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HOW TO SUBMIT
PROOF OF ENCUMBRANCES

THIS GUIDE SHOWS HOW TO ADD PROOF OF ENCUMBRANCES



Proof of Encumbrance (POE)

* Subrecipients should enter a proof of encumbrance in NCRGMS when they have committed funds to that
activity pssued a purchase order, signed a contract, placed an order for goods, hired an employee, etc.).
This will represent those funds as obligated and not available for other purposes.

* Do not wait until an invoice is ready to submit for reimbursement to enter a proof of encumbrance and
move the item to “on-order” status.

e Examples of POE documentation includes, but is not limited to:
*  Purchase Order
Contract
Quote
Invoice
Online purchase order confirmation
Travel Authorization Form
Payroll Detail Earning Report — Reminder: block out ssn’s
Any other documentation to verify the amount being requested in NCRGMS



Step |: From the home screen, click the Expenditure List ltems hyperlink under the
Pending Tasks section or Click on the project title under Grant Application section.

Training
Status: Approved

[] uncommitted -- $20.00 [] review — s0.00

[] Meeds PoE -- $0.00 [ on-order -- £412.280.00
[] invoiced — $6.600.00 [0 complete — $80.000.00
D Change Requested —- 50.00

PENDING TASKS

I s e e
Expenditure List Ttems
-mm

Grant Applications

Reimbursement Requests

_—mm

Voucher Requests

Either link will take
you to the same page.

GRANT APPLICATIONS

Grant Number | _Award | status | |

Training Subrecipient Grant Expenditure Plan 18TRAIN11&6  $500,000.00 Approved [ view ]

Click here for Information Page




Step 2: From the Subrecipient Expenditure list Screen, click the Needs POE hyperlink for
the expenditure item for which you are submitting a Proof of Encumbrance (POE).

TRAINING SUBRECIPIENT EXPENDITURE LIST [ reguest new expenditure ]
- Total Local Inveice SAA Inwoice
AEL Category Expenditure States: @ty UsRCest Cost State State
Project: Cybersecurity Regional Coordination [gdetais )
{(0S.WP.0D.FWAL) Firewall, Network Frewal, Network Needs POE J 1 $30,000.00 $80,000.00 No lmvoice No Invoice [edi]

1 $120,000.00 No Invoice

Project Expense Total: $200,000.00|

{0S.P.00.SE2M) System, Secunty Event/Innident Management Systam, Secunty Event/Incdent Management $120.000.00 No Invoice [ede]

Project Total Award: $200,000_00|
Project: Interoperable Communications Infrastructure (ICI) (Continuation) [ getais ]
{140.+F.01.POSA) Program Dwector Program Drector Needs POE : $115,000.00 £115,000.00 No Invoice No Invoice [ =di!
(l“att!ﬂ_)ﬂ;ﬂ_m“mum Cell phones/Blackbemy expenses required to drectly support planning actrates NesdsPOE 1 $3,600.00 $3,600.00 No Invoice No Invoice [=di]
support planning actwites
{120.0C 01.0THE) Expenses diractiy relatad to the conduct or Experses drectly raiated to the conduct or attendance of traming NeedsPOE 1 $5.000.00 $5.000.00 Neolnvoice  Nolnveice [=do]
attendance of tramng
{06.CP.01_BASE) Radic, Base Radic, Base NeedsPOE 1 $36,000.00 $36,000.00 Nolnvoice  MNolnwoice [=di]
{120.5F.01.FPCC) Hirng of Full or Part-Tme Staff or Hinng of Full or Part-Time Staff or Contractors/Consultants to Assst with Traming Actwtes Nesds POE 1 $54,400.00 $54,500.00 Nolnwoice  Neolnwoice [ede]
Contractors/Consultants tc Assst with Tranng Actabes
{120.0E.01.06FT) Overtime and bacdi for emergency preparedness  Overtime and backfill for emergency preparadness and response parsonnel attending FEMA-sponsored NeedsPOE 1 $10,000.00 $10,000.00 No Invoice No Invoice [ edi |
and response personnel attending FEMA- sponsared and approved and approved Tanng classes
trarng classes
{119.1ID.01.1DCO) Indrect Costs Indrect Costs Needs POE 1 '$36,000.00 $36,000.00 No Invoice No Invoice [ =de]
{130.TR.O1.TAPD) Travel and Per Diem Travel and Par Diem Needs POE 1 $6,000.00 $6,000.00 Nolmwoice  Nolnwoice [=de]
{130.4F 01LFPCC) Hrng of Full or Part-Teme Staff or Contractors for  Hinng of Full or Part-Time Staff or Contractors for Emergency Management Actwites Needs POE 1 $4,000.00 $4,000.00 No Imvoice No Invoice [ edi]

