ODF-UCF Subrecipient Tutorial: Submitting a Claim

Getting Started

Reimbursement Request

Advance Payment Request

Advance Payment Verification

Claims Tutorial Video

e General Information: 0:00 — 3:45

e Reimbursement Requests: 3:45-22:55

e Advance Payment Request: 22:55-33:10

e Advance Payment Verification: 33:10 - 38:51

Getting Started

1. Loginto the online grant portal (WebGrants - Oregon Department of Forestry).

L Login

A Enter your user id and password

btestem ‘
Forgot User ID? Reset Password?

2. From the side menu, click on “Grants”.
Evan Tester
Tester Role, Grantee

Dashboard

Funding Opportunities

Applications

®

Grants >

Reports

My Profile



https://www.youtube.com/watch?v=3QrHxw2LkxI&list=PLhtLP-50RDaROfkNDcH-zVw0GkR2x6iMk&index=2
https://orforestry.webgrantscloud.com/index.do
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3. Select the grant you would like to access in the “Current Grants” listing.

Current Grants

ID & Status

1011 2024 Evan's Test

Closed Grants

iE Current Grants

All active grants are listed below.

Year | Title

App - KEEP

Showing 1 to 1 of 1 entries

Search Claims

Organization

Baseline Tester

Organization

Program Area

UCF-Urban & Community

Forestry Program

Funding Opportunity

1010-Growing Equity: Urban & Community

Forestry Inflation Reduction Act - 2024

Search:

Start Date  End Date

01/01/2024  12/31/2024

Grant
Amount

$316,223.00

$316,223.00

4. Once you have selected the grant, you will be directed to the Grant

Components. Select “Claims” from the list of Grant Components.

Claims

Budget

Grant Components

The grant forms appear below.

Component

General Information

Progress Reports
Contract Amendments
Site Visits

Contract

Encumbrances
Correspondence

Partner Organizations
Eligibility Form
Program/Project Narrative

Key Milestones

Closeout
Funding Opportunity

Application

Your grant award details are saved here, as well as many forms w|
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5. Click “Add Claim”.

Grant List Genera Claims Progre Contra Site V

Partne Eligib Progra Key Mi Budget Closeo
Claims
All claims associated with this grant appear below.

D a Type Status Start Date = End Date

Contra

Encumb Corres

Last
Submitted
Date

Paid Date Claim
Amount

6. You will then be directed to the Claim “General Information” form.

General Information - claim - Edit

grant.

Status™:

Type™: Reimbursement b

Expenditure Period™:

Start Date End Date

Final Request?*: Yes “

Click Yes if this is the final request

Monthly Expenditure Period example: 1/1 - 1/31, 2/1 - 2/28, 31 - 3/31, elc.

In the form below, complete all required fields. Enter the expenditure period of coverage for this claim. All
expenses reported on this claim should have been incurred during this period of time.

**Note: Only select “Yes” for Final Request question if this is the last claim that will be submitted for this

Quarterly Expenditure Period example: 1/1 - 3/31, 4/1 - 6/30, 7/1 - 9/30, and 10/1 - 12/31
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7. Select from the following “Type” options:

a. “Reimbursement”: A reimbursement request is used for expenses that the
subrecipient has paid for up front and is requesting to be repaid by ODF.

b. “Advance Payment Request”: An Advance Payment Request is used by
subrecipients who require capital from ODF prior to paying for expenses.
These expenses have not yet been incurred by the subrecipient. Note: All
capital advanced by ODF must be spent within 90 days from the day the
subrecipient receives the funds.

c. “Advance Payment Verification”: Advance payment verification is required
after any Advance Payment Request to document how the advance payment

was used.

Status?*:

Period*:

Final Request?*:

Type*: Reimbursement v

: Reimbursement
Expenditure
Advance Payment Request

Advance Payment Verification

Click Yes if this is the final request

8. Enter the Expenditure Period start and end dates. For example, if you are making
a reimbursement request for the first quarter of the year, you would put 01/01/2026
as the start date and 03/31/2026 as the end date.

Status™:

Type™:

Expenditure Period™;

Final Request?”:

Reimbursement v
01/01/2026 03/31/2026
Start Date End Date

Click Yes if this is the final request
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9. Unless this is the final request (i.e., the last claim that will be submitted for this
grant), leave the “Final Request” as “No” (this is the default).

Status™:
Type™ Reimbursement v
Expenditure Period™: 01/01/2026 03/31/2026

Start Date End Date

Final Request?”: Yes m

Click Yes if this is the final request

10. Click the “Save Form” button to finish the “General Information” form.

General Information - ciaim - Edit /_m

In the form below, complete all required fields. Enter the expenditure period of coverage for this
claim. All expenses reported on this claim should have been incurred during this period of time.

“*Note: Only select “Yes” for Final Request question if this is the last claim that will be submitted for
this grant.

