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PREFACE 
 
This document is issued to further assist State employees who are using eCivis for federal and non-federal 
grant assistance, regarding procedures that must be followed to comply with Presidential Executive Order 
(E. O.) 12372 signed by President Reagan on July 24, 1982 and State Executive Order 2013-09 signed by 
Governor Brewer on October 28, 2013. 
 
If you have questions, please call Matthew Hanson, Statewide Grant Administrator, at GFR, within DOA, at 
(602) 542-7567 or e-mail him at Matthew.Hanson@azdoa.gov.   
 

mailto:Matthew.Hanson@azdoa.gov
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I. Background 
 
eCivis lists many federal and non-federal funding opportunities, including those available from State of 
Arizona agencies. However, funding opportunities that do not have a Catalog of Federal Domestic 
Assistance (CFDA) number and do not require a formal application may not be listed. In order to provide 
flexibility in adding funding opportunities not listed in eCivis, the system includes an Organization Funding 
function. Additionally, State agencies may use that functionality to add non-traditional or state specific 
funding opportunities ǘƻ ŜƴƘŀƴŎŜ ǘƘŜ ŀƎŜƴŎȅΩǎ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜƳŜƴǘ ŎŀǇŀbilities within eCivis. 
 
Since the State is implementing eCivis and BREAZ to improve its grants and fiscal management 
capabilities, {ǘŀǘŜ ŀƎŜƴŎƛŜǎ ǿƛƭƭ ŦƛƴŘ ǘƘŀǘ ǳǎƛƴƎ Ŝ/ƛǾƛǎΩ Organization Funding functionality will significantly 
improve efficiency and their ability to comply with other requirements, like those established by the E.O. 
12372, while avoiding duplication of efforts. 
 
As required by the User Manual for State Single Point of Contact (SPOC) Procedures in Arizona, the 
Intergovernmental Review should be completed before an application or a request for funds is submitted 
to the federal agency. However, our office realizes that this cannot always be done; therefore, we will 
accept simultaneous submissions. 
 
The procedures for State agencies are as follows: 
 

All state agencies must go through the Intergovernmental Review process regardless of whether 
the federal program is covered under the Presidential E.O. 

 
The E. O. shall be interpreted as including all types of federal assistance (grants, cooperative 
agreements, contracts, reimbursable agreements, etc.), whether formulaic or competitive and 
whether a formal application is required or not, and whether there is a mandatory or optional 
state match (in-kind or cash). 

 
II. Regular eCivis Usage 

 
Any funding opportunity that has a CFDA number and/or requires a formal application process should be 
ƭƛǎǘŜŘ ǿƛǘƘƛƴ Ŝ/ƛǾƛǎΩ Search for Grants functionality regardless of the funder (i.e. Federal,  State, or local 
governments, and foundations) and funding process (i.e. competitive or non-competitive). If the funding 
opportunity is not listed, please contact GFR at (602) 542-7567 or by e-mail at 
Matthew.Hanson@azdoa.gov. Upon DCwΩǎ acknowledgement of your notification, GFR will work with 
eCivis to add it to the system as soon as possible (typically within one business day).  
 
If the funding opportunity already exists within eCivis, then the user should simply assign the desired 
funding opportunity to either a previously or newly created project. 
 

III. Ŝ/ƛǾƛǎΩ Organization Funding Usage 
 
The Organization Funding functionality should be used for federal and non-federal funding sources that 
do not have a CFDA number and do not require a formal application process. Additionally, non-traditional 
or state specific funding sources (e.g. Interagency Services Agreement or ISA, Intergovernmental 
Agreement or IGA, contract, technical assistance, donation, etc.) may be added using this functionality. 
Note that a funding opportunity publicly announced by a State agency requiring an application should be 
listed in eCivis. In those instances, the Organization Funding functionality should not be used; if the 
funding opportunity is not listed in eCivis, it should be added following the Regular eCivis Usage 
instructions. 
 

mailto:Matthew.Hanson@azdoa.gov
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Once a user is logged onto eCivis, under the Grant Research tab menu at the top of ǘƘŜ ǳǎŜǊΩǎ homepage, 
s/he can click on Organization Funding to begin the process. 
 

 
 

The user will be taken to the Organization Funding page where s/he will click on the άAdd Org Fundingέ 
box at the top of the page. 
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At this point, a user will need to decide whether the funding opportunity ƛǎ άCompetitiveέ ƻǊ άNon-
Competitiveέ ǿƛǘƘ ǘƘŜ ƻƴƭȅ ŘƛŦŦŜǊŜƴŎŜ ǿƛǘƘƛƴ Ŝ/ƛǾƛǎ ōŜƛƴƎ ǘƘŀǘ ōȅ ŎƘƻƻǎƛƴƎ άCompetitiveέΣ ŀ ǳǎŜǊ ǿƛƭƭ ōŜ 
ŀǎƪŜŘ ŦƻǊ ŀƴ άApplication Dueέ ŘŀǘŜΦ 
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Competitive Funding: 
 

 
 
Non-Competitive Funding: 
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The Funding Title name selected should include the type of funding instrument used (i.e. Interagency 
Services Agreement or ISA, Intergovernmental Agreement or IGA, contract, etc.). For example, a title 
could be IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ 9ȄŎƘŀƴƎŜ L{! ǿƛǘƘ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ.  
 
Fiscal Year is a drop down menu with 2000 through 2025 listed currently, but that will be updated 
periodically by eCivis.  
 
