award package for 2ach of the awards, To review the package, cick
the Aeview Awsrd Package link under the Action column, To view an sward package that you have already reviewed/accepted, click the View Package link,

Total Humber of Records: 33

Display: 10 20 50 Quick Fiter: | All Programs =] [ Al vears [=] [ a0 = EI Sﬁ—mhl

Award Number Organizati Program Project Period Award Date Status Action
EMW-2010-EZ-00001-501  New Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011- 01/21/2013  01/25/2011 00:00  Accepted  View Award Package
EMW-2010-EZ-00002-501  New Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011 - 01/21/2013  01/25/3011 00:00  Accepted
EMW-2010-EZ-00003-501  New Mexico Border Pstrol  Buffer Zone Protscbion Program  01/21/2011 - 014/21/2013  01/25/2011 00:00  Accepted Vi

vard Package
« Aveard Package
EMVW-2010-BZ-00007-501  Mew Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011- 0L/21/2013  01/26/2011 0:00  Accepted  View Award Package
EMW-2010-EZ-0D008-501  Mew Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011 - 01/21/2013  01/25/2011 00:00  Accepted

EMW-2010-EZ-00010-501  New Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011 - 01/21/2013  01/26/2011 00:00  Accepted

wward Package

Award Package
EMV/-2010-EZ-00011-501  Mew Mexico Border Patrol  Buffer Fone Protection Program  01/21/2011 - D1/21/2013  D1/26/2011 00:00  Accepted
EMW-2010-BZ-00012-501  Mew Mexico Border Patrol  Buffer Zone Protection Program  O1/21/2011- DL/21/2013  02/05/2011 00:0  Accepted
EMVW-2010-EZ-00013-501  Mew Mexico Border Patrol  Buffer Zone Protecton Program  01/21/2011- 01/21/2013  02/09/2011 0010 Accepted
EMV/-2010-EZ-00014-501  Mew Mexico Border Patrol  Buffer Zone Protection Program  01/21/2011- OL/21/2013  02/03/2011 00:00  Accepted  View Award Package

1734 Next > Exporl:@ @ E @

evs Aveard Package

Aveard Package

rd Package

2 Locate the award that you are looking for. If you do not see it listed on the screen, click the Search
button or use the Quick Filter options to find it.

3 Click the Review Award Package link for the award you want to review

Owerview

Award Packages

Revisions/ Amendment Requests
Performance Reports

11534 Stendard Forms

Applications

t sjohn smith

AER

Grants Management | Organization Mail Center

Review Award Package

Your grant application has besn been selacted for an award. A summary of the award package is provided belows by section for your review. To review a section, click the
appropriate link under the Ackion column, When you are finished, select the appropriste status optien and click the Save and Continue button,

MNews Mexico Border Patrol, Award Number: EMVW-2010-EZ-00026-501

Program Name: Buffer Zone Protction Program Total Cost Approved:  $387.000.00

Year: 2010 Federal Share: $987,000.00

gf:_'g"‘d Peried of 01/21/2011 0 D1/21/2013 Applicant Share: <00
erformancs:

View: Application Deteils | Award Deteils | Award Package

Award Package Saction

Aweard Letter

Agreement Articles
Obligating Document

Status

7 Accept Award Package ' Decline Award Package

K G2 @ @@ sy -8

{4000 characters left}

Go Back | Savel Ssvesnd Contnus |

Comments

Digital Signature

[[Return to Award Packages | [ _Print Award Package |

4  Click the View links to view the sections of the award
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5 After reviewing all the sections of the award, you can select to Accept or Decline the award package
I. If you decline the award, enter the reason for declining it in the Comments box

6 Click the Save and Continue button
» The Accept Award Package Confirmation screen or the Decline Award Package

Confirmation screen will be displayed, depending on whether you accepted or declined the Award
Package

[E4 Preferences | !E Provide Feedback | !/E HowTo | !H Help |

8 Logout sjohn smith

‘Grants Management Organization Mail Center = E

Accept Award Package Confirmation

Overview

¥ou have selected to sccept the award package provided belowr. Te cancel, cliick the Go Back button. To continue and accept the package, enter your password and click the
Award Packages Submit button,

—
FETEETE AT NET R A= Fizlds marksd with - are required.
Performancs Reports

P — New Mexico Border Patrol, Avard Number: EMW-2010-EZ-00025-S01
Program Name: Buffer Zone Protecion Program Total Cost Approved:  $367,000.00
Year: 2010 Federsl Share: $587,000.00
Project Period of 0L/21/2011 to 01/21/2013 Applicant Shars: .00
Performance:
View:  Application Detsis | Award Detsits | Award Package
Award Package Saction
Aveard Letter
Agresment Artices
Obiligating Document v
Comments
B 7 U |sE=E=E=== = P Wl R A R = |

{4000 characters left)

Digital Signature

By checking the box belows and pr

iding your you are providing your digital si

- Password:

- [T 1 Laura Ingles, or my designes accept the abowe award package(s} and am hereby providing my signature on this day of 03162011,

Go Back Submit I

7 Sign and certify your acceptance or denial, then click the Submit button

» The Review Award Package Results screen will be displayed to confirm your acceptance or
denial
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EZ Preferences | !B Provide Feedback | B HowTo | !B Help | & Logout:john smith

Grants Management | Organization | Mail Center 2R

Review Award Package Results

Overview
This Award Package has been accepted. All references to this application should include the following fon number: 10-BZ- . Please print and
Auward Packages kesp = copy of this award package for your records,
Revisions{ Amendment Requests
Performance Reports Nevs Mexico Border Patrol, Award Number: EMW-2010-BZ-00026-501
115%A Standard Forms Program Mame: Buffer Zone Protection Program Total Cost Approved:  $987,000.00
Year: 2010 Federal Share: S9E7,000.00
Project Period of 0L/21/2011 10 OL/21/2013 Appiicant Shars: £.00
Performance:

View: Application Detsils | Award Detsis | Award Package

Award Package Section Action

Aveard Letter Wisve
Agreement Articls Vieve
Obligating Document Views
Status
Award Package Accepted
Comments
Digital Signature

Return to Award Packages | Print Award Package |

8 Click the Return to Award Packages button
» You will be returned to the Award Packages screen

MODULE 4: LESSON 2: VIEWING AN AWARD

Award Packages that have already been accepted or rejected by the Authorizing Official are listed with a
View Award Package link in the Action column.

1 Under the Grants Management tab, click the Award Packages left hand menu link
» The Award Packages screen will be displayed

2 Find an award from the list, and click the View Award Package link
» Depending on whether the award was previously accepted or rejected, the Review Award
Package Results screen will display a gray text box near the top of the screen indicating the status
of the Award Package.

EZ Preferences | !B Provide Feedback | B HowTo | !B Help | & Logout:john smith

Grants Management Organization Mail Center 2R3

Review Award Package Results

Orverview
This Award Package has been accepted. All references to this application should include the following spplicstion number: EMW-2010-BZ-APP-00026. Please print and
Award Packages keep 2 copy of this award package for your records.

Revisions/ Amendment Requests

Performance Reports New Mexico Border Patrol, Award Number: EMW-2010-BZ-00026-501

1199A Standard Forms Program Mame: Buffer Zone Protection Program Total Cost Approved:  $587,000.00
Year: 2010 Federal Share: S567,000.00
Project Pericd of 01/21/2011 o 01/21/2013 Applicant Share: 500
Performance:

View: Application Detsils | Award Detsils | Award Package

Award Package Saction
Award Letter
Agreement Arficles
Obligating Document

Status
Award Package Accepted

Comments
Digital Signature

Return to Award Packages | Print Award Packsge |

3 Click on the View link to view any sections of the award



@ FEMA Grantee Training Manual -44 -

NOTE: The Status section of the screen indicates whether your organization accepted
or rejected the award.

The Comments section states the reason why the award was declined (or
perhaps why the award was accepted)

4  Click the Return to Award Packages button
» The Award Packages screen will be re-displayed

MODULE 4: LESSON 3: SUBMITTING AN 1199A FORM (DIRECT DEPOSIT SIGN-UP FORM)

After you accept an Award Package, you must submit a current SF1199A Direct Deposit form for the
organization that accepted the Award Package. This must be done to ensure that the information
regarding your organization’s financial institution is correct.

1 Under the Grants Management tab click the 1199A Standard Forms left hand menu link

2 Click the link called ‘Click here to print a blank copy of the Standard Form 1199A’. (This appears as
step 1 at the top of the screen)

Grants Management Organization Mail Center

11994 Standard Forms

Overvizw Plezse follow these 4 steps to submit the SF1153A to FEMA:

Awzrd Packages

T e =S 1. Click here to print 2 blank copy of the Standard Form 11934

Performance Reports 2. Veerify/Complete the Payee section of the form
1199A Standard Forms
3. Have your bank complets the Financial Institution section of the form

4, Fax the completed form (with appropriste cartfication and signatures) to AskGMD Cantrol Dask. The fax number is 202-785-5305,

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

Manually enter the requested information on the SF-1199A that you just printed
4  Bring the SF-1199A to your Financial Institution

I. Have your financial institution fill out sections 2 and 3

II. Have your financial institution sign the form

5 Fax the completed SF-1199A form (with appropriate certification and signatures) to FEMA. The fax
number is 202-786-9905
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|MODULE 4: LESSON 4: VIEWING AMENDMENTS FOR AWARD PACKAGES

Once you received an award package, you can make changes to it by submitting an amendment request.
Generally, there are two types of amendments: 1) one that requires a FEMA internal review or 2) one that
does not require a FEMA internal review. You cannot create an amendment combining amendment types
with approvals with those that do not require approvals.

The following types of amendments/changes can be requested through the system:

Period of Performance — requires FEMA internal review
Authorizing Official - requires FEMA internal review
Cost - requires FEMA internal review

Scope of Work - requires FEMA internal review

Other - requires FEMA internal review

Contact — does not require FEMA internal review

1 Toview amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

Grantee Amendment Request

A list of zwizrds for which you may request amendment is provided below, To request an zmendment, click the Reguest Amendment ink under the Action column, To Visw 2 list of amendments crested for an award, click the View
Amendmantsiink.

Total Number of Records: 46

Display: 10 20 50 Quick Fiter: | All Programs v || allvears v | Al Statuses v
Award Numbar Program Name Project Period Federal Share Status Action
EM\ 0 Emergancy Operations Center Grant Program 11/03/2009 - 11/30/2012 108,750.00 Submitted View Amendments
EM Buffer Zone Protection Program 11/23(2005 - 11/332011 6,010.00  Pending Submission
EM Emergency Management Performance Grants 11/23(2005 - 11/22{2011 117,000.00  Pending Submission Viewr Amendments

EM Emergency Operations Center Grant Program 01/31/2000 - 01/31/2013 210,000.00 Approved w Amendments
EM\ Emergency Management Performance Grants 03/31/2000 - 12]31/2012 £70,000.00 Approved ¢ Amendments
EM\ Buffer Zone Protection Program 11232003 - 11/23/2011 545,501.00 Submitted 5

EM\ Buffer Zone Protection Program 11232005 - 11/23/2011 250,000.00 Deniad Request Amendment ¢ Amendments
EM Buffer Zone Protection Program 03/31/2010 - 01/31/2013 36700000  Pending Submission View Amendments

EM\ Urban Areas Security Inftiztive Nonprefit Security Grant Program 11/23/2009 - 11/30/2012 10,000.00 Approved A\l endments

EM - 0 Port Security Grant Program 01/31/2010 - 11]30/2012 85,000.00 Submitted ¥ endments

< Previous 1234 5 Nest » Exmm@ @ @ =

3 You can filter the awards shown on the screen by Program, Fiscal Year and Status

NOTE: The statuses that can be selected for filtering are: All Statuses, Pending Action,
Pending Submission, Released, Submitted, Approved, Denied, Deleted or No
Amendments

4 The View Amendments link will be displayed for any award that has at least one pending amendment,
indicating that you will not be able to submit another amendment until the pending amendment was
approved or denied.

5 To view amendments for an award, click the View Amendments link corresponding to the award
» The Grantee Amendment Requests screen will be displayed, listing all the amendments for the
award, including the Amendment Number, Date Submitted, Old and New Federal Share, Amendment
Type, Status and the actions you can perform.



e

FEMA

Grantee Training Manual

-46 -

NOTE:

award.

The Request Amendment link will be displayed for awards that have no
pending amendment requests, allowing you to create an amendment for the

Overview

Awviard Packages
Revisions/ Amendment
Requests

Performancs Reports
11534 Standard Forms

6 Click the View link next to the amendment you would like to review

Grants Management | Organization | Mail Canter

Grant Amendment Requests

EditProfle | Change Password |
john smith

/11 12:03 PM = E

Logout

Logged i
Last Logi

A summary of your amendment requests is provided below. To update, delete or view a request, click the approprists fink under the Action column,

Mew Mexico Border Patrol, Award Number: EMW-2010-EZ-00001-501

Program: Buffer Zone Protection Program g:trlgl'lgd Total =10,000.00 Year: 2010
Project Pericd Appiicant
Federal Share: $10,000.00 of Performance: 01/21/2011 - 01/21/2013 i il 5.00
View: Application Details | Award Details | Award Package
Total Number of Records: 2
Display: 10
A di Number Date Submitted 0Old Federal Share(%) New Federal Share($) A J Type Status Action
001 10,000.00 NfA Cost Change Pending Submission Update | Delete
00z 02/10/2011 10,000.00 10,500.00 Cost Change Submitted Views

ewort: 2 B W] B

» The View Grant Amendment Request screen will be displayed, allowing you to view your
submitted amendment request

EX Preference:

s | !H Provide Feedback

Orverview
Avezrd Packages

Revisions/Amendment
Requests

Performance Reports

1153A Standard Forms

IE How To IH Help | @ Logout :john smith
Grants Management | Organization | Mail Center |eR
View Grant Amendment Request
Details for the Amendment Request you selected are provided belove.
New Mexico Border Patral, Award Number: EMW-2010-BZ-00001-S01
Program: Buffer Zone Protection Program P‘p""f"""’d Total o i0,000.00 Year: 2010
Project Pericd Aolcant
Federal Share: £10,000.00 of Performance: 01/21/2011 - 01/21/2013 hare: =00
View: Application Detsils | Award Detsis | Award Package
Grant Amendment Request
~Select the Type of Amendment for which Internal Cost Change
review is required?
*Select the Type of Amendment for which Internal
review is not required?
1f you selected Period of Parformance above, snter | Start Date: 01/21/2011 Excisting End Date: 01/21/2013
Neve End Date:
Mews End Date:
Explain why you need this Amendment mare $555555
Attachments:
{You may attach additional documentstion to support this
amendment)
Summary of Budget Changes
Budget Object Class old Cost Hew Cost Change Status Action
Budget S 10,000.00 S 10,500.00 Modified View
Total Cost Change: $500.00 Federal Share Change: S500.00 New Total Cost: 51050000  New Requested Federal Share: 5 10,500.00
Digital Si
Signed and Submitted By john smith on 02/10/2011

7 Onthe Grantee Amendment Requests screen, click the Amendment Letter link if you would like to
read the amendment letter corresponding to your approved amendment request
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|MODULE 4: LESSON 5: CREATING AMENDMENTS FOR AWARD PACKAGES

You will only be able to create a new amendment if there are not any pending amendments or
deobligations for the award. Based on the amendment types selected, the appropriate application
sections will be available for you to update. You will also be able to upload attachments with the
amendments.

NOTE: Only the Authorizing Official can submit amendments.

PERIOD OF PERFORMANCE AMENDMENT

The “Period of Performance Amendment” allows the grantee to submit a request changing the
established period of performance for the award.

1 Click the Grants Management tab at the top of the screen

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

Grantee Amendment Request

A list of awards for which you may request amendment is provided below, To request an zmendment, click the Request Amendment link under the Action column., To Visw a list of amendments created for 2n award, dick the View
Amendments link.

