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Introduction

AE101: Getting Started — Navigating AMIS (for External Users) is a pre-requisite for the
training manual you are currently viewing.

An entity seeking to apply for an award through the Bank Enterprise Award Program (BEA Program) will
have the ability to submit a BEA Program Electronic Application (application) via the CDFI Fund’s Award
Management Information System (AMIS). To submit an application through AMIS, an online platform,
organizations must have an AMIS account. Please refer to the AE101: Getting Started — Navigating AMIS
(for CDFI Fund External Users) training manual on how to set up an account.

The objective of this training manual is to provide BEA Program Applicants with instructions on how to
create, complete, and submit an application in AMIS. Applicants will also learn how to enter
information in its Organization Profile and reference it in the application, rather than providing it
multiple times.

1 The Organization Profile

AMIS automatically creates your Organization Profile once your organization is registered. The
Organization Profile created automatically by AMIS contains partial information; an authorized user
from the organization must complete all the necessary information. An authorized user is anyone in the
organization with a User profile or Admin User profile, or an External Contact with Edit permissions (see
CDFI Fund AMIS — User Account Management Guide for descriptions and instructions on managing user
accounts in AMIS). A user’s profile is displayed on their Contact Detail page. BEA Program Staff have
the ability to edit contacts profile or title, or clone contacts when needed.

The first person to register the organization becomes the administrator for the organization’s AMIS
account and is responsible for assigning permissions to other users to create or update records in their
organization. To learn more about authorized users, please refer to the Permissions and Security
section described in our Getting Started — Navigating AMIS training manual.

In this section, you will learn how to:

e Update your Organization Profile
e Create and edit contacts for the Organization

This manual only describes updating organization information required in order to complete the
application. Please refer to Getting Started — Navigating AMIS to learn, in detail, how to update your
organization and program Profiles.
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View Your Organization
To view your organization:

1. Loginto AMIS and click the Organizations tab.
2. Click the All Organizations View and select the Go! button.

Logged in 58 BEA Apphcant Test 1

Sadech Search

Home l:}tgmu-tiur'u Contacts  Service Requests  App Launcher Awards  Reponing Schedule  Guarantee Applications

.. Drganizmticns

@ Home

Views | All Crganizations ¥ | Gl

Recent Organizations

Mo récen records, Chick 5o or seléct & widw rom the dropdown 1o Sisplay fedodds

Figure 1. Organization Tab — All Organization View

3. From the All Organizations List View Page, click the Organization Name link.

Logged in as BEA Apphcant Test 1

Home EeltTiecDAEEN Contacts  Service Requests  App Launcher  Awards  Reporting Schedule  Guarantes Applications

‘ All Organizations v

¥ ABICID EIFIGIH[IJK

EINTI™ Mailing SateProvance | bext onaly) Prhone
12-1213189 MD (202} #90-19599

Figure 2. All Organizations List View Page

4. You will be forwarded to the Organization Detail page. Here you can view and edit details for
the organization.
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While it is important to keep all information current, ensure the following are accurate:

e EIN/TIN;

Figure 3. Organization Detail

e DUNS (if a value has already been entered);
e Financial Activities Start Date; and

e Fiscal Year End Month and Day

A Service Request is required for changes to these fields as changes to these values requires the CDFI
Fund’s approval. Please refer to “Getting Started — Navigating AMIS” manual,
https://amis.cdfifund.gov/s/CDFIFundAMIS-TrainingManual-AE101.pdf?v=5 for more information on

creating and submitting Service Requests.

Organization Detail

e EIN/TIN
e DUNS
Organization Type

e Financial Institution Type

e QOrganization Structure

e Financial Activities Start Date

e Fiscal Year End Day

e Fiscal Year End Month
Regulated Institution

e Federal Regulator
e FDIC Cert. #/ NCUA Charter #
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Update Your Organization Profile

To edit the organization detail information:

1. Select the Edit button.

Logged in &y BEA Applcand Test 1 s mBsr@corrsphese com] | Sandhon

BEA Applast

_ Comtscts  Service Reqguests  App Launcher  Awards  Reporting Scheduls G Applicat

Organiaios
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ekt
Crgarceston Mane Taat Oog Dabnr JSSCRichTe] Prans 2020 890-1
Pasees Relissmrahp [

BNTH 12121318
DM S14E70118
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Fascial Waliation Type  Rank o That Ttate ul b g mton
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Address Inbormaton

Mndreg AddorEn J0I0 Walkens Sew Shipping Addrews
Castervilly WD 715044

USA USA

Figure 4. Organization Detail Page

a. The Financial Institution Type will determine the type of financial data requested from
the organization. IMPORTANT: BEA Program applicants can only be a Bank or Thrift
Financial Institution Type!. Organizations that have not selected Bank or Thrift as its
Financial Institution Type will be unable to start a BEA Program Profile or BEA Program
Application.

Complete the Financial Activities Start Date field.

Complete the Fiscal Year End Date and Fiscal Year End Month.

d. Your Organization’s CDFI Certification Information will automatically populate.

o

1 BEA Program applicants must be entities that are FDIC-insured as of the first day of the Baseline Period, January 1, 2018, and
maintain its FDIC-insured status at the time of application to be eligible for an FY 2020 BEA Program award. If your organization
meets this criteria, please select “Bank or Thrift” as the Financial Institution Type. Please note that a Depository Institution
Holding Company of an FDIC-insured depository institution may not apply on behalf of an FDIC-insured depository institution.
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Figure 5. Organization Edit Page

NOTE: If you do not see an Edit button, you may not have the permission to create
and edit records. Please contact an administrator for your organization’s AMIS
account, if you require these capabilities.

2. Update any other information on the page as needed, such as the Organization Structure and
Address Information. Make sure you select the correct address for the organization’s
headquarters. Select the Save button once to complete.

Drganiration Type 1 = Fimguned ndoreudon
Finsscis inwttsten Type [Bad or Theill " Dt o I orpoautn | 12005181
Cnganirstin meciery | ForBroM ¥ Frnamcu Actrrmmes W Cute | 1202018 |
Tokal Axesd Tire
sl Vo i By | 4] =
Frnaad oar g Mlisnn. 13 -
Cartfcation Infomastion
COFl Camfcanos Stmes  CDF] Caubed L0 Canfuanos Stmes M Camie]
OO Covtticateon Date  L200001% COE Coteaton Dl
Arddreas Indormatica

Mg Comsiry  [SA @
Slalng W 00 Walars Ay

g {p arbereily
Mg Mutevovince: (G103 Complete any other

Matny st Cote 3120485 - information on the page

Fegulatset Inutitutizn and select the Save button.
Federsl Reguistar  FRE  w
FONC Cart F | ROUA Ciartes

Figure 6. Organization Edit Page Cont’d.
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3. You will see a message near the top of the screen stating Organization has been updated.