Project Expense Totak

Project Total Award:




Step 3: On the Proof of Encumbrance screen, click POE and attach the appropriate POE
documentation.

PROOF OF ENCUMBRANCE

Subgrantee: Training Subrecipient

Grant Number: 18TRAIN116

POE Number- [POE12116- 190604112621 i
POk Date:

Reguest Date: 06/04/2019 10:26 AM EST

ATTACH PROOF OF ENCUMBRANCE DOCUMENT
An electronic version of a document showing proof of encumbrance is reqguired.
St b gy bttt 0 «—— Do not click fax POE.
POE ] Attach an electronic copy of the Proof of Encumbrance (POE) document
POE ITEM(s)
Qty Unit Cost Total |
7 Firewal, Network (05.MP.00.FWAL) Frawal, Network 1 m'm_mj [ $80,000.00 |
Shipping/Handling: so00f | $0.00 |
Taxes/Fees: so.00| | $0.00 |
POE Total: | $80,000.00 |
ACTIONS
Return




Step 4: On the Proof of Encumbrance screen, click Browse and located the POE
documentation from your files. Next, click Upload Document.

PROOF OF ENCUMBRANCE

Subgrantee: Training Subrecipient
Grant Number: 1STRAIN116

POE Number: [POE12116-190604112621
POE Date:

Request Date: 05/04/2019 10:26 AM EST

ATTACH POE DOCUMENT

File Description: 7> Electronic Copy of POE
Document: » No file selected.
ACTIONS
I_M Docnl;e_li_ I Upload and attach this document to this POE
, Cancel '
POE ITEM(s)
———I
I_Fmd.ﬂetm {05.NP.D0.FWAL) Firewal, Network | $30,000.00 | [ $80,000.00 |
Shipping /Handling: so.00| | oa |
Taxes/Fees: so.00| | 50.00 |

POE Totat




Step 5: Next, the POE Screen will appear.

POE ITEM(s)

itur Category _ UnitCost | Total ||
. 6 Month Contract for Atlas, LLC Network Firewall Maintenance (April-Sept2019) (05.NP.D0.FWAL) Firewall, Network £80,000.00 $80,000.00

Shipping/Handiing: 50.00

CLICK THE BLUE ARROW TO EXPAND
DETAIL DESCRIPTION SECTION.




Step 6: Once the POE is uploaded, enter the description of the expenditure item.
This description will appear in the expenditure item list and on reimbursements.

PROOF OF ENCUMBRANCE

POE Number: [ POE12116-190604112621 |
POE Date: | 06/04/2019 |
Request Date: 06/04/2019 10:26 AM EST
POE ITEM(s)
-_-5::--::15:-—
Firewall, Network (05.NP.00.FWAL) Firewall, Network $80,000.00 | $80,000.00
i » i o
Please‘er!ter the details for the current item. ( denote? required) . - Description: >> § Month Contract for Atlas, LLC Network
Descriplion: yy a oneftitle or descnpbion of this tem (e.g. P25 Radio w/ Truniang) (255 max Firewall Maintenance (April -Sept2019)
Vendor /Mfg: the vendor cr marufacture- for ths item (e.g. Motorola) characters) 177
Part #/Wodel: the pat number or manufacturer model number for this tem (2.g. XTS 2500) Vendor/Mfg:
URL of product: the URL of the preduct documentation 9
Contact Name: the namne of the contact [if different than the requestor) Part #/Model:
Contact E-mail: the e-mail address of the contact (if different than the requester’ URL of product:
Contact Phone: the phone number of the contact (if different than the reguestor) Contact Name:
Notes: any speaal notzs about tha request

