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Idaho Bureau of Homeland Security
Grant Management System

1. Subgrantee Processes

Grant planning starts well in advance of this step in SPARS and may have a different process for every
jurisdiction. Ultimately the planning process must be distilled down to projects, expenditures, and a budget. The
Grant Application in SPARS is where this distilled information is recorded and tracked.

1.1. Grant Application

SPARS Grant Applications come in two forms: Pre-Grant Application and Grant Application. The difference
between the two is minor. The Pre-Grant Application is subgrantee centered meaning the subgrantee is
responsible for the completion of the entire application. The Grant Application is SAA centered meaning the
SAA defines projects and project funding amounts before handing over the application to the subgrantee for
budget detail. We will focus on a Pre-Grant Application in this section as the Grant Application process was
covered in the SAA Processes.

The SAA determines the funding amount for both the Pre-Grant Application and the Grant Application. In this
example Bannock County has been given $1,000,000.00 in the form of a Pre-Grant Application. Below is the
view as seen on the subgrantee homepage.

~ PENDING TASKS

T ——————— e e

Expenditure List Items

_mmm Compiete

Reimbursement Requests

_—m

Voucher Reguests

~ GRANT APPLICATIONS

T T [
2013-SHSP Bannock County Grant Application PRE13SHSPODS 51,000,000.00 Build [ edir]
11
Technical Support 2
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Idaho Bureau of Homeland Security
Grant Management System

PRE-GRANT APPLICATION

[ orint application ]

» denotes required
These are the Pre-Grant Application instructions.
Grant Number: PRE135HSP005
Subgrantee: Bannock County
Application Title: ¥» |2013-5HSP Bannock County Grant Application
Point of Contact (L,F):> |Kent |, [clark |
E-mail: ¥ | kalel@test.com |
Phone: » |
Grant Award! 2013-SHSP $1,000,000.00 Allocated: $0.00
App Status:

Build [ view sxpenditura list

PROJECTS [ 2dd new project ]
-- Mo projects currently attached to this grant application --
-- Use the [ add new prject ] link to add new projects --

APPLICATION NOTES

Subgrantee Grant Application Notes: Attached Doc

Attach Document Attach d to this grant appli

Add Note

ACTIONS
Save grant application changes
Submit this pre-application to SAA for review.

Send To SAA Send pre-application back to SAA for update. (This is only available to Sys Admin users)

Cancel ‘Cancel pre-application changes.

Technical Support 3
877-741-0419
M-F 8AM - 7PM Central Time
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Building projects starts by clicking the [ edit new project ] link. Clicking this link opens the project creation page.
Remember required fields are always noted by >>. The fields needed for successful project creation are:

e  Project Value — the amount of funds that are required for the project

e Investment Plan — select from a dropdown of options which has been populated in the Investment Plan
Manager

e National Priority — select from a dropdown of options which has been populated in the National Priority
Manager

e  (Capabilities — select from a dropdown of options which has been populated in the Capability Manager

e DHS Project Type — select from a dropdown of options which has been populated in the Project Type
Manager

e  Project Title — auto filed with the option selected for the DHS Project Type; however these may be edited

e Project Description (optional) — a free form text description of the project which can be goals or any
other information

e  Primary Goal — select from a dropdown of options which has been populated in the State Strategy Goal
Administration

e  Objective 1 — select from a dropdown of options which has been populated in the State Strategy Goal
Administration

e  Objective 2 (optional) — select from a dropdown of options which has been populated in the State
Strategy Goal Administration

The creator of the project may also attach supporting documents during the project creation. Documents may be
viewed in the future by downloading them. They remain linked to the project as supporting documentation.

PRE-GRANT APPLICATION

Grant Number: PRE13SHSP0O05 [ Bannock County) 2013-SHSP $1,000,000.00 $0.00 $550,000.00
Application Title: 2013-SHSP Bannock County Grant Application
Project: Bridge Cameras
APPLICATION PROJECT % denotes required
Investment Plan: »» [Test Investment v]
National Priority: Manage Homeland Security
Capabilities: 5 [ v]
1. Respond: Critical Transportation [ remove |
This project ins bilities by:
» |5usla|n|ng or maintaining a capability acquired with federal homeland secunty funding Vl
DHS Project Type: ¥ |2. Assess vulnerability of and/or harden/protect critical infrastructure and key assets v|
Project Title: »» [Bridge Cameras |
Project Description: Buy cameras to take pictures of bridges.

State of ID Strategy

Primary Goal: 55 [Test Goal 2 v]
Test Goal 2
Objective 1: » |2 Test objective 2 v|
2 Test objective 2
Objective 2: [ v
Funding Type: Passthrough to Locals (part of 80%)
ACTIONS

= Attached Documents
Save any changes to project data.
Attach Document Attach documents to this project.
Cancel any changes to project data.

Technical Support 4
877-741-0419
M-F 8AM - 7PM Central Time
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Idaho Bureau of Homeland Security
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Once a project is created the subgrantee must populate the projects with a budget. Moving to the desired project
the subgrantee will see a section titled Project Expenditures. Clicking the link [ add new expenditure/service ]

will take the user to the AEL selection list.

PROJECT EXPENDITURES

openires T oy | cx [ vl | |

No expenditures currently in list

[ 2dd new expenditure/service |

The AEL selection list is a duplication of the RKB Authorized Equipment list for equipment. The SPARS AEL
list includes AEL codes for Exercises, Training, Organization, Planning, and Management and Administration.

The default view displays all the categories. Access to the subcategories and sub-subcategories is accomplished
by clicking on the folder.

Search
ot
- @102
- 2[03
- @[04
3105
2o
2107
2108
Dlos
2l
@
o2
QN3
D14
2ls
- 2he
- @17
2018
- @aMe
- @120

Personal Protective Equipment

Explosive Device Mitigation and Remediation Equipment
CBRNE Operational and Search and Rescue Equipment
Information Technology

Cyber Security Enhancement Equipment
Interoperable Communications Equipment

Detection

Decontamination

Medical

Power

CBRNE Reference Materials

CBRME Incident Response Vehicles

Terrorism Incident Prevention Equipment

Physical Secunity Enhancement Equipment

Inspection and Screening Systems

Animal and Plants

CBRME Prevention and Response Watercraft

CBRNE Aviation Equipment

CBRME Logistical Support Equipment

Intervention Equipment

[ ()[21] Other Authorized Equipment
‘2 [110] Exercises

‘2 [120] Training

i~ (2D [130] Organization

(- () [140] Planning

Plesse select an item from the left frame.

Technical Support

877-741-0419

M-F 8AM - 7PM Central Time
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Once the desired item is located the information on the item will appear in the box to the right of the list. The
item may be selected by clicking the Select button. A verification box will display and clicking OK will confirm
that the item is to be used.

Search

- |_J[01] Personal Protective Equipment o
- | J[02] Explosive Device Mitigation and Remediation Equipment ‘3
- ) [03] CBRME Operational and Search and Rescue Equipment AEE Mumbee S ia0c D4 CONE il
- (2 [04] Information Technology AEL Title: Conferences to facilitate planning activities

- [ [05] Cyber Security Enhancement Equipment E;ﬁaa?::{::Ei:g[:;iﬁ?::e;e[r:]:f]m

- [ [06] Interoperable Communications Equipment AEL Category: Conference to facilitate planning activities

- [ [07] Detection Description: Conferences to facilitate planning activities
- | [08] Decontamination
- | J[09] Medical

- | J[10] Power

- | J[11] CBRNE Reference Materials MMRS @  NSGP @ Rcrce @
= | J[12] CBRNE Incident Response Vehicles sHsP @ uast @

- J[13] Terrorism Incident Prevention Equipment

- | J[14] Physical Security Enhancement Equipment
- [ [15] Inspection and Screening Systems

- | [16] Animal and Plants

- |_)[17] CBRME Prevention and Response Watercraft “‘is AEL itam

'—' [18] CBRNE Aviation Equipment and return to previous screen

- | J[19] CBRNE Logistical Support Equipment

- | J[20] Intervention Equipment

- | J[21] Other Authorized Equipment - ~

-~ [110] Exercises Message from webpage ﬁ

- | J[120] Training

- | J[130] Organization

4-j[140] Planning i
I | [140CC] Establish, enhance, or evaluate Citizen Corps related volunteer programs b=

—J[140CP] Conference to facilitate planning activities

- ‘J[140CP-01] Conference to facilitate planning activities
[ /=] [140CP-D1-CONF] Conferences to facilitate planning activities [ oK ] ’

- | J[140DA] Develop or conduct assessments

=l Grant Availability

cce @ EmMpc @ 2 EocGP @

= Motes

Are you sure you want to select this AEL item?

Cancel

- | [140DI] Develop and implement homeland security support programs and adopt or
- | _J[140DP] Develop and enhance plans and protocols

- [ _J[140DR] Develop related terrorism prevention activities

- | J [140EQ] Ensuring EQC continuity of operations

- [ [140HF] Hinng of full- or part-time staff or contract/consultants to assist with planning activ
- [ [140MP] Materials required to conduct planning activities

-~ [ [1400P] Other project areas with Prior approval from FEMA

- | J [1400T] Overtime and backfill costs (IAW operational Cost Guidance)

- |_J [140PE] Program Evaluations

- [ J [140P0O] Public education & outreach

- | J[1405C] Develop scenario plans that incorporate the range of prevention, protection, respor

Technical Support 6
877-741-0419
M-F 8AM - 7PM Central Time
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Once selected the detail page for the Expenditure Item will display. On this page the user will be expected to
enter the quantity for each item by discipline; the estimated unit cost (at this point cost is an estimate and can be
adjusted as the grant process is navigated); and any additional information can be entered to support each request.

GRANT APPLICATION
Gramt Appi  2013-3HSP Baniwck County Grant Apphcation
Grant Number: PREIZSHSTO03
Broject: Adrinister sod Manage the Stats Homelard Siacurty Dot

EXPFNDITURE ITEM
ALL catagary: (140.C8,08 CONP) Confarances th facktass planneng sctiitien

Tolal:  $250,000.00 $0.00
Meruired: So.o0
Dhalta: $o.o0

Themn Detall i epar. surete ane o oy, mede ansise Sracrpbas te S Socment planeed eeperar

" [msge melae e masuTeTure T2 T 22 Le Belesia]
[

Beseription:

EXPENDITURE NOTES

Subgrastes Notes: Attached Documents

T R TR——

ACTIONS

(] eve g o e s ot
[ Fetum ] cancsi changes.