Lo 8. A Apglcae Teat 1 (uar mile o oresphens com| | Sandtor  COFSTAGE

BEA Applicast Te_ =

bl Comtacts  Sereice Requests  App Launcher  Awards  Regorting Schaduls  Guansmes Applications

Ceganinminn

4 Test Org

Toptstar

I o Cngistite R Eeen eplabed

(o Bisipled Siocheorty I | ErarcelDala 3 | Sonlel Pritos Fogliey (5] | SR | Fimaces Saboreet Sodty 1 | &13) el Begerty B3

Qnganisation Dwtail e
8 el nin o et BeROe e HeSeOH 00 ‘- 9 Peew (02 e 1 il

Parsrz Balamoning [y

Chganigamion Typee
Farancial inuitution Typs  flnk o Theit Custe of i orpanton
Coparansinn Sractuw  For-Pio Vinanoal Retivebas Sari Duin
Tkl Knaed Sirm
Fintil Yomi Ersd Dy 30

Pl T D My | 13

Cartification Information

it e COF Cafiled

COF Comtesteon Dete 1230818

harrboiie Brper 3

egrn b Sfgchrerd) 13

Figure 7.0rganization Detail Page - Saved Record Confirmation

Create and Edit Contacts for the Organization

Contacts

Under Contacts, verify that the appropriate users have been designated as Authorized Representatives
and Points of Contact. An “Authorized Representative” is an individual who has been authorized by the
organization to sign the application, and in doing so, certifies that the information in the application is
true, complete and accurate. The Authorized Representative also agrees to comply with any resulting
terms if an award is accepted. Only users designated as Authorized Representatives can sign an
application. Only users designated as either a Point of Contact or an Authorized Representative can
submit an application. These contacts are identified by the Type and Profile fields on the Contact Detail

page.
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To view the Organization’s Contacts and create/edit a contact:

1. From the Organization Detail page, click the Contacts related link.

| ogoped i a8 BEA Apphcant Teat 1 (oars millen@ooresphers com|) | Sandtox  CLFSTAGE
CCTT S
m Comacts  Service Requests  App Lsuncher  Awsrds  Reporing Schedule  Guarsmies Applications
| rgamimmtan ———
W Test Org

o CRGSITMET R Dba spdited

ok B Lisk: Orgaraiben
eg Beigbed Siechrnch [ | Eraos Dl & = 8 el B A A | Ceatecl Seeedt fodiy 0 | &-1E] deel Beporty B | Shacebokie Begor D0 | Bl b Slechoeri 1

Dnganiestion Detail
Coganipatn Wams T Ong b vt

Parare Bamcning

x Frcne [0} Bl 1 il
Click to update or et

BNTM 1251018

create Contacts. s Wk

Chganizaton Type
Fimancisl insttution Typs  Bnk oo Theet Cutn of incomparmton
For-Pacit Financial Activitas Start Duls
Totsl Ansst Sm

Fistil Vout Erel Duy 30

Fovsil s ol Moy | 12

Crgarinsion Sruttu

Cartification Information
COF Cofication Safws  COFI Carfed COE Cortficalion Satun Kt Carihed
COF Comteuton Dt 122013 CIE Corfatsm Dule

Figure 8. Organization Detail Page - Contacts Related Link

2. Here the Admin User or Authorized User can edit an existing contact or create a new contact.

I Wrw Comlacl I

Time Erra Phore Type Protie
oI R s Lt s Authorosd Upe
b T Taa LT T e o il (B90] 1230567 A i FHOE ST Aadrsn Lipar
Pl PRt R (Pt AL ] R ST

Figure 9. Organization Detail Page - Contacts Related List

a. To edit: click the Edit link to update or change the contact Profile or data within the
contact record. Change Type to designate an Authorized User or Point of Contact.
b. To create a new contact: click the New Contact button to create a new contact.
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Figure 10. Contact Edit Page

3. Select the Save button when complete to update an existing contact record or save a new
contact record.
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Figure 11. New Contact - Contact Edit Page
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AMIS Administrator makes SF-424 Mandatory Available to Attach the Organization
An AMIS Administrator will retrieve the SF-424 Mandatory from Grants.gov subsequent to the SF-424
Mandatory deadline in Grants.gov and make the document available to attach based on the CDFI Fund’s
business guidance. As soon as the SF-424 Mandatory is made available in AMIS (typically within 24
hours), applicants will have the ability to search for the SF-424 Mandatory within the BEA Program
Application. Applicants ultimately will have the responsibility to look up an Organization’s SF-424
Mandatory from the BEA Application Edit page and attach it to the Organization Detail page from the

BEA Funding Application page. Review these steps in section 4.9 Insert the SF-424 to the Funding
Application.

Onganieation

L TestOrg
O Pl AL T I he Coanlgety (3 Priocr i Prodied [3e] ~Saley 0 T ST B A Hepoits 461 Babpe]
Blotes § S pcfwneriy
Organization Detail Edit
Onganization Hame Tl Org [l Higeanchy| Phone [0 8501955
Parest Redstionship Wehaite
BNTIN  12-121318%
DUNS  gl4aiouis
Figure 12. Organization Detail page — Confirmation of SF-424 Uploaded
SF424ds
Action SF4ID Employer Taxpayer Identification Humber Funding Opportunity Humber
Eail | GHANTZ016 COF-N16-BEA

Figure 123. SF-424s Related List - Confirmation of SF-424 Uploaded

3 Complete BEA Program Profile

Once the Organization Profile has been updated, the BEA Program Profile can be created and
completed. Only one BEA Program Profile may be completed. Applicants may edit the BEA Program
Profile to make updates. In this section, you will learn how to:

e Create and update your BEA Program Profile

To complete a BEA Program Profile:

1. Click the Organizations tab to be forwarded to the Organizations Home page.
a. The organization is listed under the Recent Organizations section; alternatively,
b. If the organization is not listed, click the Go! button next to the View field in order to be
redirected to the Organizations list view.
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lm Service Requests  App launcher  Awards Beporing Schedule  Guaranies Applications

[rpasimee

% Home

Wiew. | Al Orpanzations i

Recent Onganizations Fcents Ve ¥

Cegatibe Misse Mg Ciy Phoe

Cararis (202

Figure 134. Organizations Home

2. Click the Organization Name link to access an Organization Profile.
3. From the Organization Detail page, click the Program Profiles related link to navigate to the
Program Profiles.

. Le S0 T2
% TestOrg
= Baek o List: OrgamEsbons

s Belated Efacheeets [

Qrganization Detail |
Organiration Mame  Tas! Ong [law Hisrascn Phone  [202) S00-180%
Parent Redlahonshp Webute
ERTM 121213189
DUNS 814810118

Owganization Type
Financaal Institution Type  Bank of Thiifl Date of Intadpoeation
Ceganizstion Sbruciure  For-Frof Financial Actvities Start Date

Total Asset Sipe

Figure 15. Organization Detail Page — Program Profiles

4. From the Program Profiles list, click the Program Profile Name link for the BEA Record Type to
be forwarded to that Program Profile detail page.
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“+ Program Profiles /

Aeseriiyp
Edit_ BEA P-074025%
Edit  BGP p-074 ’
Edit  CDE-CERT P-074027
Edit CDFI-CERT E-074028
Edit CDFI-NACA P-074029
Show 2 more s | Go to list (T} » T

Figure 146. Program Profiles List - BEA

5. Click Edit in order to complete the Headquarters and Geographic Markets section. Select the
state(s) your organization serves and is headquartered in by selecting a state under the
Available window and clicking the right arrow in order to move it to the Chosen window.

6. Click Save.

Headquarters and Geographic Markets

Save | | Cancel

Geographic Market Served

Chosen
Alabama
M| Louisiana
Arkansas
California q{
Colorado v -
Connecticut

Figure 157. Program Profiles — Headquarters and Geographic Markets List - BEA

4 Complete BEA Program Electronic Application

Once the BEA Program Profile has been updated, the BEA Program Electronic Application can be created
and completed. Only one application can be created and submitted each funding year per organization.
Applicants will enter data to provide CDFI Fund staff with information needed to assess the
organization’s own lending, investing, or service-related activities in distressed communities and to

CDFls.