Total Number of Records: 46

Display: 10 20 50 Quick Fiter: | All Programs o[ 2 vears 3] [ Al Statuses e
Award Number Program Name Project Period Federal Share Status Action
EMW-2010-E0Q -501 Emergency Operations Center Grant Program 11022009 - 11302012 108,750.00 Submitted mendments

010-BF-00020-501 Buffer Zane Protection Program 11232009 - 11/23[2011 5010.00  Pending Submission View: Amendments
mendments
EMW-2010-EC-00014-501 Emergency Operations Center Grant Program 01/31/2010 - 01/31/2013 210,000.00 Approved Reguest Amendment | Vie
-EP-00010-501 Emergency Management Performance Grants 03f31/2010 - 13/31/2012 £70,000.00 Approved Request Amendment | Vie
010-BF-0000E-501 EBuffer Zane Protection Program 11/33{2009 - 11/23[2011 546,601.00 Submittad View Amendments
010-BF-00022-501 Buffer Zane Protection Program 11732009 - 11/23/2011 250,000.00 Cenied Request Amendment | View Amzndments
010-BF-00023-501 Buffer Zone Protection Program 03(31/2010 - 01/31/2013 367,000.00  Pending Submission
-501 Urban Arszs Security Initistive Nonprofit Security Grant Program 11232009 - 11302012 10,000.00 Approved
EMW-2010-PU-D0004-501 Port Security Grant Program 01/31/2010 - 11/30/2012 255,000.00 Submitted View Amendments

< Previous 1234 5 Next = E*Dﬂ"h@ @ @ @

»-EP-0000B-501 Emergency Management Performance Grants 11232009 - 11222011 217,000.00  Pending Submission

mendments

mendments

Viewi Amendments

mendments
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3 To create Period of Performance amendment click on the Request Amendment link next to the award
for which you would like to create the amendment

» The Create/Update Amendment Request screen will be displayed, allowing you to select
Period of Performance Change and enter amendment details

Create/Update Amendment Request

T request an extension n your project penod, enter the new end date in field provided below. To submit your amendment. sgn in the space provided

R Bow and chck on thee Save and Contrue button.

[ p——

[rrosesrs

— T chinge your scope of wark, cost, conmacts, o address yoa need to upeate your avard by cickng the Ay A button beta, Fou gan

only select amendment type(s) for which, ether the i s required or th B ot required,

Texas Border Fatrol, Award Number: EMW-2011-EM-00090-501
Approved

Program: Smrpunr, Vassgamant Sasmania G TotiCos: SN Year: A
Project Perod
R o LR RN Appicant
Federal Share:  samosm Performance: T EImn Chare: sHRLE
View:  Apphcation Detals | Award Detals | Award Package
Grant Amendment Request
-Sekect the Type of :
wihich Tnterna review s recred? T pwon of I Cost Cnangs I Stope Of Work Change

ge
I~ Authoring Ofcial Changs [ Signing Aulhiorfy Change | Olher Change
“Seect the Type of Amendment for [~ Cantact Change

which Intemal review & not

required?

If you seected Penod of St Dati: 080172011 Exiting End Dati: o7/31/2012

Pesformance abowe, enter New End

Date:

New End Date: =]

"\gﬁ‘f‘““"y‘"‘{"‘\‘°”“c°°‘n" 0y iaETANEE ALDDD® R IF-DL
Altachments.
idd Aatachment
Modify Award

Gogock | Smve| | Sevé end Continbe

4 Fill out all required fields, including your explanation for amendment request and a new period of
performance end date.

P You can select multiple amendment types at one time, but you cannot combine the Contact
Change amendment type with any other amendment type. If you need to create both a Contact
Change amendment and another amendment, create the Contact Change amendment first as this
type of amendment will be approved automatically.

Grant Amendment Reguest

“Select the of Amendment for which 7 )

mmnadrwg\?: b, ‘;;‘Cé‘:"’ CFParkimance I~ cost Change I™ Scope Of work Change
™ Authoriing OMcial Change T Signing Authonty Change T Other Change

Select the Type of Amendment for which [~ Contact Change

Internal review & not required?

E you sekected Perod of Performance  Start Date:  OB/01/2011  Existing End Date: 0672172012

above, enter New End Date:
el oot DU =EEAMEED - X LAGG | HIT-@0

Aftachments
rave Add Attachment

Maoddy Avard

Gollack | Save| | Save and Continue
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5 Establishing the Period of Perofrmance Grant Amendment Request does not require the Modify
Award button to be elected. Click the Save and Continue button.

Grant Amendment Reguest
~Seiect the Type of Amendment for which 7 penoa Of Pedomance
Internal review 1 requined? Changt

™ Authoriing OMcial Change T Signing Authonty Change T Other Change
Select the Type of Amendment for which [~ Contact Change

™ Cost Change T Seope OF Work Change

Internal review & not required?

B you siectind Penod of Performance Start Date: 08/01/2011 Existing End Date: 0713172012

above, enter New End Date:
Mew End Date: 1001172013 =

A D Y UL B L D r|=EFEAMEIED - A LDGE (A F-E
Mo s dots

Attacnments

v Add Attachment
Maoddy Avard

k]| (g K s it it D

6 The Submit Amendment Request Confirmation screen will be displayed. Sign and certify the

request by entering your password and checking the certification checkbox then click the Submit
Amendment Request button

ND Grants E3 preferences | ' ProvideFeedback | B HowTo | '8 Hep

& Logout john smith

Applications Grants Management Organization Mail Center |8

Submit Amendment Request Confirmation

Overview
2 r:w . The information you entered is provided below. Please verffy that the information is correct and then press the Submit Amendment Request button. To
e meodify this request, press the Go Back button.
Revisions/ Amendment
Requests
Texas Border Patrol, Award Number: EMW-2011-EM-00090-501
Performance Reports
11934 Standard Forms Program: Emergency Mansgement Performance Grants ?nggsst $700,000.00 Year: 2011
Project Period
Federal Share: £350,000.00 of 08/01/2011 - 07/31/2012 Appﬂa::!nt £350,000.00
Share:
Performance:

View: Appiication Details | Award Detals | Award Package

Grant Amendment Request

-Select the Type of Amendment for which Period Of Performance Change
Internal review is required?

-Select the Type of Amendment for which

Internal review is not required?

If you selected Period of Performance above,  Start Date:  08/01/2011  Existing End Date: 07/31/2012
enter New End Date:

New End Date: 10/11/2013

Explain why you need this Amendment: New end date.
Attachments:
{You may attach additional documentation to support this amendment)

Digital Signature/ Certification
By checking the box below and providing your password, you are providing your digital signature.

@L Michelle West, or my designee am hereby providing my signature for this application as of 21-Oct-2011

Go Back I Submit Amendment Request
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7 The Submit Amendment Request Results screen will be displayed

P You can print the Amendment Request Results by clicking the Print Amendment Request button

Overviev
Aviard Packages

Revisions/ Amendment
Requests

Performance Reports
1199A Standard Forms

Submit Amendment Request Results

You have successfully submitted your amendment request to FEMA for approval. You many now print a receipt of this request, which you should keep for
your records, by pressing the Print Amendment Request button below.

Texas Border Patrol, Award Number: EMW-2011-EM-00090-S01

Program: Emergency Mansgement Performance Grants ?nggsst: £700,000.00 Year: 2011
Project Period Appicant
Federal Share: £350,000.00 of 08/01/2011 - 07/31/2012 X $350,000.00
X Share:
Performance:

View: Application Details | Award Detalls | Award Package

Grant Amendment Request

-Select the Type of Amendment for which Period Of Performance Change

Internal review is required?

-Select the Type of Amendment for which

Internal review is not required?
If you selected Period of Performance above,  Start Date:  08/01/2011  Existing End Date: 07/31/2012
enter New End Date:

New End Date: 10/11/2013
Explain why you need this Amendment: New end date.

Attachments:

You may attach

ional documentation to support this amend:

Digital Signature
Signed and Submitted By john smith on 10/21/2011

Return to Amendment Requests | Print Amendment Request

AUTHORIZING OFFICIAL AMENDMENT

The “Authorizing Official Amendment” allows the grantee to submit a request to change the current the
Authorizing Official for the award.

8 Click the Grants Management tab at the top of the screen.

9 Click the Revisions/Amendment Requests left hand menu link.
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

Overview
Aviard Packagas

evisions| Amendmer
< Requests

11394 Standard Forms

g

Grantee Amendment Request

A list of awards for which you may request amendment is provided below. To request an amendment, click the Reguest Amendment ink under the Action column. To
View a list of amendments created for an award, diick the View Amendmentslink.

Total Number of Records: 15

Display: 10 20 Quick Fiter: | Emergancy Managament Performance Grants x| [ Al Years x| [ Al Statuses =] Go
Award Number Program Name Project Period Federal Share Amendment Type Status Action

EMW-2011-EM-00004-501, EMErgency Management gg;gﬂ%gg © $120,000.00 ggztnggange, Period Of Performance g prited  View Amendments
EMW-2011-EM-00026-501 EMETgency Management gg;g ggg}é - $500.00 gg;g:ange, Period Of Performance g prited — view Amendments
EMW-2011-EM-00043-501 EMETgency Management gg;g ggg}é - $2,500.00 gg;g:ange, Period Of Performance g prited  View Amendments
EMW-2011-EM-00047-501 EMErgency Management g?;,'g ﬁ;gg - $2,500.00 gg;tnggange, Period Of Performance g pited  view Amendments
EMW-2011-EM-00067-501 EMErgency Management g?:,'g %}'Sgg © $1,200,000.00 gﬁ;tnggange, Period Of Performance bt view Amendments
EMW-2011-EM-00073-501 5?;&?;2%3@?;3@““ g%,'gﬁggg © $377,872.00 CostChange Submittied  View Amendments
EMW-2011-EM-00074-501 EMErENcy Management gg:,'gﬁgg}é © $100,000.00 gg:tﬂggange, Period Of Performance g pited  view Amendments
EMW-2011-EM-00090-501 EMErgency Management gg;g ggg}é © $350,000.00 Period Of Performance Change Submitted  View Amendments
EMW-2011-EM-0005 1-501 EMEAGENcy Management gg;ggggg © $300,000.00 Authorizing Official Change Submitted  View Amendments
EMW-2011-EM-00092-501 EMErgency Management g%gﬂ;gﬁ © $400,000.00 Amenents Reduest Amendment
EMW-2011-EM-00093-501 5?;&?;2%3@?;3@““ g?:,'gﬂggg T $350,000.00 Amenﬁ‘r’nem Request Amendment
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10 To create an amendment click on the Request Amendment link next to the award for which you would
like to create the authorizing official amendment.

» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

ND Grants

| Mol Conter

Leate/ Update Amendment Request

To request an extension in your roject period, enter the ninw end date in field provided bekow, To subrmit your amendment, 90 in the space provised below and cick on the Save and Conthue button.

To change your scope of work, CoSE, CONEACTS, of address you need 1o update your award by cicking the Moalfy

below, Yi
@ the ntema review ot required.

Téocas Border Patrol Awart Mumber: EMVY-2011-EM-00081-501

Program: L —r— Approved TOtl Costs e ssans
A Froject Period of bt LT
Federal Share: £800.000.20 Perfarmance: oA - GWEE
Miew: Apphcation Detals | Award Detals | Award Package

Grant Amendment Request
“Select the Type of Amendment for which Internal review & requied? 1 penoa Of Peromance Change ™ Cost Change

I Autharizing Official Chanpe I Signing Autharity Change
m‘jﬁt Type of amendment fior which Internal review i not I contact Change
requred?

1f you selected Perind of Performance above. enter New End Date:

Sart Date: 0BAN/201L Existing End Date:
New End Date: =
" Epaaiy Wiy Yo Tesed ¥l Amendment By «ETAEEE Lana& sy
Altachments
el Aid Attachment

Moty Mucsed_|

Gogstk | Sove S#va a0d Comtinue |

Iy seiect type(s) for which, ether the Intemal review i required or

Apphcant Shere: 30000080

I Scope OF Work Change
I Giher Change

oravana

e i
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11 Fill out all required fields,selecting the check box for “Authorizing Official Change” and including your

explanation to request the amendment

Create/ Update Amendment Request

Texas Border Patiol, Award Number: EMW.-201 1-EM-00091-501

Brogram: Emrganey Masagenant Sndermics avs Approved Total Cost: _opsim
eral Share: Froject Period of Ty
Fuderal Shar: 1R Perlorance: MoLHEL PR
Ve Applcaton Detaks | Award Detaks | Awand Package
Grant Amendment Request
“Seect the Type of Amendment for which Internal review & requred? [ pern Change ™ Cont Change

I™ Signing Authartty Change
“Sefect the Type of Amwendiment for which Intemal review & not
required?

1 you selected Period of Performance above, enter New End Date:

I Contact Change

Start Dot 08/01/2001 Exmzng End Date

Autharing Gfhioel Changs needs 1o be mede dus to srpaneatan turmsver. |

Attachments:

Add Altackment.

Mudify Aevard

Hew End Date: |
* Explain why you need this Amenament Bry «xETFAME|IED Y T e

To request an extEnson in your project period, enter the new end date In fiakd provided beiow, To SUbMIt your amendment. sign i the space provided below and cick on the Save and Cantnue button,

To change your scope of work, cost, contacts, or address you need to update your award by dicking the Mool Aivandbutton below. You can only select amendment type(s) for which, ether the intemnal review is required o
& the nternal review & not required.

Yaar: =

Apphcant Share: s30.00020

I Scape Of Wark Change
I™ Cther Change

07313002

12 Click the Modify Award button to update the appropriate section(s) within the award as well
» The Application Status screen will be displayed, listing the different application sections

the individual application section screens.

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on

13 The Contact Information application area will now have a status of incomplete and the Action column
for Contact Information will now allow the user to select the Update link. To continue with the

Authorizing Official change, click on the corresponding Update link.

Submit Application
Each section of your apphcation 1o FEMA & Isted below, If any requined information & missing from a section s status wil be ksted s incomplete,
¥ To compiete your amendment, Cick the (ipare ink beside the ncompiefe sections. Once you are finshed, Cick the et P 0 go the request.
Apphcation Arca Status

Dervien Compicted
Cantact Informaton
Apphcant Informaan Compigted

"""""" o Project Infarmation Compieted
Budget Lompieted
Aftachments Compieted
Asswrances and Certfications Compieted

fevm o Ane et
FEMA | Provide Feetack | How To | Giossary | Help | Privacy

14 The Contact Information screen is displayed as seen in the figures below. Update the Authorizing

Official information as appropriate and click the Save button.
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BT T

Detriass

Appicart tetermaton
P b atne
et

st ran

e Gy

Guearram

Appiord Inkormaton
Preant Trtermanas
Tyt

prers—

Ararcimars Trmary

Amrwcn g Carsatons

Asturaten wed Cartieapiony

Contact information |_ADpE: EMW-2011-EM-APP-0D091 B6% compiete |

Piease provide & mnarymnran anuumnmwrumnpenmlu-mapmm ¥ou also nesd 1o spacty the Sgnng authorty and suthorzng cifical, Peass note that the autharng oifcil s te person desgated to Sgn and subme
wapnlcanm Signing Authomty 5 that has the authorty to sign or 1o designate another to sign the appication. Once you are done, press the Save ang' Contnue button

& st of contacts for your organization is provided below. Seiect the checkboy besde the contact for this appication and specfy the contact type. To view the detas of a contact, dick the name. To update or delete a contact, dick the
appropriate Ink under the Action column, To add a rew contact, cick the Add butten.

[r——

Salact Combset Typa. ; “"" Ramn THte Addresn Shwtu

] - = =] [ g @ fohin smith i 1800 5 bel st, arbngton, VA Active

R ———y | # Michele West s 123 west street. Boston, MA Active

(7] | (o] ] Roger Peters ASSStAnT 1234 Clarendon Bivd, Aringaon, VA Actve

r  — | [ a Bert Bodrguer Dr. HOGK Street NW, Washingten, 0C Active
Sme|  Savw and Continue

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement
Contact Information | Aup®: EMW 2011 EM APP D0U91 B6% compkte |

Pkwunvﬁcammmnmmmmnmwmhﬁsnpmm fou also need to specfy the signing authority and authorizing offical. Piease note that the authorizing offical 5 the person desgnated to sign and submit
your apphiation. The Sgmng Authorty & the or the that has the authorty to sga o to designate andther 1 Sgn the appkcation. Once you are done. press the Sawe and Continue button

At of contacts fof your organization s provided beiow, Select the checkbox bisde the conitact for the applcation and specly the contact type. To vany e detals of a contact, cick the name, To update of delete a contact, dick the
appropriatie bk undur the Actev colimn, To add a new contact, cick the Add button,

Select T “egreng -~ S Tiie ke St
[ [Py cnes [ r John sty ™ 1800 & bel st, arknglon, VA Active
" [y et ® @ Michele Wist s 123 west strest, Boston, MA Active
[ | — | e a Roger Peters Assstant 1234 Clarendon Bivd, Aringzon, VA Acive
m | | e @ Hert fodigues Dr. BOOK Stroet NW, Washington, DC Active

1 () e

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

15 After the applicable changes have been made and the Save button selected, click the Amendment
Summary left hand menu link. Click on the Return to Amendment Request button as seen below.