Below is an example of a completed request.

GRANT APPLICATION
Grant App:  2013-SHSP Bannock County Grant Application
Grant Number: PRE13SHSPOOS
Project: Administer and Manage the State Homeland Security Grant

EXPENDITURE ITEM
AEL category: (140.CP.01.CONF) Conferences to facilitate planning activities

Expenditure: Conferences to facilitate planning activities
Conferenzes b= facilitat= planning activitiss

[ chequanmwes T ourotm | untcos | Towsicos |
[ [ & o msr | = [ wr | rw [ vec [ $70,000.00

2013-5HSP $250,000.00 $70,000.00 £180,000.00 $70,000.00

Total: $250,000.00 470,000.00
3 %$70,000.00
$0.00
Item Detail  ir irown. sussly and item mfg, madel and/ar Cescription 2 help document planned expense
Mig: | | Plaszs anter the manufacturar for this item (i.e. Matersls)
Model: |

| Piesse arter the manuracturer model number for this item (Le. XTS 2500)

Deseription: Pravide 2 bricf description far this it=m (i.c. P25 RADIO W/TRUNKING]

Char court: 0/255

EXPENDITURE NOTES

Subgrantee Notes: Attached Documents

Attach Document | Attach decuments to this sxpenditurs it=m.

ACTIONS

Save changes and return to the grant application.

e

Technical Support 7
877-741-0419
M-F 8AM - 7PM Central Time
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Below shows the progress on building a budget for a project

PRE-GRANT APPLICATION

[ vizw profject ]
Grant Number: PRE13SHSPO05 ( Bannock County) 2013-SHSP $1,000,000.00  $750,000.00 $250,000.00  $0.00
Application Title: 2013-SHSP Bannock County Grant Application

Project:

Administer and Manage the State Homeland Security Grant

PROJECT EXPENDITURES

200 n=w expengiturs/service ]

m-z:-—
{140.CP.01.CONF] Conferences to facilitste planning activities

%10,000.00 570,000.00 [ =dit ][ gel=t=]

Tota: | 7000000 |

SUBGRANTEE PROJECT DOCUMENTATION

Subgrantee Notes: Attached Documents

Attach Document  [Attsch documents to this project

Pre-Grant App Return to the Pre-Grant Application.

Return to the Grant Application Manager.

Continued progress on building a budget for an award.

PRE-GRANT APPLICATION

[ erint apelication ]

*» denotes reguired
These are the Pre-Grant Application instructions.
Grant Number: PRE13SHSPOOS
Subgrantee: Bannock County
Application Title: % |2013-SHSP Bannock County Grant Application
Point of Contact (L,F):» [Kent J: [clark |
E-mail: ¥ |kalel@test.com |
Phone: » |
Grant Award: 2013-SHSP $1,000,000.00 Allocated:  $70,100.00
App Status: Build [ view =xpengiturs list ]
PROJECTS [ 284 new profect |
—
Bridge Cameras $450,000.00 £100.00 [edit] [ delete]
Develop/ent i bl icati s $200,000.00 $0.00 [=dit] [ del=tz]
Administer and Manage the State Homeland Security Grant

$250,000.00 470,000.00 [=dit] [ delet=)
APPLICATION NOTES

g Grant Applicati Notes:

Attached Documents

Attach Document Attach documents to this grant application.

Add Note

ACTIONS

Save grant application changes

Submit this pre-application to SAA for review.

Send To SAA Send pre-application back to SAA for update. (This is only available to Sys Admin usars)

Cancel pre-application changes.

Technical Support 8
877-741-0419
M-F 8AM - 7PM Central Time
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The steps shown above are repeated until the entire amount for each project has been allocated to expenditure
items. At this point the Pre-Grant Application is sent to the SAA for review by clicking the “Submit” button.

PRE-GRANT APPLICATION

[ print apelication ]

» denotes required
These ars the Fre-Grant Application instructions.
Grant Number: PRE135HSPOOS
Subgrantee: Bannock County
Application Title: *» | 2013-5SHSP Bannock County Grant Application
Point of Contact (L,F):» [Kent | [clark |
E-mail: » [kalel@gtest.com |
Phone: » |
Grant Award: 2013-SHSP $1,000,000.00 Allocated: $1,000,000.00
App Status: Build [ view =xpenditurs list ]
PROJECTS [ 280 new profect |
project [ oroectvalue  Alocation | |
Bridge Cameras $450,000.00 $450,000.00 [ =it ] [ delste ]
Develop/enhance i ble ¢ ication: $300,000.00 $300,000.00 [ =it ] [ delstz ]
Administer and Manage the State Homeland Security Grant

$250,000.00 $250,000.00 [ =it ] [ delete ]

APPLICATION NOTES

g Grant Applicati Notes: Attached Documents

Attach Document  |Attsch documents to this grant application.

Add Note

Save grant application changes

Submit this pre-application to SAA for review.

Send To SAA Send pre-application back to SAA for update. (This is only available to Sys Admin usars)

-
A
-
=
[=]
4
7]

Cancel Cancel pre-application changes.

Technical Support
877-741-0419
M-F 8AM - 7PM Central Time
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The subgrantee homepage shows that the Pre-Grant Application is At SAA.

2013-SHSP Progress Report
Grant Amount: 51,000,000.00

O Uncommitted — $1,000,000.04
O Baview == $0.00

O Meeds POE -- 50,00

O An-Cerdear -- $0.00

O Inwaiced <= £0,00

B8 Carmplate — $3.00

O Changs Requestad -- £0.00

PENDING TASKS

T ———rl e L e

Expenditure List Items

_EM@

Reimbursement Reguests

Voucher Requests

GRANT APPLICATIONS
gl |GrantNumber| Award | Status [ |
2013-SHSP Bannock County Grant Application PRE13SHSPOOS £1,000,000.00 At SAA [ view]

The SAA now reviews the Pre-Grant Application and ultimately approves. Once the Pre or Grant Application has

been approved, the subgrantee will see the homepage updated to look like the following. NOTE: The user will be
notified that the GAN is in Progress.

2013-5SHSP Progress Report
Grant Amount: $1,000,000.00

O Uncommitted — $1,000,000.040
O Raview - $0.00

O Needs POE -- 50.00

O an-Order -- $0.00

O Inweiced = $0.00

B Camplete — £1.00

B Change Requested -- 20,00

PENDING TASKS

T suid [ ecteroc | Ononsr [amicomoes]

Expenditure List Items

_---

Reimbursement Requests

_---E-

Voucher Requests

GRANT APPLICATIONS

e | GrantNumber| Award | Switus | |
2013-SHSP Bannack Caunty Grant Application 135HSP0OS Gﬁ"ua':]'uﬂ]";f Approved [view ]
Technical Support 10

877-741-0419
M-F 8AM - 7PM Central Time
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Once the GAN is released, returned, verified and marked as complete the subgrantee home page will update
indicated funds are in Needs POE state. The Grant Application is noted as Approved.

2013-SHSP Progress Report
Grant Amount: $1,000,000.00

O Uncarmmitted — £0.00

O Reviaw -- $0.00

O Wesds POE — 51,000,.0040.00
0 On-Geder - $0.00

O 1nwoiced -- 0,00

O Camplete — $0.00

B change Requested - $0.00

PENDING TASKS

T ——————triel e Lok

Expenditure List Items

Reimbursement Reguests

_--_

Voucher Requests

GRANT APPLICATIONS
e |GntNumber| Award | Stats | |
2013-SHSP Bannock County Grant Application 13SHSPOOS  51,000,000.00 Approved [ view ]

Click on Expenditure List Items to view the list of approved AEL codes for the items the subgrantee has been
authorized to acquire.

SUBGRANTEE EXPENDITURE LIST [ Excel] [ PDF] [Fol Resort] [Froaress Repert]

Keywards: [ |[ search |

2013-SHSP Progress Report

Region: State of Idaho
Grant Amount: $1,000,000.00
Subgrantee: Bannock County
o — 4000
Project: [~ Filter by Project - ~ e e
Hem status: e
[ Group by Project Show Cancelled Ttems O Inwsiced - $0.00
B Complete — $0.00
Grant Number:  13SHSP0OS B Changs Requestad - 3,00
Grant Application: Approved [ yisw grant spoliction |
Grant Period: 0i-Feb-2014 to 30-Nov-2014
BANNOCK COUNTY EXPENDITURE LIST [ request new expenditure ]
. , Total Local Invoice  SAA Tnvoic
AEL Catagory Expenditure Status Qty Unit Cost c ol b 3
{140.CP.01.CONF) Conferences Conferences to facilitate planning activities MNeeds POE 7 £10,000.00 £70,000.00 ‘No Invoice NoInvoice [edit] o
to facilitate planning activities
{06.CP.02.BRDG) i iipme ging/ i Meeds POE 10 $30,000.00 $300,000.00 NoInvoice  NolInwoice [ zdit] o
Bridging/Patching/Gateway
(140.0T.01.0TBF) Overtime Overtime and backfill costs {IAW operational Cost Needs POE 1 $180,000.00 £180,000.00 No Invoice NoInvoice [edit]
and backfill costs (IAW Guidance) o
operational Cost Guidance)
(04.MD.01.¥CAM) Camera, Camera, Video Needs POE 100 £4,500.00 £450,000.00 ‘No Invoice NoInvoice [edit] o
ideo
List Total: ,000,000.00
LEGENDS
ocal Invoice  SAA Invoice =
State State e ption
Trem has been cancelled
No Invoice Mo Invoice | Item has not been invoiced
g reviewed by SAA
e 1/1/2007 1/1/2007 | Tem has been invoiced but not submicted to 54 for reimbursement
1/1/2007 1/1/2007 | Item has been invoiced and submitted to SAA for reimbursement
Change in itam detail is awaiting approval
1/1/2007 1/1/2007 | Item has been invoiced and verified by the SAA for reimbursement
Item is on order awaiting delivery
Ttem has had reimb, ent eted
Thsieet) T T e Rl el R Tt el AL
Credit Request A request for item credit is pending
Check Request | A request for item check return is pending ©  Ne Subgrantss Funds used for this it=m

Ttem has been reimbursed O Subgrantee Funds used for this item

Technical Support 11

877-741-0419
M-F 8AM - 7PM Central Time
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1.2. Expenditure Identification

1.3. Expenditure Processing and Inventory

Once a Grant Application is approved and the SRA is processed it is time for the subgrantee to start ordering
items and spending the grant money. SPARS can be used to track these tasks.