To complete a BEA Program Application:

1. From the Program Profile detail page, scroll down to the Funding Application section.

2. Select the New BEA Application button.
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Program Profile
“% P-068274
Funding Applications [1]
Program Profile Detail Edit

Organization Data

Organization  Test Org Record Type  BEA
Program Profile Name  P-068274

Headquarters and Geographic Markets
Geographic Market Served  Alabama; Louisiana; Mississippi

System Information

Created By  Applicant Site Guest User, 2/18/2016 12:38 PM Last Modified By  Mia Sowell, 2/3/2017 10:58 AM
Edit
z .+ Funding Applications | New BEA Application |
|:| Action Funding Application Record Type Application Status
O Edit  A-00100% BEA Submitted

Figure 168. BEA Program Profile Detail Page - New BEA Application

3. You will be forwarded to the Funding Application Detail page. Complete the information on the
page.
a. Fields (Questions) marked with the Red Bar | are required fields that must be
completed by the applicant in order to submit the BEA Application.

b. Important Note: Details of field questions can be found by clicking the helpicon[ ]
found next to the field name. The help text box contains important information on how
to appropriately complete the information requested.

Crganization BAormaton

Lok aris Sota lnﬂl

|
I il et Ha hﬁ;.d'r ]
|

State in whwch Apphcant's W | -Nore— -
Faadjuartiery & P aly
e MNorg— »

Figure 179. Example of ? Information Icons

Click the ? icon for
mare information.

The BEA Application is divided into multiple sections. Complete required information in all sections
and save the application immediately to create the record. Please note: Applicants will not be able
to enter, edit or delete transactions after the transactions deadline?. Applicants will however be
able to attach their SF-424, sign and submit their Application with the completed transactions on
the Application due date.

2 please refer to the NOFA or BEA FY 2020 Application for additional deadline information.
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4.1 Applicant Information, SF-424 Mandatory, and Applicant Contacts
There are multiple steps to completing this application. Complete the following steps, first:

1. Enter Organization Information as requested.
2. Skip the SF 424 section until after the Funding Application is saved.
a. The SF 424 Mandatory can be inserted after the application’s initial save.
3. Enter the Application Contacts.
4. Click Save.

Fonding Applicagen Edit

Z1> New Funding Application

Funding Application Edit

Infarmation 1 = Eoequines Infoimation

Program Profile lm

Motice Template
Asuat Size (35} |

Organization Infermation

Agplicarss Total Auiats | Complete the required

Ol Hone v fields and save.

i ImstTAion P .
nority Depesitory ey | ~Hona-- =

Somnity Bank i_.m. 3

SF424
Fumding Opp Humber  CDFL201T-BEA
sFa 4 Skip the 5F424 field and. Click
the Edit button to insert after
Lo application is initially saved.
Authorined Representative Name I-ﬁam Miller
Application Paint of Contact Cil

Wamse

Figure 20. BEA Application Edit Page
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4.2 Environmental Review Form

1. Complete the Environmental Review sections Part 1 and Part 2.
2. After completing the Environmental Review sections Part 1 and Part 2, click Save.

Ervircemental Review PL 1

14, “Criegoral Exiunicd™T e T

1b. Envisoameatal mpact Siab

Emvirceemental Review PL 2 .

Watiamal Begater of Hssrc z Click the ? icons for
Widemesa fresa? more information
to answer.

Wild or soenic

Endasgennd of thicabied
Mational Registry of Nadaral Land
{oastal bamer revosroe vy
Cioaansl Fone Minagement

Sole Souime Agader

Figure 21. BEA Application Detail Page

4.3 Table 5: Reporting BEA Qualified Activities

1. Complete Table 5: Reporting BEA Qualified Activities section for the Baseline Period and
Assessment Period. You will have the option to edit these fields at any time prior to submission.

Please note that all fields require an entry. If your organization is not reporting on a specific
sub-category or activity type, you must enter “0” (zero).

2. Deposit Liabilities Activities: When completing the Deposit Liabilities section of Table 5,
Applicants are required to enter amounts for the Start Date and End Date of the Assessment
Period and Baseline Period. The system will calculate and display the net change in the
‘Deposits-Increase $’ field. Please refer to the help text associated with the applicable fields, as
well as, the FY 2020 BEA Program Application Instructions document for requirements related to
completing the Table 5: Reporting BEA Qualified Activities for CDF| Related Activities,
Distressed Community Financing Activities, and Service Activities.
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4.4

CDFI Equity Investments - Assessment §

CDFI Equity Investments [CEI-Baseline §

CDFI Grants - Assessment §

CDF Grants (€G) - Baseline §

CDFI Loans - Assessment $

CDFI Loans (LNS) - Baseline §

Affordable Housing Loans - Assessment §.

Affordable Housing Loan (AHL)-Baseline §

Home Improvement Lozns - Assessment §

Home Improvement Loans (HIL)- Baseline §

Aff. Hous. Dev Loans - Assessment §

Aff. Hous. Dev Loans (AHD) - Baseline §

‘Small Business Loans - Assessment $

Small Business Loans (SBL) - Baseline §

Dep. Liabilities Assessment $-start date.
Dep. Liabilities Assessment § -end date

Dep. Liabilities - Assessment §

Comm. Services - Assessment §

Community Services (CS) - Baseline §

Targeted Financial Services-Assessment §

Targeted Fin Services (TFS) - Baseline §

Figure 22. BEA Application Detail Page — Table 5: Reporting BEA Qualified Activities

1
1

I
| I

I
1

I
1

1
1
1
1

I
1
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CDF Equity-Like Loans - Assessment §

CDFI Equity-Like Loans (ELL)-Baseline §

CDFI Deposit Shares - Assessment §

CDFI Deposits Shares (DS)- Baseline $

CDFI Technical Assistance - Assessment §

CDFI Tech Assistance (TAC) -Baseline §

ication Loans - Assessment §

n Loans (EDU) - Baseline §

mer Loans-Assessment $

umer Loan{SDL}-Baseline

Comm. Real Estate Loans - Assessment §

Comm. Real Estate Loans (CRE)-Baseline $

Financial Services - Assessment §

Financial Services (FS) - Baseline $

Dep. Liabilities Baseline $ - start date
Dep. Liabilities Baseline § - end date

Dep. Liabilties (D) - Baseline §

Targeted Retail Savings Prd-Assessment$

Target Ret Savings Prd (TSP)- Baseline §

| I
| I

| I
| I

After completing the Table 5: Reporting BEA Qualified Activities section, click Save.

(For BEA Applicants)

March 2020

NOTE: After the Table 5: Reporting BEA Qualified Activities section is complete, the Applicant
will be able to proceed by entering individual transactions for any activity type which reflected

an increase.

Projected Use of Award

1. Complete the Projected Use of Award (percentage) section to display how you intend to use the
award funds.
a. Enter the numeric value(s) between 0 and 100 which represents the relevant percent
(without using the percent sign). The Projected Use of Award section must equate to
100% total. Please note you will have the option to Edit these fields at any time prior to
submission.
b. For additional information regarding the requirements on indicating the Applicant’s
intent on using their BEA Program award, please refer the Table 8: Projected Use of BEA
Program Award section of the BEA Program Application Instructions document.
c. Enter the numeric value(s) between 0 and 100 which represents the relevant percent

(without using the percent sign) relating to the Persistent Poverty Cty — Min
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Commitment and Persistent Poverty Cty — Max Commitment. Please note that
minimum commitment cannot be a number higher than maximum commitment.

