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PREFACE

This document is issued forther assist State employeegho are using eCivis for federal and rfedleral

grant assistanceegarding procedures that must be followed to comply with Presidential Executive Order
(E. O.12372 signedby President Reagan on July 24, 1982 and State Executive Orded28ihed by
GovernorBrewer on October 28, 2013.

If you have questions, please call Matthew Hanson, Statewide Grant Administrator, at GFRD®@#iat
(602) 5427567 or email him atMatthew.Hanson@azdoa.gov



mailto:Matthew.Hanson@azdoa.gov

Background

eCividists manyfederal and norfederal fundingopportunities, includingthoseavailable from State of

Arizona agenciesdowever, funding opportunities that do not haveCatalog of Federal Domestic
Assistance@FDAnumber and do not require a formal application may not be listacbrder to provide

flexibility in adding fundingpportunitiesnot listed in eCivis, the systeimcludesan Organization Funding

function. Additionally,State agenciemay usehat functionalityto add nontraditional or state specific
fundingopportunitiesti 2 Sy Kl yO0S G KS | 3Sy Oéiieswith®@e€i@Oi YI yIF A3SYSy(

Since the State is implementing eCatisl BREAZ to improve its grants and fistahagement

capabilites{ G §S I ISy OA Sa ¢ AGrdanizatioryFRndindgdrictionaligawAl gighificBnthA JA & Q
improve efficiency and thieability to comply with other requirements, like those established by the E.O.
12372, while avoiding duplication of efforts.

Asrequired bythe User Manual for State Single Point of Contact (SPOC) Procedures in,Ahigona
Intergovernmental Reviewhould 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 ardadleows:

All state agencies must go through the Intergovernmental Review process regardless of whether
the federal program is covered undtre PresidentiaE.Q

The E. O. shall be interpreted as including all types of federal assistance (grants, atoer
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 (inrkind or cash).

RequlareCivis Usage

Any fundirg opportunitythat has a CFDA numband/or requires aformal application process should be
f A&l SR ¢ Bdafkhifof Grant&indianalify regardless of the fundé¢ire. Federal State or local
governmentsandfoundations) andfunding process (i.e. competitive or n@ompetitive).If the funding
opportunityis not listed, please conta@FRat (602) 5427567 or by email at
Matthew.Hanson@azdoa.goWponD C wagkaowledgement of yar notification, GFRwill work with
eCivis toadd itto the systemas soon as possible (typicalljthin one businesgay).

If the funding opportunityalready exists withirCivis then theuser shouldsimply assign the desired
funding opportunityto either a previously or newly created project

S/ A OrjadhigationFunding Usage

TheOrganizationFundingfunctionality should be used for federal and nfederalfunding sources that
do not havea CFDA number and dot require a formal application proces&dditionally,non-traditional
or state specififunding sources (e.g. Interagency Sersiégreement or ISA, Intevgernmental
Agreement or IGAgontract, technical assistance, donation, etogy be added using thfanctionality.
Note that a funding opportunity publicly announced by a State ageeqyiring an applicatioshould be
listed in eCividn those instanceghe OrganizationFundingfunctionality shoulchot be used if the
funding opportunityis not listed in eCivis, it should be added following egular eCivis Usage
instructions.
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Once a user is logged onto eCivis, under@mant Researckab menuat the top of(i K S dmm8pdea
s/he can click orDrganization Fundingo begin the procss.
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The usemill be takento the Organization Fundingage where s/he will click athe 6Add Org Funding
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TheFunding Titlenameselectedshould include thaype offunding instrumentused(i.e. Interagency
Services Agreement or ISltergovernmental Agreement or IGA, contract,.ptEor examplea title
coudbel SI f K Lyadz2Ny yOS 9EOKIy3aS L{! 6AGK D2ZSNYy2NRa h

Fiscal Year is a drop down menu with 2000 through 2025 listed currently, but that will be updated
periodically by eCivis.