Quarterly Expenditure Period example: 1/1 - 3/31, 4/1 - 6/30, 7/1 - 9/30, and 10/1 - 12/31
Monthly Expenditure Period example: 1/1 - 1/31, 2/1 - 2/28, 3/1 - 3/31, etc.

Status™:

Type™ Reimbursement v

Expenditure Period™:

Start Date End Date

Final Request?”: Yes “

Click Yes if this is the final request
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11. When you create a new Claim, you will automatically be directed to the Claim
Components list after saving the General Information form. Note: The claim cannot
be submitted until every componentis marked as complete with a checkmark
in the “Complete?” column.

Claim Preview  Attachments  Alert History Map

[8] Claim Details

| 1 2 PreviewClaim

Claim cannot be Submitted Currently
« Claim components are not complete
Component Complete? Last Edited
General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock
Detail of Expenditure
Reimbursement Request Dec 15, 2025 10:23 AM - Evan Tester

Claim Supporting Documentation

12.If you are returning to a claim that you already set up, follow steps 1-4 above,
navigate to the claim you want to update from the list of available claims, and click
on the “Edit Claim” button.

Grant List Genera Claims Progre Contra Site V Contra Encumb Corres Partne Eligib Progra Key Mi

Budget Closeo

[8] Claims

All claims associated with this grant appear below.

ID ’ Type Status Start Date End Date Last Submitted Date Paid Date Claim Amount
1011 - 001 Reimbursement @ Oct 8, 2024 8:23 AM 10/08/2024 $107,000.00
1011 - 002 Reimbursement 02/01/2025 02/28/2025
1011 - 003 Reimbursement
1011 - 004 Payment
1011 - 005 Reimbursement
1011 - 006 Reimbursement 02/01/2025 04/30/2025
1011 - 007 Advance Payment Reguest 05/01/2025 02/28/2026 $0.00
1011 - 008 Reimbursement
1011 - 008 Reimbursement $0.00

Claim Preview  Attachments Alert History Map

[8] Claim Details

1011 - Evan's Test App - KEEP - 2024

Claim Details
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Reimbursement Request

1.

2.

There are four forms that need to be completed before you can submit a
reimbursement request. Once you have completed a form, it will show a green
check mark () in the middle column (“Complete?”) of the component list (for
example, see General Information above). Note: You will only be able to submit a
reimbursement request once all forms are marked as “complete”.

a. GeneralInformation —This form is completed when you create a claim (see
steps 4-10 in the “Getting Started” section above).

b. Detail of Expenditure — This form is where you enter the expenditures
associated with the reimbursement request.

c. Reimbursement Request — This form requires you to enter some basic
information, including a summary of how each expense supports the project
scope of work.

d. Claim Supporting Documentation — This is where you will attach all

documentation associated with the reimbursement request. Note: See the
Claims 1071 document for supporting documentation requirements.

Claim Preview Attachments Alert History Map

[8) Claim Details

Claim cannot be Submitted Currently
= Claim components are not complete

Component Complete? Last Edited

General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock
Detail of Expenditure

Reimbursement Request Dec 15, 2025 10:23 AM - Evan Tester

Claim Supporting Documentation

" & Preview Claim

You can update the Expenditure Period and Final Request status by clicking on
the General Information form in the component list and then clicking on the
“Edit Form” button.

Component Complete? Last Edited

General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock

Detail of Expenditure



https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-claims-reporting-101.pdf
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3.

4.

Claim List Genera Reimbu Detail Progra Key Mi Claim

General Information - ciaim /-W

This form displays the high level information about the claim.

Claim Number: 009
Status*:  Editing
Type™: Reimbursement

Expenditure Period*:  01/01/2026 03/31/2026
Start Date  End Date

Final Request?*: No
Click Yes if this is the final request

Last Edited By: Evan Tester - Jun 8, 2025 2:45 PM

Click on the Details of Expenditure form in the grant component list.

Claim Preview  Attachments  Alert History Map

[8] Claim Details

¥ | & Previewclaim

Claim cannot be Submitted Currently
« Claim components are not complete

Component Complete? Last Edited

General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock
Detail of Expenditure -

Reimbursement Request Dec 15, 2025 10:23 AM - Evan Tester

Claim Supporting Documentation

Click the “Add Entry” button in the budget category to add an itemized expense.

= Personnel - Muli List Z [+ Aadciny |
List each position separately.