Projected Use of Award (percentage)

CDFI-Related Activities Il:l Persistent Poverty Cty - Min I
Commitment

Distressed Community Financing Il:l Persistent Poverty Cty - Max I
Activies Commitment

Direct Administrative Expenses Il:l

Figure 23. BEA Application Detail Page — Projected Use of Award

4.5 Enter BEA Transactions To Be Considered For An Award

BEA Applicants are required to enter individual transactions to be considered for an award in the BEA
Transactions section of the electronic application in AMIS ( See “Table 6: Transactions To Be Considered
for an Award” of the Application Instructions document for additional information on the type of
information that is required to be reported for individual transactions). Here, Applicants will provide the
details of individual transactions for activity types that demonstrated an increase in the Table 5:
Reporting BEA Qualified Activities section. Individual transactions reported will be used to calculate an
estimated BEA Program Award amount. The running totals of each transaction’s activity type can be
viewed in the CDFI Related Activities Summary, Distressed Community Financing Activities Summary,
or Service Activities Summary sections of the Application.

In AMIS there are separate record types for each category activity listed on the application. Information
requested will differ depending on which BEA category transaction you are detailing.

To Complete a BEA Transaction Record:

1. From the Funding Application detail page, scroll down to the BEA Transactions related list, and
select the Add Transaction button.

NOTE: The deadline to add and/or edit a BEA Transaction is June 1, 2020, at 5:00pm ET.
Applicants will not be able to add/edit or delete a BEA Transaction after the deadline. For
example, if you log in at 4:58pm ET to edit your transaction and try to save it at 5:01 pm ET you will
receive an error message indicating that the deadline to enter, edit or delete transactions has
passed. Applicants will still have access to attach their SF-424, sign and submit their Application by
the Application due date of June 3, 2020, at 5:00pm ET.

Page 20 of 42



AMIS Training Manual — AE-BEA Application Submission Guide
(For BEA Applicants)

March 2020

Home Organizations Contacts  Service Requests  App Launcher Awerds  Reportimg Schedule  Guarantes Applications

e Funiing Application

== A-001007

o FuRsing ASpleaBon Baj bian L

" e
Funding Application Deiail Edt  Subma BEA Appitation
Program Profile  POTEIM fecomd Type Marme LA

Funding Apphcasan
Hioe Tempaate
Fimcil Yot

Pricerity ¥ acios

Organization Information
Cvganinsn

Addrets

e
CRINE
Apgtecants Tolal Aasets

Apphicar Hesdgquarters

A-DD100T
COFLI6-BEAJCH
0k

3

Comran

1 BEA gpicant Tast 1 [Crangs

el Rpiel aladen Dbl 12108

Select BEA Transactions
Related List.

Apphcaton Hatws

Teewi Cig

00 Walkeed Aew
Carirvile
12045
12-5213180
H18510118

SATS 000

WA

FIHE o

Minority Deposiiony

Figure 24. Funding Application Detail Page

2. You will be forwarded to the Select BEA Activities Record Type page.
a. Review the BEA Qualified Activities record types and select one which demonstrated an
increase in Table 5: Reporting BEA Qualified Activities.

3. Click the Record Type of new record drop down arrow to select a BEA Qualified Activities record
type option.
a. Available BEA Qualified Activities record types and their descriptions are listed on the
page in a table for reference. You can add as many transactions as needed for each BEA
Qualified Activities record type.

NOTE:

o Inorder for the Estimated Award Amount field to begin calculating an amount
greater than $0, Applicants will need to demonstrate an increase in a particular
activity type. This will occur when an Applicant enters transactions for an activity
type which totals an amount greater than the Baseline Period amount entered in
the Table 5: Reporting Qualified Activities section.

Applicants should not include the following Personally Identifiable Information (Pll)
for borrowers in AMIS or in the supporting documentation: name of the individual,
social security number, driver’s license or state identification number, passport
number, and alien registration number. Applicants with Pll present on documents
required to be submitted as Supporting Documentation, must redact all Pll prior
to submitting it. Please refer to the “Reporting Qualified Activities and Supporting
Documentation” section of the BEA Application Instructions and the “Personally
Identifiable Information” section of the Supplemental Guidance for more
information on PII.
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=  The Service Provided / Borrower/ Investee field is not required and will not
be displayed for transactions in the Consumer Loans sub-category of

Distressed Community Financing Activities.

=  The Service Provided / Borrower/ Investee field is not required for
transactions in the Commercial Loans sub-category of Distressed
Community Financing Activities. If an Applicant completes this field, the
Applicant should ensure that the name of an individual or other information
noted here does not create Pll when considered with other information
entered in the transaction or included in the supporting documentation.

Deposit Liabilities Transactions: Applicants will enter the Beginning of Year Balance,
End of Year Balance, and Total Dollar Value amounts for the Assessment Period. The
Total Dollar Value amount must equal the difference between the Beginning of Year

Balance and the End of Year Balance.

MW BEA AcEvilies

/AW Select BEA Activities Record Type

Select a recond type lor the new bea actvibes. To skip this page i the Tuture, change your record ype sellings on your personal Selup page

Record Type of new record I AHD

Select BE Activities Record Type
Select a BEA Activity.

e

Available BEA Activities Record Types

Record Type Hame Descrip@on

Record Type Name
AHD

AHL

CEIl

cG

CRE

cs

Ds
EDU
ELL
FS
HIL
LNS
SBL
SDL
TAC

TSP

Description
Affordable Housing Development Loans and Project Imvestments
Affordable Housing Loans

Equity Investments

Giranis Made to Certified CDFI's

Commercial Real Estate Loans and Project Investments
Community Sensces

Deposits

Deposit Shares

Education Loans

Equity-Like Loans

Financial Services

Home Improvement Loans

Loans

Small Business Loans and Progect Investments

Small Dollar Consumer Loans

Technial Assistance Made to Cenified CDFI’s

Targeted Financial Services

Targeted Retaill Savings / Investment Products

Figure 25. Select BEA Activities Record Type and Record Type Names/ Descriptions
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If the Table 5: Reporting BEA Qualified Activities section of the Application shows a SO
increase for a particular activity type, the Applicant will receive an error message when
trying to add a Transaction detail record.

e BEA Actvites

/A Select BEA Activities Record Type

el A PO e 108 I Meind e BCRAODES T sk thyes oo iy T fubure, changs your mssond Dyl SERMNGS N Yol pedsonal Selup page

Errof
You hanre 2 05 ncreass for s calegory and ane nol eligble io enber thes by pe Tansachor

Select BE Activities Record Type

Record Type of naw mecord |_.-u.;| v

Comtinue  Camcel

Avallable BEA Acshities Resard Types

Figure 26. Selecting a 0% Increase BEA Activities Record Type Error Message

5. Complete the information on the page. Fields with a red bar to the left of the entry box —i.e.

I

a.
b.

- are required fields.

Date of Execution must be during the Assessment Period.

Date of Initial Disbursement must be during the Assessment Period and after the Date
of Execution.

Date of Final Disbursement is ONLY required if the loan is fully disbursed.

Total Dollar Value cannot exceed the Assessment Period amount entered in Table 5 for
that particular activity type.

Street Address, City, State, and Zip Code are required fields for Distressed Community
Financing activities.

The Census Tract 11 digit number is required for several BEA activity types. After an
Applicant enters the census tract number and saves the transaction, the system will
automatically indicate in the BEA Qualification Status field if the tract qualifies for BEA.
If the Applicant is unsure of the census tract number associated with the address, the
Applicant should perform geocoding in the CDFI Fund’s Information Mapping System
(CIMS). For details on using CIMS and determining BEA census tract eligibility, please
refer to the “BEA Program CIMS 3 Instructions for Determining if a Transaction Occurred
in a BEA Distressed Community” document on the BEA page of the CDFI Fund’s website.

NOTE: AMIS will verify whether the census tract entered by the Applicant accurately
corresponds with the address entered. This determination will be made within 24 hours
of an Applicant’s initial entry of such information and will be reflected in the Address
Verification field. The result will reflect “Verified,” “Not Verified,” or “Address and
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census tract to do not match — Please retrieve the correct census tract from CIMS.”
Applicants should be mindful of the deadline to enter, edit or delete transactions as it
relates to the 24 hour time lag.