Subgrantee:
Grant Number:

Supportng Files:
Save | Sawve ilem detail

Training Subrecipient
18TRAIN116

any supporting decuments to attach to the request

Supporting Files:

Contact E-mail:
Contact Phone:
Notes:

Attach File...

Shipping/Handling: $0.00
Taxes/Fees: sE 0_0 -
POE Total:

A) In the Description box,
enter key details including,
but not limited to: pay
range, contract service
periods, name of the vendor,
etc. This detail is important
as it will appear on every
reimbursement request as
you draw down for multiple
invoicing or if you submit a
single invoice. This describes
the type or number of
invoices that will be
submitted against this POE.

B) Click Save, to save the
description details.



Step 7: Next, enter the POE Number, Date,Vendor & Payee information.

PROOF OF ENCUMBRANCE

Subgrantee: Training Subrecipient
G t N ber: 18TRAIN116 .
rant Hum All fields that have the
POE Number: »> Contract #1240
DOE Date: . == o ] red double arrows (>>)
must be completed.
Project: Cybersecunty Regional Coordination
Vendor/Payee] >> Atlas, LLC v
Address: This Expenditure Description will
S Pl appear in the expenditure item list
Phone: .
and on reimbursements
POE ITEM(s)
[ |Expenditure -z-m—|
6 Month Contract Atlas, LLC Network Firewall Maintenance -Sept2019 (05.NP.00.FWAL) Firewall, Network $80,000.00 | $80,000.00 ]
Shipping/Handling: so.00 | $0.00 |
Taxes/Fees: so.00 | $0.00 |
POE Total: [ $80,000.00 ]

10



Step 8: Review, Confirm or Change POE Item Details.

PROOF OF ENCUMBRANCE

Subgrantee: Training Subrecipient
Grant Number: 1B8TRAIN116
POE Number: » POE12116-190604124106

PoEDate:  » v 4 v w0~ Click the blue or green arrow
Project: Cybersecurity Regional Coordination button in the far Ieft COIumn to
Vendor/Payes: » > expand the expenditure details.

Address:
City, St, Zip: L|DC -
M . . .
Please review information to ensure
POE ITEM(S) L.
_“-ZE-_I It IS COrreCt.
Month Contract for Atlas, LLC Network Firewall Maintenance (April-Sept2019) (D5.NP.00.FWAL) Firewall, Network $80,000.00 $80,000.00

At this time, you can change any

Tramning $ 200,000.00 $200,000.00 $0.00 $80,000.00
Subgrantee Funds - - - $0.00 |[ 2uteadiust ]

lequhed: $80,000.00

$0.00

““"““’ the details for the current item. () denotes required) Description: 3> & Month Contract for Atlas, LLC Network Firewall Maintenance [April-Sept2019)
Description: 33 @ brief title or description of this item [e.g. P25 Radio w' Trunking) (255 max
Vendor / Mfg: the vendor or manufacturer for this item [e.g. Motorola) Chenichars)
Part #/Model: the part number or manufacturer model number for this item [e.g. XTS 2500) 255
URL of product: the URL of the product documaentation Vendor/Mfg:
Contact Name: the name of the contact (if different than the requester) Part @ /Model:
Contact E-mail: the e-mail address of the contact (if different than the requestor)
Contact Phone: the phone numbaer of the contact [if different than the reguester) UL of 5 £
Motes: any special notes about the request Contact Rame:
Supporting Files: any supperting documaents to attach to the request Contact E-mail:
| save Save item detail Contact Phone:

Motes:

Supporting Files: Attact Fue.