1.3.1. Entering POE
After the SRA is completed by the SAA the subgrantees expenditure list will show that all approved requests are

in Needs POE status. These items are ready for the subgrantee to enter purchase order information or other
information which indicates the items have been ordered.

SUBGRANTEE EXPENDITURE LIST [ Excel ] [ PDE] [Fol Report] [Progress Report]
Keywords: | | | Search |
Region: State of Idsho 2013-SHSP Pr:_}g ress Report
Grant Amount: $1,000,000.00
Subgrantee: Bannock County
3 - - O Uncammitted - $0_60
Project: | - Filter by Project - hd O Raviow — $0.00
Itam Status: [- Filter by Item Status - V| ;::e;i:;?ti_-;;-ln.:un.mo oo
[=] Group by Project M1 Show Cancelled Ttems O Invoiced -+ $0.00
B Camplete - £0.00
Grant Number: 13SHSPOOS B changs Requested - $6.00
Grant Application: Approved [ view grant apolication ]
Grant Period: 01-Fab-2014 to 30-Nov-2014
BANNOCK COUNTY EXPENDITURE LIST [ request new expenditure ]
AEL Category Expenditure Status ~ Qty  Unit Cost CI ""'“‘"s;'t':"i“’ SA“S‘ZT“
{140.CP.01.CONF) Conferences to facilitate planning activities Meeds POE 7 £10,000.00 £70,000.00 No Invoice No Invoice [ edit]
Conferences to facilitate Q
planning activities
{06.CP.02.BRDG) Equipment, Bridging/Patching/Gateway MNeeds POE 10 £30,000.00 £300,000.00 Mo Invoice No Invoice [ edit]
Eguipment, (=]
Bridging/Patching/Gateway
({140.0T.01.0TBF) Overtime and backfill costs (1AW NeedsPDE 1  $180,000.00 £180,000.00 Mo Invoice  NoInvoice [ edit]
Ovartime and backfill costs  operational Cost Guidance) o
{IAW operational Cost
Guidance)
{04.MD.01,WCAM)} Camera, Camera, Video MNeeds POE 100 %4,500.00 £450,000.00 No Invoice No Invoice [ edit] o
Videa
List Expense Total:
Grant Award: %1,000,000.00
List Uncommitted Funds: $0.00
* Subgrantee Funds Used: $0.00
Technical Support 12

877-741-0419
M-F 8AM - 7PM Central Time
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Clicking the words Needs POE will bring up the Proof of Encumbrance page. The first thing that should be
completed is the Description of the item being purchased. The subgrantee can also provide details on
Vendor/Manufacture, Part No/model, a URL to the product, Contact Name, Contact E-mail, Contact Phone and
any notes. The subgrantee can also attach a file with information about the item. Once complete the Save button
below “Supporting Files” should be clicked in order to save all the data which has been added.

PROOF OF ENCUMBRANCE

Subgrantee:
Grant Number:

POE kb

Bannock County
135HSPO0S

I POE16005-140606112326

POE Date:
Request Date:

06/06/2014

06/06/2014 09:20 AM CST

POE ITEM(s)
| Bpendituwee ____ leategoy | oy |  Un#Cost |  Tol ||
D C es to facilitate ing activities

Please enter the details for the current item. (¥ denotes required)

Description:
Vendor/Mfg:
Part #/Model:

URL of product:
Contact Name:

Contact E-mail:
Contact Phone:

Notes:
Supporting Files:

33 = brief title or description of this item {=.g. P25 Radio
wif Trunking)

the vendor or manufacturer for this item (e.g.
Motorola)

the part number or manufacturer model number for
this item {e.g. XTS 2500)

the URL of the product documentation

the name of the contact (if different than the
requestar]

the e-mail address of the contact {if different than the
requestor]

the phone number of the contact (if different than the
requestar)

any special notes shout the request

any supporting documents to attach to the request

Save tem dotai

OTHER ITEMS

(140.CP.01.CONF) Conferences to facilitate [ 7 1]
planning activities

s10,000.00| [ s70,000.00 |

Description: »» |

{255 max
characters)

Vendor/Mfg:
Part #/Model:
URL of product:
Contact Name:
Contact E-mail:
Contact Phone:
Notes:

Supporting Files:

==

Attach File...

Shipping/Handling: | s0.00] | 50.00_|

Taxes/Fees: | sa.00] [ $0.00 |

POE Total: $70,000.00

[ependitire __________________________________ |oy]| co= | |
Ovartime 2nd backfill costs (1AW operational Cost Guidance)

ACTIONS

1 $180,000.00 [addto POE]

Technical Support
877-741-0419

M-F 8AM - 7PM Central Time
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Once the item details have been saved the actual POE information can be entered on the screen, as displayed
below.

Notice that there is a Caution message concerning quantity. This has been done for illustration reasons. A
subgrantee does not need to provide a POE for the entire quantity for which they were approved. They can enter a
POE for less than the approved quantity. When this is done the system provides two choices: 1) submit a change
request which requires the SAA to review and approve or 2) Process the POE and hold the balance in Needs POE
status. In the example below, the POE for one item will be processed while holding the remaining balance.

PROOF OF ENCUMBRANCE

Subgrantee: Bannock County
Grant Number: 13SHSPOOS

POE Number: » ‘POE15005—140606113023

Project: Administer and Manage the State Homeland Security Grant

Vendor/Payee: 3 [Paul Revers |

Address: [

City, St, Zip: \ 5 \

Phone: I ]
POE ITEM(s)
__-E-m—l
D Canference Masters - First Conference (140.CP.01.CONF) Conferences to | | | £10,000.00 ‘ [ s10.000.00 ]

facilitate planning activitiss
Quantity: Total Quantity must equal Discipline Quantities
Please update the discipline quantties to match the totsl quansity entared,
Quantity mange Options: . .
= I you entered less than the requested quantity, you can choaose to execute the change request process or set the remaining quantity on hold through the use of
multiple PO/Tnuoices.

* If you entered an amount greater than the requested guantity, you can only choose to execute a change request.
(@) Quantity has decressed, Please process 25 = change request to change the quantity from 7 to 1,

Reason for change reques: ‘

(7) Process the current gty ameunt, saving the remaining quantity of & for a future PO/Invaice.
Discipline Quantities [ _OtyTotal ]| __ UnitCost ]
A A [ 7000000

[ cramt | _dowl [ allocated | __Available ]
2013-SHSP $ 250,000.00 $250,000.00 $0.00 $70,000.00
Subgrantee Funds = - B [ auto adjust ]

Required:  $70,000.00
Delta: $0.00
/Handli [ s0.00 ] | £0.00 |
Taxes/Fees: [ 50.00 | | 50.00 |
POE NOTES
POE Notes: Attached Documents
| | Attach Document ‘ ‘Attal:h documents to this POE |
OTHER ITEMS
[ewendityee ______________________________________________________________________________________Jon] Co= | |
Overtime and backdill costs (1AW operational Cost Guidance) 1 $180,000.00 [ add to POE ]
ACTIONS
e 20% chanaes o s
Technical Support 14
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Returning to the Expenditure List notice that one of the conference items is in On-Order status and the other 6 are

in Needs POE.
SUBGRANTEE EXPENDITURE LIST [ Excel ] [ PDE ] [Fal Report] [Progress Resort]
Keywords: [ | | Search |
iabisng Stabe of Idzho 2013-SHSP Progress Report
Grant Amount: $1,000,000.00
Subgrantee: Bannock County
Project: [= Filter by Projact - ~ ksl
Item Status: [~ Filter by Ttem Status - v| - Z:“;‘,L?E;:ﬂﬂ“n"n““
] Group by Broject Show Cancelled Trems O Inweiced — $0.00
B Canplate — $1.00
Grant Number: 13SHSPOOS O Changs Requestad - $0.00
Grant Application: Approved [ view grant application ]
Grant Period: 01-Feb-2014 to 30-Nov-2014
BANNOCK COUNTY EXPENDITURE LIST [ request new expenditure ]
2 Total Local Invoice  SAA Invoice
AEL Category Expenditure Status Qty Unit Cost Coet State State
{06.CP.02.BRDG) Equi i Bridging/Patching/¢ Needs POE 10 £320,000.00 $300,000.00  MNolnwoice MNolnwoice [szdt] o
Bridging/Patching/Gateway
(140.0T.01.0TBF) Overtime and Overtime and backfill costs (1AW of jonal Cost Needs POE 1 £180,000.00 £1B80,000.00 Mo Invoice Mo Invoice [ adit]
backfill costs (IAW operational Cost  Guidance) @
Guidanes)
(04.MD.01.VCAM) Camera, Video  Camera, Video Needs POE 100 $4,500.00 $450,000.00  MolInvoice  MNolInvoice [sdi] @
{140.CP.01.CONF) Conferences to Conference Masters - First Conference Neads POE [ £10,000.00 560,000.00 Mo Invoice Mo Invoice [edit] o
facilitate planning activities

List Expense Total:

Grant Award: $1,000,000.00

List Uncommitted Funds: $0.00
# Subgrantee Funds Used: $0.00

In the next example, the first responder Overtime and backfill item will be processed. Follow the steps above
including adding a POE. Paul Revere shows as the vendor as he is the only vendor which has been entered. Click
on the drop down to see that there is a choice of Paul or a [ new vendor ]. Select [ new vendor ].

PROOF OF ENCUMBRANCE

bg : B k County
Grant Number: 135HSP0O0S
POE ber: ¥ |POE16005-140505113GD7
POE Date: » 2014 ¥
Project: Administer and Manage the State Homeland Security Grant
Vendor/Payee: )
[ e}
Address: Paul Revers
City, St, Zip: L[ ] |
Phone:
Technical Support 15
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Selecting new vendor will display fields allowing the user to add vendor information. Save the POE.

