E-GIFT USER GUIDE FOR GRANTEES

Once your agency has been approved for funding from RSAF, all documents MUST BE submitted and received through E-
GIFT. This means your agency must:

e Submit the Memorandum of Agreement (MOA) through E-Gift

e Submit all reimbursement documents (invoices) through E-Gift

e Submit all IRS and tax documents through E-Gift

e Submit RSAF final report through E-Gift

e View the award letter and award page from OEMS through E-Gift
e View signed MOA through E-Gift

OEMS will not accept any emailed, faxed or mailed documents for RSAF beginning with the 12/14 grant cycle. All prior
grant cycles will be able to submit all documents through E-Gift, follow the guidelines documented below to submit

your invoices and other required documentation.

To access your E-Gift grant information log onto the E-Gift link at https://vdhems.vdh.virginia.gov/egift/f?p=147 and log
on using your

g your Liser Mame or

s wihen you submit the grant and request e-signaturss from the Financial Officer and OMD. You can determine the status of the Financial Officer and OMD below. Once all =-signatures have been received your grant will be submitted to

‘Grant Applications

Financial
Year GantCyck Agency Name statue  Officer OMD LastModified  Grant Numbar Raport

You will then be able to view your grant application with all items awarded, including quantity, funding level and amount
awarded amount.

‘ My Homa | Grants Awarded / Daniad |

Grants Awarded / Denied Instructions For Grant Reimbursement

gency: PRINGESS ANNE COURTHOUSE RESCUE SQUAD Grant # TI-C10V12-14 Grant Cycle: DEC-2014

Item Name Status Quantity Funded Funding Level AwErded Amount

[Chevy/G4500 1707 Module FUNDED 1 B/ 20 §124,548.00




You will be able to view your award letter and award page by selecting the AWARD LETTER icon
In order to submit your Memorandum of Agreement (to accept your grant award) you will need to select the

]
as shown below.

Grants Awarded / Denied Instructions For Grant Reimbursement

Agency: PRINCESS ANNE COURTHOUSE RESCUE SQUAD

Grant £ TI-C10M12-14 Grant Cycle: DEC-2014 Aweard Letter
]

Item Name Status Quantity Funded Funding Level Avarded Amount

(Chevy/G4500 170" Module: FUNDED 1 [ 80720 | $124,545.00

Complete your MOA by checking the box, typing in the name of the authorized agent (shown in first red box) and select
the SUBMIT tab.

| My Homa | Grants Awardad | Danlad ‘

OEMS Grart Program Memarendum of Agresment

2. Use of Funds:

Agency Information

— —— — —
Name of Grantee [Agency): ™ PRINCESS ANNE COURTHOUSE RESCUE SQUAD  Federal Identification Number (FIN): ™ 541120200
Grant Number: *  TI-C1012-14 Name and Title of Authorized Agent: * Gary Wilks
Daytime Fhone # * Email Address: * GWILKSSE

MEMORANDUM OF AGREEMENT
as the Authorized Agant, affirm that the grantes agn
Any fraudulant submissions for payment for misrey

_ r—

Signature * ‘

Once your MOA has been submitted to OEMS, your agency status will change to pending

MOA, Status: Pending OEMS Approval

Once your MOA has been approved by OEMS, you can log into your account on E-GIFT and the MOA icon will appear at

that time you may view your signed MOA by selecting the MOA icon

Once the MOA has been approved by OEMS your agency may upload their invoice documents needed for
reimbursement. Your agency can not upload invoices until the MOA has been approved by OEMS.




Once approved, your agency can upload the invoices for reimbursement along with the IRS letter or any tax documents.

Uplcad Invoice

[ My Homs [ Grants Avardad/Danked

‘Grants Awarded / Denied

gency: PRINCESS ANNE COURTHOUSE RESCUE SQUAD

Grant # TI-C10/12-14

Grant Cycle: DEC-2014

Instructions For Grant Reimbursement

Award Letter

Item Name

Status

Quantity Funded

Funding Level

Awizrded Amount

Chevy/G4500 170" Module

FUNDED

80720

$124.545.00

To upload an invoice(s) and /or tax documents, IRS letter, etc...

Select ADD DOCUMENT tab

Grants Awardad ! Daniad

Grant Application Invoices

Agency Name PRINCESS ANNE COURTHOUSE RESCUE SQUAD

Gr TICIDr12-14
DEC-2014

Invaices

Hama Dot Type

(Y ring o 2nis are avaliable far m

Dascription

Size

status

Commants

Dalste

Add Document

Choose the file from your saved documents, select the document type (invoice, IRS letter, special condition) and type in

a description of the document. Select SAVE CHANGES

Grants Awarded | Denisd

Grant Application Invaices

cy Name FRIN

14

DEC-2014

Invoices

Hame

Choose File | Mo file chosen

S ANNE COURTHOUSE RESCUE 3QUAD

Doc Type

Save Changes

Description

Invoice
|nwoice

IRS Letter/ 880 /W8
Condition Documentation

size

status

Comments

£0d Documant

Dslate

Your document has now been uploaded to OEMS and your status will remain as PENDING until OEMS approves your

payment.

My Home | Grants Awarded/ Denled

Grant Application Imvoices

check on any E-GIFT status for your agency, please log in to E-GIFT using your user ID and password.

Dsscription

invoice

Comments

I Add Documant I

Dalsts

3






