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Presenter Notes
Presentation Notes
In this video, we will provide a brief overview of the different components of the CDFI Certification Application. We will discuss the systems you need access to and the records you should create before starting the Application. 

We will not discuss the specific CDFI Certification eligibility requirements or how to complete the Application components in detail. Please visit the CDFI Fund’s website at www.cdfifund.gov/cdficert for detailed information about CDFI Certification and the Application. 
.
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Presenter Notes
Presentation Notes
[MITCHELL]

Today’s presentation will cover the essentials for submitting a CDFI Certification Application. As we have been responding to helpdesk questions, what has become most evident is the need for us to clarify the steps that an organization must follow to submit a CDFI Certification Application. We will cover seven separate components of the CDFI Certification Application, not to be confused with the 7 CDFI Certification criterion; the Application submission process, the Application review process, and the technical assistance opportunities. We’ll also provide important key dates related to certification submissions and contact information to reach the appropriate members of the CDFI Fund.  And, again, we will leave some time at the end of the presentation for you to ask questions regarding the process.
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A Note on Systems…

Website/System Web Address Use For
CDFI Fund 
Certification website

https://www.cdfifund.gov
/cdficert

Find up-to-date 
information and resources 
about CDFI Certification

System for Award 
Management 
(SAM.gov)

https://www.SAM.gov Register to do business 
with the federal 
government and obtain 
UEI

Awards 
Management 
Information System 
(AMIS)

https://www.amis.cdfifun
d.gov

Apply for and maintain 
CDFI Certification for your 
organization

CDFI Information 
Mapping System 
(CIMS)

https://www.cdfifund.gov
/mapping-system

If needed, identify eligible 
census tracts and counties 
in support of your CDFI 
Certification Application

Presenter Notes
Presentation Notes
We will be talking about several online systems that you will need to access at different points of the CDFI Certification Application process. In brief, they are:
The CDFI Certification page of the CDFI Fund’s website (https://www.cdfifund.gov/cdficert): This is the part of the website where the CDFI Certification application resources are posted. 
SAM.gov: SAM.gov is an official website of the U.S. government. You must have an active registration in SAM to do business with the federal government, including applying for CDFI Certification. 
AMIS: The CDFI Fund’s Awards Management Information System, or AMIS, is the CDFI Fund’s system for administering CDFI Fund programs and CDFI Certification. AMIS is where you will provide information about your organization in support of your Application and submit the Application itself. 
CIMS: The CDFI Information Mapping System, or CIMS, is a mapping tool that displays eligible census tracts and counties for the CDFI Fund’s programs. Some applicants with special circumstances may need to create a CIMS map in support of their CDFI Certification application. We’ll touch on that later.
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Presenter Notes
Presentation Notes
[MITCHELL]

Today’s presentation will cover the essentials for submitting a CDFI Certification Application. As we have been responding to helpdesk questions, what has become most evident is the need for us to clarify the steps that an organization must follow to submit a CDFI Certification Application. We will cover seven separate components of the CDFI Certification Application, not to be confused with the 7 CDFI Certification criterion; the Application submission process, the Application review process, and the technical assistance opportunities. We’ll also provide important key dates related to certification submissions and contact information to reach the appropriate members of the CDFI Fund.  And, again, we will leave some time at the end of the presentation for you to ask questions regarding the process.




1. Eligibility Criteria & Application 
Requirements;

2. Organization Accounts;
3. Updating AMIS information;
4. Section Zero;
5. Affiliate & CDFI Certification Entity 

Relevance records
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CDFI Certification Application Roadmap 
Overview
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Presenter Notes
Presentation Notes
Review Eligibility Criteria and Application Requirements;
Set Up Your Organizations Accounts;
Update your organization’s AMIS information;
Section Zero;
If needed, create Affiliate and CDFI Certification Entity Relevance records in AMIS.