Address Information
Street Address 1901 Mississippi Ave, SE Census Tract 11001007407

Apt ! Suite # ‘ BEA Qualification Status  Qualified

City  Washington Address Verification  Address and census tract do not match - Please retrieve the correct
census tract from CIMS

State DC
Zip Code 20020

Figure 27. Census tract qualification status

6. Select the Save button to Save the record.
a. The BEA Transaction record(s) will save on the Funding Application detail page under
the BEA Transaction Related List.

BEA Transactions Edit [ sove Save & Mew | | Cancer
ITnformmaticsmn | - el Infoer
U O AOOBEE Comrplete the AHD
Trornesoticns Rames TH-0O28822 = = (Z50
information on the r
Herwice |
ooy iiciecdd Thosrossesr ST nos s st
page.
Transmcticon Information
retal ). 000,000.00 | Date ot [E/12/2019 | € zeioszoz0 )
Dhaslbmr (== P IRt
ol asay
i i LO00 ; Dot of rnitiel : E] 2002020
oianuraay N3 000,005, O 1 Dietnrmament NXOGEGTS | !

tew Drawtes

stmme J[Mew Srgination ~1] Ol oot 30018 | (2002020 )
[EEE .
Aclclrass Informmaticen
SEramert Aeloiees s Il;_lz.:. r\!,uw 5_!,“,3! J Cemnmums T rmen I|1 2_3_455‘73_ﬂ
Fupat ;' Hua e W | J W A T eed
L= T
LT e
Ly A ||\,-_van._.l-|i.ngt._;.. |
E et M= |
I Cooss  ITFIA6] =
S Do B e L=t Ty t=t-t ]

Figure 28. BEA Transactions Edit Page - Affordable Housing Development Loans and Project Investments
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7. You will be forwarded to the BEA Transactions Detail page with a message stating the BEA
Transactions has been saved. Click on the Notes & Attachments related list.

ﬁ BEA Transactions Printable View
| + BEA Transactions has been updated. |
BEA Transactions Detail Edit | Delete | Clone
Funding Application  A-003616 Record Type AHD
Transactions Name  TN-028822 Impact 250
Appicant Organization  Test Applicant 100 BEA
Mame
service

Provided/Borrower/investee

¥ Transaction Information

Total Dollar Value  $1,000,000.00 Date of Execution 61272019
Amount  51,000,000.00 Date of Initial F0/2019
Disbursed to Date Dizsbursement
Loan Status Mew Crigination Date of Fimnal  7/30/2019
Disburgement
Notes Supporting F
Documentation

¥ Address Information

Street Address 220 Mew Street Census Tract 123456789

Figure 29. BEA Transactions Detail Page

Note: The following BEA Transactions will require supporting documentation (as
described in the FY 2020 BEA Application Instructions document) to be attached to the
transaction:

@ e  All CDFI Related Activities (CEl, ELL, CG, LNS, DS, TAC)
e Distressed Community Financing Activities transactions of $250,000 or more
(AHL, HIL, SDL, EDU, AHD, SBL and CRE)
e All Service Activities (D, CS, FS, TFS and TSP)

8. Select the Attach File button to attach detailed receipts and/or documentation.
a. Applicants can attach as many Files as needed to support the BEA Transaction.
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Hotes & Attachments W Wiote | Attach File

Moo recodds fo display

Figure 30. BEA Transaction Detail Page - Notes & Attachments Related List- Attach File

9. Select the supported transaction file and attach.

| /W Attach File to BEA Transactions TN-000064

1. Select the File
Type the path of the file or click the Browse bution to find the file.

Choose File Mo file chosen Choose File and select

Attach File.

2. Click the "Attach File™ buttog

( When the uplgze - e information will appear below. )

3. Click the Done button to return to the previous page.
{ Thig will cancel an in-progress upload. )

Done

Figure 31. Attach File to BEA Transactions Select File Page
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1. Select the File

2. Click the "Attach File™ button.

3. Click the Done buttor

/A Attach File

Type the path ofthe file or click the Browse button to find the file.

Choose File | Mo file chosen

Repeat steps 1 and 2 to attach multiple files.

{ When the upload is compg plow. )
Select Done to attach a file

to the transaction.

Attach File

o the previous page.

( This will cancg -progress upload. )

Done 1]

You have just uploaded the following file

File Name BEA txt
Size GKE

Figure 32. Attach File Page

10. You will be forwarded back to the BEA Transactions Detail Page with a message confirming the
Attachment(s) added. Click the Funding Application link to be forwarded to the Funding
Application detail page in order to add another BEA Transaction.

BEA Trarsachons

/& TN-028822

|| ¥ Altschments) aided

bty b Anachments |1
Click the
Funding Beead Type  AHD
T . Application et =0
Appicant Organicson Name  Test Appiicant 100 BEA pp
Service Prowided Bocowes Investee link to enter
the next
Total Dolar Value  §1,000 000:00 BEA Dateof Execution.  HARIH
Ayt Diaburaed 1o Date 51 D00 00 (x) Transaction Dt of initiad Diabsaraement  THO0M9

Loan Staius. . Paricipaton
Hotes

Date of Final Disbarsement 730019
tupporbng Cocumentabion F

= Addenre bnformaiinn

Figure 33. BEA Transactions detail Page - Attachment(s) Added Confirmation
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11. Repeat steps 1-10 until all BEA Transaction records are complete and equal the desired
summary activity total listed for that category on the Funding Application Detail page.

12. All BEA Transactions can be viewed and managed here.

& BEA Transactions

Action

Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del

Tranzactions Mame

TN-000057
TN-D00055
TN-000034
TN-000035
TN-000036

HIL
HIL
ELL
CG
Ds

Show 5 more » | Go to list (147 »

Add Transaction

Record Type Category

Distressed Community Financing Activities
Distressed Community Financing Activities
CDFI| Related Activities
CDFI Related Activities
CDFI Related Activities

Sub Category
Consumer Loans

Consumer Loans

CDFI Equity Investments / Equity-Like Loans
CDFI Equity Invesiments / Equity-Like Loans
CDFI Support Activities

Notes & Attachments

MNo records to display

MNew Note | | Attach File

Figure 34. BEA Transactions Related List

13. Any transactions submitted without the required supporting documentation will be indicated by
a red flag in the “Supporting Documentation” column. NOTE: Applicants will not be able to
submit a given transaction if required supporting documentation is not attached by the

deadline to enter, edit, or delete transactions.

[ BEA Transactions

Action  Transactions Name Record Type Category

Edit | De
Edit | De
Edit | De

Th-D00057
Th-000034
TN-D00035
Th-D00036
TN-D00037

Edit | De
Edit| De

HIL
ELL
CG
DS
LNS

Show & more » | Goto list (13) »

Add Transaction

Sub Category

Distressed Community Financing Activities  Consumer Loans

CDFI| Related Activities CDFI Equity Investments / Equity-Like Loans
CDFI Related Activities CDFI Equity Investments / Equity-Like Loans
CDFI Related Activities CDFI Support Activiies

CDFI Related Activities CDFI Support Activities

Supporting Documentation  Tract Verification  Total Dollar Value

e Unverified §10.00
| $500,000.00
o $700,000.00
. $750,000.00

@ $220,000.00

Notes & Attachments

No records to display

New Note | = Attach File

Figure 35. BEA Transactions Related List — Supporting Documentation Flags

14. Areport of all transactions entered may be generated by the user at any time by going to the
Custom Links field, directly above the BEA Transactions section, and clicking on the hyperlink.
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Applicants can also customize the view of the report by exporting to Excel, if desired.