. | Submit Application

Each section of your appication to FEMA is lsted beiow, If any required information i missng from a section its status wil b= isted as ncompiete,

W To compiets your amendment, cick the Upciate ink beside the tions. Once you Chck the REtum 0. = mgothe request.

Owverview Completed View
Contact infarmatcon Completed Update
Appleant Information Compieted S
Project information Completed View
Busdget Competed View
Attachments Compieted View
Asswances and Certfications Compieted Ve

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

16 The Create/Update Amendment Request screen will be re-displayed with a Summary of Authorizing
Official Changes, select Save and Continue. The Submit Amendment Request Confirmation Page
will now be displayed.
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Hail Conter
Create/Update Amendment Request
::‘:, o o request an extenson in your project period, enter the new end date in field provided below. To submit your amendment, sign in the space provided beiow and dick on the Seve and’ Comtue button.
Wavinions  Amanrart
Resuents To change your scope of work, cost, contacts, of address you need 1o update your award by cong the Mo Aniare/ button beiow. You can only seiect amendment type(s) far which, ether the ntermal review s required of
o W b iturmal review & not regured.
I e Farra
Texas Border Patrol Award Number: EMW-2011-EM-00051-501
Program; Erwprs - Mamgrrs Pt ara G Approved Toml CORT s e Year: =0
Federal Share: p— Froject Ferod of Applcant Share:  saance
View: Appicaton Detals | Avwand Detals | Award Package
Grant Amendment Request
“Select the Type of Amendment for which Internal review & required? [ Pasiod Of Periormance Changs I~ Cost Change I~ Scope Of Work Change
W Autharting OMcial Change I Sigring Authonty Change I~ Qtner Change
Seiact the Type of Amendment for which Internal review s not I~ Contact Change
uired?
M you selected Period of Pedormance above, enter New End Date:  Srart Date: 0172011 Existing End Diste: o702
New End Date: a
* Explam wivy you need iy Amendment Bl eEET N KAl EI®YS TEE
Suthrizing Official Changs meedy to ba mads Sun b3 organization benavesl]
Aftachments:
Modty Award
Summary of Authorizing Official Changes
Authorising Official M Tithe Address Change Statis
" Michede West L 123 west street, Boston, MA Mew
e johin smah s 1500 5 bel st arirgton, VA Removed
cosatk | Smve Save sod Continue |

17 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.

ND Grants

Hnll Contor

Submit Amendment Request Confirmation

The irformation you entered b provided bekov, Please verfy that the inlormation B correct and then press the Subr? Amendinent Reguest button. To modiy this request, pres the Go Sack button,

Arased Pachage
[R—— Texas Border Patrol Award Number: EMW-2011-EM-00091-801
e Program: Emarganr, Manspemar Fysumince Grim Approrved Tt Coot! o iear: a
11304 Starchard Pormy
Federal Share: P :F“I"mr::'r’:" o oo Appicant share: e~

Vew: Apphcation Detals | Award Detals | Award Package

Gerant Amendsment Request

“Salect the Type of for which s required? Offical Change

“Calact the Type of Amendment for which Internal review i not

required?

1 you selected Period of Performance above, enter Mew End Date:  Start Date: OB/0L2011 Existng End Date; 073172012
Meewy Encd Diate:

Explain why you need this Amendment: Authoring Officel Change needs to be made dus to organgation temaver.

Aftachments

Summary of Authorizing Official Changes

Authoriing Okl Mame Tithe Address Change Status
e Michede West L] 123 west street, Boston, MA Hew
d Fhin smah L 18500 5 bed t, arington, VA Rl

Tire] Certdiation
By checking the box: beiow and providng your Passwor, you are providng your ditsl sgnature.
« Passworg ; [seessens

" P L Michele Wiest, or my desgnes am hineby providing my signature for this apphcaton as of 24-0ct-2011

o gack | Subnst Amendrment Request |

18 The Submit Amendment Request Results page, confirming successful submission of the Authorizing
Official Amendment request, will be displayed.
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Mnil Contoe
Submi ndment Request Results
ey ou have sucoessfully submitted your amendment reguest 1o FEMA for spproval. You mary new prnt 4 recept of the reguest, wihich you should keep for your recornds, by pressng the Frad Amendment Regues? button beow.
[p—p——
st Teoxas Border Patrol Award Number: EMAW-2011-FM-00051-501
ST Program; g Manerd Pt e Pproved TORICORE o Year: =u
19994 Stamcient Farmy
25 Praject Pencd of = S d 2
Federal Share; 0000000 Perfonmance: ETL0L1 - OTIRO0L Applicant Shire: 0000000
Veew: Appication Detals | Avinrd Detals | Award Package
‘Grant Amendment Request
Sedect the Type ol for which In 4 & required? Offical Change
“Select the Type of Amendment for which iternal revany & not
required?
If you selected Penod of Pedformance above, enter Rew End Date:  seart Date: /o011 Existrg Ericd Dite: orf3f2012
Mew End Date:
Expilain why you need ths Amendment Authorzing Offical Change needs to be made due to onganization tumaover.
Attachements
Summiary of Authoring Officil Changes
Authorizing Official Mame Titke Address Change Status
e Michale West L] 123 west stroet, Boston, MA Mew
[l Jehin smah L 1800 5 bef st, arington, VA Removed
Digjital Signatire
Signed and Submited By john SMEh on 10/24/2011
Rshurn ka Reguests Frink Amendment Request |

COST CHANGE AMENDMENT

“Cost Change” amendments allow grantees to request a change in amount of total funds awarded.

19 Click the Grants Management tab at the top of the screen

20 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

:::z{kagﬁ A list of awards for which you may request amendment is provided below. To request an amendment, click the Reguest Amendmentlink under the Action column. To
View a list of amendments created for an award, click the View Amendments ink.

Performance Reports Total Number of Records: 15

1159A Standard Forms Display: 1020 Quick Fitter: [Emergency Management Performance Grants = | [ All Years | [All Statuses =] Go

Award Number Program Name Project Period Federal Share Amendment Type Status Action
EMW-201 1-EM-00004-501 ETErgency Management gg;g}ﬁgg T $120,000.00 gg;ggange, Period Of Performance | g pyitted  View Amendments
EMW-2011-EM-00025-501 EMErgency Management gg;gﬂgg}; - $500.00 g%ggange, Period Of Performance g pytted — View Amendments
EMW-2011-EM-00043-501 EMErgency Management gg;gﬂggg - $2,500.00 gg;ggange, Period Of Performance | g pyitted  View Amendments
EMW-2011-EM-00047-501 EMErgency Management g?;gﬂggg : $2,500.00 ggg;ggange, Period Of Performance g pyitted  view Amendments
EMW-2011-EM-00067-501 EMEPGEncy Management g%,'gﬂggg © $1,200,000.00 gﬁ;tnggange, Period Of Performance g pyited  view Amendments
EMW-2011-EM-00073-501 gg’r%?;’;‘;}égg;‘:r?éme”t g?;gﬂggg © $377,872.00 CostChange submitted  View Amendments
EMW-2011-EM-00074-501 EMErgency Management gg:,'gﬂggg © $100,000.00 gg:tﬂggange, Period Of Performance ¢ pyiteq  view Amendments
EMW-2011-EM-00090-501 EMergency Management gg;gﬂgg}; © $350,000.00 Period Of Performance Change Submitted  View Amendments
EMW-2011-EM-00091-501 Eergency Management gg;g}ggg © $300,000.00 Authorizing Official Change Submitted | View Amendments
EMW-2011-EM-00092-501 EMErgency Management gg;gﬂggg "~ $400,000.00 AmerD e REQUESE Amendment
EMW-2011-EM-00093-501 EMErgency Management g?;gﬂggg © $350,000.00 AmEn o ents REQUESE Amendment
EMW-2011-EM-00094-501 EMErgency Management g?;gﬂggg © $150,000.00 Amen ents REQUESE Amendment
EMW-2011-EM-00095-501 gg‘%g;g%gg;‘;?éme”t gg;gﬂggﬁ T $450,000.00 Ameng‘%ems Request Amendment
EMW-2011-EM-00096-501 gg"%?;g%gg;‘:ﬁéme”t gg;giﬁg}é T $200,000.00 Ameng%ents Request Amendment
EMW-2011-EM-00097-501 EMergency Management gg;g}ggg T $250,000.00 Armernents Request Amendment
Export: = B B =




FEMA Grantee Training Manual -56-

NOTE: If there is an outstanding deobligation for the award, you will not be able to
create a Cost Change or Scope of Work Change amendment.

21 Click on the Request Amendment link next to the award for which you would like to create the the
Cost Change amendment.

» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

Treate/Update Amendmeant Request

T request an extenson in your project penod, enter the new end date in field provided below. Tio subemit your amendment, sn in the space pravided betow and chck on the Saie and Covbinue button.

Ainard Packsgat

Rarsisaan | Amancirmre

Rowvers To change your scope of work, cost, contacts, or address you need to update your avard by cicking the Aoalfje Asard button below. You can only select amendment type(s) for which, ether the nternal review & requrred or
ket o ¥ iy mternal revew & net requred.

11984 Bladmd Faerms

Texas Border Patrol Award Number: EMW-2011-EM-D0092-501

Program: g Managemaet Babrmies Gt Avpred Botel Gt

Eaan mene Year: =i
; F Prisject Penod of . ;
Federal Share: s o by AT A Applcant Share: o000

Miew Appication Detals | Award Detals | Award Package

Grant Amendment Reguisy

“Select the Type of Amendment for which Intermal review | required? [ Penoa OF Perlomance Change I cost Change T Stope Of Work Change
™ Aushariting CIffcial Changs ™ Sagring Aulhonty Change ™ Cmner Change

ssectmtr; Type of Amendment fior which Internal review & not ™ Contact Change

requins

T you selected Perod of Periormance abaove, enter New End Date:  Start Date: 08f01/2011 Existing End Date: 07/312012
Hew End Date: A

™ Ecxpain why You nezd ihis Amendmen B/U|mENNEZS X oBAmG N | F-@i

Attachments.

o Add Attochment.
Moddy Avweed

Gudeck | Sme|  Seve and Continue
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22 Fill out all required fields, selecting the check box for “Cost Change” and include your explanation for
the amendment request.

Create/ Update Amendment Request
To request an extenson in your project perod, enter the new end date in fisid provided beiow. To submit your amendment. sign in the space provided below and Chck on the Save and Contnue button.

Ta change your scope of work, C0St, Contacts, or address you need to update your avward by dhcking the: Modf Awand button below, You can only seiect amendment type{s) for which, ether the intemal review s required or
¥ the ntemal review s not required.

Texs Border Patrol Awded Mumber; EMW-2011-EM-00092-501

Program: e Merwgewt betemaa o Approved TOmICOSE! e Year: =m
Federal Share: panmense :’“’1‘-“:‘“"‘:’” P Appheant Share: pan conze
View: Appication Detals | Awird Detils | A Packge

Grant Amendment Request
“Select the Type of Amendment for which Inftemal review & requied? [~ Penod Of Performance Ghange . I™ Seape Of Wark Ghange
™ Authorizing Otficial Change I Signing Autharity Change I~ Other Change

“Select the Type of Amendment for which Internal review & not I™ Contact Change

Tequired?

1 you selected Period of Performance above, enter New End Datl  Suart Date: 080173011 Exiting End Diate: 0773172012

New End Dage: =
- rY SEFAWMEIED C XQBR®E A (T-OL0

F——

Allachments.
Modify Amvard |
Goinck | sme Suve and Continus.

23 Click the Modify Award button to update the appropriate section(s) within the award as well
» The Application Status screen will be displayed, listing the different application sections

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on
the individual application section screens.

24 The Budget application area will now have a status of incomplete and the Action column for “Budget”

will now allow the user to select the Update link. To continue with the Cost Change Amendment, click
on the corresponding Update link.

Submit Application

Each section of your appication to FEMA & isted below. If any requred riformation & mising from a section s status wil be ited as ncomglete.

& To complete your amendiment, cick the tndie ik beside the Incmplie sections, Once you are nshed, cick the Refurm fo Amenciment Request button to go the amendment request.

Apphcation Area Status
Overvien Compisted
Contact information Completed
Applcant Information Compieted
FProject Information Comaletrd
Budget < Incompiete
Aftachments Compieted
Assurances and Certficatons Completid

Rotum 1o Anandmant Request |

FEMA'| Pronide Feeback | How To | Gicssary | Help | Privacy Statement

NOTE: A Cost Change Amendments and a Scope of Work Amendment cannot be

submitted at the same time.
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25 The Budget screen is displayed as seen in the figures below. Update the Cost Change information
as appropriate and click the Save button.

Budget
Review and confrm the budget nformation beiove. Wihen you are finished, press the Seve and’ Continue button beiow.
Note: Feids marked wih - are required

Budget Object Class

b. Fringe Banetts ¥
€ Travel ¥

@ Equepment

& Supglies 2

1. Contractual *

g Construction

h Oher 2

i Indirect Charges ‘¥
* Totad Budget 5
Federal and Applicant Share (These values will update on "Save™ or "Save and Continue”).
Federal Share Amaunt

Apgilicant Share

Federal Rate Shanng (%)
Non-Federal RESOUrERs =i -
A Appacant

b State

W e A W A

€ Loct
o Ofher Sources

& Program income
Comments

mmam.é Lo

H you entered a value In Olher Sources, Inthide your xplanalion below. You £an use Mis spade 10 provide Nfammation on Ine projedt. cost shade match. of f you have a indirec! cost agreament wih a federal agency
Bl mEEdANCIC Xod@R MY |F-BE

(500 characters )

Goteck | Sew|  SoveondContnwe |

FEMA | Provide Feeback | How Te | Glossary | Help | Privacy Statement

26 Make Cost Change as necessary and click the Save button.

Budget Object Class

a Personnei ¥ Crua

b. Fringe Benedts '*

© Travel ¥

vt e @ Equpment

3
s
5
e Supplies * ]
1 Contractual ¥ 5

g Constructon ¥ 5

h. Other (¥ ]

L Inetirget Charges 7 £

* Toka! Budget 5
Federal and Applicant Share (These values will update on "Save™ or "Save and Continue”).
Federal Share Amount 5
Appikant Share 55
Federal Rale Shanng (%)

Non-Federal Rescurces rusw soee

a Appicant

b Stabe

5
£ Local 3
. Other Sounces 3

s

© Program mcome
Comments

i you enbered  value in Olher Sourtes inchude your exglanalion below. You can use tis space 1o pravide mlarmation on the project. cost share match. o i you have a indirec! cost agreement with  federal agency
D7 U |EEDEE | Aof@mB st | F-ad

(500 charactirs keft)

6o sock] Som D Sove pna Cononse |

27 After the applicable changes have been made and the Save button selected, click the Amendment
Summary left hand menu link then click on the Return to Amendment Request button as seen below.
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Submit Application

Each section of your appication to FEMA is lsted beiow, If any required information i missng from a section its status wil b= isted as ncompiete,

¥ To compiete your amendment, cick the Lipae ink beside the TONS. CNCe you chck the Retua foAmengment Reguest button to go the amendment request.
Apphcation Area Status Action

Qverview Completed e
Contact Informaton Complted Update
Applcant Information Completed wiew

o Project Informatn Competed View
Bufget Conmpleted View
Attachments Compieted View
Asswances and Certifications Completed

® FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

28 The Create/Update Amendment Request screen will be re-displayed with a Summary of Cost
Change, select Save and Continue. The Submit Amendment Request Confirmation Page will then be
displayed.

Create/ Update Amendment Reguest
:':_,'“" i T request an extension in yous project period, enter the new end date in field pravided below, To subenit your amendment, sign in the space pravided bekw and eick on the Save and Contire butten,
[ise—— ' To Change your scope of work, COSt, CONEACts, Of 30dress you nesd 10 UPJSte your awand by choking the Macie Aianobuttan beiow, You can only select amendment type(z) for which, sther the internal review i required or
T = the internal review & not required.
1T Standard Fore i
Tesas Border Patrol, Award Number: EMVW-2011-EM-00092 501
Program: Emwgansy Masgemess Svomanas v Approved Toral Comt: BT 00.56 Year: o
Federal Share: sensam roRctPened o oo T S ——
Miew: Apphcation Detals | Award Dotals | Award Package
‘Grant Amendment Request
-Select the Type of Amendment for which Internal review & requined? ™ penos OF Perlrmance Change F Cost Change ™ Scope O Won Change
I Autharizing Cffcial Changs I Signing Authonty Changs ™ Otner Change
'Sﬂml!l‘P\GWDcofAnnnmhtnﬂm Intermal review & not ™ Contact Change
reuine
1 you selected Period of Performance abowe, enter New End Date: — gzar Date: Olf/2011 Ewistng End Date: o7f31/2012
Mew End Date: a
ETOR Nt ol teerk i e S ae B aEEAEE S Koa@a®mnt | F-20
S Shange
Aftachments
]
Summary of Budget Changes
‘Budget Object Class 0M Cost hew Cost Change Status Action
Budget $ 800,000.00 $ 700.000.00 Modied
Gosack | sove Sove o Continue |

29 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.