6. CDFI Certification Market Records;
7. Organization Board & Organization 

Board Member records ;
8. Accountable Board Members ;
9. Transaction Level Report (TLR) & 

Target Market Calculator; and
10.CDFI Certification Application
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CDFI Certification Application Roadmap 
Overview

Presenter Notes
Presentation Notes
Identify your CDFI Certification Target Market and create Market records in AMIS;
Create your Organization Board and Organization Board Member records ;
Identify Accountable Board Members ;
Transaction Level Report (TLR) and Target Market Calculator; and
CDFI Certification Application
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Presenter Notes
Presentation Notes
Now, that we’ve provided an overview, let’s examine each of the CDFI Certification Application components in detail.



• Collective Review

• Section Zero for Eligibility 
Considerations
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Review Eligibility Criteria & Application 
Requirements
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Presenter Notes
Presentation Notes
Review Eligibility Criteria and Application Requirements
The first step to preparing to apply for CDFI Certification is to make sure your organization meets the eligibility criteria. Detailed information about the eligibility requirements is available on the CDFI Certification page of the CDFI Fund’s website at www.cdfifund.gov/cdficert.  
You also need to identify two key things that will impact what you need to prepare for your application:
If your application is subject to the Collective Review process
If you need a Section Zero determination for your application
Collective Review: The collective review process applies to applicants who are DIHCs, Affiliates of a DIHC, or subsidiaries of an IDI. These applicants must meet the CDFI Certification Target Market requirements both individually as well as collectively with any relevant Affiliates. Applicants subject to collective review must provide additional information about their Affiliates throughout the Application. We won’t get into detail about collective review for this video, but more information is available on the CDFI Fund’s website.   
Section Zero: If you wish to use a new Financial Product or Financial Service, a new methodology for assessing your Target Market, or other special considerations outside of the CDFI Fund’s pre-approved CDFI Certification criteria, you can submit a Section Zero request for permission to do so. We will talk more about Section Zero later in this video.




• System Award Management 
(SAM.gov)

• Awards Management Information 
System (AMIS)
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Organization Accounts
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Presenter Notes
Presentation Notes
Set Up Your Organization’s Accounts
The next step is to set up the SAM.gov and AMIS accounts for your organization. 

System Award Management (SAM.gov);

Awards Management Information System (AMIS)
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• Fully register with SAM.gov to obtain a 
Unique Entity Identification

Organization Accounts: SAM.gov

Presenter Notes
Presentation Notes
All organizations applying for CDFI Certification must have an active SAM.gov registration. Organizations with active SAM registrations are assigned a Unique Entity ID, or UEI, which you will also need to complete the CDFI Certification Application. 
 
For the purpose of CDFI Certification, the CDFI Applicant will need to fully register with SAM.gov as if you intend to bid on government contracts and apply for federal assistance. Once your organization is a Certified CDFI, you must keep your SAM.gov registration active or risk losing your Certified status. 
 
Technical questions about the SAM.gov registration process or the UEI should be directed to SAM.gov via the contact information provided on their website. The CDFI Fund does not manage SAM.gov and is unable to respond to any questions related to that system.
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Organization Accounts: AMIS

Presenter Notes
Presentation Notes
Next, set up your organizational information in AMIS. 


Once you’ve received your UEI from SAM.gov, go ahead and create an AMIS Organization Details Record for your organization. 




• Authorized Representative or Point of 
Contact;

• Training materials at 
https://amis.cdfifund.gov/Training. 
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Organization Accounts: AMIS

Presenter Notes
Presentation Notes
Please note that you will need to be an AMIS Authorized Representative or Point of Contact for your organization to complete your organizational profile for the CDFI Certification Application. 

To learn more about how to create an AMIS account and navigate AMIS, review the training materials at https://amis.cdfifund.gov/Training. 
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Updating AMIS information
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Presenter Notes
Presentation Notes
The AMIS Organization Details record is your entity’s landing page. Here you will enter your organization’s name, address and phone number, Employer Identification number (EIN) , Fiscal Year, and other essential information necessary to create a profile for your organization and complete and submit your CDFI Certification Application.
 
After providing the initial information for your organization in AMIS, you can proceed with setting up the CDFI Certification-specific records in your AMIS profile. BUT WAIT.