Budget Line Label Position Short Description Unit Type Unit Cost Number Total
(e.g. months, of Units
days, frips)
Mo Data for Table

Enter the required information for the line item and click “Save Row”. Note: You
are limited to entering expenses for line items from your budget (select from the
“Budget Line” drop-down menu. If you have expenses that are not associated with
existing line items, you will need to submit an amendment/modification request (see
amendment/modification request tutorial).



https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-subrecipient-tutorial-amendment-modification-request.pdf
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El Personnel B SaveR

List each position separately

Budget Line Label:

Budget Line”: Personnelperson

Position™: UGF staff person

Short Description™: salary for January through March for UCF s

104 character(s) left
Unit Type days (8 hrs per day)
(e.g. months,

days, trips)*:

Unit Cost*:

$320
Number 61
of Units™;
iE Personnel - wult List
List each position separately
Budget Line Label Position Short Description Unit Type Unit Cost | Number Total
(e.g. months, of Units
days, trips)
Personnel-person UCF staff person salary for January through March for UCF staff days (8 hrs per day) $320.00 61.00 $19,520.00
$19,520.00
$19,520.00

Last Edited By: Evan Tester - Jun 9, 2025 3:42 PM W

6. After you have entered all direct cost budget categories, scroll down to the
indirect cost category, click the “Add Entry” button, and enter the indirect cost
rate approved for this subaward. The indirect costs will automatically be
updated based on this rate and the eligible direct costs. Note: if you change the
direct costs after you have entered the indirect costs, you need to update the
indirect costs, by clicking on the entry and re-saving it.

= Indirect Costs - Mult

i-List

Use "de minimis” rate {10%) or an approved negotiated indirect cost rate agreement (NICRA).

Budget Line Label Indirect Rate Expense Total

Mo Data for Table
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B Indirect Costs

Budget Line Label:

Budget Line*: ndirect Costs-fwarded Amourt
Indirect FRate®: | 1] &
Expense Total:

7. If you have a negotiated indirect cost rate agreement (NICRA) that has changed,
click the “Add New Attachment” to the “NICRA (if applicable)” section, upload
the updated NICRA, and click the “Save File” button.

i= Indirect Costs - Muli-List

Use "de minimis” rate (10%) or an approved negotiated indirect cost rate agreement (NICRA).
Budget Line Label Indirect Rate Total

Indirect Costs-Awarded Amount 10.00 $3,000.00

& NICRA (if applicable) - Other Attachments

Attach your negofiated indirect cost rate agreement (NICRA) here if approved NICRA has changed
Description File Name (2 Type Size Upload Date Delete

Ha files aftached.

& Attach File “11 et | X conel |

Upload File*: Select file

Description*:

500 character(s) left

8. After you have entered all line items that you are seeking reimbursement for,
navigate to “Claim Summary” at the bottom of the page to see an overview of
the budget with the following columns:

a. Grant Budget Awarded - The total amount awarded within each budget
category. Note: The software will not allow you to request more than the
Grant Budget Awarded. Contact UCF staff to discuss making budget
adjustments.

b. Expensed This Period — The total amount expensed for each budget category

in this request.

10
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Prior Expenses (Paid) — The total amount paid before this request for each

budget category, either through reimbursement or advance payment.

Total — The combined total of “Prior Expenses (Paid)” and “Expenses This
Period” columns.

Available Balance (Unpaid) - The difference between the “Grant Budget

Awarded” and the “Total” columns.

Prior Expenses (Submitted Not Paid) — Total of previously submitted payment

requests that have yet to be paid.

Total Claimed — The combined total of “Expenses This Period”, “Prior
Expenses (Paid)”, and “Prior Expenses (Submitted Not Paid)” columns.

Remaining Balance (Unclaimed) — The difference between the “Grant Budget

Awarded” and “Total Claimed” columns.

B2 Claim Summary
Budget Gramt Ezpenses Prior Total Available Prior Total Remaining
Category Budget  This Period Expenses Balance Exzpenses Claimed Balance
Posrarded {Paid] [Unpaid) { Submitted {Unclaimed)
Mot Paid)
Indirect Costs
Awarded Amount $28,390.00 53,00:0.00 $25,000.00 528,000.00 51,280.00 30,00 $28,000.00 51,380.00
$29.290.00 $3,000.00 $25,000.00  $28,000.00 51,390.00 $0.00  $28,000.00 %1,290.00
Personnel
person $30,000.00 °  $18,520.00 50.00 : §19,520.00 510,480.00 30,00 $18,520.00 $10,420.00
$20,000.00  %19,520.00 50.00  §19,520.00 §10,480.00 50,00 $19,520.00 $10,420.00

9. Clickthe “Mark as Complete” button (see above) which will bring you back to

the grant components list.

B8 Claim Summary

Indirect Costs

Budget Category Grant  Expenses Prior Total Available Prior Total Remaining
Budget This Period Expenses Balance Expenses Claimed Balance
Awarded (Paid) (Unpaid) (Submitted (Unclaimed)

Not Paid)

11
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10. Click on the Reimbursement Request form in the grant component list.

Claim Preview  Attachments  Alert History Map

8] Claim Details

. & Preview Claim

Claim cannot be Submitted Currently
« Claim components are not complete

Component Complete? Last Edited

General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock
Detail of Expenditure v Dec 16, 2025 8:26 AM - Evan Tester
Reimbursement Request Dec 15, 2025 10:23 AM - Evan Tester

Claim Supporting Documentation

11. Complete the form by 1) entering your SAM.gov Unique Entity Identifier (UEI), 2)
attaching a screenshot of your active UEI status (see SAM.gov status tutorial), 3)

summarizing how each expense listed in the Details of Expenditure form
contributed to the project scope of work, 4) describing and financial or
administrative issues that could impact project spending, and 5) certifying that
the information provided is true, complete, and accurate.