Funding Typés a drop dowmmenuwith the following options:

County/Regional
Federal
Foundation
Other

State

=A =4 -4 -4 -9

Auser should selechie immediate source from whidh K S dz& S MdReivedthi figdid@ From the

exampleabovgl S| f G K Ly &adzNJ yOS 9EOKL ytEed 2 158 NY & N pring & & K52 ND
recipient of the federal funding and via tHBAis the immediate sowre;therefore, it would be adStatet

Funding Typdor the agencycreating theOrganization Fundingn eCivisOnce theFunding Typéas

0SSy aStSOGSRZ I dzaSNJ gAff KI @S &dzoOF §STI2NRASAa (G2 &8
G C2 NI dzf | &1 X N2 N¥ghidtdiésinét required to select one of these.

TheGrantortext box should be usetb identify the funder. Againin the example above, it would be the
AZD 2 @S Ny 2 NBRBASH SEE RABESR OF THIS DOCUMENS THESE FEDERAD STATE
ACGENCY NAMES WILL BE THE REQMIREMDIG CONVENTIONS TO USE FOR THIS TEXPBAKXES
WILLBE MAINTAINED ON OUR WEBSITE AT:

1 FEDERAL AGENCIES:
https://grants.az.gov/sites/default/files/eCivis%200rganization%20Funding%20
%20Federal%20Agenc2diNaming%20Convention 0.pdf

1 STATE AGENCIES:
https://grants.az.gov/sites/default/files/eCivis%200rganization%20Fugdi?0
%20State%20Agency%20Naming%20Convention_0.pdf

IFAFEDERAL OR ST/ARANTOR IS NOBIED, PLEASE CONTACT OUR OFFICE AT (6025 2R
(602) 5427567.

FAIN(Federal Award Identification Number) text box can be left blank as this would onlytapghky
prime recipient of the federal awargf applicable)

Depending on théunding Typechosen, he appropriateUS Postal Service state abbreviation should be
entered in theState IDtextboxd § KA & 2 LJiA 2y A& 2RKuhdihg TypdSsal&ed). 6 KSy a{ a1l

If federally fundedthe CFDANumbershould be listed within the funding instrume(SA, IGA, etcgnd
entered in the text box

The appropriatehree (3) letterAFIS Agency Code of the funder should be entered itiganization ID

text box.Again, from the example above, it would B& A PLEASE SEE PAGER ©F THIS DOCUMENT

¢l1ve¢e [L{e¢{ '[[] {¢!'¢9 !'D9b/LO9{ 'b5 | {9 ¢19-!1ttwhtwL!
[9¢¢9w ! CL{ /AGBIN &PDARES|T@ BHIS LIST WILL BE MAINTAINED ON OUR WEBSITE.
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TheTotal Funddext box shouldist the total amount of ¥ dzy RA y 3 LINE @ AaBeBdy. Fiora thél K S dza S N
exampleabove it should be stated within thé&SAand that should be the amourntered into the Total
Fundsbox.

Matching Requireds a drop down menu with the following options:

T Yes
T No
T Recommended

Againii K S daadhiliisirument should state whether matchriequired or not and how much.
Match Typeis a drop down menu with thillowing options:

1 Cash

1 In-Kind

1 Cash/InKind

Much likeMatching Requiredthe funding instrument should state acceptalatch Type

A user will also need to input tHBummary Categories andEligibility information.

Summaryis atext box to be usé to summarize the overall projectescriptionandthe dzi Sagdnémwork
relatedtoitt £t SFaS y23S AT ySOSaalNEZ dabk! € 2NJ a¢.5¢ OFy

Categoriesare click bogswhere only one category needs to be chogémlesired, a user can click all

categories that apply)The project typeshould be thedetermining factoifor the category(ies) chosen

From the previously usebAexample(l S f K Ly &adzN} yOS 9EOKI yddsSofthe{ ! 6 A (K
Healthor Human Serviceboxes would behe appropriatechoice
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