@ FEMA Grantee Training Manual -60 -

Submit Amendment Reguest Confirmation

Tl i The information you entiered & provided beiow, Pease verfy that the nfarmanon s comect and then press the Submd Amendmant Reguest buthon, To modfy thes request, press the Go Sack buttan,
frmsiari o Tecxins Borther Patrol, Aarc] Number: EMW-201 1-6M-00092-501
e Program: s M B G Approwed Tt COR: e e Year:
13934 Srdard Farma =
" Project Perod . — . .
Furderal Share: samzeasy Rckomanrs: s ausa Appicant Share ProreTe)
Ve Appicaton Detal | Avard Detabs | Award Package
‘Grant Amendment Request
“Seect the Type of Amendmsent for which Infernal review & requeed? Cost Changs
-Sesect the Type of Amendment for which Intermal review & not
required?
1 you selected Period of Performance above, encer New End Date:  start Date: 0B01/2011 Existing End Dite: 07/31/2012
ew End Date:
Explain whry you fied hs Amendment Cost Changet
Attachments.
summary of Budget Changes
Budget Object Cliss old Cost oew Cost Change status Action
Budget $ 800,000.00 % 700,000.00 Modfed View
Total Cost Changes  5-100,000,00 Federal Share Changes 5-50,000.00 HNew Total Cost:  § 700,000.00 Hew Requested Federal Share: $§ 350,000.00

Diggitul Signature/ Certification
By checking the box bebny i providing your password, you are providng you digial sgnature.

* Password
@Mchﬂc West, or my desgnee am heneby providing miy signature for this appication as of 25-0ct-2011

(BRI

30 The Submit Amendment Request Results page, confirming successful submission of the Cost
Change Amendment request, will be displayed.

""r oo have successhully submitted your amendment request to FEMA for appreval You marry new pind a receipt of this request, which you shoud keep for your records, by presing the Srb Amenciment Reguest button bekovw,
Aresrd Buckig
Mrnursts. Texas Border Patrol, Award Number: EMW-2011-EM-00092-501
ST e Program: Ermargenry Marsgoman Gwsmince Gram Appronved Totl C08t! oo Vear: au
12904 Starchersd Py
. B Project Pencd of - 1
Federal Share; P e noidcni PHDLZ0LY - SMIRT2 Appicant Share: 0
e Apphcation Detals | Award Detals | Award Package

‘Grant Amendment Request
‘Geiect the Type of Amendment for which Internal review s required?

Cost Change

“Setect the Type of Amendment for which Internal review & not

required?

1f you selected Perod of Performance above, enter New End Date:  Srar Date: ogu1/2011 Exstng End Date: w01z

Hew End Date:

Expiain wiy you need ins Amengment Cost Change!

Atiachments
Summary of Budg

‘Budget Object Class Oid Cost T st
Budget § B00,000.00 § 700,000.00
Total Cost Change:  5-100,000.00 Federal Share Change: 5-50,000.00 New Total Cost: S 700,000.00

Digital Signature .

Signed and SubmETEd By John SMEN £n 10/25/2011

Hiturn £ Print Amendment Request |

SCOPE OF WORK AMENDMENT

The “Scope of Work Amendment” allows grantees to redistribute funds across budget object class codes.
The Scope of Work Amendment cannot be used to request a change to TOTAL award amount.
31 Click the Grants Management tab at the top of the screen

32 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

NOTE: If there is an outstanding deobligation for the award, you will not be able to
create a Cost Change or Scope of Work Change amendment.
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Aveard Packages
Revisions/ Amendment
Requests

Performance Reports
1159A Standard Forms

Total Number of Records: 15

Alist of awards for which you may request amendment is provided below. To request an amendment, click the Reguest Amendmentlink under the Action column. To
View a list of amendments created for an award, click the View Amendments link.

EMW-2011-EM-00004-501

EMW-2011-EM-00026-501

EMW-2011-EM-00043-501

EMW-2011-EM-00047-501

EMW-2011-EM-00067-501

EMW-2011-EM-00073-501

EMW-2011-EM-00074-501

EMW-2011-EM-00090-501

EMW-2011-EM-00091-501

EMW-2011-EM-00092-501

EMW-2011-EM-00093-501

EMW-2011-EM-00094-501

Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
performance Grants

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

08/01/2011 -

07/31/2012

Cost Change, Period Of Performance

Display: 10 20 Quick Fifter: [Emergency Management Performancs Grants x| [l vears =] [ All Statuses =] Go
Award Number Program Name Project Period Federal Share Amendment Type Status Action

$120,000.00 Change Submitted
$500.00 (é;]x;‘; Egange, Period Of Performance Submitted
$2,500.00 Eﬁ;ééﬂangg Period Of Performance Submitted
$2,500.00 ggg; ggange, Period Of Performance Submitted
$1,200,000.00 gg;gganga, Period Of Performance Submitted
$377,872.00 Cost Change Submitted
$100,000.00 g(h];ggange, Period Of Performance submitted
$350,000.00 Period Of Performance Change Submitted
$300,000.00 Authorizing Official Change Submitted
No
$400,000.00 Amendments
No
$350,000.00 Amendments
No
$150,000.00 Amendments

View Amendments
View Amendments
View Amendments
View Amendments
View Amendments
View Amendments
View Amendments
View Amendments
View Amendments
Reguest Amendment
Request Amendment

Request Amendment

33 Click on the Request Amendment link next to the award for which you would like to create the “Scope

of Work” change amendment.

» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

Create/ Update Amendment Request

L

thir terral revany & ot required.

Grant Amendment Reqiest

Seloct the Type of For which

Texns Border Patrol Award Number: EMW-2011-EM4-00093-501

Pregram: [ —— N —
Federal Share: s o
View: Agpacation Detols. | Award Detals | Award Pockage

Apprevied Totsl Cost:

Project Perod of
Perfarmancn:

required?

= Expéain wivy you need this Amendmernt

Attachments

Maddy dwara |
Gounck | _smm|

Sarvm and Conbrus

“Seiect the Type of Amendment for which Intemal review & not

1 o selectod Period of Perfonmancn abeve, eito New End Date.

<qured? I Peooa of = Chisnge
I~ Authorizng Official Change
I Contact Change
Suart Dutet 801011

Hew End Date:
m ooy s EW W NS

Audd AmBebmEnt

I~ Cust Change
T~ signing Autharity Change

Exmtng End Date:

PR R e

Mg

[V F

T request an extension o your pogect period, enter the new end date 5 fed provided below, To submit your smendiment. sgn n the space provided beiow snd chok on the Save and Covminue button.

ant Sharn: e

I~ Scope OF Work Change
™ Ciher Change

To change your scope of work, Cost. CoNEACEs, Of Addness you need to update your avward by ccking the Aacfy Aivand bufton Below. You can only seect amendment type(s) lor which, ether the intemal review & required of
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34 Fill out all required fields,selecting the check box for “Scope of Work Change” and including your
explanation to request the amendment

Create/Update Amendmeant Request
T recuest an extension in your project penod, enter the new end date in fieid provided below. To submit your amendment. Sgn in the space provided below and cheki on the Save and Conthue button.

Recuests To change your scope of work, Cost, contacts, or addness you need to update your award by ccking e Mool Aivardbutton bekow. You can only select amendment Lype(s) for which, ether the ntemal review & fequired of
P —— the nternal revew & ot required.

11934 S Fares

Texnas Border Patrol, Award Mumber: EMW-2011-EM-00093-501

Program: e Vet et e AOPOred TOR GO e vear: =
Feceral Share: e Project Perod ol oy cens . samass Apgphcant Share: sma0020

View: Appikcation Detabs | Award Detals | Award Package

‘Grant Amendment Request

Select the Type of Amendment for which Intemnal review s requred? [ Panoq Of Performance Change I™ Cost Change Scope Of Work Change

I Authenzing Offical Change I~ Signing Authartty Change ™ Ciher Change

Seiect the Type of Amendment for which Intermal review & not I Contact Change

required?

1f you selected Penod of Performance above, enter New End Date: St Date: a/012011 Exating End Diate: orRm:

New End Dake: =
DIy KEEAMEE| RODEmE AL (T-T
Senna of Wark Change

Altachments
i - Aaa Anacrement 1
[reatyrod |

35 Click the Modify Award button to update the appropriate section(s) within the award as well.
» The Application Status screen will be displayed, listing the different application sections

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on
the individual application section screens.

36 The Budget application area will now have a status of incomplete and the Action column for “Budget”
will now allow the user to select the Update link. To continue with the Scope of Work Change
Amendment, click on the corresponding Update link.

Submit Application
Each section of your applcation to FEMA K bited beiow. If any requred niformation & mising from a section Ex status vl be bited as noomplete.

W To compiete your amendmient, cick the Updinte ink besde the Mncomplite sections, Once you are nished, cick the Refurm fo Amenciment Request button 1o go the amendment request.

Apphcation Area Status Action
Overview Completed View
Contact nformation Completad View
Apphcant Information Compicted

Brrs Aplaton FProject Information Completrd
Budget < Incompiete
Aftachments Compieted
Assurances and Certhicabons Compieted

Retum to Amgedment Reguest |

FEMA | Provide Feeback | How To | Gicssary | Help | Privacy Statement

NOTE: A Cost Change Amendments and a Scope of Work Amendment cannot be
submitted at the same time.

37 The Budget screen is displayed as seen in the figures below. At this point the user can redistribute
the funds across Budget Object Class codes as necessary.

C>[\'



BT

Appiram Trivrmaten
Frimct irforratir

st

]

Amrarcss g Cettatons

A cimars S

P Apsiuste

& FEMA

Budget

Grantee Training Manual

Review and confiem the budget information beiow. When you are finshed, press the Save and Gonfiie button below,

Note: Feids marked with - are requrred,

Budget Object Class
a Personnel ¥

b. Fringe Benedts ¥
€ Travel ©

o Equipment ¥

& Supplies ®

1 Contractual ¥

g Construction ¥

h. Other *

1 Indireet Chasges 7
* Total Busdget

§ 700 000

R R R R R R

Federal and Applicant Share (These values will update on =Save" or "Save and Continue™).

Feederal Share Amount
Appiicant Share
Feeral Rate Shanng (%)

5
53

NOR-FEUSFII RESOUPCES (Piunm smsw s—rirws == Feownl measurant mast s 5w s et

it Appacant

b State

© Local

0. Other Sources
& Program ncome
Comments

S 350.000
5

H
5
LJ
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I you entered a vaiue in Olher Sourtes, NCILde your explanaton b=iow. You can use this space 1o provide information on the project, Cost share Match, of if you Nave a indirect Cost agreement with a federal agency

BJU|ETSNEEI|S

(500 characters it)

Godack | Swu|  smwandContews |

X DG Mt

k-4 1

FEMA | Provide Feeback | How To | Gicssary | Hep | Privacy Statement

38 Make Scope of Work Changes as necessary and click the Save button.

Budget

FReview and confirm the budget nformation below. When you are fnshed, press the Seve and Conbue button below,

Note: Fkds maried with - are required

Budget Object Class

& Personnet '

b Fringe Benetts ¥
© Travel ¥

a Equpment ¥

& Supplies

T Contractual *

g Constr
h Other
| Indirect ©) ¥

* Total Budget

500,000

13
100,000
100,000

w,

WMo om o

Fadaral and Applicant Share (Thess valuss will Update on "Save" or "Save and Continue”|

Federal Share Amount
Applicant Share
Fegersl Rale Shanng (%)

Non-Federal RESoUREes @ o et . R ot eyt

a Appacant

& State

© Local

@ Ofher Sources
‘@ Program income
Gomments

% 1350,
§

£ 360,000
5

H
s
5

if you entered a vaiue i Other Sources, iNCiude your explanation Delow. You Can yse Mis space 10 provice information on the project, (oSt share match, of If you have a indirect cost agreement wih 3 federal agency

nDSg|mESENEIE K DAEE| A

(500 characters keit)

obach | [sow|  sawsndcontose |

Jrau

FEMA | Provide Feeback | How To | Glassary | Help | Privacy Statement

39 After the applicable changes have been made and the Save button selected, click the Amendment
Summary left hand menu link then click on the Return to Amendment Request button as seen below.
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T

Submit Application

Each section of your applcation to FEMA s ksted betow. TF any required information i missing from a section ks status wil be sted s incomplete.

¥ To complete your amendment. cok the Ljnoiate ink beside the Inoompiste sections. Once you are finished, cick the Retum b

i o go the request.
Appiication Area Status Action
Cverview Completed iew
Contact Informaton Completed View
Applcant Inforraton Completed Vi
Project informaton Completed VEw
udget Completed Upedate
Attachments Completed View
Assurances and Certfications Completed Views

FEMA | Provide Foeback | How To | Glossry | Help | Privacy Statement

40 The Create/Update Amendment Request screen will be re-displayed with a Summary of Cost

Change, select Save and Continue. The Submit Amendment Request Confirmation Page will then be
displayed.

| Createf Update Amendment Regquest
::-P-rne- T request an extenson in your project period, enter the new end date in fied provided below, To submit your amendment. sign in the space provided below and cick on the Save and Commue button.

(@ T change your scope of work, cost, contacts, or address you need to update your award by cicking the Mooy below. i ly select
[ —— the internal review & not required.

type{s) for which, ether the internal review & required or
rerp—r—
Texas Borde Patrol, Awrd Number: EMW-2011-EM-00093-501

Program: Ly Maragasat Surmncs st Approved Total Cost: o ire ear:

£
Faderal Share: 150000 DmF ml'maru:! E:_nd AL - PILNED Apphcant Share: DU
Ve Agpicaton Ditaks | Award Dotals | Award Package
Grant Amandment Request
“Sadect thir Type of for which 7 [ Penod ©f Perfo Change I Cost Change ¥ Scope Of Wark Change
I™ Authoriang Otficial Change I Signing Autharity Change I Giher Change

“Select the Type of Amendment for which Internal review & not.
required?

| IF yous sesected Penod of Performande above, enter New End Date: syaer Date:

™ Contact Changs

O8/01/2011 Exxting End Date: oFaam:
New End Date: =
5 SN MY YRR SRt KIS PATUM A T Dy xEZFERE|E ALDDE®: A |F-0 D

Erapa af Wl Changs

Attachments
Madify Aeard I
of Budget Changes
Budget Object Class Oid Cost Hew Cost
Budget § 700,000.00 § 100,000.00

sosnc | sme| o s coms

41 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.
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Submit ent Request Confi
: :__““ The riformation you entered & provided beiow, Piease verfy that the information & comect and then press the Submi Amandment Reguest button. To modly ths request, press the Go Sack bution.
[reneey Texiits Border Patrol, Award Number: EMW-2011-EM-00093-501
Pederiaras Tagorte Program: S F—" —— Approved TOUMCOR: . e aar: =i
17938 St e
Federal Share: Y %F mrm” BwaliTe: - LY Apphcant Share: s18.00000
Ve Appacation Detaks | Award Detals | Award Package

Grant Amendment Recuest

-Seect the Type of which 1 | equired? Scope Of Work Change
-Seiect the Type of Amendment for which Intemal review is not

required?

1 you selected Period of Performance above, enter New End Date  start Date!

08/01/2011 Exsting End Date: 07312002
New End Date:

Expiain iy you need i Amenament Scope of Wark Change

Attachments:

| Summary of Budget Cha
Bandyet Obiject Claws ol Cont Hew

Cost Change Status Action
Budget % 700,000.00 % 700,000.00 Madfied

Wiew

Total Cost Change: 50,00 Federal Share Change: $0.00 New Total Cost: 5 700,000.00 Mew Requested Ferderal Share: 5 350,000.00

Digital Signature; Certification
By checiing the box below and providng Your password, You are providng your dgtal sgnature.
@ ichizh Vst oo iy disignane am hereby providing my sgnature for this sppication as of 25-0ct-2011

(ot | oo e st

42 The Submit Amendment Request Results page, confirming successful submission of the Scope of
Work request, will be displayed.