E Reimbursement Request Form

Provide the 12-character SAM.gov Unique Entity Identifier (UEI).
UEI Number*:

Attach SAM.gov screenshot to verify active UEI status file.
UEI Verification™: Select file

Summarize how each expense listed in the Details of Expenditure form contributed to achieving the project activities and
outcomes. Nofe: To approve ar im, the UCF Program needs to be able to connect each expenditure with the scope of

work outl n the subaward agr

Summary of
Expenditures*:

5000 character(s) left

Describe any financial or administrative issues that could impact project spending.

Financial and/or
Administrative Issues:

3000 character(s) left

I certify to the best of my knowledge and belief that the information provided herein is true, complete, and accurate. | am
aware that the provision of false, fictitious, or fraudulent information, or the omission of any material fact, may subject
me to criminal, civil, or administrative consequences including, but not limited to violations of U.S. Code Title 18,
Sections 2, 1001, 1343 and Title 31, Sections 3729-3730 and 3801-3812.

Certification™: -

12


https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-check-uei-status-tutorial.pdf
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12. Once you have completed the form, click the “Save Form” button and then,
click the “Mark as Complete” button.

E Reimbursement Request Form

UEI Number*:

Provide the 12-character SAM.gov Unique Entity Identifier (UEI).

E Reimbursement Request Form

Provide the 12-character SAM.gov Unigue Entity Identifier (UEI).
UEI Number*:

13. Click on the “Supporting Documentation” form. Note: To ensure proper

reimbursement and tracking of grant funds, it is important to submit claims with

proper documentation (see the Claims 101 document for supporting

documentation requirements).

Claim Preview = Attachments  AlertHistory ~ Map

[8] Claim Details

Claim cannot be Submitted Currently
+ Claim components are not complete
Component
General Information
Detail of Expenditure
Reimbursement Request Form

Supporting Documentation

Complete?

v
v
v

Last Edited

Dec 17, 2025 3:58 PM -
Dec 17,2025 4:05 PM -
Dec 17,2025 4:23 PM -

Dec 17,2025 4:23 PM -

Evan Tester
Evan Tester
Evan Tester

Evan Tester

W ® Preview Claim

14. If supporting documentation is not required for this claim, click “No” in
response to the question, “Does this claim require supporting
documentation?”, then click and “Save Form”. If support documentation is
required, click “Yes” to the question and click “Save Form”. Supporting
documentation is required for certain budget categories. Consult the Claims 101

document if you are unsure whether supporting documentation is required for this

claim.

E Supporting Documentation

Does this claim require supporting Yes No
documentation?*:

Consult the Claims 101 document if you are unsure whether supporting documentation is required for this claim

/i.ﬁiiﬁi

13



https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-claims-reporting-101.pdf
https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-claims-reporting-101.pdf
https://www.oregon.gov/odf/forestbenefits/Documents/odf-ucf-claims-reporting-101.pdf
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15. If you clicked “Yes”, you will see a “Supporting Documentation” table appear. For
each document you would like to upload, click the “Add New Attachment”

button, upload the appropriate file, write a description of the attachment, and
click the “Save File” Button.

Please attach any claim supporting documents

& Ssupporting Documentation - Ciner Atiachments

Description File Name 2 Type Size

Mo files attached.

& Attach File

Upload File*:

Select file

Cescription®:

500 character(s) left

16. Once all attachments are uploaded, click the “Mark as Complete” button.

Please attach any claim supporting documents

& Supporting Documentation - Other Attachments

Description File Name (£

Type size Upload Date Delete
blah Loga in Grayjpg iPa 303 KB DG/0B/2025 05:58 PM m
Edfted By- Evan Tester - Jun 8 2025 5:55 PM

17.When all four components have been marked complete, you will notice a green
section above the grant components lists that says, “Claim is in compliance...”.
Click the “Submit Claim” button. You will be asked to confirm that you would
like to submit the claim. If you are ready, click the “Submit” button.

Claim Preview

Attachments

Alert History

Map

B N

(8] Claim Details

« Claim is in compliance and is ready for Submission!

Component Complete? Last Edited

General Information v Dec 12, 2025 11:38 AM - Evan Elderbrock
Detail of Expenditure vd Dec 16, 2025 3:26 AM - Evan Tester
Reimbursement Request o4 Dec 16, 2025 8:39 AM - Evan Tester
Claim Supporting Documentation 4 Dec 16, 2025 3:41 AM - Evan Tester

+ Submit Claim 3 Withdray

@ Preview Claim

14
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Please confirm X

Please confirm that you wish to submit this document for review. After submission
you will not be able to edit this document.

Advance Payment Request

1.