Custom Links

BEA Transaction List

Edit Submit BEA Application

View Estimated Award

/4 BEA Transactions

Action

Edit | Del
Edit | Del
Edit | Del
Edit | Del
Edit | Del

Show 5 more » | Go to list (20) »

Transactions Name

TN-000057

TN-000058
TN-000060
TN-000061
TN-000063

Record Type
HIL

HIL
HIL
HIL
HIL

kddilranzactiony
Category
Distressed Community Financing Activities
Distressed Community Financing Activities
Distressed Community Financing Activities
Distressed Community Financing Activities

Distressed Community Financing Activities

Sub Category

Consumer Loans
Consumer Loans
Consumer Loans
Consumer Loans

Consumer Loans

Supporting Documentation

1711 11%

Figure 36. BEA Transactions Related List — Printable View

4.5.1 Category Activities
Again, each BEA Qualified activity type has its own page layout in AMIS and may require different
information to be compliant for submitting the BEA transaction. Use the table below to understand the
description of each BEA Qualified.
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Record Type Name Description

AHD
AHL
CEI
cCG
CRE
CSs

DS
EDU
ELL
FS
HIL
LNS
SBL
SDL
TAC
TFS
TSP

Affordable Housing Development Loans and Project Investments
Affordable Housing Loans

Equity Investments

Grants Made to Certified CDFI's

Commercial Real Estate Loans and Project Investments
Community Services

Deposits

Deposit Shares

Education Loans

Equity-Like Loans

Financial Services

Home Improvement Loans

Loans

Small Business Loans and Project Investments

Small Dellar Consumer Loans

Technial Assistance Made to Certified CDFI's

Targeted Financial Services

Targeted Retail Savings / Investment Products

Figure 37. BEA Qualified Activity Record Types

A few things to note regarding Activity Types:

All activity types except for Deposits (D) require a Date of Execution which must be between the
Assessment Period start date and Assessment Period end date.

All CDFI Related Activities (CEl, ELL, CG, DS, LNS, TAC) require a CDFI Partner’s EIN. After
entering a CDFI Partner’s EIN, the certification status of the CDFI Partner (as of the end of the
Assessment Period) will be displayed.

All Distressed Community Financing Activities require a Census Tract # and address.

The following BEA Qualified activity types require the Impact field be entered on the
Transaction Detail record: AHD, SBL, CRE, CS, FS, TFS and TSP.

Another Example of BEA Activities Transaction Page — CEl (Equity Investments)
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Select a record type for the new bea activities. To skip this page in the future, change your record type settings on your personal setup page.

Select BEA Activities Record Type

Record Type of new record I

Continue Cancel

Available BEA Activities Record Types

Record Type Mame Description

AHD
AHL
CEl
CG
CRE
Ccs

DS
EDU
ELL

Affordable Housing Development Loans and Project Investments
Affordable Housing Loans

CDFI Equity Investments

Grants Made to Certified CDFI's

Commercial Real Estate Loans and Project Investments
Community Services

Deposits

CDFI Deposit Shares

Education Loans

CDFI Equity-Like Loans

Figure 38. Select BEA Qualified Activity Record Type — CEl (Equity Investments) Example

LA Temnsacton

tan
W New BEA Transactions

BEA Transactions Boe Save | Swvs B Hew | Cancel
Informatices
Py Appranen (ARG W

st - Y Complete the information

B e L | on the page and save the

oy 1
record.

e ganiestice lnloimatien

EOFI Pertnorn B [i30-1 23458
COF1 Purinar's Gepsrarsson

W Typs

T ol F sl

bt oo Wil Al neudesl

Do of sl Dinbrrnemensi |

Il ez

| o [Febary ~] o [2030 w|

Sen Mon Tus Ted The Fa Sa

1 1

| 2 3 a5 sl

1 % 1@ 1M o1 13 oM 1
i T W 1R M M 3T

DN B m N D
Todar

Figure 39. CEI-Equity Investments BEA Activity Record Example Edit Page
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4.5.2 Attach Required Documentation
In addition to submitting transactions for activity types which demonstrated an increase, the Applicant
will also have to attach required documentation to support those transactions. Attach documentation
proof of transactions by clicking the Notes & Attachments related link within the individual BEA
Transaction record. See the Reporting Qualified Activities and Supporting Documentation” section of
the BEA Application Instructions for further guidance on documentation requirements for BEA
categories and activity types.

(For BEA Applicants)

March 2020

BEA Tramaactons
I ' BEA Transachons has Dees saved

BEA Transactions Detad
Furdng Aggn sten
Tramaactces Rame

A avt e ganiswton Name

¥ Transaction information
Total Dofler Vahoe
At (vadns wend by Do
LR

v Organization Information
CON Parier's U8
COM Pariner's Ovpaesrston

COF Partner's Conicaton Stanes

&L0mn
T™NGSRT
Tost Appicant 900 BEA

$300 000 00
33000

00 124578

Click Notes and
Attachments to add more

information.

Figure 40. CEI-Equity Investments BEA Activity Record Example Saved Detail Page

4.6 Displayed Category Summaries

1. The total of all BEA qualified transactions entered, reported increases, and weighted values will
automatically be summarized and calculated (based on the individual transactions entered and
amounts entered in the Table 5: Reporting BEA Qualified Activities section) and will be
displayed in the applicable CDFI Related Activities Summary, Distressed Community Financing

Activities Summary, and Service Activities Summary sections.
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COF] Related Activition Summany

COF1 Equity investmants

COF Equty Lika Loans Totals entered in Reporting BEA
e Qualified Activities above will be
) summarized in these sections.
CLFl Deposil Shanes

CIOF Technicsl Annstance

FI 11 o r (r ¥ rl [ g km [ ']
AMaidibie Home Loans

T WTehevbnal Loana
Samill D EaF Linans
Edwcation Loans

AfToudably FHowwsing Deveiopmeat Loans
Small Bunireas Loans
Commarcial Real Eabsle Leans & Pro Inv

Service Aotivitles Summary
DepinA Liahiites

Commmuraty Serveces

Finantial Sarades

Figure 41. BEA Application Detail Page - Reporting BEA Qualified Activities

2. The estimated BEA Program award amount can be viewed in the funding application in the
Estimated Award Amount section of the Funding Application.

Estimated Award Amount
Est. Award Amount - CDFl Related Act. ~ $321,600.00
Est. Award Amount - Dis. Comm. Act.  §1,396 262 83
Est. Award Amount - Service Activities  $3,100.09

Total Estimated Award Amount ~ §1,725 962.97

Figure 42. BEA Application Detail Page — Estimated Award Amount
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3. A detailed Estimated BEA Program Award report can be viewed in the funding application in the

Table 7 — Estimated BEA Program Award Calculation section of the Funding Application.