PROOF OF ENCUMBRANCE

bg : B k County

Grant Number: 13SHSPOOS

POE ber: | POE16005-140606113607

Project: Administar and Manage the State Homeland Security Grant

Vendor/Payee: |[new wendor] Vl |Nikk’\ Sixx |

Address: |1 Motley Crue Way ‘

City, St, Zip: | [

Phone: [ |

~ POE ITEM(s)

| lewenditwre _______________________________ _Jeategon | Oy | UnitGost | Towl ||

T_}; First Responder Overtime {140.0T.01.0TBF) Overtime and backfill costs | 1 | | £180,000.00 | [ s1so.000.00 |
{IAW operational Cost Guidance)

v ing/Handling: | 50.00 | || $0.00 |
v Taxes/Fees: | $0.00 | | 50,00 |

POE Total: $180,000.00

The subgrantee homepage now shows that $190,000.00 is in Needs POE status.

2013-SHSP Progress Report
Grant Amount: $1,000,000.00

O Uncarmmitted — $0.00

O Aswviow — $0.00

O MNeeds POE -- $E10,000.00
O On-Grder — $190 0400.00
O Invedced -- $0.00

O Camgjilere — £0.00

B cChange Requested == 0,00

PENDING TASKS

T —————————lnh Lo o

Expenditure List Items

_——

Reimbursement Requests

Voucher Requests

GRANT APPLICATIONS
mde | GantNumber| Award | Sths |
2013-SHSP Bannock County Grant Application 13SHSPOOS  51,000,000.00 Approved [ view ]
Technical Support 16
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A quick visit to the SAA homepage shows the same information.

2013-SHSP Progress Report

Grant Amount: $100,000,000.00
O Uncammitted = %1,000,000,00
O Rsview — $0.00
O Nepds FOE -- 810,000,400
O Om-Oder - $190,000.00
O Invoized - S0.00
B Carmplete — $0.00
B Changs Requested — 50000
B Unaliocated -- $58,000,000.00
B Pending GAMS <= 40,00

PENDING TASKS

Subgrantee Expenditure Requests 0
Expenditure Item Change Requests 0
Grant Applications 1 0 2
Project Change Requests 0 o
Reimbursement Reguests 0 i]

_--

Voucher Requests

Grant Adjustment Notices

User accounts

Once POE’s have been completed for all items, sit back and wait for deliver and invoicing.

Technical Support 17
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1.3.2. Invoicing

Invoicing is a simple matter of clicking on the Needs Invoice link. Once this is done the invoice page will be
displayed. Many things can happen on the invoice page.

SUBGRANTEE EXPENDITURE LIST [ Esccel ] [ POF ] [Fol Report] [Progress Report]
Keywords: | | | Search |
Region: Stabe of Tdahio 2013-SHSP Progress Report
Grant Amount: $1,000,000.00
Subgrantee: Bannock County
¥ - - O Unzammitted - $0.00
Project: | - Filter by Project - ha O Agvigw — $0.00
Item Status: [- Filter by Item Status - - ;g:e{u;dr;orE_--sﬂs_ln.gun,wn oo
[ Grou project [ Show Cancelled Ttems D Invoiced -- $0.00
P i
B Carnplete — $0.00

Grant Number: 13SHS5P00S B Changs Requestad - $0.00

Grant Application: Approved [ view grant apolicstion ]

Grant Period: 01-Fab-2014 to 30-Nowv-2014

BANNOCK COUNTY EXPENDITURE LIST [ request new expenditure ]
o = Tokal Local Invoice  SAA Invoice
AEL Category Expenditure Status Oty Unit Cost Cost State State

{140.CP.01.CONF) Conferences to facilitate planning activities MNeeds POE 7 £10,000.00 £70,000.00 Mo Invoice No Invoice [ edit ]
Conferences to facilitate (]
planning activities

{06.CP.02.ERDG) Equipment, Bridging/Patching/Gateway Needs POE 10 $30,000.00 £300,000.00 Mo Invoice Mo Invoice [ edit]
Eguipment, =]
Bridging/Patching/Gateway

{140.0T.01.0TBF) Ovartime and backfill costs (IAW MeedsPOE 1 $180,000.00 £180,000.00  NolInvoice  No Invoice [ edit]
Overtime and backfill costs  operational Cost Guidance] o
{IAW operational Cost
‘Guidance)

(04.MD.01,VCAM) Camera, Camera, Video Meeds POE 100 £4,500.00 $450,000.00 Nolnvoice  Nolnveice [sdt] g
Video

List Expense Total: 4$1,000,000.00

Grant Award: 41,000,000.00
List Uncommitted Funds: $0.00
* Subgrantee Funds Used: $0.00

The Invoice number and the invoice date should be entered as these are required fields.

The NIMS Reporting Metrics must be entered and is required on all AEL codes 1 —21. These are the equipment
AEL codes. Some items do not fit the NIMS profile even though they fall in the equipment category. NIMS still
must be completed for these items.

Technical Support 18
877-741-0419
M-F 8AM - 7PM Central Time



Idaho Bureau of Homeland Security
Grant Management System

The actual invoice can be scanned and attached to this page but this is not required.

INVOICE ¥ denotes reguired
Subgrantee: Bannock County

Grant Number: 135HSPOOS

POE: POE16005-140606114346

Invoice Number: 3 |

Invoice Date: 3 @

Vendor: Gutzon Borglum
Project: Develop/enhance interoperable communications systems
INSTRUCTIONS

1. Delete all items that do not belong with the inveoice you are submitting. This step must be completed first.
2. Adjust the cost of any item that requires cost adjustment.
3. Add any shipping 2nd Handling or Taxes and Fees.

INVOICE ITEMS

[ Towendtre ————lcategoy | Oy | UmtCost | Towl | |
Gutzon Borglum (06.CP.02.BRDG) Equipment, | 10 | | $30,000_00| [ s300,000.00 | [serials]
Bridging/Patching/Gateway

NIMS Reporting Metrics

NIMS Typed Discipline Supported: 3 | v|
NIMS Typed Resource Supported: 2 |-- Salect a NIMS Typed Discipline -- Vl
NIMS Type Number: ¥» | Vl

Additional comments:

Shipping/Handling: [ s0.00 | | $0.00 |

Taxes/Fees: | s0.00| | s0.00 |

Invoice Total: $3200,000.00

INVOICE NOTES

Invoice Notes: Attached Documents

| | Attach Document | |N:tach documents to this Invoice |

No Documents Currently Atfached to This Invoice

ACTIONS
| Reimbursement | Save Invoice changes and place in queue for reimbursement,
| Cancel | Cancel any changes.
Technical Support 19
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In most instances the invoice will be for all items entered into the POE. This, however, does not need to be the
case. In this example we will assume that only one item has shipped so we change the quantity to 1. Doing this
presents us with an option, decrease the actual number of items or invoice for the one and keep the other nine for a
later date.

INVOICE ITEMS

__‘_-E!E-mﬂ-_

I:l Gutzon Borglum (06.CP.02.BRDG) Equipment, | | |
Bridging/Patching/Gateway

Quantity: Total Quantity must equal Discipline Quantities

Flease update the discipline guantities to match the total guantity entered

Quantity Change Options:

sao,000.00| [ $3o0o0.00 | [serials]

» If you entered less than the requested quantity, you can choose to execute the change request process or set the remaining quantity on hold through the
use of multiple PO/Inveices,
» If you entered an amount greater than the requested quantity, you can only choose to execute a change request.
(®) Quantity has decreased. Please process =s 2 changs request to change the guantity from 10to 1
Reason for change request:

(O) Process the current gty amount, saving the remaining quantity of 9 for 2 future PO/Invaice

mmmm.:lilm% 10 £200,000.00
| HC | EMA | PH | | o8|

L Gramt______________ [ Total | Allocated | _Available | Assigned |
2013-SHSP

5 300,000.00 5300,000.00 %£0.00 $300,000.00
~ _ $0.00 [ auto adjust ]

Subgrantee Funds

Required: $300,000.00
Dalta: $0.00
NIMS Reporting Metrics
NIMS Typed Discipline Suppaorted: 3 e
NIMS Typed Resource Supported: 32 |—— Selact 2 NIMS Typed Discipline - v|
NIMS Type Number; » | v|
Additional comments:
Shipping,/Handling: [ s0.00| | s0.00 |
Taxes/Fees: [ s0.00| | s0.00 |

Invoice Total: $30,000.00
INVOICE NOTES

Invoice Notes: Attached Doc

| | Attach Document | |Attach documents to this Invoice |

No Dacuments Currently Attached to This Inveice

ACTIONS

| Reimbursement

| Sawve Invoice changes and place in queus for reimbursement

| Cancel | Cancel any changes.

Technical Support 20
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For this example the invoice will be done for the 1 item and keep the other 9 for a future invoice. The quantity
and total price must be adjusted in order to do this.

The invoice also contains a $100.00 charge for shipping and that is entered under the shipping detail.
Shipping/Handling amounts can either be paid with grant funds or Subgrantee Funds (Local Money). This choice

is left to the subgrantee.

INVOICE ITEMS

--m-__
| [ sz0,000.00| [ s20.000.00 | [serials]

Gutzon Borglum {06.CP.02.BRDG) Equipment, |
Sridging/Patching/Gataway

Quantity Change Options:
= If you entered less than the requested quantity, you can choose to execute the change request process or set the remaining guantity on hold through the

use of multiple PO/Invoices,
= If you entered an amount greater than the requested quantity, you can only choose to execute a change request.

(C) Quantity has decreased. Please process as a change request to change the guantity from 10 to 1.