There are four forms that need to be completed before you can submit an
advance payment request. Once you have completed a form, it will show a green
check mark () in the middle column (“Complete?”) of the component list (for
example, see General Information above). Note: You will only be able to submit an
advance payment request once all forms are marked as “complete”.

a. Generallnformation —This form is completed when you create a claim (see

steps 4-10 in the “Getting Started” section above).

b. Detail of Expenditure — This form is where you enter the expenditures
associated with the advance payment request.

c. Advance Payment Request —This form requires you to enter some

information, including why an advance payment is necessary, if you have
funds from previous advance payments remaining, and a summary of
expenditures for this advance payment.

a. Supporting Documentation (Advance Payment Request) — This is where you

will attach all documentation associated with the advance payment request.
This is optional for the advance payment request but will be required at the
time of advance payment verification.

Claim Preview Attachments Alert History Map

[8] Claim Details

Claim cannot be Submitted Currently
= Claim components are not complete

Component Complete? Last Edited

General Information ' Aug 27, 2025 1:25 PM - Evan Tester
Detail of Expenditure

Advance Payment Request Aug 27, 2025 1:25 PM - Evan Tester

Supporting Documentation (Advance Payment Request)

15



Back to Top]

2. You can update the Expenditure Period and Final Request status by clicking on

the General Information form in the component list and then clicking on the
“Edit Form” button.

Claim Preview  Attachments  Alert History Map

[@] Claim Details -

Claim cannot be Submitted Currently
» Claim components are not complete

Component Complete? Last Edited

General Information " Aug 27, 2025 1:25 PM - Evan Tesler

Detail of Expenditure

Claim List Genera Detail Advanc Suppor

General Information - claim aw

This form displays the high level information about the claim.

Claim Number: 055
Status™  Editing
Type*:  Advance Payment Request

Expenditure Period™  06/01/2025 09/30/2025
Start Date  End Dale
Final Request?™: No

Click Yes if this is the final request

3. Click on the Details of Expenditure form in the grant component list.

Claim Preview  Attachments Alert History Map

[@ Claim Details

-
Claim cannot be Submitted Currently
» Claim components are not complete

Component Complete? Last Edited

General Information v Aug 27, 2025 1:25 PM - Evan Tester

Detail of Expenditure

Advance Payment Request Aug 27, 2025 1:25 PM - Evan Tester

Supporting Documentation (Advance Payment Request)

4. Click the “Add Entry” button in the budget category to add an itemized expense.

i= Personnel - MutiList M w
List each position separately

Budget Line Label Position Short Description Unit Type Unit Cost Number Total
(e.g. months, of Units
days, frips)

Mo Data for Table

16
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5. Enter the required information for the line item and click “Save Row”. Note: You
are limited to entering expenses for line items from your budget (select from the
“Budget Line” drop-down menu. If you have expenses that are not associated with
existing line items, you will need to work with UCF Program staff to update your
budget prior to submitting a claim.

E Personnel

List each position separately.

Budget Line Label:

Budget Line™: Personnel-person v

Position™: UCF staff person

Short Description™: salary for January through March for UCF s

104 character(s) left
Unit Type days (8 hrs per day)
(e.g. months,
days, trips)™:

Unit Cost: $320

Number 61
of Units*:

i= Personnel nulii List

List each position separately

Budget Line Label Position Short Description Unit Type Unit Cost Number Total
(e.g. months, of Units
days, trips)

Personnel-person UCEF staff person salary for January through March for UCF staff days (8 hrs per day) $320.00 61.00 $19,520 00
$19,520.00
$19,520.00

Last Edited By: Evan Tester - Jun 9, 2025 3:42 PM

6. After you have entered all direct cost budget categories, scroll down to the
indirect cost category, click the “Add Entry” button, and enter the indirect cost
rate approved for this subaward. The indirect costs will automatically be
updated based on this rate and the eligible direct costs. Note: If you change the
direct costs after you have entered the indirect costs, you need to update the
indirect costs, by clicking on the entry and re-saving it.

i= Indirect Costs - Mulii-List

u

@

e "de minimis” rate (10%) or an approved negotiated indirect cost rate agreement (NICRA)
Budget Line Label indirect Rate Expense Total

Mo Daa for Table

17
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@ Indirect Costs Zw

Use "de minimis" rate (10%) or an approved negotiated indirect cost rate agreement (NICRAY).
Budget Line Label:

Budget Line": Indirect Costs-Awarded Amount  ~
Indirect Rate*:

Expense Total:

If you have a negotiated indirect cost rate agreement (NICRA) that has changed,
click the “Add New Attachment” to the “NICRA (if applicable)” section, upload
the updated NICRA, and click the “Save File” button.

iE Indirect Costs - Muti List

Use "de minimis” rate (10%) or an approved negotiated indirect cost rate agreement (NICRA}
Budget Line Label Indirect Rate Total

Indirect Costs-Awarded Amount 10.00 $3,000.00

Last Edited By: Evan Tester - Jun 9, 2025 4:53 PM w

& NICRA (if applicable) - Other Atiachments

Attach your negotiated indirect cost rate agresment (NICRA) here if approved NICRA has changed
Description File Name (2 Type Size Upload Date: Delete
No files aftached.