11




Step 9: Save your Proof of Encumbrance (POE).

PROOF OF ENCUMBRANCE

Srtem, Securly Sverl/lrodert Mansgemert

ACTIONS
-~
<- Save POE | Save POE changes to database.

Cancel | Cancel any changas.

Subgrant, Training Subrecipient
Grant Number: 15TRAINL1G
POE Number: ' Contract #1240
POE Date: Mar * 1 W 2019 w
Project: Cybaersecurity Regional Ceordination
Vendor/Payee: Atlas. LLC -
Address:
City, St. Zip: hd
Phone:
POE ITEM(s)
=m : : L e ]
& Menth Contract for Azlas, LLC N rk Firewall M, ance (April-Sept2019) (05.NP.00.FWAL) Firewall, Network 1 $80,000.00
Shipping/Handhing: $0.00
Taxes/Fees: $0.00
pot Tota
POE NOTES
POE Notes: Attached Documents
6 Month Cantract for Atlas, LLC Network Firewall Maintenance [April-Sept2019 I _ Attach Document llﬂ# Socuemerts 1s T 302 I
) Bectranic Copy of POE { mmove )
) Bectronic Copy of POE Emises)
OTHER ITEMS
oty | come | |

1 5120,00000 [ a8d 508 ]

A) Verify that the Unit Cost
matches the amount
budgeted in your PMP
spend plan and/or
documentation.

B) Enter any POE notes like
the example below.

C) Click Save POE in the

Actions section to save
changes to database.

12



Step 10: After you save the POE you will be brought to Subgrantee Expenditure List screen.
The POE will now appear as On-Ovrder, indicating you have obligated funds to this

activity. Repeat Steps |-9.

SUBGRANTEE EXPENDITURE LIST

Keywords: Search
Region: Distract of Coiumbes
Subgrantee: Tramng Subrecpeent
Project: Cybersecurty Regonal Coordenation -
Item Status: -~ Fiter by Rern Status - -
Sort Order: Item status - Buid to Compilete b
¥ Group by Project Show Cancelied Items
Grant Number: 1STRAINILIG
Grant Application: Approved | .- or3st sggicancs |
Grant Perod: 01-Sep-2018 to 31-Dec-2065

Dwrsrgton

lmm has beer caacelles
] L Imem a3 22t beern mvoced
v imam 5 beeg wesent By SAA
11/ 2007 1/172007 Item has bees wuecec but et 3ab 2 SAA for revmbur
Mpeds POE lzam i3 3PCTOVEC MBS JanDng =2 be sTered
— v ey L/ L aeer Itee Ray beem ot 4 39C Sl trec It SAA B remiurremges
Chasge & e ety 3 pmdeg 35g val
— v ey 112007 Izem %33 been wes-Tef 2C venfies &y the SAA Br remtursement
é -l T um e cigres
v/ mar Imam %33 had resmdurTecest
At saa Iram s awiting cplons of POE docoment by SAA = =
InwTeed Item has bees =eoiced and snatmg remburyemans
Credit Regonst A request for tem crect 3 pending ©  No Subgrantes Funds usec for thes tem
Chack Rstarn Request | A request ko tem check retwrs is pending O Subgrantee Funds used for the tem
Comgurts Itam has beer rembtaried



THE SCREENSHOT BELOW SHOWS EXPENDITURE DESCRIPTION LINESWITH KEY DETAILS. THE EXPENDITURES
LINES SHOULD ALSO MATCH YOUR SPEND PLAN IN YOUR PMP.