Submil Amendment Reguest Resulls

i have successhuly submitted your amendment request to FEMA lor approval. You many new print 4 recept of this request, which you sheuld keep for your recornds, by pressing the Srint Amendiment Request butten Bekv,
Texas Border Patrol, Award Number: EMW-2011-EM-00093-501

Pragram: L T —— Approved TORICOSE. o se Year: P

. Project Perod of . . .
Federal Share; 0000 Parormisnie: - Appicant Share; AR
Vew: Appcaton Detals | Award Detals | Award Package

Grant Amendment

-Select the Type of Amendment for which Infemal review & required? Scope Of Work Change
“Seiect the Type of Amendment for which Internal review i not

required?

I yons selected Period of Performance above, enter New End Date:  Srart Dats: 08012011 Exstng End Date: 077312012
New End Date:

Explain wity you need ihis Amenament Scope of Work Change

Aftachements.

Summary of Budget Changes

Budget OBject Chass 0id Cost New Cost Change Status Action
Budget $ 700,000,00 £ 700,000.00 Modified View
Total Cost Change: $0.00 Federal Share Change: £0.00 New Total Cost: § 700,000.00 New Requested Federal Share: $ 350,000,00

Digital Signature
Signed and Submazed By john smth on 10/25/2011

Return tu Amsrd Prink Amendmeet Request |

SIGNING AUTHORITY CHANGE AMENDMENT

43 Click the Grants Management tab at the top of the screen
44 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments
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A list of awards for which you may request amendment is provided below. To request an amendment, click the Reguest Amendmentlink under the Action column. To
View a list of amendments created for an award, click the View Amendments ink.

Total Number of Records: 15
Display: 1020

Quick Fifter: [ Emergency Management Performance Grants v | [All Years = | [ All Statuses

-] Go

Award Number Program Name Project Period Federal Share Al t Type Status Action
EMW-2011-EM-00004-501 EMENgency Management g%gﬂ;gg © $120,000.00 gg;tnggange, Period Of Performance g pyitted  view Amendments
EMW-2011-EM-00025-501 EMErgency Management g?;gﬂggg : $500.00 g%gga”ge' Period Of Performance g pyitted  view Amendments
EMW-2011-EM-00043-501 EMErgency Management g%,'gﬂggg . $2,500.00 gﬁ;tnggange, Period Of Performance g pyited  view Amendments
EMW-2011-EM-00047-501 EMErgency Management gg;g}ﬁg}é - $2,500.00 gﬁ]’g‘ngga”ge' Period Of Performance ¢ pmitteq  view Amendments
EMW-201 1-EM-00057-501 ETIErdency Management S?ig}ﬁg}é T $1,200,000.00 gg;ggange, Period Of Performance | g pyitted  View Amendments
EMW-2011-EM-00073-501 EMergency Management gg;gﬂgg}; © $377,872.00 CostChange Submitted  View Amendments
EMW-2011-EM-00074-501 EMErgency Management gg;gﬂ;gg T $100,000.00 gg;tnggange, Period Of Performance | g pyitted  View Amendments
EMW-2011-EM-00090-501 gg’r%?;’;‘;}(‘:gg;‘;?éme”t g%’g iﬁgg © $350,000.00 Period Of Performance Change Submitted  View Amendments
EMW-2011-EM-00091-501 gg’%ﬁﬁ’;ﬂéggpﬁzme”t g%,'gﬂggg © $300,000.00 Authorizing Official Change Submitted  View Amendments
EMW-2011-EM-00092-501 S1ergency Management g%’giﬁgﬁ © $400,000.00 Amer ents REQUESE Amendment
EMW-2011-EM-00093-501 EMErdency Management gg;’g}fgg}é T $350,000.00 e s RegUest Amendment
EMW-2011-EM-00094-501 EMergency Management gg;gﬂgg}; © $150,000.00 Amern s Request Amendment
EMW-2011-EM-00095-501 Eergency Management gg;g}ggg T $450,000.00 Armernents Request Amendment
EMW-2011-EM-00096-501 Emierdency Management g;’:gﬂ;gg ~ $200,000.00 Amen ents RECUESE Amendment
EMW-2011-EM-00097-501 EMEPgEncy Management g%,'gﬂggg © $250,000.00 Amen ents REQUESE Amendment

Export: [ T [ &

45 Click on the Request Amendment link next to the award for which you would like to create the
“Signinig Authority Change” amendment.
» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

e Bigert

1174 Tiarctaed Ferm

Create/Update Amendment Request

T3 fequiesT AN exTension in your project period, enter the new end date n fieid provided bekow, To submt your amendment, sgn n the space provided bew and chek on the Save and Contiue button.

g T change your scope of work, cost, contacts, ar address you neesd to update ysur award by cickig the Moy ek by select
the mtermal review & not required,
Texas Border Patrol Award Mumber: EMW-2011-EM-00093-501
Program: Emarganr; Managamans Syurmpncs Graem Approved Totl Cost: oy ear: B
2 . Project Period of = . ;
Fideral Share: siam0 i b iy oy Applcant Share: saa0000
Veew: Applcation Detaks | Award Detaks | Award Package

Grant Amendment Regquest

~Select the Type of Amendment for which Intemal review & required? [~ penod Of Performance Change I Cest Change I Scape Of Wark Change
I Authortang Official Change I Signing Autharity Change I Qiher Change

“Select the Type of Amendment for which Intemal review is not ™ Contatt Change

requred?

1 you saiected Period of Performance above, enter New End Dat®  srart Date: 08/01/2011 Existing End Date: 07/31/2012
New Er] Date: =

* Explain whry you need this Amendment B/ ®«EEEE: o O [ 4 -l

Adiachments:

wadt swed_|

Gosack | Save ave and Continue.

Mwi

typeds) for which, ether the intemal review & required or
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46 Fill out all required fields,selecting the check box for “Signing Authority Change” and include your

explanation to request the amendment

Create/Updnte Amandment Request

L

Tiexas Border Paciel, Awird Nummber: EHW-201 1 EH-00054-501

To request an extension n your project penod, enter the new ead date n fekd provded below. To submi your amendment, sgn i the space prvided below and chck on the Save and Consnue butron.

To change Yeur 5008 Of Werk, COFL, COMTICS, OF addrass You NEd o update your award By choong the Aodi): Amaw Button balow, You can only sslect amandmant Typa(s] for which, ather the ntemal revew & regured o the mtemal revew s not
uied

Pragee [T S—— Approvas Tomi Co  gwnssens var: e
Projact Parid of i
Federa Shara: simmna o st engirmey anmn Aplcant Share: sae0s
View: 3 | Award Detals | Awand Package
Grant Amendment Reguest
“Galact tha Typs of Amandmant for which INTamal revew & requesd? I Period Of Peffarmance Crange ™ Cost Changs ™ Scope Of Work Change
I wunmarisng Ofial Changs ' omae Cnangs
-5kt tha Typs of Amandmant for which Intamal revwi B ROE SIS [ Contact Change
1f you ssiectad Parod of Performance abowe, enter New Fnd Date: Start pute: o8j01/2011 Exstg End Cute oz
=]
] AoadBm AL (T-@E

et €00 Dats:

= Espiain wivy yoo nasd thin Amandment o

By =EEAMEE
Signing Autheity Change Necesaary. |

AmcremeEnts

Modly Amard

Galack | Save| _ Sevesndtontme

47 Click the Modify Award button to update the appropriate section(s) within the award as well
» The Application Status screen will be displayed, listing the different application sections

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on
the individual application section screens.

48 The Contact Information area will now have a status of incomplete and the Action column for “Contact
Information” will now allow the user to select the Update link. To continue with the “Signing Authority”
Change Amendment, click on the corresponding Update link.

Submit Application

Each section of your sookcaton to FEMA & ted befow. i any required nformation & masng from a secton &3 status wil be Bted as noomplete.

W To comolene your smendment, chck the Linsiare Ink beside the Jncomiate sections. 0nce vou e firahed, chok the Salm fo AMmendiment Rngudst button 1o 00 the anvndment reguest.

Firsam o Amendment Aegmst |

Application Area status Action
[ — Soonierad Ve
Cantact Infaerration Incoenplete > fate
Appicant Information Compateg w
Preject Information Comoieted
P Budget Completed
MEIchments Complated
Assurances ang Cactfications tomplated
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49 The Contact Information screen is displayed as seen in the figures below. At this point the Signing
Authority can be updated. Click Save when complete.

Contact Information | - Agia#: THW- 2011 [H 4 AP P-BOOT ¢ e |
[
R Paasa sjovde § DFTAry Contact e sscengiry corace Daron for I asaicatan. o4 3 14ad Lo S98CAy the san autharty and authorcng offcal Pease nats that the authareng ol ths parsan dascnatad o 501 snd DM your a9akaten, The
Sgnng Autherty & the Authoricing Officel Representatyve for the erginitaton that his the sthorty to sgn of to desgnite ancther to sgn the appkcaton, Once you are dome, press the Sere and Continue by aw,
[ —
[ — A et of contauts fo your argancatn s e b Sulct the checkhos besde the contactfo the spplcatan and sy the contacttyse. To v the detak of 3 contac. ek the rams. To uadits o deute  comiact, ek the Sparcseits ik undes the
Agton colimm. To 3¢ 3 mew contact, ok the Add
Ammaions sl St Sebect Contact Type Py, gy [ T At Satm
S — [ [ | r [] ™ 1800 5 bel =, arngenn, YA Actve
= s & e s 123 west street, Bostan, HA Aave
ik oo 2 i | C L szt 1238 Carendon Bvd, Angten, VA Acte
m = e e br. ROOK Szraet MW, Washngton, DX Active
CoBack. !MI Srvre and Conbrue
FRMA | Provida Fasback | How Ta | Giossary | Help | Priacy Stetamant
Contact Infarmation | Appe: [HW-J011-TH APP- KA D& co y |
P——
B 7 Finase provds 3 prTary CONTAcT and seconcary CaracE persan for ths applcation. You 3k nesd o spacky the sgning authorty and autharizng offcal Pisase note that the authorarig offical s the person desgnated to sgn and wbME your appkcaticn, Tha
SONNG Altherty & the AUtharzng D¥cal Rephéssntatie for th Grgandaton that has the sAmarty t0 5N of £ dEBONIE ENEhar L0 5gn tha EDpkation. ONCE YOU 8 Cont, DREss the Save and Conenue BUsten Delw,
L
Brogect vt A st of contacts for your organiation & provided below. Select the checkbox besde the contact for this appication and specly the contact type. To view the detals of » contact, cick the rame. To uddate o delete & contact, cick the anotoprite Ink under the
Acten colurn, To add 2 new contact, ok the Add button.
[
Pri—,
i Select Comtact Tyon - oty - Tita A P
[ T— " [ | [ ® ot meh ™ 1800 5 B#l 12, 3ngtn, VA Actes
B || - e M e s 123 wast stres, Bostor, WA Aceve
Pres Apotcton B =] @ [ Assamant 1234 Clrendan Bhvd, Aringtan, VA Acten
[ = c L) 8 00K Strest WW, Washingtan, OC At
Gaeel) e ani Contine
FEMA | Provels Fasback | How To | Glasssry | Wel | Brvacy Ststamant

50 After the applicable changes have been made and the Save button selected, click the Amendment
Summary left hand menu link. Click on the Return to Amendment Request button as seen below.

Subimit Application 0009 1 1008 omplete |

Orarrm

Limtact bedzrmaton Each section of your applcation 1o FEMA s isted beiow, T any required information & missng from 3 section &S status wil be isted 25 noompiste,

Apgicard terraber

Fongeet Bidnlin &8 To complete your amendment, Cick the Upgate ink beside the CUONS. CnCe you ek the Retum fo. 0 0 go the request.

e Appication Arca Status Action

e T Owverview Completed View

i Contact Infarmaton Completed Upsdate

.| Appleant Information Compieted Views

Frrs Ausstar Project mfarmation Compieted View
Busdget Completes View
Attachments Compieted View
Asswances and Certifications Completed View

FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement
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51 The Create/Update Amendment Request screen will be re-displayed with a Summary of Signing
Authority Changes, select Save and Continue. The Submit Amendment Request Confirmation Page

will now be displayed.
Create/Update Amendment Request

[

Riars Farasgm

L

Mt regured.

bt

o Fatrol, Awad M- 501
Prageame [ S——
Feder Share: SERLICHN
Vi Applcation Detass | Awand Detas | Award Package

Grant Amendiment Request -
“5alact tha Typa of Amandmant for which Intarmal revew B requred?

“Salect tha Tys of Amandmant for which Intamal revew § not resured?
If you sslected Pared of Perfomance abeve, anter New End Dute;

ot

Approvad TormlCoes:  pmsasasn ear:
Peojert Pariad of e
fric g saRLaL - FUHA

T Penoa of Pemimance Change
I Aunprizing Oficial Changs
™ Contact Change

™ CostChange
¥ Signing Autnonty Changs

Stare Gater ea012011 Exrtng End Date: oF3/2002
tiew End Date: |
Explain why you need this Amendment B 7 L LamE S T-ak
g
Anachemisnts
Madkhy e
Susmmary of Signing Authority Changes.
Sy Anthority Hane Titke Address
@« Roger Pacars Ausstant 1234 Corandan Gk, Aringree, VA
[ Michebe West My

123 west street. Boston, MA

Agplcant Share:

T request a0 ETEnton I your DIOIACT Dancd, enter the new end date i fisld orovided helsw. To submi your amendment, 590 n the snace provided halow and clk on the S and Contnus butmen,

() 70 Chnoe your scoe of wexk, cont, comtact, or addrem you ed o upAiEs YOuT 3wand By kg the Mod Award button B, Yo &an anly select auaant typa(s) for which, #xer tha Itamal rewe 8 regued of tha Eemal v & not

T

I Scope of wone Change

Change Statis

Hew

Rernoved

52 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.

| Submit Anendnient Request Confirmation

* Password : "

* P 1, Mchete wast, or my desgras am henably providng my sgnature for thie

| [coBes: Sctmit Amerciment Gzquest

By theckng the box below ind crovidng your passsvord, you are providng your digital sorature.

| The rfarraton vou entered & provided belpw, Piorse verfy that the nformation s comect and then press the Submt Amengment feowest button. To modfy the request, press the Go Sack button

Patred, Award Numteo H. 01
Progra Erwores Ve e Apprved TotslCost:  mooasaso ear:
ra Shate: rsa Froject Perod of fmershme
Federa Share: sacon Parforrmnce; swmuat - eymse
View: Applcation Dutals | Weed Durals | Aaand Fackage
| Grant Amendment, Request
“Sukect the Type of Amendment for which Inbemal review & required® Sgning Autharty Cungs
“Sakact the Typs of Amandmant for which Intemal revew & NOT requrady
1 you sslectad Pared of Pacformance abeve, enter Naw Gnd Date: st Gate: w00 Exsting End Date: e T ]
tiew End Date:
Explain why you nawd this Amendiment signng Autharey Changa Hacassary
Attachengnte:
Summary of Signing Authorty Changes
Signing Autherty Mama Titla Addrass
[ Roghe Pasers Aasezant 1234 Chrandon B, Adngicn, VA
¢ Michals Wagt My 123 wase gtraat, foston, MA

appication ag of 26-0cET01E

Agolcant Share:

sua00000
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53 The Submit Amendment Request Results page, confirming successful submission of the Signing
Authority Amendment request, will be displayed.

Submit Amendment Requ

¥ou have succesehily mibmitad your amandmant raquast to FEMA for approval. ew many now pent 3 et of this requast, which you shewld keen for your records, by preseng the St dmenciment Zequest button halw.

15304 Shardaed Farms

o Facied, Avard
Pragran

Federal Shate: SHE00000

View: Applcation Detals | Awerd Detals |

Grant

Erwgarcy Maragemers Swbormunas S

Aevard Package

“Select the Type of Amandmant for which Intemal review & required?
~Sebect the Tyme of Amndrant for which Interial reviw & not recured?

¥ you selected Perod of Performance above, enter New End Date:

Explain why yois naad tis Amandment

Altachments

Summary of Signing Authority Charnges
Siguing Authority

Start fate;

Hew End Date:

Appred Tosal Cass

Priject Penod of
Peformance:

G881/3011

Sqning Authorty Duunge Necessary.

Mame
& Roger Bacars
L Michele West
gned and Submited Sy joha smh on 10/26/2011
et t Amendment Reauess Pt Amerciment Request

OTHER CHANGE AMENDMENT

Agsgmant
My

30030000

Vear:

Agalcant Share

Sgnng Authorty Chinge

Exsting Fnd Date:

0733012

Address.
1334 Crandon Bive, Arngion, VA
123 west street. Doston, MA

MELB00

Change Statis

Hhﬂ;
Rermoved

The “Other” change amendment allows grantees to add attachments to the award.

change amendment will not allow modification to any other part of award.