Funding Type is a drop down menu with the following options: 
 

¶ County/Regional 

¶ Federal 

¶ Foundation 

¶ Other 

¶ State 
 
A user should select the immediate source from which ǘƘŜ ǳǎŜǊΩǎ ŀƎŜƴŎȅ received the funding. From the 
example above (IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ 9ȄŎƘŀƴƎŜ L{! ǿƛǘƘ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ), the DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ is the prime 
recipient of the federal funding and via this ISA is the immediate source; therefore, it would be a άStateέ 
Funding Type for the agency creating the Organization Funding in eCivis. Once the Funding Type has 
ōŜŜƴ ǎŜƭŜŎǘŜŘΣ ŀ ǳǎŜǊ ǿƛƭƭ ƘŀǾŜ ǎǳōŎŀǘŜƎƻǊƛŜǎ ǘƻ ǎŜƭŜŎǘ ŦǊƻƳ ƛŦ ŘŜǎƛǊŜŘ ƻǊ ƪƴƻǿƴ ŜΦƎΦ ά9ŀǊƳŀǊƪέΣ 
άCƻǊƳǳƭŀέΣ ƻǊ άtŀǎǎ-ǘƘǊƻǳƎƘΦέ Again, it is not required to select one of these.  
 
The Grantor text box should be used to identify the funder. Again, in the example above, it would be the 
AZ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ. PLEASE SEE PAGES 9 -12 OF THIS DOCUMENT AS THESE FEDERAL AND STATE 
AGENCY NAMES WILL BE THE REQUIRED NAMING CONVENTIONS TO USE FOR THIS TEXT BOX. UPDATES 
WILL BE MAINTAINED ON OUR WEBSITE AT: 
  

¶ FEDERAL AGENCIES: 

https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-
%20Federal%20Agency%20Naming%20Convention_0.pdf  

¶ STATE AGENCIES: 

https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-
%20State%20Agency%20Naming%20Convention_0.pdf  
 

IF A FEDERAL OR STATE GRANTOR IS NOT LISTED, PLEASE CONTACT OUR OFFICE AT (602) 542-6435 OR 
(602) 542-7567. 
 
FAIN (Federal Award Identification Number) text box can be left blank as this would only apply to the 
prime recipient of the federal award (if applicable). 
 
Depending on the Funding Type chosen, the appropriate US Postal Service state abbreviation should be 
entered in the State ID text box όǘƘƛǎ ƻǇǘƛƻƴ ƛǎ ƻƴƭȅ ǇǊŜǎŜƴǘ ǿƘŜƴ ά{ǘŀǘŜέ Funding Type is selected). 
 
If federally funded, the CFDA Number should be listed within the funding instrument (ISA, IGA, etc.) and 
entered in the text box. 
 
The appropriate three (3) letter AFIS Agency Code of the funder should be entered in the Organization ID 
text box. Again, from the example above, it would be GVA. PLEASE SEE PAGES 9 -12 OF THIS DOCUMENT 
¢I!¢ [L{¢{ ![[ {¢!¢9 !D9b/L9{ !b5 ¦{9 ¢I9 !ttwhtwL!¢9 /h59 Cwha ¢I9 ά{¢!¢9 !D9b/¸ϥ{ о-
[9¢¢9w !CL{ /h59έ /h[¦abΦ AGAIN, UPDATES TO THIS LIST WILL BE MAINTAINED ON OUR WEBSITE. 
 

https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-%20Federal%20Agency%20Naming%20Convention_0.pdf
https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-%20Federal%20Agency%20Naming%20Convention_0.pdf
https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-%20State%20Agency%20Naming%20Convention_0.pdf
https://grants.az.gov/sites/default/files/eCivis%20Organization%20Funding%20-%20State%20Agency%20Naming%20Convention_0.pdf
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The Total Funds text box should list the total amount of ŦǳƴŘƛƴƎ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ agency. From the 
example above, it should be stated within the ISA and that should be the amount entered into the Total 
Funds box. 
 
Matching Required is a drop down menu with the following options: 
 

¶ Yes 

¶ No 

¶ Recommended 
 
Again, ǘƘŜ ǳǎŜǊΩǎ funding instrument should state whether match is required or not and how much. 
 
Match Type is a drop down menu with the following options: 
 

¶ Cash 

¶ In-Kind 

¶ Cash/In-Kind 
 

Much like Matching Required, the funding instrument should state acceptable Match Type. 
 
A user will also need to input the Summary, Categories, and Eligibility information. 
 

 
 
Summary is a text box to be used to summarize the overall project description and the ǳǎŜǊΩǎ agency work 
related to it. tƭŜŀǎŜ ƴƻǘŜ ƛŦ ƴŜŎŜǎǎŀǊȅΣ άbκ!έ ƻǊ ά¢.5έ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ǎŀǘƛǎŦȅ ǘƘƛǎ ƳŀƴŘŀǘƻǊȅ Řŀǘŀ ŦƛŜƭŘΦ 
 
Categories are click boxes where only one category needs to be chosen (if desired, a user can click all 
categories that apply). The project type should be the determining factor for the category(ies) chosen. 
From the previously used ISA example (IŜŀƭǘƘ LƴǎǳǊŀƴŎŜ 9ȄŎƘŀƴƎŜ L{! ǿƛǘƘ DƻǾŜǊƴƻǊΩǎ hŦŦƛŎŜ), one of the 
Health or Human Services boxes would be the appropriate choice.  


