Advance of Funds Request

1. Navigate to the “Projects” page for the desired grant. Select the “Project” for
the Request for Advance.

9990 Puic Assistance Test Grant (PA}

Create New Request

[©] Summary

&l Projects
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Small Project Gioseout

[ Payments
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Scope Mofeston | Cost C
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* Proj Proj S# Project Title Proj...  Size Eligible Amt F% Expended % Fede... State.. Status

" Test E L $0.00 0% 0% 0% o Pending Qbligation
75 EXP Asbestos Abatement and E B L $0.00 0% 0% 0% Pending Obligation
126 Emergency Protective Measures City Wide B L $0.00 0% 0% 0% na Pending Obligation
490 Harry Park Trail G L $0.00 0% 0% 0% na Pending Obligation
900 Pct2 and 3 - Road Damage c L $241,928.44 5% 0% 0% 0% Closeout in Progr.

2. At the Project Details summary page, click on the “Create New Request”

button.
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@ Grant -

9999 Public Assistance Test Grant
Public Assistance

Declared: August 25, 2017

Emergency Deadine: February 25, 2018
Permanent Deadiine: February 25, 2019

@ Applicant -

Any Texas Town

Sherman County (5 - Northwest Texas
Region Region)

FIPS # 000-TEST0-00

State # 90052 FEIN # 111111111
Vendor

DUNS # 111222333

Type: City

PhysicalMailing: 1 Longhorn Drive
Sherman, TX,
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3. Select “New Advance of Funds Request” to be navigated to the form.

~ Create a New Request

Select the request you would like to create by clicking on the name of the request below.
Note: For a list of Applicant or Accouni-based requests, first navigate to the Applicant or Account screen.

New Reimbursement Request New Advance of Funds Request

This form requests funding from the State on a given project This form requests advance funding on large Project
Please attach copies of invoices, receipts, checks or payroll Worksheet with documentation supporting the request.
documents to support the requested amount for

reimbursement.

New Project Closeout New Time Extension

This form notifies State that work on a given project is complete  This form notifies the State that the physical work on a project

and a final inspection is needed. The approval of this request will not be completed by the work completion deadline.

will close the project and remove the need for status reports on Typically this request for an extension should be made at least

future Quarterly Reports. 30 days prior to an upcoming deadline.

New Scope Modification / Cost Change New Project Appeal

This form notifies the State of a request for a Scope of Work This form notifies the State of a desire to Appeal a Federal -

| Cancel |

4. Click the “Create new Advance Item” button.

8009 Public Assistance Test Grant Any Texas Touwn Acocount for 8890 (PA) - Any Texas Project #74 - EXP Asbestos Abatem.

Create New Advance of Funds Request

Lﬁ Cancel

o ltems y 2 ltems

= To create a new Advance Req you must iate an ad item.

]

Create new Advance ltem

5. The form will display. Complete the form:
a. Select “Type” of funding needed from the drop down menu.
Enter “Payee” name.
Enter dollar “Amount Requested.”
Add “Comments” to justify the request.
Click the “Create” button to establish the form.
Click the “Add Document” button to upload required documentation.

"m0 oo T
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Advance of Funds Request Form

f o -

9090 Pubiic Assistance Test rart
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Create New Advance ltem
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/ Amourt Requested s £0.000 00
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|—

Enter jusstiication for Advance of Funads Request

Notes & Comments No Uploaded Documents

Nolkssues

T

6. Review the information on the form, make any necessary changes, and click
the “Save” button. Next, click the “Back to Advance of Funds Request”

button.

Project #/4: Advance lte

8 Backto Advance of Funds Request E Save = NewAdvance ltem = Copy Advance Item
§ Form y Form
[7) Note:

Type: Reguk -
) e Payee Any Texas T
) History Amount Requested $ 0,00

Comments Enter justifcation for Advance of Funds Request.

Provide a d fthe advance to help justiy the request

More ~

7. At this screen, you can enter a “New Advance Item,” or “Delete” the request if

you made an error. The request is still in draft form.
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9880 Public Assistance Test Grant Ay Texas Toun Account or 8988 (PA) -Any Tesas

Project#74: Advance of Funds Request

(’V’ Submit ﬁ Delete = New Advance ltem More
[E] Summary D ltems
Quick Search Tesuts oY B &
Items )
& Type payee Amount Eligible Amt
[] Notes 2 Regular Any Texas Town 50,000.00 50.00

8. After you have saved the form, click the “Summary” tab on the left side menu
to view the Deliverables. Verify that you have completed all deliverables by
clicking on the box next to the Deliverable. This will place a check mark in the
box to indicate that you completed that specific deliverable.

Note: Each Deliverable must be checked off/completed before the form can be
submitted. The Deliverable must be checked off even though it may not

be applicable.

0990 Public Assistance Test Grant .. Any Texas Toun Acoount for 9909 (PA) - Any Teas - Project #74 - EXP Asbestos Abstem..
Draft
2 . =
@ submit ﬁ Delete New Advance ltem
[E] Summary ) m Deliverables
; The individual expenditure amounts for eligible project cost that will be paid with the advance, were entered
o ltems

Allinvoices and supporting documentation is attached at each expenditure item.

EI Noies) Attached the Hardship Working Capital Jusiification Letter describing why hardship working capital advance is required, if requesting a
hardship working capital agvance

[J) Documents Attached a Spend Plan for the amount of funds requested and timeline when funds will be expended, if requesting a hardship working
capital advance,

& Workflow

View All Completed Deliverables

9. If you click the “Submit” button prior to verifying that all Deliverables have
been completed, the following warning will display. Click the “Okay” button
to return to the Deliverables.

The following requirements must be completed before you can advance:

Deliverables
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10.Click the “Submit” button when all of the Deliverables have been completed.

9999 Public Assistance Test Grant Texas

Town Account for 9999 (PA) - Any Texas. Project #74 - EXP Asbestos Abatem.

Project#74: Advance of Funds Request

@ swmt | Deete T NewAdvanceitem
[E summary 3 1® Deliverables
v
) items
v
[] Notes
v
[J Doeuments
5 Workflow v
&) History
View All Completed Deliverables

11. You can leave a note when this window is displayed. Click the “Submit”
button when done.

Submit this Advance of Funds Request

Before Submitting this Advance of Funds Request please fill out the necessary information

e 3 note:

12. A notification will display letting you know that the Advance of Funds Request
was successfully submitted. You may “Close” the window, or “Go to Project.”

Successfully Submitted

You have submitted this Advance of Funds Request. You can see the workflow

dddddd
Request
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