Last Edited By: Evan Tester - Jun 9, 2025 4:53 PM

& Attach File

Upload File*: Select file

Description*:

500 character(s) left

After you have entered all line items that you are seeking advance payment for,
navigate to “Claim Summary” at the bottom of the page to see an overview of
the budget (see Reimbursement Claim Summary for column descriptions).

B2 Claim Summary

Budget Grant Expenses Priar Total Available Prior Total Remaining
Category Budget This Period Exzpenses Balance Exzpenses Claimed Balance
Awarded {Paid) (Unipaid) { Submitted {Unclaimed)

Mot Paid)

Indirect Costs

Awmarded Amount $20,390.00 $3.000.00 $26,000.00  528,000.00 $1,290.00 50,00 $28,000.00 $1,3280.00
$29,390.00 £3.000.00 $25,000.00  $28,000.00 51,350.00 $0.00  $28,000.00 $1,390.00

Personnel

person $20,000.00  §169.520.00 30,00 319,520.00 510,480.00 30,00 $10,520.00 $10,430.00
$20,000.00  %19,520.00 $0.00  $19.,520.00 $10,480.00 $0.00  $19.520.00 $10.480.00

18
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9. Click the “Mark as Complete” button (see above) which will bring you back to
the grant components list.

10. Click on the Advance Payment Request form in the grant component list.

Claim Preview  Attachments  Alert History  Map

[8] Claim Details Gthdez
air

Complete? Last Edited
v Aug 27, 2025 1:25 PM - Evan Tester
Dec 16, 2025 8:55 AM - Evan Tester

Aug 27, 2025 1:25 PM - Evan Tester

Supporting Documentation [Advance Payment Request)

11. Complete the “Advance Payment Request” form.

a. Enter your SAM.gov Unique Entity Identifier (UEI) and a screenshot of your
active UEI status (see SAM.gov status tutorial).

b. Certify that advance paymentis needed to fund the project’s operation.

c. Clearly describe why advance payment is necessary and provide a timeline
for completing the work funded through this advance.

d. Check whether you have made previous advance payment requests. If funds
have not been completely liquidated, explain why and provide a spending
timeline for the outstanding funds.

e. Provide a summary of how each expense listed in the Details of Expenditure
form contribute to project scope of work.

f. Certify that 1) you are following the outline advance payment process, 2) all
funds received through advance payment will be fully liquidated within 90
days of receipt of funds, 3) advance payment requests will be made in a
timely manner, and 4) the information provided is true, complete, and
accurate.
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El Advance Payment Conditions

Provide the 12-character 5AM.gov Unique Entity Identifier (UEI).
UEl Number®:

Attach SAM.gov screenshot to verify active UEl status file.
Verification™ ———

The subrecipient certifies that advance payment is needed to fund this project’s operafions.
Needed*:

Clearly describe why this advance payment is necessary and the timeline for completing the work funded with this advance.

Mecessity and Timeline®:

5000 character(s) left

Have you made previous advance payment request?

Previous Advance Payment Request®: w

If funds from previous advance payment requests have not been completely liquidated, clearly explain why funds have not yet been spent and describe the spending timeline and plan for compleing the
remaining work funded from the previous advanca.

Previous Advance Description:

5000 character(s) left

to g the project activifies and outcomes. Note: To approve any claim, fthe

ils of E di Form will

scope of wark outfin

Summarize how each expense listed in the D

connect each expend)

Summary of Expenditures®:

5000 characier(s) left

Advance payment requests must be submitted in accordance with the advance payment request process negotiated with ODF.

Submission®

w
All funds received through advance payment must be fully liquidated within 30 days of receipt of funds.
Liquidation®: Y
The ecipientis r ible for r ing advance funds in a timely manner o support the operational budpet of this proposal.
Timely Manner®: e

| certify to the best of my knowledge and belief that the information provided herein is frue, complete, and accurate. | am aware that the provision of false, fictitious, or fraudulent information, or the
omission of any material fact, may subject me to criminal. civil, or imi i including. but not limited to violations of U_5. Code Tifle 18, Sections 2. 1001. 1343 and Title 31. Sactions
3729-3730 and 3801-3812.

Certification®:

12. Once you have completed the form, click the “Save Form” button and then,
click the “Mark as Complete” button.

18. Click on the “Supporting Documentation” form. Note: To ensure proper
reimbursement and tracking of grant funds, it is important to submit claims with
proper documentation (see the Claims 101 document for supporting
documentation requirements).
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Cialm Preview  Attachments  Aberf Hisfory  Map
(& Claim Details = —

Claim cannot be Submitted Currently

= Claim components are not complete

Componant Complsta? Last Enltad
@anaral Information v Augy 27 2025 1:25PM - E
Detall of Expenditure L Dec 1€, 2025 8:55 AM

Advance Peyment Requast o Dec 16, 2025 11:13AM

Supparting Dacumentstion {Advance Paymant Request)

19. If supporting documentation is not required for this claim, click “No” in
response to the question, “Does this claim require supporting
documentation?”, then click and “Save Form”. If support documentation is
required, click “Yes” to the question and click “Save Form”. Supporting
documentation is required for certain budget categories. Consult the Claims 101
document if you are unsure whether supporting documentation is required for this

claim.