54 Click the Grants Management tab at the top of the screen

55 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments

Grantee Amendment Request

A kst of awards for which you may request amendment & provided below. To request an amendment, dck the Reguest Armendimernt ink under the Action column. To
Aerits b

Do
Avcard Fackages

Revisiona/ Amandment
Moquesty.

Parformance Regonts
1199 Sranstard Frrms

View a st of amendments created for an award, cick the

Total Number of Records: 15

Display: 10 20
Awvard Number

EMW-201 1-EM-00004-501
EMW-2011-EM-00026-501
EMW-2011-EM-00043-501
EMW-2011-EM-00047-501
EMW-2011-EM-00067-501
EMW-2011-EM-00073-501

EMW-201 1-EM-(n

EMW-2011-EM-00090-501

EMW-2011-EM-00091-501

EMW-2011-EM-00092-501

EMW-2011-EM-00093-501

EMW-2011-EM-00094-501

EMW-2011-EM-00095-501

EMW-2011-EM-00096-501

EMW-2011-EM-00097-501

iew

Quick Fiter: [Frargency Maragemant Parformance Grarts 5| | Al rears 5] [ A% Sstuses

Program Mame
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Granks
Emergency Management
Performance Grants

Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants
Emergency Management
Performance Grants

Project Period Federal Share

08/01/2011 -
07/31/2012
08/01/2011
07/31/2012
08/01/2011
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011
07/31/2012
08/01/2011 -
07/31/2012
08/01/2011 -
07/31/2012

5120,000,00
£500,00
52,500.00
52,500.00
$1,200,000.00
$377.872.00
$100,000.00
$350,000.00
$300,000.00
$400,00:0.00
$350,000.00
£150,000,00
$450,000.00
$200,000.00

$250,000.00

Amendment Type

Cost Change, Perod Of Performance
Change

Cost Change, Penod Of Performance
Change

Cost Change, Perod Of Performance
Change

Cost Change, Period Of Performance
Change

Cost Change, Period Of Performance
Change

Cost Change

Cost Change, Penod Of Performance
Change

Penod OF Performance Change
Authorzing Offcial Change

= &

Status
Submitted

Submitted
Submitted

Using the “other”

Action
View Amendments

View Amendments
View Amendments

N AT

Submitted

View Amendments

Submitted
Submitted

View
View Amendments.

Wi Amendments

Mo
Amendments
Mo
Amendments
Mo
Amendments
Mo
Amendments
No
Amendments

No
Amendments

EXport :

Vi Al
Request Amendment
Request Amendment
Request Amendment
Request Amendment
Reguist Amendrment

Request Amendment

o e
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56 Click on the Request Amendment link next to the award for which you would like to create the the
“Other Change” amendment.

» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

[ pdate Amandmant Ra

To rRGUASE 3N BXTANSON 1N yOUT POt penod, anter the new end date n fekd proviled beiow. To SUbME your amendment, gn I the space provided Delow and cick an the Savw and Gonmnhue button.

9 To change your scope of work, cost, contacts, or sddress you need to update your awird by dicking the Modéy Award button below, You can only select amendment type(s) for which, ether the intermal review & required or the internal review & not.
requred.

Texas Border Patrol, Avard Mumber: EMW-2011-EM-00095-501

Programs S e i e Agproved Total Costi  swmaoose ear: s
Projact Paried of
ral Shace: L ot i
Federal Share: sas0 00000 s ol oamz0ns -t Aophcant Share: sas0c0000

View: Apglcation Detals | Award Detads | Award Package

L
-Select the Type of Amendment for which Internal review & requred? ™ Penica Of Pemermance Change

T Costonange
I Authorizing Offcial Change

I~ cope 0 Work Change

T Signing Autharity Change ™ Oher Change
~Select the Tyoe of Amendment for which nternal review & ROt requred? [~ contact Change
I you selected Period of Performance sbove, enter New End Date: Start Date: 08/00/2011 Exizing End Date; 07/31/2002
New End Date: B

Explain why you need thes Amendment. B /U |smEEEN:

Altacharvents:
oty award |

Gosack | save| _ savesndcomewe

Fill out all required fields,selecting the check box for “Other Change” and include your explanation to
request the amendment

Create/Update Amendment Request

ke To request i extension i your profect period, enter the new end dete i ekl orovided belom. To subrm your amendiment, sign in e spece provided below and chck on the Save nd Contihue button,

r—

[P P — g T e yoomscopnof week,co, contacts, o s o o 8 udate your e by clekng i My A btton ok Yo an on sekect et types)F i, et the nteral v 5 et o th mtomal s ot
Tt regured.

Fackorrmarce Rapert

7T “dnedaed Forin

5, A 2 B0 i

Programe Ewpr Ve e Ban samn vear: =
Federd Share: 50 sy - BEY Applcant Share: $453.000.5
Vigw: Appleation Detzls | Awerd Detals | Award Package
“Sekect the Type of Amendment for whih Intemal tenew = 1eavred? [ period o Feromance Change I CustChangs
I éunorizieg Oficial Change I Signing Authority Change

“Selact the Type of Amendment for which Intemal rewsw & 10T requred? [~ Gonlact Change

1f you selected Perod of Performance above, enter New End Date: Start Dute: RB12011 Exeting End Date: 77312012

Q tiew End Date B
w\n!n w«FEIAECSED A aBRE ALy IF-an

Oltwe Changs Lnmndrrt

HMI
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57 The “Other Change” amendment does not allow the updating of award sections. To view those
award sections click on the Modify Award option.

» The Application Status screen will be displayed, listing the different application sections

NOTE: Application Sections will only be available for viewing.

Submit Application
Fach saction of yeur mplcation ta FRMA & lsead Balow, 1F any raquirad nforrration & mesng frem 3 saction &% eratus wil be ead 35 neamplets
&F To complete your armendment, dick the Lindide ink beside the thoomplere sectons. Once you ire frshed, cick the Ratum (o Amendment? Raguest botton to go the smendment reguest.
Application Ares Status
P — AR Comoiated
Aol Casl Contact Informaton Comoleted
e Sy Appkcant Infeematon Complsted
Peagect Inforratan Comphtad
Sk Acpleation Rodget Compiatad
Attachmants Compistad
Assurnces and Centfickons Comoieted
Betan by Amerdvent Reguest l
™ back [ Fraacy S

58 After viewing application areas, click the Amendment Summary left hand menu link. Click on the
Return to Amendment Request button as seen below.

Sulimit Application

EACh SRCTON of YoUr ADPACINON 1t FEMA & Isted Deiow, I any reqursd mformation & Mssng (T0m 1 SAChon £5 STns Wil be isted as neompiete.

W To complte your amandment, cick The Cpetatie Ink bsdi thin feovrysife letions. Onee you are Frsbud, clek B Setur 1o Amendiment Seaguest Butten 16 9o the amendment rquet

Apphcation Area Status Acthon

Orverview Completed e

Contact Completed Lipsdate

Appheant Information Complted .
[ep—— Frotect Biformaton Compled

Eusdget Compieted

Attachments Completed

Assprances and CertNcatons Compieted

lesturn o Amendment Hagurst |
FEMA | PrOVKde Fecback | How (0 | Glossary | Hegs | Frvacy STatement

59 The Create/Update Amendment Request screen will be re-displayed. If the intent of the “Other

Change” is to attach a document, it can be done here. Click the Add Attachment button to access the

Add/Update Attachment screen.

Create/Uptdate Amendment Reguest
sl To request in extenscn N your Droject pefiod, enter the new end dite n field provided below. To submE your irmendment, 3gn 1 the space provded below ind dick on the Sive and Contnue button,
A Bk
Reisiomn] Amansmans
[r— regured.
Faetsrmares baporn
1578, S Pt

Tavas Berdur Patrol, Award Rk EMN-2011-4M-00095 501

Progeam g Faegd Pt b Approved Toti Costs  sseeounas e =n
Federsl Sharer o e o o satarsons - anawms Apphcant Share: saen000
Vi Appication Detals | Awoed Detale | Awmrd Packigs
Grant Amendment Request
-Eelact the Tyoe of Amandmant for which Isteenal evew n requred? I Parea Of Pertomancs Changs I ot Crange I Scope Of Work Change
I sumeoeiing OMcial Change I Signing sufvcsfy Change 7 cmes Change

“Sekoct the Type of Amendmaent for which Itemal revarw 5 ROt Gued? [ Contset Changs

1f you salactad Pared of Parinmrance above, ansar Haw Gne Dace:

Sxart Date: ag/01/2018 Ewstng End Date: 07/31/2012
Mew End Date: a
Eralain iy you need this Amundmant pryU «FEWEEIS LB de st T-an

Sthar Changa Amandmant

Anathments:

Adkd Atzacrment

Gotack | save|  Savesnd conmme

o To change your scope of wark, cost, contacts, or address you need to update your award by chcking the Atadi Awand button below. You can only select amendment: type{s) for which, ether the intermal revew & requined or the ntemal review s nat
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60 The Add/Update Attachments section is displayed. Browse and select file. Click Upload File to add
attachment. The Submit Amendment Request Confirmation Screen will be redisplayed.

61

J—
[—

[T T ——
et

Eartomares st

1A Steedued o

[—

Amard Parhsgm

Pty ety

112 sedaed Fara

page

-
far—
Parvissarn Aevarvdires st
[E—

Pty ety

15304 Shardaed Farmy

| audd /Update Attachments

| Please encer the folloveng informanan and cick the todad Al batoon to Uipload the Attachment,

| Amachmeet
Description
* File
——
Create /Updnte Amendment Reques

Bry|/xEFAMR

nvestnanl Suatiieation Allaceed

]

ALaBBm®m A

¥-@

T reQUER a9 SIEEREER T OUT DIject penod, anter the new end date n finkt provided below. To submit your amendment, sign n the space provided bslow and cick on the Save ang Comanue button.

% To change your scope of woek, Cou, COLICTS, Or address you nesd to update your award By chiong the Aoy Ana bution below. You cn only sekct amendmant typa(s) for which, shar the cemal review 8 recured o the MTemal review § not

regured.

1 s, Avard 201 1EM-D00RS-501
Frogre Fmarganr, Managemans Summancs Gea
Fadars Shara: sameesn

View: Apphcation Detiss | Awad Detsss | Awand Paccage
| Grant

5T the Typa of Amandmant for which Intamal revw & raqured?

Salect the Typ# of Amendmant for which Inoamal revew & NoT regured?
1f you selected Perod of Pacfomance abows, scter New End Date:

* Explain why you need this Amencment

Aftachments:

oty Amerd
L e e

Create/Update Amendment Request

™ Penoa 0 Pemamance Change
™ sutnorineg Oficial Changs
T Contact Change

Start Datet B8/01/2011

tew End Date:

By | &FFWMEE

St Change Ammndimee

wonam

=

e mman

™ CostChange
T signing Autnortty Changs

Exgtng £nd Date:

Aadd® MY

wear: =

Appieant Sharg: e

I Seope 0f Work Ghange
¥ othar Change

oTam2

v-ail

To complete processing the amendment, click on the Save and Continue button at the bottom of the

| Ta reques an sxtension n your project panod, antar the naw end dite in field provided habw. To submit vour amendment, Bgn in the wace provided bsiow and dick on the Save and Contnue button.

7] To chunge your scope of wirk, cost, contacti, of address you need to uodats your awird by dickng the Modf Award button below, You can only select amendment type(s) for which, ether the nternal revew & regured or the ntamal review s not
recuned.

Texa Bordur Patrol, Awand Mambert EMW.2011-84.00095.501
Program:
Fedend Share:

Erwrparsy Masage—ect Prturars Gum

a0

Wit Apphcation Datads | Awaed Detals | Award Package

| Grant Amendmest Request
“Select the Type of Amendment for which Internal revew b required?

| [“Select the Type of Amendment for which Ivtesnsl revew 8 not requred?
| 1 you selected Perod of Perfomance above, enter New End Date:

* Explain why you need this Amendment.

‘Appreved Total Cost:

Progect Perod of
Perfomwnce:

I Panea of Pedormance Changs
™ Buhirising Offrcial Shangs
™ Comact Change

St Bare: 080113018

Mew End Dats;

B/ i=FEE3ID

thar Changs Amandmant

B

=]

oguEL . L

™ comcnange
T Signing Autfvasfy Change

Eusing End Date:

P L BF

¥ updars | W Dests

Yaar ;.

Applcant Share: 345,000 5

™ scope OTwork Change
F Owi Change

0713113012

7-ad
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62 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.

Submit Amendment Request Confirmation

The information you entered & provided bakw. Fiezsa werfy that the mformaton & comact and than press the Submc Amendiment Sequert button. To modfy tha requess, press the Go fack button

Teas Patrel, Awand S EMW-011-EM-00095.501

Pregein Eraranes Masam B 1 Aoproved Total Cost:  ssottonss Ve
prebect Parod of

Feder Share: o0 Foses Patoc o PR Appicass Shive: Wm0

View: st tube | At Puckage
Grant Amendment Request

Select the Type of Amandmant far which Iemal rmview & rogured? Ot gt

-Select the Type of Amendment for which Intesnsl review & not reguired?
1 you selected Pecod of Peormance above, enter New End Dete Seart Date: og/01/2018 Fusing End Dats:; 0743112012

Haw End Date:
Explain W y0U ned this Amendmact Othar Change Amendment

Ansenmems

STiarn) Ceetilieation
By checiong the b beloww and providng your plssword, you are provelng your deges! sgrature

PRt A
ST T

1, Mchats Wast, o my designes am hersby providng My signature far this appicaton a of 77-0ct-201 1

Submt Amendment Reguest

[samee

63 The Submit Amendment Request Results page, confirming successful submission of the “Other
Change” Amendment, will be displayed.

Vo T TSI S Trrantt regunst t FEMA for koaaval ‘Vea many niw Bt B (eEaBt of B reauart, whseh you heul kies for yout reEerds, by DIessng Ehe ST Amendment Saguest Sutten bk

o Parred uard Dambae PHW-T011-PH-B0005 801
Progeaen e

Federat Share: $4m.000.00 izt - 01 Agokcant: Share s4L000.90

v ADACIDON Detads | Avwand Dacas | Aveart Fackage

Grant Amensdment Regest

Exsting End Datn [T LT

gl Saguarure
Sgned and Sceeneted iy pores smen on 10272011

Sevan | 1

CONTACT CHANGE

The “Contact Change” amendment allows grantees to change contacts associated with an award. The
contact change does not need internal review and is automatically approved when processed.
64 Click the Grants Management tab at the top of the screen

65 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards with amendments
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:’" e A kst of awards for which you may request amendment & provided below. To request an amendment, cick the Request Amendment ink under the Action column. To
i i View 3 st of amendments created for an award, cick the Lasw Ameandments ink.
Marvinioms | Armemiment
Rempeasts.
, e iy Total Number of Records: 15
170 Shardard Foema Display: 10 20 Cuick Filter: [Emarcercy Maragement Parformance Grarts =] | &) vass =] | 49 Statuses =] Gol
Award Numbaer Program Name Project Period Fadaeral Share Amendment Type Status Action
EMW-2011-EM-00004-501 EMErgency Management 98/31/2011 - s120,000.00 S5 Change Perod Of Performance cupmited  View Amendments
e 2011 e oo son EERRcy Mgt SYBIACH - sa000 GRS Chane,Perd o aormance v
. oy EMN Ma Ement 08/01/2011 - Cost Change, Perod Of Performance "
EMW-2011-EM-00043-501 gICrBensy Hansgss e hy e s2.500.00 FPELED 9 Submitted  View Amendments
EMA-2011-EM-00087-S01 g&nmngmls " gg‘giﬁgg ) $2.500.00 Change e e View
EMW-201 1-EM-00067-501 EMSTEency Management a1 3120000000 Eﬂhf‘"g:'a”“’- Period Of Performance  cupmited  View Amendments
EMW-2011-EM-00073-501 f,“‘“l. gency m“"gm“l g;giﬁgu z $377.872.00 Cost Change Wi
= a.=n1 E naqcrm:nl 08/01/2011 Cost Change, Perod Of Performance
EMW-2011-EM-00074-501 g t0oay Hansas B7a1ra013 $100,000.00 =P g Submitted  View Amendments
EMW-2011-EM-00090-501 ETeT0ency Management o0 o aa1s | $350,000.00 Period Of Performance Change View
EMW-2011-EM-00091 -501 E“"'-"'ﬂm Managernant Ua;gt:ggi; $300,000.00 Autharping Offical Change Submitted  View Amendments
. l: 01/2011 - Mo
EMW-2011-EM-00092-S01 ,m,mm G:‘:g“ n,_,gum” $400,000.00 Amendments Bequest Amendment
EMW-2011-EM-00093-501 "mef-m “Ez‘r?‘;mm g’;ﬁg}ﬁg;i $350,000,00 P mlmenls Requist Amendmient
M > El Mal ement 08/01/2011 - Mo
EMW-2011-EM-00094-501 pICIBency Iannges B7/a1/2012 $150,000.00 2 ments REQUEST Amendment
EMW-2011-EM-00095-501 EMETGency Management 3;";?{‘33}% $450,000.00 Amements RETUESt Amendment
E ency Management 08/01/2011 - o
EMW-2011-EM-00096-501 fIRCIEERy Hansos u.,u”?m? $200,000.00 a \ments REQUEST Amendment
EMW-2011-EM-00097-501 wf"gm N‘Eg’rﬂ;’“’"l Sg;g}‘;gg:; $250,000,00 s mlrm:nls Recuest Amendment
Export: 3 " (W =

66 Click on the Request Amendment link next to the award for which you would like to create the
“Contact” Change amendment.
» The Create/Update Amendment Request screen will be displayed, allowing you to enter
details about the amendment request

To request an extenson n your project penod, anter the naw and date n feld provided below. To bme your amendmant, sgn i the space provided balow and dick on tha Save and Cantinue button,

7] "":ﬂ::w your scope of work, COS%, Contacts, or addess you need to update your awand by chcdng the Ay Awand button below. You @n enly select amendment type(s) for which, ether the ntemal review & requined or the intemal revew & net
urad.