Obtaining CDFI Certification-related 
Determinations on: 
• New Financial Product type(s), 
• New Financial Services type(s), 
• amended responsible financing practice(s),
• New disregarded or included major Use(s) 

Of Assets/Staff Time, 
• New Targeted Population(s), and 
• New/amended Target Market assessment 

methodology(ies).
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Section Zero / Eligibility Consideration
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Presenter Notes
Presentation Notes
Section Zero
 
Remember earlier when we said we would get back to Section Zero? If after reviewing the Certification eligibility criteria you decided that you will need a Section Zero determination from the CDFI Fund for part of your Application, this stage is a good time to submit that request. Although you can submit a Section Zero request at any time before you launch the CDFI Certification Application itself, some Applicants may not be able to complete the rest of the pre-application steps before the CDFI Fund weighs in on their Section Zero request.
 
If you wish to request special consideration for any of these issues [show bulleted list on slide of section zero items], submit a Section Zero request. You will need to wait for the CDFI Fund to make a determination on your request before you can apply for CDFI Certification. More information about Section Zero is available on the CDFI Fund’s website.
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Section Zero / Eligibility Consideration

Presenter Notes
Presentation Notes
Here is screen capture of what the Section Zero Template looks like in AMIS




10/21/2024 // 16

Section Zero / Eligibility Consideration

Presenter Notes
Presentation Notes
For the purposes of this video, we will proceed as if we do not need a Section Zero determination for our application. We’ll continue with our next step, which is to link additional Certification-related records to your AMIS organizational profile. 




• AMIS Organization Detail Page for 
Affiliates

• Affiliate Record 

• Certification Entity Relevance Record
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Affiliate and CDFI Certification Entity 
Relevance Records

Presenter Notes
Presentation Notes
If needed, create AMIS Affiliate and CDFI Certification Entity Relevance records
 
This step is only mandatory for organizations that have Affiliate relationships or certain relationships with entities that makes them subject to the CDFI Certification collective review process.
 
To identify your Affiliates, you will need to create an AMIS Organization Detail page for the relevant entity, an Affiliate record linking the primary applicant and relevant entity, and a Certification Entity Relevance record detailing information on the relationship between the relevant entity and primary applicant.

If you are an organization with relevant Affiliates you will need to refer back to them as part of the CDFI Certification Application, so it’s important that you set up all of the records for your Affiliates at the beginning of the process. 

For more information about creating Affiliate records, the CDFI Fund has posted detailed walkthroughs on the CDFI Certification webpage under Step 1: Webinars.
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Affiliate and CDFI Certification Entity 
Relevance Records

Presenter Notes
Presentation Notes
The top screen capture shows the Affiliate/Related Entities Related List in AMIS, which is where the Affiliate records are housed. 

The second screen capture displays a sample Affiliate Record in AMIS.
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Affiliate and CDFI Certification Entity 
Relevance Records

Presenter Notes
Presentation Notes
Here is a sample of an Entity Relevance to Certification Review record.



A CDFI Certification Market Record is 
created for:

• CDFI Certification Target Market 
component;

• A Collective Certification Market; or

• The Native American CDFI designation
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CDFI Certification Market Records
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Presenter Notes
Presentation Notes
Identify your CDFI Certification Market
 
All CDFI Certification Applicants must demonstrate that they serve at least one eligible Certification Market. For the purposes of CDFI Certification, a Certification Market is one or more of the following:
The Target Market of an individual CDFI Applicant
A collective Certification Market that includes all of the individual Target Markets of an Applicant and its Affiliates that are subject to Collective Review
The Native Communities of an Applicant that wishes to receive the Native American CDFI designation
 
In addition to identifying your Target Markets, you must use a pre-approved Target Market Assessment Methodology  to determine whether the recipients of your Financial Products or Services are, in fact, members of the Target Market component. The method you use to assess your Target Market must be pre-approved by the CDFI Fund. 
 
For example, an Application that has a Low-Income Targeted Population (LITP) Target Market would use a pre-approved assessment methodology like documenting the family income data of their borrowers. 
 
A list of the pre-approved assessment methodologies can be found on the CDFI Certification website. If you wish to use a methodology that is not on the pre-approved list, you can request to do so through Section Zero.
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CDFI Certification Market Records
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Presenter Notes
Presentation Notes
To add your Certification Market to your AMIS organization profile, create a Market record for each component of your CDFI Certification Target Market in the CDFI Certification Market section of your organization’s AMIS account. You must do this even if you have been previously certified and have old Target Market records saved in AMIS.
 