E Supporting Documentation

Consult the Claims 101 document if you are unsure whether supporting documentation is required for this claim

Does this claim require supporting Yes Ne
documentation?*:

20. If you clicked “Yes”, you will see a “Supporting Documentation” table appear. For
each document you would like to upload, click the “Add New Attachment”
button, upload the appropriate file, write a description of the attachment, and
click the “Save File” Button.

Please attach any claim supporting documents

& Ssupporting Documentation - Ciner Atiachments

Description File Name (£ Type Size

Ma flles sttached

& Attach File A2

Upload File®: Select file

Cescription®:

500 character(s) left
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16. Once all attachments are uploaded, click the “Mark as Complete” button.

Please attach any claim supporting documents

& supporting Documentation - Other Atiachments

Description File Name G2 Type Size Upload Date Delete

blzh Loga in Grayjpg oo 203 KB DG08/2025 05:52 PM @

17.When all four components have been marked complete, you will notice a green
section above the grant components lists that says, “Claim is in compliance...”.
Click the “Submit Claim” button. You will be asked to confirm that you would
like to submit the claim. If you are ready, click the “Submit” button.

Claim Preview  Attachments  Alert History — Map

@ Claim Details

» Claim is in compliance and is ready for Submission!

Compensnt Complsta? Last Edlfed

General Information w Aug 27, 2025 1:25 PA wan

Detall of Expenditure Diec 16 21

v
Advance Paymant Requast v Dec 16, 2025 11:13AM
v

Supporting Documantation {Advance Paymant Requast)

Please confirm

Please confirm that you wish to submit this document for review. After submission
you will not be able to edit this document.

Cancel

Advance Payment Verification

1. There are three forms that need to be completed before you can submit an
advance payment verification. Once you have completed a form, it will show a
green check mark () in the middle column (“Complete?”) of the component list
(for example, see General Information above). You will only be able to submit a
reimbursement request once all forms are marked as “complete”.

a. GeneralInformation —This form is completed when you create a claim (see
steps 4-10 in the “Getting Started” section above).

b. Advance Payment Verification — This form requires you to enter some basic
information (e.g., award number, Unique Entity Identifier, etc).
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c. Claim Supporting Documentation — This is where you will attach all

documentation associated with the advance payment verification. Note: See

the Claims 101 document for supporting documentation requirements.

Clalm Pravigw  Attschments

(@ Claim Details

Claim cannot be Submitted Currently
= Claim components are not complete
Compenant
@anaral Information
Advance Paymant Varification

Clalm Supporting Documentstion

tiert Higfory  Map

Complata?

R

Last Editad

Mow 20, 2025 4:41 PM - Hilary Tester

Dec 15, 2025 10:23 AM - Ews

Nav 20, 2025 4:44 PM - Hilz

2. You can update the Expenditure Period and Final Request status by clicking on
the General Information form in the component list and then clicking on the

“Edit Form” button.

Clalm Preview Aftachmente

(8 Claim Details

Compenant
anaral Information

Advance Payment Varification

alert Hlstory  Map

Claim cannot be Submitted Currently
= Clsim components are not complete

completa?

s

Lagt Edited
Hov 20, 2025 4:41 PM - Hilary Tesser

Dec 16, 2025 11:24 AM - Evan Tester

Claim Number:
Status*:
Typet:

Expenditure Period®:

Final Request?:

General Information - Claim

This form displays the high level information about the claim

044
Editing
Advance Payment Verification

06/01/2025 0B/30v2025
Date  End Date

ate  End Date

Eta

No
Click Yes i this is the final request

3. Click on the “Advance Payment Verification” form in the grant component list.

Chalm Praview Aftachments

8] Claim Details

Component
Gansral Infermation
Advance Paymant Verification

Clalm Zupporting Documentation

Alert Higtory  Map

Claim cannot be Submitted Currently
= Claim components are not compleie

Completa?

L

el @ rrovowcam

Last Edited

Maov 20, 2025 4:41 PM - Hilary Tesber

Dec 16, 2025 11:24 AM - Evan Tester

Hov 20, 2025 4:44 PM - Hilary Tester
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5. Complete the “Advance Payment Verification” form.

a. Enter your SAM.gov Unique Entity Identifier (UEI) and a screenshot of your
active UEI status (see SAM.gov status tutorial).

b. Select whether (or not) all advance payment funds have been spent. If all the
funds have not been spent, clearly explain why and describe the timeline for
spending the remaining funds.

c. Select whether (or not) all expenditures were identical to the projected costs
in the Advance Payment Request and explain any changes.

d. Certify that advance payment verification is submitted in accordance with
the advance payment schedule provided by ODF.

e. Certify that the information provided is true, complete, and accurate.