Texas Border Patrol, Award Nurmber: EMW-2011-EM-00055-501

 Appewved Toml Cos:

Yean

Program: B, Managemas Femmasie G 0000000 wm
Eederal Share: Py Brojac Parod of s - Aoplcant Share: P
View: Appication Detas | Award Detals | Award Package

Grant Amandmant

“Select the Tyne of Amendment for which Intemal review s required? ™ Poiiad o1 Performance Change ™ Cost Change I Scope Of Work Change
I suthorinng Oficeal Change I Signing Autmorty Change I Giner Change

“Select the Tye of Amendment for which Intemal raview | NOE rEQUFEC? [~ Contact Changs

I you sekcted Period of Performance above, enter ew End Date: Stare Datw: 0B/01/2011 Exsting End Date: 07/31/2012
Mew Erd Dute: B

= Explain why you Nistd Mis Amanament:

BJ/U|lEEIAN

AfBChmENLS:
Hodfy dowrd |

ALBGE AT

& W
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67 Fill out all required fields,selecting the check box for “Contact Change” and include your explanation
to request the amendment

Crante/Update Amendment Request

To FEGUEET 0 HXTANE0N N YOUT PIOJecT PANGd, ancer the raw end date n fekd provided beow. To submE your mendiment, sgn n the space provded below and cick on the Save and foannue butten,

@ o chioe your scome of work, o, contacts, of address you nded 9 undte your awand by cleking the Moy Amard bt beloe, You can only selet amendiment typels) fo mhih, ether the intermul seview 5 requred o the nitema review 5 not
Rwmrealy regured

Tascas Bordar Patrol, Award Numben EMW-2081-EH-D009G-501

Progarm Erwiarcy Viragewt bt Gt $400.000.00 Yeur: 211
Federsl Share 52000 o3 - By Apphcant Shire: smeam0
Viaw: Application Detals | Awanf Gatals- | Amand Package

Grant Amendment Reqpest
“Sakect the Type of Amendmant for which Intemal revw & recured?

I Pesind Of Porformance Change I ot Change

I Scope o Work Change
™ sumo ol Ghange I Sagring Authority Ghange I cmer Ghange
“Select the Type of Amendment for which Inteinal review & not e6E0?_ 7 Gontact Change

If you sekected Period of Performance above, enter New End Date:

Start Data: B{01/2011 Exitng End Date

~ Expliin wty you need this Amendment By <ESIEE] Ao

Cantact Crangel

o731/3012

Edd™ 1

Atachments

Acd attachnant

oty Award

Golisck | save|  Saveand Contie

68 Click the Modify Award button to update the appropriate section(s) within the award as well
» The Application Status screen will be displayed, listing the different application sections

NOTE: Sections that will need to be updated will indicate a status of “incomplete” on
the individual application section screens.

69 The Contact Information area will now have a status of incomplete and the Action column for “Contact

Information” will now allow the user to select the Update link. To continue with the “Contact” Change
Amendment, click on the corresponding Update link.
Submit Application
Each section of your sookcaton to FEMA & ted befow. i any required nformation & masng from a secton &3 status wil be Bted as noomplete
W To complene your amendment, chck the Linaiang Ink baside the JReompiete Sections. ONoe vou are firshed, chok the Aot £ Amendiment AR0uest buthon 1o 00 the Smendment request.
Apphication Area

Status Action
[ — Sonmiis
Cantact Infoemation

Applcant Information

T
P> tpd
Praject Information Compisted
[y — udget Compistid
MEIchments Complgted
Assurances and Cectficasions tomplated

Firsam o Amendment Aegmst |

70 The Contact Information screen is displayed as seen in the figures below. At this point the Signing
Authority can be updated. Click Save when complete.
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Contact Tnformation

| Aops: 50701 1500 s 5%a 1 v |
Tearia
Fery Please provdn a prmary contact and secondary contact person for the applcation. 'You aka need 5o sorcly the sgning authorty and authoreng offcal. Please note that the authoring offical s the person desgnated idad and subme your appication. The
Sgning Authorty i th Authorming Oéfical Repressntate for the Crganiaton that has the suthorty th g of [ GRSGNFTe ancther [0 SgR the Applcition. ONCA YoU 374 Cone, Drass the Save and Gontnus botmon Hel
Appie Srtzrmaten
Praomt 1o 4 I5t of ContaCs for YOUr DGAnEIten § provided balow, Select the checkbox besde the coatact for T Joccanon and soscfy the CoMEact tyoe, To viw the detais of a contact, chok the nama. To update o Selete & Cantact, cick tha Foproceane ik under the
Action colurn. To add a rew contact, dick the Add betten,
B
et
]
s et oo Sebect Eomtait Ty — e = . pres. et
imunifensrs Byspery " g Tacordary Corma 8] e & [ 1000 3 bel =2, arington, VA Actie
F Privary Cortel =] L w M 123 wast rest, Basion, MA Actin
Pt At r || o " Assazant 1234 Caramdnn [, Arington, VA Actia
T =] e a Bart Rodriguer b, BOOK Strect NW, Washngton, 0T At
Add] Cortact I

] medcane |

FEMA | Praves Fashack | Wow Ta | Giaesary | Help | Frvacy Srsramant

71 After the applicable changes have been made and the Save button selected, click the Amendment
Summary left hand menu link. Click on the Return to Amendment Request button as seen below.

Subimit Application
Do
Limtact bedzrmaton Each section of your applcation 1o FEMA s isted beiow, T any required information & missng from 3 section &S status wil be isted 25 noompiste,
pcicars trtermater
Deapaet Dxfaerasie ¥ To compiete your amendment, Cick the Upclate ink beside the CHoNs. CNCe you ek the Retum fo. 0 0 go the request.
e T Owverview Completed View
<® Contact Infarmatsn Completed Update
Applcant Information Compieted iew
[ere——— Project Wformaton Competed View
Busdget Completes View
Attachments Compieted View
Asswances and Certifications Completed View
Retun o AmandentRegeest |
FEMA | Provide Feeback | How To | Glossary | Help | Privacy Statement

72 The Create/Update Amendment Request screen will be re-displayed with a summary of Contact

Changes, select Save and Continue. The Submit Amendment Request Confirmation Page will now
be displayed.

Create/Update &mendment Request
[—

Ta request 30 ETENG0A I yOUr DIBIACT DANSE, enter the new end date n field provided helvw. To subme your amendment, 500 N the sace provided below and chok oo the S and Contrue butien,
Riars Farasgm

s derrevdriri g o change your scaoe of work, Cos. CoMACTS, or addrems e need 1 updsta your award By ckdng the Modry Award button Selow. You can only selsct amenment Typa(s] for which, sEer tha ntamal review B reguTed o the memalreva 8 not
N Tequied.
ttrmarn bt
1T Stardurd Farma Ppatrol, Avard
| | Progam: Errps s Maage Fror—ana Gan Agproved TomiCostz  swesese vear: 1
Federdl Share: s o b s Agvicant Share: s
Vi Applcation Ditals | Awatd Detals | Awmand Fackage
| Grant Amencdisent Recisest
-Sekect the Tyoe of Amendment for which Intermal renew & requred? T Penca 01 Pemormance Change T costChange I™ Scope Orwen: Changs
T duthorioeg Oficial Changs I Sigriing Authotity Change T Other Change
~Sekct the Type of Amendment for which Fitemal revew 5 not resured? |5 Gontact Changs:
1 you selected Perod of Performance sbove, envter New End Date: Start Data: 803011 Eusting Erd Data: 073012
Mot End Date: -]

* Eaplain why you need this Amendment

nJg =<FETFID

Comtact Changs.

ALhaaaayi?-ad

Mactmants

oty s

| Bummary of Contact Changes
Contact Typ Hame Titke Addthres

Change Status
Frimary Hichals Wer [ 123 west irest, Boamon, HA Now
Secondary John seeh L M
Frimary john smth My amoved
Secondary Michele West M 123 west Sreet. Bowton, WA mermared

L e e
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73 At the bottom of the Submit Amendment Request Confirmation page enter the user password and
check the box authorizing signing of the application. Click Submit Amendment Request.

Submlt Amendment Request Conflrmation

The rformaton wu entened & peovided balw. Pleate varfy that the nformation & comect and then sress the Selme Amendment fequesrbutton. Ta modily this request, oress the G Saok butten

Fatrol, Aviard Humber: EHW-2011-EH-00096-501

Prograe S Ve e Approved Tomsl Cost samaonon ear: m
Projuct Pemd of 2
Feder Shan: s PR Sy - LY Aophant Share: s
Viww: Appication Detals | Asard Detaln | Amand Fackage

Grant Amendnient Hequest
“Sakeet the Type of Arrendment, for which Intemal revew & requred?
“Galict the Typa of Amandmant for which Intamal revw B not ragursd?  Contact Change
1 you saisctad Pared af Partorrancs atous, snter Naw End Data: Start Dater o120 Exstng End Date w302

toew Endl Dt
Explain wiiy you need this Amendrment Cantact Changa

Afachmants:

Summary of Contact Changes

Contact Typa Hama Titla Adtelrmn Changs Status
Prrmary Mchele West [ I3 west freet, Boston, M Thew
Secondary John smen M5 1600 & bed 5%, 2 V. Nia
Py Jahiy st s 1800 5 bell 2, arington, VA Heroved
Sacondary Michale Wast Mg 133 west straat, Boston, MA Removed

8y checkng the box helow and erovidng your password, you e provding your digtal s
"

* 1, Mehata was, of my dangnas am Rasatry prevelng my sigraturs for e spkcatin a5 of 37-00r-2011

[coBea | Schmit Amercment Requent

* Password 1

The “Contact Change” amendment does not require internal review and approval and will be processed
automatically upon submission.

MODULE 4: LESSON 6: UPDATING AMENDMENTS

NOTE: You can only update amendments with the status of Pending Submission or
Released.

1 To update amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

3 Enter the Quick Filter criteria Pending Action, then press the Go button. All awards with an action of
Pending Submission will be displayed.

E3 preferences | !B Provide Feedback | !B HowTo | !B Help | & Logout :john smith

Grants Management | Organization | Mail Center BER

Grantee Amendment Request

Crveriew A list of awards for which you may request amendment is provided below. To reguest an amendment, click the Request Amendiment link under the Action column. To View a list of
[ e w— amendments created for an award, click the View Amendmentsink.

Revisions/ Amendment

Requests Total Humber of Records: 2

Performancs Reports Display: 10 Quick Filter: | All Programs =1 [allvears = | [Pending Action =] EI

1195A Standard Forms

Federal
Award Number Program Name Project Period e

Amendment Type Status Action
Share

01212011 - Cost Ch. e, Pericd Of Parf: < Pend

EMW-2010-BZ 00226-501 Buffer Zone Protection Program | - £915,919.00 ange, Ber ermans TS | View Amendments
01/21/2013 Change Submission
10/01/2010 - Cost Ch. Period Of Parfol Pandis

EMW-2011-5F-00001-501 SF424 Program o1, $10,000.00 SLEE s rmance TS \iew Amendments
10/30/2011 Change, Scope Of Work Change Submissicn

expore:28 T [ )
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4  Click the View Amendments link corresponding to the award you would like to update
» The Grant Amendment Requests screen will be displayed, showing all the amendments

associated with the award

Edit Profle | Change Password | Logout
Logged in a

Last Login 3/16/11 12:03 PM g [

Mail Center

Grants Management Organization

Grant Amendment Requests

S A summary of your amendment requests is provided below, To update, delste or view a request, click the appropriste link undsr the Action column,
Awiard Packages
Revisions/ Amendment New Mexico Border Patrol, Award Number: EMVW-2010-BZ-00228-501
Requests Aj ed Totzl
. . ; " pprove .
. Program: Buffer Zone Protection Program Cot: £919,919.00 Year: 2010
Project Pericd .
1153A Standard Fol
nese s Feders|Share:  S915,313.00 of Performancs: D1/21/2011 - 0L/21/2013 gﬁ:r'fja"‘ 500
View: Application Detsils | Award Detsils | Award Package
Total Humber of Records: 1
Display: 10
Amendment Number Date Submitted 0ld Federal Share($) New Federal Share($) Amendment Type Status Action
001 519,919.00 NfA Cost Change Pericd Of Performance Change = Pending Submission  Update | Delete
Export : @ @ @ @

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

5 Click the Update link corresponding to the amendment with the status of Pending Submission or

Released
» The Create/Update Amendment Requests screen will be displayed, allowing you to review
and update the amendment request

6 Modify the amendment request and if necessary modify the appropriate section of the application as
well by clicking the Modify Award button on the screen.

7 Once you updated the amendment, click the Save and Continue button on the screen
» The Grantee Amendment Request screen will be re-displayed listing the amendment you just
updated with the status of Pending Submission or Released

MODULE 4: LESSON 7: DELETING AMENDMENTS

1 To delete amendments click on the Grants Management tab

2 Click the Revisions/Amendment Requests left hand menu link
» The Grantee Amendment Request screen will be displayed, listing all awards

NOTE: You can only delete amendments with the status of Pending Submission or
Released.

3 Click the View Amendments link corresponding to the award you would like to delete
» The Grant Amendment Requests screen will be displayed, showing all the amendments

associated with the award
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Change Pas:

john smith

11 12:03 PM = E

Last Login 3

Grants Management ‘Organization Mail Center

Owarvisw
Awiard Packages

Revisions/ Amendment
Requests

Performance Reports
1134 Standard Forms

Grant Amendment Requests

A summary of your amendment requests is provided below, To updats, d or view a request, click the appropriate link under the Action column,

New Mexico Border Patral, Award Number: EMW-2010-BZ-00228-501

Program: Buffer Zone Protection Program gz:{f"‘“"d Totsl coi9 51500 Year: 2010
Project Period Aoplicant
Federal Share: £915,519.00 of Performance: DU/21/2011 - B1/21/2013 e 500
View: Application Detsils | Award Detsils | Award Package
Total Humber of Records: 1
Display: 10
Number Date 0ld Federal Share($) New Federal Share($) Type Status Action

001 915,919.00 Nf& Cost Change Pericd Of Performance Change  Pending Submission  Update | Delete

oot 2 T W]

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

4  Click the Delete link corresponding to the amendment with the status of Pending Submission or

Released

» The Delete Grant Amendment Request screen will be displayed

Logout :grantee group

Grants Management | Organization | Mail Center (— N~ ]

Owverview

Awviard Packages
Revisions [ Amendment
Requests

11%3A Standard Forms

Delete Grant Amendment Request

You have sslected to delete the following A Request, To cancel, click the Mo button, To continus, click the Yes button,
Pat Vendor test, Award Number: EMW-2010-BF-00093-501

Program: Buffer Zone Protection Program '::ppr.DUEd Tetsl =1,000.00 Year: 2010
Project Pericd Applicant
Federsl Share: £1,000.00 of Performance: 11/23(2011 - 11/23/2011 e .00
View: Applicstion Detzile | Award Detsik | Awsard Package
Grant Amendment Request
“Select the Type of Amendment for which Internal | Authorizing Officisl Change
review is required?
“Select the Type of Amendment for which Internal
review is not required?
If you selected Period of Pedformance sbove, enter | Start Date: 11/23/2011 Existing End Date: 112372011
New End Date:
News End Date:
Explain why you nesd this Amendmant:
tewt

Attachments:
{You may attach additional documentation to support this
amendment)

Digital Signature
Signed and Submitted By MN/A on NfA

Are you sure you want to delsts this request?