Please note: In some circumstances, such as if your Application is subject to collective review, or if you are proposing a Customized Investment Area for your Target Market, you may also need to create a map of your Target Market components in CIMS and link it to your Certification Market in AMIS. Please review the CDFI Certification application resources on the CDFI Fund’s website for more information if you believe this applies to your organization.  
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Organization Board & Organization Board 
Member records 
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Presenter Notes
Presentation Notes
Create your Organization Board and Organization Board Member records 
 
Along with your CDFI Certification Market record, you need to create one or more Organization Board Records with details of your board member information to demonstrate accountability to your proposed CDFI Certification Target Market component. How many board records you need depends upon your organization type and the way your organization is structured. 
 
You must create a new board record for your Application even if you have previously been certified and have old board records saved in AMIS. After creating the board record, add the information about each individual board member.  
 
For more information about creating board records, the CDFI Fund has posted detailed walkthroughs on the CDFI Certification webpage under Step 1: Webinars. 
 
 Anything else to add here RE the process or the record?
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Accountable Board Members
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Presenter Notes
Presentation Notes
After creating your organizational board record and adding your board members, link your Target Market accountable board members to your CDFI Certification Market records. As part of the CDFI Certification Application review, the CDFI Fund will check whether the appropriate level of accountable board members is associated with your proposed Target Market. 
 
Please note: in some circumstances, you may need to create a CIMS map to demonstrate one or more of your board members has accountability to a component of your Target Market. Please review the CDFI Certification application resources on the website for more information if you believe this applies to your organization. 
 
After you complete all of the records for your organization’s AMIS profile, the next step is to complete and submit your organization’s Transaction Level Report, or TLR.  




Transaction Level Report (TLR) is comprised of 
one or more of the following components:
• CDFI TLR (abbreviated or full-length)
• Consumer Loans/Investments Originated 

(applicable only to Regulated Entities with 
Consumer Loans)

• Financial Services (applicable only to 
Depository Institutions who meet the 
requirements)

• Loan Purchases
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Transaction Level Report (TLR)
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Presenter Notes
Presentation Notes
The Transaction Level Report is a CSV file that captures information on the loans and investments your organization originated or purchased during its most recently completed Fiscal Year. The CDFI Fund uses the TLR to confirm that your organization is directing at least 60% of your Financial Products and/or Financial Services to eligible Target Markets. 

Depending on the mix of financial products offered by an entity and its regulated status, an entity may have to complete up to 4 components of the TLR to document its financial product and financial service activity for its most recently completed fiscal year.

If an entity is regulated and offers consumer loans, then it must also complete the Consumer Loans/Investments Originated component also known as the CLR. 
If a regulated entity only offers consumer loans, then it does not need to complete a CDFI TLR (abbreviated or full-length). It only completes the CLR.
If an entity is regulated and meets the eligibility criteria for using Financial Services activity to meet Target Market activity thresholds, then it also must complete the Financial Services TLR.
Finally, if an entity has purchased loans from a Certified CDFI or another financial institution then it must complete the Loan Purchases TLR.




Abbreviated TLR

• Organization Information
• Transaction Profile
• Borrower/Investee Profile
• Impacts – IA, LITP and 

OTP

Full-Length TLR
• Organization Information
• Transaction Profile
• Borrower/Investee Profile
• Impacts – IA, LITP and OTP
• Impact – Jobs
• Impact – Community Facility
• Impact – Real Estate and 

Other Impacts
• Projected Impacts – HFFI-FA 

Awardee
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Transaction Level Report (TLR)

Presenter Notes
Presentation Notes
You are required to submit the TLR before you can start the CDFI Certification Application. The version of the TLR you submit depends upon your Award Recipient status. 
If you have an active Assistance Agreement for a CDFI Program Financial Assistance Award, NACA Program Financial Assistance Award, CDFI Rapid Response Program Award, or CDFI Equitable Recovery Program Financial Assistance Award, you will submit the full-length TLR as required by those Assistance Agreements. �
All other Applicants will submit the abbreviated version of the TLR.