Table 7 - Estimated BEA Program Award Calculation

Table 7 - Estimated BEA Program Award Calculation

Bank Of Chantilly[TEST]
CDFIRELATED ACTIVITIES
e Award .
Equity Investments/Equity Like Loans o overall Period . Period c:;'.f;;" "';;":'r‘;" Eﬂ?ﬁ“
Increase? 2015 2016 Applicants) Amount

1 Equity Investments (CEI) Yes $0.00 $20,000.00 $20,000.00 18% $3,600
2 | Equity Like Loans (ELL) Yes $0.00 $20,000.00 $20,000.00 18% $3,600
3 | Grants ({CG) Yes $10,000.00 $20,000.00 $10,000.00 18% $1,800
4 | Estimated Award Amount for Equity Investments/Equity-Like Loans §9,000

Figure 43. BEA Application Detail Page — Table 7-Estimated BEA Program Award Calculation

Total Estimated Hours to Complete the Application
Once all the data requested has been entered into the application, enter the Total Estimated
Hours to Complete the Application.
When complete, click Save.
Total Estimated Hours to Complete the Application

Total Estd Hours to Complete I
Application

Applicant Signature

Complete the Applicant Signature section once all applicable application data and attachments
have been added. (Refer to section 5 Submit BEA Application for information regarding signing
and submitting the application).
a. The Authorized Representative identified must read the Signature Attestation and check
the signature check box. Note: Only the Application designated Authorized
Representative is allowed to sign and submit the Funding Application.
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Total Estimated Howurs o Complete the Application

Fotal Estd Howrs bo Complets l
Applration

Applicant Signature

Signaturs Aftestaticn By slecting the checked box: | harsby consent ts conducting this - -
fransachion by eleckonic means, and | eneby agree hat | have exsculed Co mpIEtE this section as a
a0 glectons process Mal constiutes, and provides e COF] Fund with, 3
Frry lecionic sigritate, which shall be Teaied A8 an crigesl signalune last step after the entire
and as having signed his Application, just tha Same &5 a pan-and-papsr
signature; | haredy acknewledgs that a8 informalion contared in this
Apphicaton and any ALACHMENTS o SUPRIeMENS harelo will be subject
o digchosune puriuinl o tha Fresdom of InformaSon Ad (FOLA) § USC
&52, #1580, | hareby oertify hal all of Te information hat he Applcant
hias provided in this Application is tug, Coamect and complate 1o T EBest
of my informaton. knowledgs and Debet | etaby carkly hatthe
Exgcution and submission of this Application has been duly authesized
by the goveming body of v Applicant and heseby cardfy that | am
aware that any taise, Scaiious, of Faudulent stamants e« claims may
Subject ma 1o crisinal, civil, of adeinistatve panalties. (US. Cods. 98
218, Saction 1001)

application is completed.

Layhatule

Save | Gave & Mew  Cancel

Figure 44. BEA Application Detail Page — Applicant Signature

2. Select the Save button to save the Funding Application. You will receive a confirmation message
stating the Funding Application has saved successfully.

Home Organizations Contacts  Service Requests  App Launcher Awmds  Reporimg Schedule  Guarantes Applications.

e Funding Appleation

als 1007

| % Funmng Aspheaten Rad bian Lives

= B SL0 gl e RS

Funding Applezaticn Detas Euu_ Subm# BEA Applecation
Program Profile  P-OTSI36 Becond Fype Mo BEA
Frmctiog Application D017 Cwnes Y BEA Spphcant Tast | [Change]
Wt Templane | COFLMYI6-BEA JCH Funding Apploation Deos 12303016
Fincal Your  J)06 Applcation Mate

Priceity Factor 3

‘Organization Indormation
Organimmon  Test g
Addieis 020 Walianid S

EN 28213988
DUNE  24E10418
Agppbicarns Totsl Assets | 4TS 000
Applicam Hesdquariers VA
FING Cortilication Mumss
Minority DeposBory Inatifution (MM Mg
Communicy Bark | Mo

Figure 45. New Funding Application Detail Page — BEA

4.9 Insert the SF-424 Mandatory to the Funding Application

Once the Funding Application has been saved, the Applicant can edit the record and insert the
Organization’s SF-424 Mandatory to the Funding Application.
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NOTE: The SF-424 Mandatory can only be associated to the Funding Application if the SF-424 Mandatory
Form has been submitted in Grants.gov.

To insert the SF424 Mandatory to the Funding Application:

1. From the Funding Application Detail page, select the Edit button to complete the SF-424

section.
d. Important Note: For the SF-424 section, you will not be able to look up and select the
SF-424 Mandatory until after you have saved the BEA application.

2. Enter “grant*” in the search bar and click the SF-424 look up magnifying glass to locate the
Organization’s SF-424.

3. Select the Go! button to search.

4. Associate the SF-424 Mandatory to the Funding Application by selecting the SF-424 ID link to
insert the SF424 into the SF424 field on the Funding Application detail page.

Ramsoe Template | 2016 BEA Mobte
haset Size (1) |'f- 000, 00000
B Search - Applicant « Geogle Chreene - o s

Ouganization Infosrmation
. cdfidev2-mycdfifund.cs32.force.com

® Lookup

Apphcants Total Aty IH"-' 000 00

Applcant Hesdquarnens | OC *

sty Degosiany lnatitution | fip ¥
ymnuton [ o
Comumesity Bank | Yoz v
SFA4
Funding Opg Wember  COFR2017-HEA = LA Semcl URHA
SFAM | [GanT 12344 @) | Search Resulis __',,r"’"

SFa24 [1]

Application Contacts.
mreling Opportunity Numbe Application Hatus [ate Recesved
Authoriaed Representative Hame [ Tiana Milir T

e

Agphiatan Pomi of Connact
Hame

Environmental Review PL 1

Figure 46. New Funding Application Edit Page — SF424 Lookup Pop Up Box

3. Select the Save button to save the SF-424 to the BEA Application record.
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Funding Application Bdit
= A©001007

Funding Application Edit

Save  M5ave & New  Cancel

Information
Cwmer  BEA Applicant Tast 1
Status

Pragram Profils P-0752%5
Funding Apphestion A-001007
e e L Dok SR Select the Save button once
Organization Information the SF424 is inserted.

Applicants Total Assets |s?5_uun

Applicant Headquarters | i, =

Minority Depositary nstitution IN.; "
M)

Community Bank INU »

SF424

Funding Opp Humber  CDFI-2016-BEA

Figure 47. Funding Application Edit Page

Home Organizations  Contacts  Service Requests  App Launcher  Awwrds  Reporting Schedule  Guarantes Applications.

2 AD01007

[ Funing ASphcalan Bad Desn tived

Funding Applecation Detas _Eu_ _mmumw_
Program Profile  POTSINE Eecod Pppe Mo BEA
Fusdirg Apphcatan  A-DD10OT Owner Y BEA polcant Tesf 1 [CRangs]
Waotice Templans  COFLIIG-BES JCR Fundng Applscation Dess 1203000106
Fincal Your 3006 Applcation Sates

Priceity Pactor 3

‘Organizaticn Indormation
Crganimson  Tes g
Address  J020 Walkend A
Cariwreile
202045
BN 20213989

CiME  2A4E10498 0 0
Appiscants Totsl Assets ) $8T5.000 SF424 is now inserted and

Splcess Haiiquaris. ) 1 will appear on the
FING Certification Rames
Minority Deposiiony Inatitution (WM | Nes Organization Detail Page.
Communiy Bark | Mo
Catified COF1 Ne

M [
SFA4M
Funding Opp Numbser  COF-2006-BEA
e QRANTIO1E
Gran| gl DaseTame

Figure 48. Funding Application Detail Page — SF-424 Inserted
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5 Submit BEA Application

Once the BEA Application has been completed with all required data, BEA transactions, and required
documentation, the application can be signed by the Authorized Representative and submitted to CDFI
Fund Staff for review. Only the Authorized Representative can sign and submit the application.

To submit the BEA Application:

1. Click the Funding Application link and return to the Funding Application detail page to submit
the application once all data requested has been entered.
NOTE: The deadline to sign and submit the application is June 3, 2020, at 5:00 pm ET, therefore please
allow enough time for the Authorized Representative to sign and submit the application.