Reason for change reguest:

'@) Process the current gty amount, saving the remaining quantity of 9 for 2 future PO/Invoice,
Discipline Quantities Qty Total Unit Cost Total Cost

| Ac | 1E [EMSNFE[EMSF| F5 | uZz | 1 ZrEE 30,000.00
IIIIIIIIIIIIIIIIIIIIIIII *

IIIIIIIIIIIIIIIIIIIII

ot | ol | Alocated | Avaisble | Awigned |
£270,000.00 £30,000.00

2013-SHSP $ 200,000.00 $30,000.00
Subgrantee Funds = = = %0.00 [ sutini aject ]
Required: $30,000.00
Delta: $0.00
NIMS Reporting Metrics
NIMS Typed Discipline Supported:  |Incident Management ~
NIMS Typed Resource Supported: 3 |Cummur|'|catian5 Suppeort Team (CAP) Vl
NIMS Type Number: » | I Vl
Additional comments:
hipping/Handli [ $100.00 | | $100.00

(]

Delta: Assigned funding is too low Plezse adjust the amount of money assigned to each grant source so that the totzl amount

from all funding sources equals the item total,
[ UnitCost | Total Cost
$100.00 $100.00

|___Grant [ Total | _Allocated Available | Assigned ]
2013-SHSP 4 300,000.00 $30,000.00 $270,000.00 50.00

Subgrantee Funds - = - [ auto adjust ]

Required: $100.00
Delta: $100.00
Taxes/Fees: [ so.00 | | $0.00 |

Invoice Total: $30,100.00

INVOICE NOTES

Invoice Notes:

Attached Documents

| | Attach Document | | Attach documents to this Invoice

No Documents Currently Attached to This Invaice

ACTIONS

Save Invoice changes and place in queus for reimbursement.
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This subgrantee has chosen to pay for the shipping out of local funds. Below is an alert to the subgrantee that they
have chosen to use some local funds for shipping and will not be reimbursed. This selection cannot be undone
once the voucher is paid.

INVOICE ITEMS

-m——
Gutzon Borglum (06.CP.02.BRDG) Equipment, | | | $30,000.00 | [ sz0.000.00 | [serials]

Bridging/Patching/Gateway

Quantity Change Options:

» If you entered less than the requested quantity, you can choose to execute the change request process or set the remaining quantity on hold through the
use of multiple PO/Invoices.

» If you entered an amount greater than the requested quantity, you can only choose to execute a change request,

uantity has decreased. Please process as = changs request to change the guantity from 10 to 1.
O Quantity ° ge req g e

Reason for change request:

'@) Process the current gty amount, saving the remaining quantity of 9 for 2 futurs PO/Invaice,

DucplmcQuanbbes | OQtyTewl |  UmtCost |  TeiCest |
EMS5-|

m“—mmmmm o $20,000.00

e e

2013-SHSP % 300,000.00 $30,000.00 $270,000.00

Subgrantee Funds = = = Foaites vyt ]

Required: $30,000.00
Delta: $0.00

MNIMS Reporting Metrics
NIMS Typed Discipline Supported: ¥ |Incident Management ~

NIMS Typed Resource Supported: 32 |Cnmmur|'|catians Support Team (CAR) v|
NIMS Type Number: » [1 v|
Additional comments:

Shipping/Handling: [ s100.00 | | £100.00
+ These funds are the responsibility of the Subgrantes and are NOT reimbursable by the state,

| UnitCost | TotalCost |
$100.00 $100.00

[ Grant | Total ] _Allocated Available [ Assigned ]
2013-SHEP £ 200,000.00 £30,000.00 £270,000.00 50.00

Subgrantes Funds - - - s100.00 ||[2ute adiust ]
Required: $100.00
Delta: £0.00
Taxes/Fees: | s0.00| | s0.00 |

Invoice Total: $30,100.00

INVOICE NOTES

Invoice Motes: Attached Documents

| | Attach Document | | Artach documents ta this Invoice |

MNo Documents Currently Attached to This Invoice

ACTIONS
| Reimbursement | Save Invoice changes and place in queus for reimbursement,
| Cancel | Cancel any changes.
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877-741-0419
M-F 8AM - 7PM Central Time



Idaho Bureau of Homeland Security
Grant Management System

The reimbursement button is clicked and the following popup displays. SPARS requires serial numbers and

inventory information on all items with a cost greater than $5000.00.

Message from webpage

A equal to $5,000.00

You must enter serial numbers for all items with costs greater than or

Serial number and inventory information is entered by clicking on the [ serials ] link next to the item. Doing this

will present the following page.

INVOICE
Invoice Item: Equipment, Bridging/Patching/Gateway

LOCATIONS

Location: |[nenI lecation] vl

Address: » | |

City/State/Zip: > | . 10+ |

Save Location | Saves the location data enterad above.

SERIAL NUMBERS

Serial Number: » | |

Existing Locations: 7 | v|

ACTIONS

| Save | Save sarial number data and return to the Invoice page.

| Return | Exit this page without saving and return to the Invoice page.

#? denotes required

Technical Support
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Once the user completes this information, including the serial number, which is not shown, click ”Save”. If the
quantity is greater than one this process must be done for each item.

INVOICE
Invoice Item: Equipment, Bridging/Patching/Gateway

LOCATIONS
Location: |Idaho Bureau of Homeland Security Vl
Address: % 4040 Guard st., Bldg. 600 |
City/State/Zip: » |Boise | [10_~][837os
Save Location | Saves the location data entered above.
SERIAL NUMBERS
Serial Number: ) | |
i Existing Locations: |Il:iai1u Bureau of Homeland Security Vl
ACTIONS
| Save | Save serial number data and return to the Invoice page.
| Return | Exit this page without saving and return to the Invoice page.

Clicking on Save brings up the verify popup.

Message from webpage

Save this invoice and place in reimbursement queue?

#} denctes reguired

Technical Support
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The subgrantee equipment list will now show that the item is in Invoiced status and that an entry has been created
for the remaining nine items.

SUBGRANTEE EXPENDITURE LIST [ Excel ] [ POF] [Fol Report] [Progress Report]
Keywords: [ |[ search |
2013-SHSP Progress Report
Region: State of Idaho Grant Amount: 5£1,000,000.00
Simint Bannock County Subarantss Funds: $100.00
Project: - Filter by Project - ~ O Uncammitted - $0.00
i | by Pros O Aeview == 4000

Item Status: [~ Filter by It=m Status - ~ B Mesds POE - §510,000.00

E On-Ordar — $450,000.00

[ Growp by Project ] Show Cancelled Ttems O Inusiced - £30,000,00

B Complete — $0.00
Grant Number: 13SHSPOOS B Change Requested - 50,00
Grant ication: App [ view grant lication |

Grant Period: 01-Feb-2014 to 30-Nov-2014

BANNOCK COUNTY EXPENDITURE LIST [ request new expendinre]

: Local Invoice  SAA Invoice
AFL Category Expenditure e it

(06.CP.02.BRDG) Gutzon Borglum Invoiced 1 $30,000.00 £30,000.00 06/06/2014 06/06/2014 [ edi]
Equipmant, @
Bridging/Patching/Gateway
Shipping/Handling  (INV 1234 50.00 o
* £100.00
Grant Award:  $1,000,000.00
List Uncommitted Funds: $0.00
* Subgrantee Funds Used: $100.00

The Subgrantee home page will now display the following:

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subarantes Funds: $100.00

O Uncammitted - $0.00

O Raview - $4.00

O Weeds POE — $514,000.00
B On-Ordar - $3&0,00.00
O Tnwaiced =« $30,000,00

O Camplete — 000

B Changs Requested - $0.00

 PENDING TASKS

Expenditure List Items

_mmm

Reimbursement Requests

Voucher Requests

GRANT APPLICATIONS

Title | Grant Number | Award | Status | |

2013-5H5P Bannock County Grant Application 135HSPOOS  51,000,000.00 Approved [ view ]
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The SAA homepage now shows that $30,000.00 is now in Invoiced status.

2013-SHSP Progress Report

Grant Amount: $100,000,000.00
Subgrantes Funds: £100.00
O uncammiltted = $1,000,000,00
O R=view — $0.00
O nirsds POE == §510,000,400
O On-Order -- $460,000.00
0O Invgiced - £30,000.00
B Complete - $0.00
B Changs Reguest=d -- $0.00
B unallacated - $&8,000,000.00
B Pending GAMNS -- 50,04

PENDING TASKS

Subgrantee Expenditure Requests o
Expenditure Item Change Requests o
Grant Applications | o 2
Project Change Requests o o]
Reimbursement Requests 1]

_--IEI

Voucher Requests

Grant Adjustment Motices

_m--

User accounts

SPARS allows for items to be budgeted over the life of the grant and drawn down at varying amounts and times
over the life of the grant. This is called Multiple Invoicing and the process is outlined below.

If it has been determined that an item can use Multiple Invoices, the user is asked if they want to invoice all the
item or exercise the multiple invoice option once they click on Needs POE.

INVOICE ITEM

Subgrantee: Bannock County

Grant Number: 135HSPOOS

POE: POE16005-140606112607

Vendor: Mikki Sixx

Project: Administer and Manage the State Homeland Security Grant
First Responder Overtime (140.07.01.0T8F) [ 1 | [ s1e0.000.00] [ s180,000.00 |
Muitiple Invoice Allowed Overtime and backfill

costs (IAW operational
Cost Guidance)

Attached Documents:
none

ACTIONS

T sltigahes it jroccoss mall crtrls a e o For i oo you Gty have mmd leave the balare of -t e iy Neoods
Invoice state for future inveicing.

Completing the item will treat the item as if multiple invoices are not allowed.

Would you like to process this item using multiple invoices?

O Process Multiple Invoices O Complete item with a single invoice

Save & Continue >> | Save and process as selected above.
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INVOICE ITEM

Subgrantee: Bannock County
Grant Number: 135H5P005
POE: POE16005-1406061132607
Vendor: Nikki Sixx
Project: Administer and Manage the State Homeland Security Grant
[lependiture———————— Cabegoy | 0t | UmtCost | Towl |
First Responder Overtime (140.07.01.0TBF) | 1 | | £180,000.00 | [ s180.000.00 |
Muftiple Invoice Allowed Overtime and backfill
costs (IAW operational
Cost Guidance)

Attached Documents:

nane

ACTIONS

The multiple invoice process will create a new item for the invoice you currently have and leave the balance of this item in Needs
Invoice state for future invoicing.

Completing the item will treat the item as if multiple invoices are not allowed.

Would you like to process this item using multiple invoices?