SUBGRANTEE EXPENDITURE LIST [ Excel ] [ PDE] [Fol Report] [Progress Report]

Keywords: Search
Region: District of Columbia
Subgrantee: Training Subrecipient
Project: Interoperable Communications Infrastructure (ICI) (Continuation) -
Item Status: - Filter by Item Status - hd
Sort Order: Item status - Build to Complete hd
IE‘ Group by Project Show Cancelled Items
Grant Number: 18TRAIN116
Grant Application: Approved [ view grant application ]
Grant Period: 01-Sep-2018 to 31-Dec-2069

[ request new expenditure

SAA Invoice

TRAINING SUBRECIPIENT EXPENDITURE LIST
Status Oty Unit Cost Lu:al:'ltlar;::ui:e State

AEL Category Expenditure
cotions niasiractre 0C) (Comwntion) | 7

Project Expense Total: $300,000.00
Project Total Award: $300,000.00
Project Uncommitted Funds: [ ETNT

LEGENDS

Local Invoice SAA Invoice ==
Description

State State

Item has been cancelled
No Invoice No Invoice Item has not been inveiced

14

Item is being reviewed by SA&
" — — — 1/1/2007 1/1/2007 Item has been invoiced but not submitted to SAA for reimbursement




HOW TO CHANGE
EXPENDITURE ITEM DETAILS

THIS GUIDE SHOWS HOW TO CHANGE DETAILS & UNIT COST FOR ON-ORDER
EXPENDITURES LINES



Step |: From the Subgrantee Expenditure List screen, click the On-Order hyperlink for
the appropriate item.

RAINING SUBRECIPIENT EXPENDITURE LIST

[ request new expenditurs |

AEL Category Expenditure

oy Unit Cast Total Local Invaice  SAA Invoice

Cost State State
Project: Cybersecurity Regional Coordination

(05.NP.00.FWAL) Firewall, Netwark

[ details |
£30,000.00  $80,000.00 MeedsInvoice NoInvoice [ edit]
On-Order 1 $118,000.00  $118,000.00 NeedsInvoice NolInwoice [ edit]

Cada S EAnE B §198,000.00

& Month Contract for Atlas, LLC Netwark Firewall Maintenance (April-Sept2019) @ 1
(05.NP.00.5EIM) System, Security Event/Incident Management Global Systems, Contract for 12 months for Video Monitors 1/1/19 -12/31/2019

Project Total Award: — BE-¥LI TN

Project Uncommitted Funds: $2,000.00

Tip: If you are trying to increase the expenditure line, ensure that
you have funding available in Project Uncommitted Funds. If no

funding is available, you must decrease the other expenditure
line(s) to make funds available.

16



Step 2: Make Changes to the Proof of Encumbrance (POE).

®

®™

PROOF OF ENCUMBRANCE

Subgrantee:
Grant Number-
POE Number:

POE Date:

Training Subrecipient
18TRAIN116

POE12116-150425082049

2019 =

pr v 2w

Project:

Cybersecuty Regonal Coordnaton

Vendor /Payee:
Address:

City, S, Zip:
Phone:

POE ITEM(s)

Atlas, LLC

6 Month Contract for Atias, LLC Network Frewall Mantenance (Apni - Sept 2019) (OS.NF .00 FWAL) Frewal, Network
AL LE EMS-WF EMS-F FS HZ  PW PSC 1 $50.000.00 $50,000.00
o o L] L o L L ]
L] 1 L] o L L Q
Trareng $ 200,000.00 $170,000.00 $30,000.00 $50,000.00
Subgrantee Funds $0 [ awte adiust ]
Required: $50,000.00
Delta: $0.00

$0.00 $0.00 j

POE Total: | $50,000.00 |

A) Update Vendor/Payee
information as needed.

B) Click the green arrow to the
left of the POE Item Table to
expand the expenditure details.

C) Enter your cursor in the unit
cost box to change Unit Cost
field.

D) If you have changed the cost,
click the [auto adjust] hyperlink.

Tip: If there is available funding, an [auto adjust] link will display. Click this link to properly distribute the grant
funding. If no funding is available, return to the expenditure list to decrease or cancel other lines. 17



Step 3: Enter a Reason for Change Request.