The CDFI Fund has detailed guidance about both versions of the TLR, such as data point collection guides, on the CDFI Certification page of the CDFI Fund website. 
 
The Full-Length TLR has four more sections than the abbreviated TLR. These additional sections focus on the impacts and outputs of the financial assistance that the entity received from the CDFI Fund through one or more of its financial assistance awards that have a TLR reporting requirement.

So, if an external user thinks they are completing too many different fields on a transaction, STOP! Double-check to see if the correct version of the CDFI TLR was selected. If it was not and the external user is unable to delete records, please submit an AMIS service request for assistance. Entered information cannot be transferred from one version of the TLR to another version of the TLR without the assistance of the CDFI Fund’s IT staff through an AMIS Service Request.



• Which TLR does an entity complete?
– An entity that has never been certified before

• Abbreviated TLR
– A currently Certified entity that does not have any active 

Award Agreements 
• Abbreviated TLR

– An entity that has an active Award Agreement that does not 
have a TLR submission requirement regardless of Certification 
status

• Abbreviated TLR
– An entity that has an active Award Agreement that has a TLR 

submission requirement regardless of Certification status
• Full-Length TLR
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Transaction Level Report (TLR)
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Presenter Notes
Presentation Notes

On the previous slide, we mentioned there are two different versions of the CDFI TLR – abbreviated and full-length.

We know there has been some confusion over which version should be completed. Originally, AMIS was going to determine the version for you, but we ran into some technical issues particularly for entities who started their TLR shortly after it opened on December 21, 2023, so now entities must select their TLR type based on the guidance that we are providing today as well as in the CDFI Fund’s previously released technical assistance materials. CDFI Fund staff are also actively observing which TLR types are being launched by entities and reaching out if they notice the incorrect type is being completed. 

Entities still need to pay close attention to the TLR they launch. 

Basically, the type of CDFI TLR that an entity should complete is connected to certification status and award status. 
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Transaction Level Report (TLR)

Bulk Upload 
Method

Manual/User Interface Method

Presenter Notes
Presentation Notes
[SHANNON]

After determining which CDFI TLR to complete along with any additional components, the next question that an entity may have is -- How do I access the TLR in AMIS?

There are two ways to complete the TLR in AMIS depending on an entity’s technical capacity and volume of transactions. 

The first method is called “Manual” or “User Interface” which involves directly entering each transaction or loan purchase or unique depository account holder into AMIS through a pop-up box/window. 

The second method is referred to as the “Bulk Upload” method which involves exporting a series of templates in either .csv or .xml/.xsd format from AMIS to your own computer where you can use Microsoft Excel or similar software to enter the transactions directly into the template and then import the completed template back into AMIS. This is typically the preferred method for entities who have a significant number of transactions on which to report.

At this time, it should be noted that Loan Purchases can only be entered into AMIS using the Manual/User Interface option. If you anticipate having a significant volume of loan purchase transactions, please submit an AMIS Service Request with details on the volume so we can determine the best way to have these transactions uploaded into AMIS.
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Transaction Level Report (TLR)

Manual/User Interface – Entity picks TLR type

Presenter Notes
Presentation Notes
[SHANNON]

If an entity has chosen to use the Manual/User Interface method to enter their transactions into AMIS, then the external user has to select the type of CDFI TLR from the pull-down menu shown in the screenshot. The options are full-length (CDFI TLR) or the abbreviated version. After choosing the correct one, an external user then enters their Organization name and the CDFI TLR will pop-up up on the next screen for data entry.
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Transaction Level Report (TLR)

Manual/User Interface – Entering Loan Purchase
and Financial Service

Presenter Notes
Presentation Notes
[SHANNON]

If an entity has Loan Purchases to enter, then the external user goes to the Organization page in AMIS and looks to the far right side of the page and clicks on the “Upside down Triangle” or “Down Arrow” next to “Printable View” and selects “New CDFI Loan Purchase” and a box will pop-up with the questions. Remember the number of questions on Loan Purchases will vary depending on whether the bundle of loans or a single loan was purchased from a Certified CDFI.