@ Process Multiple Invoices ':D Complete item with a single invoica

Save & Continue >> | Save and process as selected above.

Choosing the Multiple Invoice option will present the following.

MULTIPLE INVOICE - STEP ONE

Subgrantee: Bannock County

Grant Number: 135HSPO0S

POE: POE16005-140606113607

Vendor: Mikki Sixx

Project: Administer and Manage the State Homeland Security Grant
INSTRUCTIONS

Enter the amount of the invoice you are currently processing and balance the grant distribution.

Enter the reason for the multiple invaica,

INVOICE ITEM #» denotes required
| [Expenditore __________________[Category [ Oy | UnitCost | Total |
First Responder Overtime (140.0T.01.0TBF) | 1 | | $180,000.00 | | £180,000.00 |
Muftiple Invaice Allowed Overtime and backfill costs
{IAW operational Cost
Guidance)

Reason for Multiple Invoice »7

ACTIONS

| Save & Continue >> | Sawve the modifications above and continue the processing of the Multiple Invaice.

| Cancel | Cancel any changes.

Technical Support 27
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The first step is to adjust the amount being invoiced. This must be done at both the item level and the discipline
level.

MULTIPLE INVOICE - STEP ONE

Subgrantee: Bannock County

Grant Number:  135HSPO0S

POE: POE16005-140606113607

Vendor: Nikki Sioc

Project: Administer and Manage the State Homeland Security Grant
INSTRUCTIONS

Enter the amount of the invoice you are currently processing and balance the grant distribution.

Enter the reason for the multiple invaice.

INVOICE ITEM % denotes requ

[ oo Joategoy oy | UeCost | ol |
First Responder  (140.0T.01.0TBF) Overtime and backfill costs | 1 ‘ | $25,000.00 ‘ [_s=s.000.00 |
Overtime (1AW operational Cost Guidance)

Multiple Tnvoice
Allowed

Delta: Assigned funding is too high! Please adjust the amount of money assigned to each grant so that the total amount from all funding seurces
equals the item total,

(@ Process the request as 3 Multiple Invoice.

$25,000.00 $25,000.00

[ Grant [ ol | Allocated | __Available | Assigned |
2013-SHSP $ 250,000.00 $250.000.00 $0.00 $180,000.00
Subgrantee Funds - = - [ auto adjust ]

Required: $25,000.00
Delta: -5155,000.00

Reason for Multiple Invoice *°

ACTIONS

Save & Continue >> Save the modifications above and continue the processing of the Multiple Invoice.

The next step is to enter the reason for the Multiple Invoice.

MULTIPLE INVOICE - STEP ONE

Subgrantee: Bannock County

Grant Number:  13SHSPO0S

POE: POE16005-140606113507

Vendor: Wikki Sizx

Project: Administer and Manage the Stste Homeland Security Grant
INSTRUCTIONS

Enter the amount of the invoice you ars currently processing and balance the grant distribution.

Enter the reason for the multiple invoice,

INVOICE ITEM % danotss raqui
| lespenditure __JCategory | oty | _ UnitCost | Total |

First Responder  (140.0T.01.0TBF) Overtime and backfil costs (1AW |
Ovartime operational Cost Guidance)

Muitiple Invoice
Allovred

| [ s2s.o00.00 | [s25.000.00 |

(@) Process the request as a Multiple Invoice.

[o | fasone.s0
| ca | cvm | np | mis |

L Gam [ Jotal ]| Allocated | __Available | Assigned ]
2013-SHSP £ 250,000.00 $95,000.00 %155,000.00 £25,000.00
Subgrantee Funds - - - £0.00 [ auto adjust

Required: $25,000.00
Delta: $0.00

Reason for Multiple Invoice > [0yertime guarding Montpelier Bank from Hale in the Wall gang.]

ACTIONS
Save & Continue >> | Save the modifications above and continue the processing of the Multiple Invoice.

Technical Support 28
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Clicking “Save and Continue” presents a verification popup.

Message from webpage g

=% Continuing this process will split the original item into two items to
W' allow the processing of Multiple Invoices.

Below is a view of the item after processing a multiple invoice.

MULTIPLE INVOICE - FINAL STEP % denotes required
Subgrantee: Bannock County

Grant Number: 13SHSPOOS

POE: POE16005-140606113607

Invoice Number: > |

Invoice Date: > [ ~m
Vendor: Nikki Sixx
Project: Administer and Manage the State Homeland Security Grant

MULTIPLE INVOICE REASON
QOver time guarding Montpelier Bank from Hale in the Wall gang.

INSTRUCTIONS

1. Delete all items that do not belong with the inveice you are submitting. This step must be completed firsz.
2. Adjust the cost of any item that requires cost adjustment.
3. Add any shipping and Handling or Taxes and Fees,

INVOICE ITEMS

‘_-ILFI-E——I
First Responder Overtime (140.0T.01.0TBF) Overtime and | | | £25,000.00 | [ $25.000.00 |

backfill costs (IAW operational
Cost Guidance)

Shipping/Handling: [ s0.00 | | 50.00 |

Taxes/Fees: | s0.00 | | s0.00 |

Invoice Total: $25,000.00

INVOICE NOTES
Invoice Notes: Attached Documents

| | Attach Document | | Attach decuments to this Invoice |

No Documents Currently Attached to This Invoice

ACTIONS

Save Invoice changes and place in queus for reimbursement.

OTHER ITEMS
Cenierenees to facilitate planning activities £ 10,000.00 [ add to invaice ]
Overtime and backfill costs (1AW operational Cost Guidance) 1 % 155,000.00 [ add to invoice ]

Technical Support
877-741-0419
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The subgrantee homepage shows an increase in the invoiced amount.

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subarantes Funds: $100.00

0O Uncammitted - $0.00

O Agviaw == $0.00

O Mesds POE -- £510,000.00
O On-Crdar -- 435 000.00
O Inwsiced == $55,000,00

O Camplete - $0.00

O Changs Requested -- $0,00

PENDING TASKS

e ———— o L

Expenditure List Items

_mmm

Reimbursement Requests

Voucher Requests

GRANT APPLICATIONS
e __________________________|GrantNumber]| Award [ States | |

2013-SHSP Bannock County Grant Application 135HSPOOS  51,000,000.00 Approved [ view ]

1.3.3. Reimbursement

Reimbursement information can be accessed in a number of ways; by clicking on the red number in the build
column in the row Reimbursement Request, clicking on the words Reimbursement Request, or by clicking on

Reimbursement Manager from the Admin Menu. Clicking one of these choices presents the Reimbursement
Manager.

REIMBURSEMENT MANAGER

Grant Number: | |

Region: State of Idaho
. T —
Grant: 2013-SHSP | status: M Build [ submitted [ verified [ vouchersd [ complete [ any

Additional Filters: [ | credt [ | Check

REIMBURSEMENTS
Displaying 1 - 1 of 1 records [ 20| 50| 100| 250] Al ]
[ GromiMumber  Statws | oubmt |  Verfied | Complele | fov.Amount | ReimbAwout | |

135HSPODS 2| Bui $55,000.00 $55,000,00 [edit][ oo

Status Description
= number of items in reimbursement
Bui reimbursement is being built

Sub all items in reimbursement have been submitted to SAA

Ver | all items in reimbursement have had their invoica verified

Vou [ all items in reimbursement have had a voucher creatad

Com | all items in reimbursamant have been paid

Cr items in reimbursement have credits

Ch itams in reimbursement had a check returned

Technical Support
877-741-0419
M-F 8AM - 7PM Central Time
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Click [ edit ] and the details of the requested reimbursement will display.

REIMBURSEMENT - 2013-SHSP (13SHSP0O05) - RR140000100

Subgrantee Remittance Address Contact Information

Organization:  Bannock County Name: Clark Kent

Street: Agency:

City/State/Zip: , City/State/Zip: .

Federal ID#: Phone:

E-mail: kalel@test.com Fax:

Fax:

GRANT STATUS

Projectm | Project | GrantAward | Review | OnOrder | Invoiced | Complete  Commited | Uncommitted |

1006 Administer and Manage the State Homeland Security Grant £250,000.00 50,00 S165,000.00 $25,000.00 50.00  $250,000.00 s0.00
1005 D e ions systems 5300,000.00 $0.00 5270.000.00  $20.000.00 50.00  $200.000.00 50.00

REIMBURSEMENT ITEMS

B e e e S gy rerr—y
1|

11005 Bui 1234 Gutzon Borglum $30,000.00 $30,000.00 [ print ]
2 1006  Bui 03876 First Responder Overtime 525,000.00 $25,000.00 [ arinc ]
Total Requeste $55,000.00 $55,000.00] |

ACTIONS

Submit all checked items on this reimbursement to the SAs  Attached Documents
for review. _m!:_ Attach d o this rei
ohim B e b ent biager

request.

Status Description
Den item has been denied verification
Bui | item is awaiting submittal to SAA
Sub | itam submitted to SAA for verification

Ver item invoice has been verified as correct

Vou | voucher submitted but nat yet paid

Com | item has besn paid

Att item has an attachment

Additional details of the specific item can be viewed by clicking on the down arrow.

REIMBURSEMENT - 2013-SHSP (13SHSP005) - RR140000100

Subgrantee Remittance Address Contact Information

Organization:  Bannock County Name: Clark Kent

Street: Agency:

City/State/Zip: . City/State/Zip: ,

Federal ID#: Phone:

E-mail: kalel@test.com Fax:

Fax:

GRANT STATUS

[ Project 0 | Poject | GrantAwand | Review | OnOrder | Invoiced | Complete | Commited | Uncommitied |
1006 Administer and Manage the State Homeland Security Grant $250,000.00 $0.00 $165,000.00 $25,000.00 5$0.00 $250,000.00 $0.00
1005 Develop/ = interopersble iications systems £300,000.00 $0.00 $270,000.00 $30,000.00 $0.00  $300,000.00 s0.00

REIMBURSEMENT ITEMS
B e e T S T =
1 1005 Bui 1234 Gutzon Borglum $30,000.00 530,000.00 [ print]
Category: (06.CP.02.8RDG) Equipment, Bridging/Patching/Gateway POE Number: POE16005-140606114846 POE Date: 06/06/2014
Vendor: Gutzon Barglum Invoice Number: 1234 Invoice Date: 06/05/2014
i £ 30,000.00 $30,000.00

L Cramt | _Total [ Allocated | Available ]| Assigned |
2013-SHSP $ 200,000.00 % 300,000.00 5 0.00 $ 20,000.00

Subgrantee Funds . t < £0.00

Required: § 20,000.00

Delta: = 0.00
Invoice Ttem Notes: Attached Documents:
none ame.
Invoice Notes:
none
1006 Bui 05876 First Responder Overtime $25,000.00 $25,000.00 [ print]

Total Requested: $55,000.00 $s5500000] |

Technical Support 31
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You are now presented with a confirmation page.