POE ITEM(s)

| Jegentitee _______________________________________ Joton _________________________| o | uicst | ol |
D & Mankh Cantract for Atlas, LLC Network Firewall Maintenance (April - Sept 2019]

Delta: Assigned funding is too bow Flease adjust the amount of maney assigned to each grant source so that the total amount from all funding sources equals the item tatal

Quantity Change Options:

(05.4P.00.FWAL) Firewsall, Netwark

» If you entered less than the reguested quantity, you can choose to execute the change request process or set the remaining quantity on hold through the use of multiple PO/Invaices.
« If you entered an amounk greater than the requested quantity, you can only choose to execute o change request.

@ Tatal cost has increased by 10% or more. Original PO total cost was $30000 resulting in 2 parcentage total cost change of 20%. Procass as a change request from total cost $50000

Reason for change requast:

New contract amount from Atlas, LLC.

Discipline Quantities | UnitCost | Total Cost
m“m-mmm 1 §60,000,00 ﬁﬂ,m.ﬂﬁ
0
mmmmmm

] 1 0 ] 1] 0

-ﬂ_ Allocated
Training $200,000.00  $170,000.00 $30,000.00 $50,000.00
Subgrantee Funds . . - 50.00

Required:  $60,000.00

Delta:  $10,000.00

[ aute adjust |

$60,000.00

A) If you are increasing
a line by 10 percent,
You will need to enter
a reason for the
change request and
the SAA will need to
approve. If you are
decreasing the unit
cost, a reason is not
needed the SAA does
not need to approve.

B) Verify amounts and
click [auto adjust]
again

Tip: Changes requiring SAA approval will display in the SAA’s queue for approval. The subrecipient will be notified
via email if the request is approved or denied.

18



Step 4: Next, Click the Blue Arrow to expand the detail box. Make any changes to the

description here. Changes to the description will change the title on the expenditure line
item and on reimbursements.

POE ITEM(s)
e e cat e ——
Manth Contract for Atlas, LLC Network Firewall Maintenance (April-Sept2019) (05.NP.0O0.FWAL) Firewall, Network 1 $60,000.00 $60,000.00 [ remove from PQE ]
|6| Process the request as is, leaving no quantities behind for a future PO/Invoice,
[ DicpineGuamities | Qiyfotl |  UntCost |  TomiCost |
LE
| AG | LE [EMSNF|EMS-F| FS | HZ | PW | 1 $60,000.00 60,000.00
o o o o o o o o
| HC | EMA | PH | GA | CYB | NP | RIS |
o 1 o o o o o
. Gram | Total [ Allocated Available
Training $ 200,000.00 $178,000.00 $22,000.00 $60,000.00
Subgrantee Funds $0.00 [ auto adjust |
Required: $60,000.00
Delta: $0.00
il i " b i -
Please_er!ter the details ﬁ?r H‘_.E current |t.em. ( l.iel-'IDtES required) X X Description: »> 5 Month Contract for Atlas, LLC Network Firewsll Maintenance (&pril-Sept2013)
Description: vy a brieftitle or description of this item [2.g. P25 Radio w/ Trunking) (255 max
Vendaor/Mfg: the vendar or manufacturer for this item (2.9, Matorala) characters) .
Part #/Model: the part number or manufacturer model number for this item (e.g. XTS 2500)
URL of product: the URL of the product documentation Vendor/Mfg:
Contact Name: the name of the contact (if different than the requestar) Part #/Model:
Contact E-mail: the e-mail address of the contact (if different than the requestor) URL of "
Contact Phone: the phone number of the contact [if different than the requester) of product:
Notes: any special notes about the request Contact Name:
Supporting Files: any supporting documents to attach to the request Contact E-mail:
Save item detail Contact Phone:
Notes:
5 ting Files:
Hprarting Hles Attach File...
Shipping/Handling: $0.00 $0.00
Taxes/Fees: $0.00 $0.00

POE Total: $60,000.00

Click Save ONLY if you changed
item description

19



Step 5: Enter the reason for the change, click the “Save POE” button to save

changes to database.

POE NOTES
l To increase line by 60K ]
ACTIONS
[ Save POE ] Save POE changes to database.
[ Cancel | cancel any changes.