This is the page where every entity must go to reach Loan Purchases because there is no Bulk Upload option at this time.

This is also the page where you go to enter Financial Services using the Manual/User Interface method.
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Bulk Upload Method: TLR Data Export Template

Transaction Level Report (TLR)

Presenter Notes
Presentation Notes
[SHANNON]

If an entity prefers to use the Bulk Upload Method, then this is the page that provides access to all of the templates. 

The template called, “New CDFI TLR Project August 2020” is the full-length TLR. All of the other templates are more clearly labeled. The soon-to-be released AMIS TLR guidance walks an external user through each template and its purpose.
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TLR & the Target Market Calculator
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Presenter Notes
Presentation Notes
After you complete the TLR, run the Target Market Calculator – also found in AMIS. 
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TLR & the Target Market Calculator

Target Market Calculator Sample Results

Presenter Notes
Presentation Notes
[SHANNON]

Once finished, a new screen appears showing the results for the Calculator. There is an overall percentage rate as well as percentages for each Target Market component that was identified based an entity’s answers to the “Designated Target Market” data field. Green shading indicates “Pass” while red shading indicates “Fail”. Note for the Consumer Loan component known as the CLR for regulated entities with consumer loans, the calculator uses the answers to all of the different Target Market Component data fields. 

The Target Market Calculator checks if the entered TLR transactions meet the Target Market thresholds for CDFI Certification. You can run the calculator as many times as you’d like to check your thresholds. 
 
If you meet the Target Market thresholds, an Authorized Representative for your organization must certify and submit the TLR to the CDFI Fund before you can proceed with the CDFI Certification Application. 
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CDFI Certification Application
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Presenter Notes
Presentation Notes
CDFI Certification Application
 
The final piece is the CDFI Certification Application itself. You can launch the Application after you submit your TLR and attest that you have no pending Section Zero determination requests.   
 
As you progress through the Application, you will be able to track your progress using the “progress bar” at the top of the screen. There will also be a green check mark for each section where you’ve responded to all required questions in each section.  To be clear, the green check mark is not an indication of whether you’ve responded correctly; only that you’ve responded to required questions.
 
Some sections are not applicable to all Applicants. For example, the Financing Entity section is not applicable to regulated financial institutions, and the Native American CDFI Designation section is unavailable to entities who do not intend on pursuing Native American CDFI status.
 
Once you complete all the relevant sections and attest to the terms shown on this page, you can submit the Application. After you submit you will receive a notification of receipt onscreen and via email. Once a CDFI Certification Application has been submitted, it cannot be reopened for modification.  
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Presenter Notes
Presentation Notes
Now, that we’ve provided an overview, let’s examine each of the CDFI Certification Application components in detail.
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Contact Information

 For questions about CDFI Certification contact the CDFI Fund’s Office of 
Certification Policy and Evaluation via email at ocpecert@cdfi.treas.gov or AMIS 
Service Request.

 For questions about the ACR or TLR contact the CDFI Fund’s Office of Financial 
Strategies and Research via cdfi-financialstrategiesandresearch@cdfi.treas.gov 
or AMIS Service Request.

 Detailed guidance information is also available on the CDFI Fund website at 
https://www.cdfifund.gov/programs-training/certification/cdfi/apply-step  
please check this page regularly for updated information.

Presenter Notes
Presentation Notes
This concludes our overview of the CDFI Certification Application components. Detailed information about the CDFI Certification requirements can be found on the CDFI Fund’s website at www.cdfifund.gov/cdficert. You can also find recorded webinars and AMIS demos and other resources to help you complete the Application on the Certification website. 
 
If you have questions about CDFI Certification, please submit an AMIS Service Request through your AMIS account for the fastest response. Or, you can reach out to our Help Desk by emailing ocpecert@cdfi.treas.gov.

Thank you! 

We thank you for participating in today’s session, we look forward to serving you.

CLOSEOUT.


mailto:ocpecert@cdfi.treas.gov
mailto:cdfi-financialstrategiesandresearch@cdfi.treas.gov
https://www.cdfifund.gov/programs-training/certification/cdfi/apply-step
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