REIMBURSEMENT CONFIRMATION

Selecting the Confirm button will submit this I i reimk q t to the SAA for processing.
e e e =
13SHSPO0S 1234 Gutzon Borglum $30,000.00 [El'ln ]
2 135HSPO0S 09876 First Responder Overtime $25,000.00 [print]
Total Requested: $55,000.00
ACTIONS
Confirm that you wish to submit the above items for reimbursement.
Cancel and return to Reimbursemant Manager.
Technical Support 32
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Clicking the Confirm button on a reimbursement will bring up a popup containing the reimbursement packet.

Master Cover Sheet:

B k C Jun 08, 2014
SPAR‘% Local Pur?hgsr;?sﬁbmisgoun rtlig\?er Sheet e
HRC AT AT
RR140000100

FOR OFFICIAL USE ONLY

Subgrantee Remittance Address

Organization: Bannock County Name: Clark Kent
Street: Agency:
City/State/Zip: | City/State/Zip:
Federal ID#: Phone:
E-mail: kalel@test.com Fax:
Fax:
Item No. Grant Bar Code Invoice No. m

Gutzon Borglum

Lo AT
1101006
First Responder Overtime
Lo TR
1101018

Invoiced Amount: $55,000.00
Subgrantee Funds: 0.00

Reimbursement Amount: $55,000.00

Fax all documents to SAA at: 999-999-9999,

The following items must be submitted with your reimbursement request. IF LOCAL

D SPARS print out for each item.

D Copy of invoice for each item submitted. Invoices with multiple items should have the item submitted circled.

D Proof of payment or signed Economic hardship form.

I

I, _ _ certify that I have received the above services/expenditures and the
items are now on my subgrantee's inventory list.

Signature: Date:

FOR OFFICIAL USE ONLY

Technical Support 33
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M-F 8AM - 7PM Central Time



Idaho Bureau of Homeland Security
Grant Management System

Cover sheet for first item.

SPARSS

Clark Kent
Bannock County

’

kalel@test.com

Project:

POE Number:
POE Date:
Invoice Number:
Invoice Date:
Vendor:
Expenditure:
AEL category:

Distribution

Develop/enhance interoperable communications systems
POE16005-140606114846

06/06/2014

1234

06/05/2014

Gutzon Borglum

Gutzon Borglum

(06.CP.02.BRDG) Equipment, Bridging/Patching/Gateway

Unit Cost

PSC

Total Qty

$30,000.00

1101006

FOR OFFICIAL USE ONLY

Total Cost

$30,000.00

2013-SHSP
Subgrantee Funds
Total:

$ 30,000.00
$ 0.00

$ 30,000.00

FOR OFFICIAL USE ONLY

Technical Support
877-741-0419
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34



Idaho Bureau of Homeland Security

Grant Management System

Cover for second item followed by the cover for each additional item in the reimbursement.

SPARS==

Clark Kent
Bannock County

‘

kalel@test.com

Project:

POE Number:
POE Date:
Invoice Number:
Invoice Date:
Vendor:
Expenditure:
AEL category:

Distribution

1101018

FOR OFFICIAL USE ONLY

Administer and M. the State Homeland Security Grant
POELG005-140606113607

06/06/2014

09876

06/06/2014

Nikki Sixx

First Responder Overtime

(140.0T.01.0TBF) Overtime and backfill costs (IAW operational Cost Guidance)

PSC  Total Qty  Unit Cost Total Cost

$25,000.00

$25,000.00

2013-SHSP $ 25,000.00
Subgrantee Funds $ 0.00
Total: $ 25,000.00

FOR OFFICIAL USE ONLY

Technical Support
877-741-0419

M-F 8AM - 7PM Central Time
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Most SAA’s ask that these documents be reviewed and signed. They ask that the original receipt for each item be
added to the packet and that the packet be faxed to the SAA.
The item will now be in Submitted status as seen below.

REIMBURSEMENT MANAGER

Grant Number: | |

Region: Stats of Idaha
Subgrantee: Banmock County Barcode: || | | Search |
Grant: |2I311.3-5HSF‘ ~| status: B Build B submied [ verified [ wouchered [ Complete O Ay

Additional Filters: [ | credit [ Check

REIMBURSEMENTS
Displaying 1 - 1 of 1 records [ 20| 50| 100] 250] All ]

cramenumber | Status  Submt | Veied | Complete | imeAmount | RembAmownt | |

Bannock County
13SHSPOOS 2 | Sub 05/08/2014 £55,000,00 £55,000.00 [ wiew ] [ print ]
Legend
Status Description
S number of items in reimbursement
Bui reimbursament is being built

Sub all items in reimbursament have been submitted to SAA

Ver all items in reimbursament have had their invoice verified

Vou all items in reimbursement have had a voucher creatad

Com all items in reimbursement have been paid

Cr items in reimbursement have credits

Ch items in reimbursement had a check returned

Technical Support 36
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The subgrantee home page is now updated to show the fact that the reimbursement request is in Submit status.

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subarantes Funds: $100.00

O Uncammitted - $0.00

O Raviaw - 40.00

O Mesds POE -- $510,000.00
O an-Gerdar - $435,0400.00
O Invadoad -- $55,000,00

B Camplete — $0.00

B changs Requested = $0,00

PENDING TASKS

T ——————————eLe o e

Expenditure List Items

_mmm

Reimbursement Requests

_--E-

Voucher Requests

~ GRANT APPLICATIONS )
e e | Awerd | S ||
2013-SHSP Bannock County Grant Application 13SHSPOOS  51,000,000.00 Approved [ view ]

The SAA homepage shows that the reimbursement request is in At SAA status.

2013-SHSP Progress Report

Grant Amount: £100,000,000.00
Subgrantes Funds: $100.00
O wncammitted == $1,000,000,04
O Raview — $0.00
O Meeds POE -- £510,000.00
8 On-Oeder -- $435,000.00
O Inwoiced -- £55,000.00
O Camplete - $0.00
B Changs Requestsd — 50,00
H Unallacated == $68,000, 000,00
B Pending GANS -- $0.00

PENDING TASKS

_-mm

Subgrantee Expenditure Requests 1]
Expenditure Item Change Requests 1]
Grant Applications 1 o 2
Project Change Requests o o
Reimbursement Requests 1

_—m

Voucher Requests

_-m

Grant Adjustment Notices

User accounts

Technical Support 37
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In the SAA Process section the reimbursement was verified. During the process one item was verified and one
was rejected. Below you will see that this is reflected in the Subgrantee home page as one in Build which is the
rejected item and one that is Verified.

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subagrantes Funds: £100.00

O Uncommitted — 5000

O Raviaw — $0.00

O Mesds POE — $510,000.00
O On-Ordar - $435,000.00
O Inwaiced == $55,000,00

O Camplate — $0.00

O Changs Requestad == $0,00

PEN DING TASKS

Expenditure List Items

_-m-

Reimbursement Requests

_—m

Voucher Requests

Looking at the equipment list we see the same information: one item in Build (displays as Invoiced Status) and
one as Verified.

SUBGRANTEE EXPENDITURE LIST [ Excel ] [ PDE ] [Fol Report] [Progress Report]
Keywords: [ |[ search |
2013-SHSP Progress Report

Region: State of Idaho Grant Amount: $1,000,000.00
Subgrantee: Bannock County Subarantee Funds: £100.00
Project: [ Filter by Project - v O Unsammitted — $0.00

O Agview - $0.00
Item Status: | - Filter by Item Status - ™ 8 Neads POE - §510,000.00

£ Gn-Ordar -~ $435,000.00

] Group by project W] Shaw Cancelled Tt2ms B e = g ol o
£ B Camplete - $0.00

Grant Number:  13SHSPOO5 s bt 0,04
Grant Application: App [ visw grant application ]
Grant Period: 01-Feb-2014 to 30-MNov-2014

[ request new expenditurs |

. Local Invoice  SAA Invoice
AFL Category Expenditure Status iy rh

(06.CP.02.BRDG) Equipment,  Gutzon Borglum Verifiad 1 $30,000.00 $30,000.00 06/08/2014 06/08/2014 [edi] g
Bridging/Patching/Gateway
Shipping/Handling (INV 1234) 50.00 5
* $100.00
{140.0T.01,0TEF) Ovartime  First Responder Overtime Invoiced 1 $25,000.00 $25,000.00 06/08/2014 06/08/2014 [edit]
and backfill costs (IAW [°]

aperational Cost Guidance)

Split Invoice: Ovar time guarding Mantpalier Bank from Hole in tha Wall gang.

List Expense Total:
Grant Award:  $1,000,000.00
List Uncommitted Funds: $0.00

# Subgrantee Funds Used: $100.00

Technical Support 38
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The Reimbursement Manager shows this as well.

'REIMBURSEMENT MANAGER

Grant Number: |

Region: State of Idaho
Subgrantee: Bannock County Barcode: || | | Search |
Grant: [z013-5HSP | status: [ guild [ submiteed [ verified [ vouchered [ complese ] any

Additional Filters: [ | credit [ ] check

REIMBURSEMENTS
Displaying 1 - 2 of 2 records [ 20| 50| 100] 250] all ]

e e T N T Y Y

Bannock County
13SH5PO0S 1] Ver 06/08/2014 06/08/2014 £30,000.00 £30,000.00 [ view ] [ print ]
13SHSPOOS 1| Bui §25,000.00 £35,000.00 [edit] [ print ]

This is the subgrantee homepage after the SAA has submitted the voucher for payment.