[E Advance Verification B Save Form

Provide the 12-character 54M.gov Unique Entity ldentifier (UEI].

UEI Number®: P —

Please provide a PDF or screenshot of the UE] status.

Provide a PDF or screenshot saloctfile | Remows | Logo in Gray_thumb.jpg
of the UEI status.*:

Have all the funds provided in the advance payment been spent?

Advance Payment: Spending Yas
Completed®: “

If mot all advance payment funds from this request have been spent, clearly explain why funds have not yet been spent and describe the timeline for
completing the remaining work funded with this advance.
U|r15pen‘t. Funds 51000 not spent in supplies, new tariffs make this not feasible &
[if applicable): 55000 not spent in contractusl, shift in organizational priorities rerouted coniractor to complete their
anticipate work on oo activity untl mmdddfyyyry.
v
A

Requesting to resllocate supplies 51000 to other costs, so we can stipend one intern to support
contractor work. This specific activity will be done by mmiddfyyyy. Anticipate having documentation

45585 character(s) left

Were the projected costs in the Advance Payment Request (see Details of Expenditure) identical to the actual costs?

Advance Payment: Projected Yom No
versus Actuals®:

Describe in detail any changes between the projected spending in the Advance Payment Request (see Details of Expenditure form) and actual spending.

Expenditure Changes from
Advance Payment Request
(if applicable):

5000 character(s) left

Advance payment verification must be submitted in accordance with the advance payment schedule provided by ODF.

Advance Payment Schedulet: | have read and acknowledged this statement to be truz.

| certify to the best of my knowledge and belief that the information provided herein is frue, complete, and accurate. | am aware that the provision of false,
fictitious, or fraudulent infermation, or the omission of any material fact, may subject me to criminal, civil, or administrative consequences including, but
not limited to violations of U.5. Code Title 18, Sections 2, 1004, 1343 and Title 31, Sections 3723-3720 and 3804-3812.

Certification®: | have read and acknowledged this statement to be frue. W
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6. Once you have completed the form, click the “Save Form” button and then,
click the “Mark as Complete” button.

7. Click on the “Supporting Documentation” form. Note: To ensure proper
reimbursement and tracking of grant funds, it is important to submit claims with

proper documentation (see the Claims 101 document for supporting
documentation requirements).

Ciam Preview  attacnments  Alert Hisfory  mMasp

& Claim Details

Claim cannot be Submitted Currently
= Claim components are not complata
Componant Compists? Last Edlfad
Ganeral Information

Detall of Expandtture

Advance Payment Requast v

Supporting Documsntstion {Advance Payment Requast)

8. If supporting documentation is not required for this claim, click “No” in
response to the question, “Does this claim require supporting
documentation?”, then click and “Save Form”. If support documentation is
required, click “Yes” to the question and click “Save Form”. Supporting
documentation is required for certain budget categories. Consult the Claims 101

document if you are unsure whether supporting documentation is required for this
claim.

E Supporting Documentation

Consult the Claims 101 document if you are unsure whether supporting documentation is required for this claim

Does this claim require supporting Yes No
documentation?”:

9. Ifyou clicked “Yes”, you will see a “Supporting Documentation” table appear. For
each document you would like to upload, click the “Add New Attachment”
button, upload the appropriate file, write a description of the attachment, and
click the “Save File” Button.
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Please attach any claim supporting documents

& supporting Documentation - Ciner Atiachments
Description File Name [Z Type Size

Mo files attached.

& Attach File Saverie | X cancel |

Upload File*: Select file

Cescription®:

500 character(s) left

10. Once all attachments are uploaded, click the “Mark as Complete” button.

Please attach any claim supporting documents

a Supporting Documentation - Other Attachments

Description File Name (2

Type Size Upload Date Delete
bish Logo in Grayjpg i) 203 KB D&DAI2025 05:58 PM m
Last Edited By: Evan Tester - Jun 8, 2025 5:58 PM

11.When all four components have been marked complete, you will notice a green
section above the grant components lists that says, “Claim is in compliance...”.
Click the “Submit Claim” button. You will be asked to confirm that you would
like to submit the claim. If you are ready, click the “Submit” button.

Clalm Preview  Attachments  Alert Hlglory  Map

(8] Claim Details

= Claim is in compliance and is ready for Submission!

Component Complets? Last Edited

Zanaral Information L Hav 20, 2025 4:41 PM - Hilary Testar
Advance Payment Varification s Dec 18, 2025 11:24 AM - Evan Tester
Claim Supporting Documantation W Diec 18, 2025 11:28 AM - Evan Tester

Please confirm X

Please confirm that you wish to submit this document for review. After submission
you will not be able to edit this document.
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