@ FEMA Grantee Training Manual -81-

5 Click the Yes button on the bottom of the page

» The Grant Amendment Request screen will be re-displayed, listing the amendment with the
status of Deleted

Grant Amendment Requests

EUEEY A summary of your amendment requests is provided below. To update, delste or view 2 request, dlick the appropriste link under the Action column,

Avard Packages
Revisions/ Amendment New Mesico Border Patral, Award Number: EMW-2010-EZ-00228-501
fea A ed Total
. . ; . pRrove )
Performance Reports Program: Buffer Zone Protection Program Cost: £515,%15.00 Year: 2010
- Project Period
394 Standard Forms
- =naerd Farm: Federal Shars: £51%,515.00 of Performance: 01/21/2011 - 01/21/2013 gﬁ::'f"‘ =00
View: Applicstion Detsils | Award Detsils | Award Package

Total Humber of Records: 1

Display: 10
Amendment Humber  Date Submitted  Old Federal Share($) New Federal Share($) Amendment Type Action
0oL 919,915.00 NfA Cost Change Pericd Of Performance Change .'"a-.'-'

eport: 28 T (]

FEMA | Provide Fesdback | How To | Glossary | Help | Privacy Statement

MODULE 4: LESSON 8: VIEWING PERFORMANCE REPORTS

Once you accept an Award Package, the required performance reports will be displayed for you to use for
reporting. For each required report, you will be able to upload the report document, enter your comments
and submit it to FEMA for review.

The performance reports will only be viewable on the first day of the reporting start date and can be
submitted as early as the first day after the reporting end date. The performance reports will be due 30
calendar days after the reporting end date.

The reporting frequency can vary, depending on the grant program from Annual Calendar, Annual Fiscal,
Semi-Annual, Quarterly and None. You will be required to submit a Final Report that covers the period
between your last reporting end date until the project end date.

1 Under the Grants Management tab, click the Performance Reports left hand menu link
» The Review Performance Reports screen will be displayed, showing all the performance

reports pending action, which will include reports with a status of Pending Submission or Released
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Awiard Packages

Revisions/ Amendment Requests
Performance Reports

1199A Standard Forms

‘Grants Management

Grantee Training Manual

‘Organization

Review Performance Reports

Mail Center

Edit Pre
Logged
Last Log

in 3,

-82-

11 12:03 PM = E

Display: 10

Total Number of Records: 9

A list of the performance reports for your awards is provided below, You need to review, updste, and submit the pending reports,

Quick Fiter: | All Programs

I=| | All Years | »| | Pending Action

= &

_search |

Award Number

o

Program Report Type Reporting Period Due Date Status Action
EMW-2011-SF-00001-501 BTC Consulting SF424 Program Quarterhy 01/01/2011 - 03/30/2011 04/25/2011  Pending Submission  Update
EMW-2011-SF-00003-S01  Mew Mexico Border Patrol SF424 Program  Quarterly 01/01/2011 - 03/30/2011 04/23/2011  Pending Submission  Updste
EMW-2011-SF-00018- 501 MNew Maxico Border Patrol SF424 Program Quarterhy 01/01/2011 - 03/30/2011 04/29/2011  Pending Submission | Update
EMW-2011-SF-D0027-501  Mew Masxico Border Patrol SF424 Program  Quarterhy 10/01/2010 - 12/31/2010 01/30/2011  Pending Submission  Updste
EMW-2011-SF-00028-501  Mew Mexico Border Patral SF424 Program  Quarterhy 10/01/2010 - 12/31/2010 01/30/2011  Pending Submission  Updsts
EMW-2011-SF-D0025-501  Mew Mexico Border Patrol SF424 Program  Quartery 01/01/2011 - 03/30/2011 04/29/2011  Pending Submission  Updste
EMWW-2011-5F-00033-501 MNew Mexico Border Patrol SF424 Program Quarterhy 10/01/2010 - 12/31/2010 01/30/2011  Pending Submission  Updats
EMW-2011-SF-00035-S01  Mew Mexico Border Patrol SF424 Program  Quarterly 10/01/2010 - 12/31/2010 01/30/2011  Pending Submission  Updzte
EMW-2011-SF-00038-S01 New Maxico Border Patral SF424 Program Quarterhy 01/01/2011 - 03/30/2011 04/25/2011  Pending Submission  Update

— T

NOTE: On the reporting start date, a performance report with a status of Pending
Submission will be displayed on this screen for the grantee to update. Reports
will not be shown on this screen until the reporting start date occurs.

2 Click the View link for the corresponding award
» The View Performance Report screen will be displayed, showing the performance report that
was submitted in a read-only format

View Performance Report
The detzils of the performance report are displayed below,

Southern Crganization : EMW-2010-RA-APP-00063

Name (Email}: grantee group{ndgrants-ga@reisys.com) Address: 595 Test St Fed. Share Ratio: 100.00%
Phone [ Fax: (303) 123-5554/(303) 111-2222 City, State, Zip: Seamle, WA 12345 Total Cost: $20,000.00
EIN: 152837455 Program: Transit Security Grant Program Applicant Share: .00
Populstion: Pansl Scors: Federsl Shars: $20,000.00

Viewi: Awiard Package | Comments History | Panel Summary | Application Detsils

Performance Report

Report Type: Quarterly

Reporting Start Date: hER

Reporting End Date: 0820/

Report Due Date: 07/20/2010

Attachments: Q1 Cantral BZZP Performance Report.doc

Comments: This is our Quarter 1 Performancs Report.

Report History

Action Action Date Action By Comments Attachments

Submitted 05/02/2010 Grantes Group3 This is our Q1 report Q1 Report.doc

Released 05/10/2010 Program Manager Please update this report.

Submitted 05/15/2010 Grantes Group3 This is our Quarter 1 Performancs Report. Q1 Cantral BZZP Parformance Report.dac
[ Review Additional Performance Reports |

NOTE: The Report History section will contain a record for each time the report was
submitted by the Grantee and released by the Program Manager.
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|MODULE 4: LESSON 9: UPDATING AND SUBMITTING PERFORMANCE REPORTS

Once the reporting period begins, you will be able to update the performance report displayed on the
Review Performance Reports screen.

1 Under the Grants Management tab, click the Performance Reports left hand menu link
» The Review Performance Reports screen will be displayed, showing all the performance
reports with a status of Pending Submission or Released

2 Click the Update link next to the corresponding award number
» The Update Performance Report screen will be displayed

Update Performance Report

Plezse enter the following information and dick the appropriste button below.

Mote: Figlds marked with 2n * zre required,

Southern Organization : EMW-2010-RA-APP-DD0S3

Name (Email): grantes group{ndgrants-geEreisys,com) Address: 555 Test St Fed. Share Ratio: 100.00%

Phone | Fax: (303) 123-5554/(303) 111-2222 City, State, Zip: Seattle, WA 12345 Total Cost: £20,000.00

EIN: 15-2837485 Program: Transit Security Grant Program Applicant Share: 5.00

Populstion: Panel Score: Federzl Shars: £20,000.00
View: Award Package | Comments History | Panel Summary | Application Details

Performance Report

Report Type: Quarterly

Reporting Start Date: 04/01/2010
Reporting End Date: 08/30/2010

Report Due Date: 07/30/2010

* Attachments: Add Attschments
Comments:

[ Go Back ] [ Save ] [ Submit ]

3 Upload your performance as an attachment by clicking the Add Attachments button

4 Enter any comments under the Comments text box, then click the Submit button
» The Performance Report Submission Confirmation screen will be displayed, showing the
details of the Update Performance Report screen in a read-only format

NOTE: If you upload your performance report during the reporting period, you will not be
able to Submit the report, but you will be able to Save your work by clicking the
Save hutton; the Submit button will only appear after the reporting end date.

MODULE 4: SUMMARY

After completing this module, you should be able to review an award that was granted and accept or
decline the award as well as view each section of the Award Package. In addition, you should know the
process for submitting an SF-1199A Direct Deposit Form to FEMA, how to create an amendment to
update your award package, and how to view and submit a performance report.
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MODULE 5: MAIL CENTER

MODULE 5: OVERVIEW

The Mail Center allows Grantees to view previous emails and to send new emails. When using the ND
Grants Mail Center, you can only send emails directly to the DHS/FEMA Help desk. To send an
application to an outside user you must copy (“CC") the users. To access the Mail Center, click the Mail
Center tab at the top of the screen.

MODULE 5: OBJECTIVE

At the end of this module, you will be able to:
¢ Review received malil
e Compose email (contact Help Desk)
e Review email saved as drafts

MODULE 5: LESSON 1: VIEWING RECEIVED MAIL

NOTE: Emails are sent to grantees at various stages of the grant cycle. These emails
are usually sent by the system, or due to actions taken by FEMA reviewers.

You will receive all emails sent by a FEMA user, which relate to applications
where you are listed as the Primary Contact. You can also receive these emails if
you are on the CC List.

1 Click the Inbox left hand menu link
» Your Inbox screen will be displayed. The screen lists all your incoming emails.

ND Grants Edit Profile ange Password | gout
Logged in as: gra_nte_e group
Applications | Grants Management | Organization | Mail Center Last Login 9/10/10 10:39 AM (— [~
Inbox
Inbozx A list of received emai messages is provided below. Unread mail is displayed in bold. To read an email, click the subject. To send new
Drafts mai, click the Compose link from the left hand side navigation.
Sent
e Total Number of Records: 1166

Display:10 20 50 100 200
Date From Subject
09/10/2010 11:14 ndgrants-qa@reisys.com Access Privileges for Kentucky Dam Safety Granted
09/10/2010 10:51 ndgrants-qa@reisys.com Test

09/09/2010 14:22 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:11 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:11 ndgrants@fema.gov Organization Address Change Amendment completed
09/09/2010 14:09 ndgrants-qa@reisys.com Award Notification
09/09/2010 12:18 ndgrants@fema.gov Application Received:EMW-2010-BF-APP-00287

09/03/2010 16:11 ndgrants-qa@reisys.com Access Privileges for Darren Test Granted

09/01/2010 14:51 ndgrants-qa@reisys.com Award Notification

09/01/2010 13:53 ndgrants@fema.gov Application Received:EMW-2010-BF-APP-00284
123.. 117 Next =

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement




¥ FEMA

Grantee Training Manual

-85 -

NOTE: The Subject link will appear in bold font for unread mail.

2 Click on a Subject link to review the email
» The email will be displayed on the View Message screen

3 Click the:

¢ Reply button to reply to the email
¢ Next Message button to read the next email message in the Inbox
e Previous Message button to go back to the previous email message in the Inbox
e Go Back button to return to the Inbox

MODULE 5: LESSON 2: COMPOSING AN EMAIL (CONTACTING THE HELP DESK)

1 Click the Compose left hand menu link
» The Compose Message screen will be displayed

Desk.

NOTE: The Contact under the “To” field is automatically set for the FEMA Help

2 Select the organization on whose behalf you are sending the email. (This is particularly important in

case you belong to more than one organization.)

3 Enter the subject of your email in the Subject box, then enter the text of the email message in the
Message Body box

4  Click the Select Contacts button to select contacts to receive a copy of the email
» The Manage Contacts screen will be displayed. The screen lists contacts for the organizations
to which you belong.

Inbox
Drafts
Sent

Compose

EZ Preferences

Grants Management Organization

Manage Contacts

Mail Center

!Bl Provide Feedback |

!B How To

!B Help | & Logout :john smith

BER

A list of contacts for your organization is provided below. To update or delete 3 contact, click the appropriste link under the Adfion column. To add a new contact, click the Add'

Contact button.

Total Humber of Records: 23
Display:10 20 50

Select Hame Title
- john smith Ms

I_ Jane DeWitt Mrs

- Joe Flumber Mr.

- John Doe Mr.

- Arncld Schy sgger Signing Authority
- Laura Ingles Administrator
Il a smith ms

- Mariana Rivera Closer

- Donald Duck Tressurer

|_ Leslie Power Governar

123 MNext =

Oracle]SP: An error accurred, Consult your zpplication/system admint:

Email

brviuguio@femsesdis.com

ndgrants@reisys.com
ndgrants@reisys.com
dseager@femasadis.com
training@xyz.gov
Laura.Ingles@test.com
user@yzhoo.com
cutter@ruthbuilt.com
£5745@tardy.com

governor@wa.gov

complets exception message.

or for support. Prog

Business Phone

[703) 555-5555
(527) 340-0000
(555) 444-5500
(888) 726-5243
(202) 555-1234
[654) 654-3870
(00D) D0O-0000
(212) 4424245
(777) 7777777

(505) 555-1234

should consider setting the int-param debug_mode to “trus” fo see the

System User Status
Yes Active

No Active

Mo Active

No Active

No Active

Na Active

No Active

No Active

No Active

No Active
Export : @ @ @ @
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NOTE: You may remove any listed CC: Contact by clicking the Remove link next
to it.

Select any of the listed Contacts and click the Select Contacts button.

» You will be returned to the Compose Message screen. The CC: Contacts section will list the
contacts you selected

6 Click the Send Message button to send the email

» The View Message screen will be displayed to confirm that the email was sent

NOTE: You can also click the Save As Draft button to save a copy of the email in

the email drafts list. The Draft Mail screen will then be displayed, listing all
emails you saved as drafts.

_EditProfile §  Change Password | Logout

Home | Applications | Grants Management | Organization i

Mail Center
Draft Mail
Inbox
Orafts A list of draft messages is provided below. To view the details, click the subject. To send draft mail, click the send link under the Action column.
Sent
R Total Number of Records: 2
Display: 10
Date To Subject Action
08/27/2009 05:33 ndgrants-qa@reisys.com Subject Send Message
08/04/2009 10:55 ndgrants-qa@reisys.com sdf Send Message
FEMA | Provide Feedback | How To | Glessary | Help | Privacy Statement

MODULE 5: LESSON 3: REVIEWING EMAILS SAVED AS DRAFTS

The Drafts folder contains emails that were composed and saved, but not sent
2 Click the Drafts left hand menu link

» The Draft Mail screen will be displayed, listing all the mails that you saved as drafts, when
composing the emails

3 Click the:

e Send Message link to immediately send the draft email, without reviewing it

e Subject link to review the corresponding email draft before sending the email

MODULE 5: LESSON 4: REVIEWING EMAILS PREVIOUSLY SENT BY YOU

1 Click the Sent left hand menu link
» The Sent Mail screen will be displayed, listing all the emails you have sent



@ FEMA Grantee Training Manual -87-

Edit Profile | Change Password | Logout

Legged in as: Grantee Lastname

Applications | Grants Management | Organization | Mail Center Last Login 8/18/09 5:03 PM 2en
Sent Mail
Inbex ‘fou have successfully sent the following email. To create additional emails, click the Compose Mai button below.
Draks
Total Number of Records: 6
St Display: 10
Compose Date To Subject
0B/09/2009 03:52 ndgrants-ga@reisys.com Access Privileges for BTC Consulting Granted
08/09/2009 03:49 ndgrants-ga@reisys.com Access Privileges for BTC Consulting Granted
08/09/2009 03:44 ndgrants-ga@reisys.com Access Privileges for Trohrwasser's & Associates Granted
0B/09/2009 03:43 ndgrants-qa@reisys.com Access Privileges for D St International Granted
08/09/2009 01:44 ndgrants-qa@reisys.com Re: Application Received:EMW-2009-EP-APP-00005
0B/04/2009 04:08 ndgrants@reisys.com Access Privileges for REI Systems Inc Granted

FEMA | Provide Feedback | How To | Glossary | Help | Privacy Statement

2 Click the Subject link to review the corresponding email
» The corresponding email will be displayed

3 Click the:
e Resend button to resend the email message
¢ Next Message button to read the next email message under Sent Mail
e Previous Message button to go back to the previous email message under Sent Malil
e Go Back button to return to the Sent Malil list

MODULE 5: SUMMARY

After completing this module, you should be able to view emails you received, review emails previously
sent by you, compose and send emails, save emalils as drafts, retrieve draft emails and send draft emails.
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