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subgrantes Funds: $100.00

O Unzammitted — $0.00

O Rgviow = $0.00

O Mesds POE -- 510,000,400
O an-Crdar -- $335,000.00
O Tvegiced = £55,000,00

O Camplete - $0.00

B Changs Requested - 0,00

~ PENDING TASKS

Expenditure List Items

_-m-

Reimbursement Requests

_-_

Voucher Requests

Technical Support 39
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1.3.4. Voucher

All voucher activates are performed by the SAA. SAA voucher activates do, however, update the subgrantee
pages.

Below is a capture of the subgrantee home page after a voucher is marked as paid.

2013-SHSP Progress Report

Grant Ameount: $1,000,000.00
Subarantes Funds: $100.00

O Uncarmmitted -- $0.00

O Asview -- $0.00

0 Meeds POE -- $510,000.00
O an-Crder -- $435 04000
O Invaiced -- %25,000,00

O Camplete - $30,000.00

B Changs Requestad -- $0.00

PENDING TASKS

_m

Expenditure List Items

_mm

Reimbursement Requests

Voucher Requests

The expenditure list is also update to show the expenditure as paid or complete.

_SUBGRANTEE EXPENDITURE LIST [ Excel] [PDF] [Fol Report] [Progress Regort]
Keywaords: Search
| ” | 2013-SHSP Progress Report
Region: Stats of Idzho Grant Amount: $1,000,000.00
S i Bk Bty Subgrantes Funde: $100.00
Project: - Filter by Project - 4 O uncommitted -« $0.00
O Review - $0.00
Item Status: [- Filter by Ttem Status - v 1 Hawds POE << §510,000,04
O Gin-Order - §435,000,00
] Group by Broject Show Cancelled Trems 3 o - 425,00
9 O Compiete - $30,000.00
Grant Number:  12SHSPODS i R bl = 30
Grant licati pp d [ xiew grant spplication ]
Grant Period: 01-Feb-2014 to 30-Nov-2014
_BANNOCK COUNTY EXPENDITURE LIST [ reguest new =xpenditure ]
| A Grant Adjustment Notice (GAN) is in progress that will increase funds. |

{140.0T.01.OTBF) Overtime and backfill First Responder Overtime i %25,000.00 $25,000.00 06/08/201d4 06/08/2012 [et] g
costs (1AW operational Cost Guidance)

Split Inveice: Over time guarding Montpelier Bank from Hole in the wall gang.

List Expense Total: %1,000,000.00

GAN in Process

Grant Award:

51,500,000.00
List Uncommitted Funds: $500,000.00
# Subgrantee Funds Used: $100.00
Technical Support 40

877-741-0419
M-F 8AM - 7PM Central Time



Idaho Bureau of Homeland Security
Grant Management System

1.4. Grant Adjustment Notice

2013-SHSP Progress Report

Grant Amount: $1,000,000.00
Subgrantee Funds: $100.00

O Uncammitted — $0.00

O Raview — $0.00

O Mesds POE -- §510,000.00
O an-Grder -- $435,0400.00
O 1repiced == 525,000,00

O Camplete — $30,000.00

B changs Requested - £0,00

PENDING TASKS

Expenditure List Items

_—mm

Reimbursement Requests

_—m

Voucher Requests

GRAH'I_' APPLICATIONS

Title | GrantNumber| Award | Status | |
2013-SHSP Bannack County Grant Application 13SHSPOOS “ﬁ"sﬁlm Amrinveid { v

_SUBGRANTEE EXPENDITURE LIST [ Excel] [PDF] [Fol Report] [Progress Regort]

Keywaords: Search
| ” | 2013-SHSP Progress Report
Region: State of Idzho Grant Amount: £1,000,000.00
Subgrantee: Bannock County Subgrantss Furds: 5100.00
Project: - Filter by Project - ~ O Uncommitted - $0.00
O Review - $0.00
Item Status: [- Filter by Ttem Status - v O Hawds POE == §510,000,00
1 in-Grder — $435,000,00
O Group by Project Show Cancelled Items o I.nunluadr-- $25,000.00
9 O Compiete - $30,000.00
Grant Number: 13SHSPOOS PR
Grant licati d [ xiew grant apglication ]
Grant Period: 01-Feb-2014 to 30-Nov-2014

~ BANNOCK COUNTY EXPENDITURE LIST [ reguest new expenditure ]

| A Grant Adjustment Notice (GAN) is in progress that will increase funds. |
voice S,

(140.0T.01.OTBF) Overtime and backfill First Responder Overtime i $25,000.00 $25,000.00 05/08/301d 06/08/2014 [et] g
costs (IAW operational Cost Guidance)

Split Inveiee: Over time guarding Montpelier Bank from Hole in the Wall gang.

List Expense Total: %1,000,000.00

Crant A 4 GAN in Process

51,500,000.00
List Uncommitted Funds: $500,000.00
# Subgrantee Funds Used: £100.00
Technical Support 41
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1.5. M&A Project

M&A Projects must be requested either by the subgrantee or the SAA. The process is basically the same for both.
M&A Projects are request using the Grant Adjustment Request.

In order to create an M&A project, click the radio button next to ‘Create a project for M&A’. Click “Continue”.

GRANT ADJUSTMENT REQUEST: Step 1

Transfer & Ly s :
: AT fi
Prosiach Fanlai: ™ Transfer money within a subgrantee from project to project
) Transfer funds FROM 2 subgrantee's project
() Transfer funds TO = subgrantee's project
) Dechligate zll remaining uncommitted funds from a subgrantee's grant award

® Create a project for MEA
() thange Performance Dates

Subgrantee: Bannock County
Gramt: 2013-5SHSP

ACTIONS: Step 1

Continue >

The next screen will display. Notice that there is a maximum set on M&A which is the dollar amount of the
subgrantee award multiplied by the M&A present set in the Grant Manager. Funds must be available to move to
an M&A project. Below we have a choice of moving funds from two projects.

GRANT ADJUSTMENT REQUEST: Step 2

Subgrantee: Bannock County

Below is a list of grants you have and the maximum funds availsble for MEA.

575,000.00
Currént Grant Amount Max MEA

£1,500,000.00 | %75,000.00

2013-5H5P

ME&A Requested : 50.00

Select the amounts you would like to transfer from these 2013-SHSP funded projects. To make funding available go to your item list and delete items or modify unit costs.

Max MEA : 575.000.00
Eripeit Project Amk i Hnﬂjln} Tranaier izl
Administer and Manzage the State Homeland Security Grant £350,000.00 £0.00 £0.00 £250,000.00
Bridge Cameras £500,000.00 £30,000.00 £0.00 £500.000.00
Develop/enhance interoperable communications systems =300,000.00 50,00 50.00 £300,000.00
Establish/enhance public-privats emergency preparedniess program £450,000.00 £450,000.00 5450,000.00
Total $1,500,000.00 $500,000.00 $0.00  $1,500,000.00
ACTIONS: Step 2
| Continue > > |
| << Back |
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We will take all $75,000 from the ‘Establish/enhance public-private emergency preparedness program’ to fund the
M&A project.

GRANT ADJUSTMENT REQUEST: Step 2

Subgrantee: Bannock County
Below is & list of grants you have and the maximum funds availzble for MEA.

Max MEA : | 575,000.00
Current Grant Amount  Max MEA

$1,500,000.00 | %75,000.00

2013-5H5P

ME&A Requested : | 575,000.00

Select the amounts youw would like to transfer from these 2013-SHSP funded projects. To make funding svailzble go to your item list and delete items or modify unit costs.

Max MEA : 575,000.00

5 Current = 2013-SHSP
Prinect Project Ank R Funds by Transfer i
Adminizszer and Manage the State Homeland Security Grant £250,000,00 £0.00 50.00 £2350,000.00
Bridge Cameras £500,000.00 $50,000.00 $0.00 £500,000.00
Develop/enhance interoperable communications systems £300,000,00 £0.00 50,00 £300,000,00
Establish/enhance public-private emergency preparedness program £450,000.00 %£450,000.00 £373,000.00
Total $1,500,000.00 $500,000.00 $75.000.00  $1,425,000.00
ACTIONS: Step 2
When we select “Continue” we have one last chance to review the request.
GRANT ADJUSTMENT REQUEST: Step 3
An MEA project will be created for Bannock County with the following funding.
Project Newe
Your project funding will be changed as follows:
2013-SHSP Funding Transferred to M&A
5 Current 2013-SHSP
Bt Project Amt Funds a Transfer e
Administer and Manage the State Homeland Security Grant £250,000.00 £0.00 £250,000.00
Bridge Cameras £500,000.00 =0.00 £500,000.00
Develop/enhance interoperable communications systems £300,000.00 50.00 =300,000.00
Establish/enhance public-private emergency preparedness program £450,000.00 £75,000.00 £373,000.00

51,500,000.00 %£75.000.00 $1.425,000,00

ACTIONS: Step 3

| Submit | Submit MEA Project request to SAA for approval.
| <« Back |
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Clicking “Submit” takes us back to the start page where we see that the request is successfully submitted.
The M&A request creates a Project Change Request which must be reviewed and approved by the SAA.

GRANT ADJUSTMENT REQUEST: Step 1
**MEA Project Request submitted successfully

Transfer

@ : s : . .
Project Funds: Transfer money within 2 subgrantee from project to project

) Transfer funds FROM = subgrantee's project

) Transfer funds TO 2 su bgrantee's project

) Dech igate all remaining uncommitted funds from a subgrantes's grant award
() Crest=a project for MEA

) Change Performance Dates

Subgrantee: Bannock County
Grant: 2013-SHS5P

ACTIONS: Step 1

| Continue >> |

1.6. Grant Closeout

Subgrantees can assist in the grant closeout process by ordering and requesting reimbursement for all items as
quickly as possible. Although SPARS provides the SAA with a real-time view of subgrantee progress nothing
beats direct communication. Vendor delays, vendor backorders should be communicated to the SAA according to
their protocols.

Once all items in the Grant Application are complete the Subgrantee should alert the SAA so the Grant
Application can be completed and any residual funds reassigned.

1.7. Grant Audit Support

Accurate local inventory and following state grant equipment protocols is how a local can best help the SAA
during an audit situation.
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