BEA Transactions

AW TN-000065

[ + atachments) addad

= Back to List: Organizations

BEA Transactions Det
Funding Application  A-Q01007

Edit | Delete Clome

Recosd Type  CEI

Trans 2T

Amount Disbursed o Dabe Click the Fu nding
D5 Assosscnani Aml  E300,000.00 Application link to Submit.
Transaction Information
Total Dallar Valus Date of Executian 1292014
Nates Date of Initial Desbursement QMR2015

Date of Final Disbursement

Organization Information
COFIPanmers EIM - 001234578
COFI Partners Organization

COFI Partnee's Cartification
Expirsthon

COF] Partnet™s Certificaisom Stafus

Figure 49. BEA Transaction Detail Page — Funding Application

2. From the Funding Application Detail page as the Authorized Representative, select the Edit
button.
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Fursding Apphicaticn
= A-001007
BEa Tramactons [N | holes & amachmanty |1

Funding Application Detail | | e || submit BEA Appiication

Program Profile P07 5238 Recard Type Nama BEA

Funding Applcation  A-001007 Ownts [0 BEA Applicant Test 1 [Change]
Motice Template | COFE2018-8EA JCR pplication Date 127302016
Fiacel Year 2016 Select Edit to Sign PEEAIch NN KNS v

Priorty Factor 3

ﬂlgani;n'riorl Information

Organization  Tes Org

Application.

Address 2020 Walkens e

Cartaryille
212045

Figure 50. Funding Application Detail Page - Edit

3. Scroll down to the Applicant Signature section. Complete the signature section by checking the

4.

Signature checkbox.

Select the Save button and the Authorized Representative Name and date will appear once the

record is saved.

Applicant Signature

Signature Attestation

Signature

Authorized Representative
Signature

Date

By selecting the checked box: | hereby consent to
conducting this transachon by electronic means, and |
hereby agree that | have executed an electronic process
that constitutes, and provides the CDF| Fund with, my
electronic signature, which shall be treated as an original
signature and as having signed this Application, just the
same as a pen-and-paper signature; | hereby acknowledge
that all mformation contained in this Application and any
attachments or supplements thereto will be subject to
disclosure pursuant to the Freedom of Information Act
(FOIA) 5 USC 552, et seq.; | hereby certify that all of the
information that the Applicant has provided in this
Application is true, commect, and complete to the best of my
information, knowledge and belief, | hereby certify that the
execution and submission of this Application has been duly
authorized by the governing body of the Applicant; and
hereby certify that | am aware that any false, ficttious, or
fraudulent staterments of claams may subsect me to crminal,
civil, or admanistrative penalties. (U.S. Code, titke 218,
Section 1001)

v Check the
Signature box to
sign and save the

apolication.

Save |Save & New | Cancel

Figure 51. Funding Application Signature Box
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5. You will be forwarded to the Funding Application Detail page. Select the Submit BEA
Application button to submit the application to CDFI Fund Staff.
Funding Applicaticn
=5 A-001007
BES Trarmpctors [ | Holes & dsachmenty 11
Funding Application Detail Edifl | | Subsmit BEA Application
Program Profile  P-0TE238 Record Type Name  BEA
Funding Application  A-001007 Owner [0 BEA Applicant Test 1 [Change)
Motice Template | COFEI018-BE8 JCR Funding Application Date 127302018
Fiscsl Year 2016 . - Applicatson Status Incler Reviaw
P e Click to submit
the Application.
Organization Information
Organimation  Tes1 Org
Address 2020 Walkens Ave
Cartaryille
212045

Figure 52. Funding Application Detail Page — Submit BEA Application

6. A pop-up message will appear stating that once the Application is submitted you will not be able
to make any updates to the application. Do you want to Submit?

7. Click the Ok button to confirm you are submitting the BEA Application to the CDFI Fund Staff.

erauten 1% ApcaBon hat bees Sl
e paviening body of B Applcant and
ey oty Tl | e avware hat any false, BSous, of
L]
x
o cofiev2-mynditund 532 force.com says: glect O
Onop Submitied you will not Be abie 1o update the spplication. Do you
bt B
Ggaatuie [ . WA .
Authoound | o Caniel
"
s s v g e
el By SOEA2016 133 AL | Blocified By Tipng Mses 100107018 1207 Pl
B | Suteni BER Applatien
/& BEA Transactions Add Tanscon
Action Tranmactiony Hame Rwcord Typs Sub Categary Totsl Doller Vialae
Eo | Dl TREO0RET a1 Cormarcibl Lehsd | irvidiirsan §T50,0003180
B | el THEO0EE AHL COnSUmE Loans £750,003.80
Eon | Dl TH-SODIR9 CE (COF Equity Inveaimants [ Egeily-Lis Loany 29900330
Eod | Deal THi-B0808G (=i 0 E ity Wroad Bnanith | E guity-Lios Lo & 154,508 80
o Dl THDOP2D1 ] O] Sup et Aciviles B4 50 303 20
Motes & Attachments Fw Hodt | Alan File | Wiew AR
Kciion Typs T Lt Mochfnd Conated Iy
Edil | Virw | Dol ARiChmal Lmeguiabad Fesaned Earangs Tempiate e FYI6slug HRILNIN LN P Liaca Waler

Figure 53. Funding Application Submission Message
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a. If more data is required for the application, you will receive an error message when
trying to submit the application.

If an error message is received, read the error message carefully, correct the issue and
then try to submit the BEA Application once again.

i ad BEA Applcan Tesl 1 (liana mllenBoonesphate.com)

cdfistage-mycdfifund.cs33.force.com says:

Contacts  Service Requests

Applicant Sigrature checkbon must be completed before submitting the:

I A061607

= fack be List: Oegangabons

Eunding Application Detail
Program Profie
Funding Applcation
Wodice Template
Fincal Year

Pricrity Factor

Organization Information
[ PEOTFRTESY
HAesdieas

EIH

DidHg

Applicants Total Axsets
Applicant Headquarien
FOIC Certification Number

spglication.

(EdA | submit BEA Applicaiion
075236 Record Type Mame  BEA
A 1007 Cmes [ B Apgiicant Test 1 (Change:
CDFL2045-BEA JCR dimg Apphication Date 12302016
2018 Appheatmn Stahis

Example of missing information
error message when submitting
the application.

Test Org
200 Walkang A
Cantinlla
21048

121313189
a14R10148

Wi

Figure 54. Example of an Error Message for Incomplete Application

8. The record will be locked once submitted. Review the Application Status field for updates.

ram Profile: P-07

< A-001007

= Back to Proagram Prafle: P-0T5236

Funding Application Detail & | Edit | | submat BEA Apphcation
Program Profile P-0T5236
Funding Application  A-001007 I BEA Applicant Tt 1 [Changs]
Wotice Template  COFEZ16-BEA JOR "
Fiscal Year 206 Application Siatus Undar Rewview

Priaidty Factod 3

Drganization Infermation

ugankeation Tesi Org
Addreas 2020 ‘Walkéns Aud
Cartenlle
212045

Review Application Status

for status updates.

Figure 55. Funding Application Detail Page — Application Status
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9. Application Status updates can also be seen from the Program Profile Detail Page in the Funding

Application Related List.

Program Profils

& P-075236

Program Profile Detail ras

Orgamization Data
Organimstion  TesiOrg . . - prd Type
. Review Funding Application B
DUNE 814810118 Status here.
Federal Reguiater  FRE
FHC Cern 8 [ MOUA Chamer 8

Headguariers and Geographic Marlkets

Syutesm Information

Created By  Lawdovs Kaochadapy, 15303078 515 AM 3By

Frirtabis Ve

BEA
P-0T8236

Lavaerh Banchadagy, 12302016 515 AM

Eax
:‘E‘ Funding Applications Mew DA Applcabion
Action  Funding Application Recoed Type
Edi  A000007 BEA

Figure 56. Program Profile Detail Page - Review Application Status
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