] Electronic Copy of POE
E Electronic Copy of POE

20



Step 5: Go back to Subrecipient Expenditure List screen, the expenditure item will show as
being in a status until the change has been approved by the SAA.

TRAINING SUBRECIPIENT EXPENDITURE LIST

: it Total

AE Categocy

Project: Cybersecurity Regional Coordination [ detais ]
(05.%P.00.SEIM) System, Security Event/Incdent Management System, Secunty Event/Incident Management 1 $120,000.00 $120,000.00 No Imvoice No Inwoice  [edt]
Project Expense Totak

Project Total Award:

520,000.00

Change Request rejected by SAA Inbox x & 2

Equipment_items@ncrgms,comw_a k2share.com Mon, Apr 29, 9:52 PM &g -, : Tlp: The Change RequeSt Wlll dlsplay
R tome ~ in the SAA’s queue for approval.

Your SAA has rejected the following Change Request: Your program manager WI” approve
ltem: 6 Month Contract for Atlas, LLC Network Firewall Maintenance (April - Sept 2019) or disapprove your Change Request.
Grant: Training o/ 0 ! o

Grant Number 18TRAIN116 be notified via email that the

Reason: Must Change PMP request IS denled.

National Capital Region GMS

21




Step 6: This screen shows that the Change Request is approved and is now
On-Order.

TRAINING SUBRECIPIENT EXPENDITURE LIST [ reguest new expenditure |

Project: Cybersecurity Regional Coordination { detasds |
(05.NP_DO.SEIM) System, Secunty Svent/Incdent Managament System, Secunty Event/Inident Management Needs POE 1 $120,000.00 $120,000.00 MNolmvoice Nolmwoice [edt]
NP_00.FWAL) Frewall, Network § Month Contract for Atias, LLC Network Firewall Maintsnance (Apnl - Sept 2019 On-Ordec 1 60,000.00  $50,000.00 MNeeds Invoics Molmwoice [edt]

Tip: If you are decreasing the expenditure line, no approvals are needed from the SAA. The change will appear
automatically.
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HOW TO CANCEL
EXPENDITURE LINES

THIS GUIDE SHOWS HOW TO CANCEL EXPENDITURE LINES IN "NEEDS POE" &
IN "ON-ORDER" STATUS



Step |: From the Subrecipient Expenditure List screen, click the [edit] hyperlink
for the expenditure item you want to Cancel.

TRAINING SUBRECIPIENT EXPENDITURE LIST T

Project: Cybersecurity Regional Coordination [dtais |
(05.P.00.5EM) System, Secunity Event/Incudent Managemeant System, Secunty Event/Inodent Management NeedsPOE 1 $120.000.00 S$120,000.00 Nolnwoice Nolnwoice [edt]

st ot

‘el anl eumTeDer . ABIMAIMILID % F
Grant Application: Approved [ wew grant soplication ] G
Grant Period: 01-Sep-201€ o 21-Dec-2055

TRAINING SUBRECIPIENT EXPENDITURE LIST Lkt i autaliie

24



Step 2: Next, scroll to the bottom an

d click “Cancel Item”’

EXPENDITURE ITEM

Project: Interoperable Communications Infrastructure (ICI) (Continuation)

Expenditure: Hiring of Full or Part-Time Staff or Contractors for Emergency Management Activities
AEL category: [120.HF.01.FPCC) Hiring of Full er Part-Time Staff er Contractors for Emergency Management Activities

Request Date: 03/13/2019 03:27 PM EST

1s this request
a package: o Wes

Grant Number: 18TRAIN116
Ttem Status: Needs POE

Qty Total Unit Cost

D
| Ac | LE emswHF[emsF| Fs | W2z | Pw | psc | 1

[ssooocs]  sasos0

Subgrantee Funds =

| aa | 8 | we | Ris |
Lo e JloJfo][o]J[e][e]

Grant Total Allocated Available ASSH
Training £300,000.00 £300,000.00 £0.00

- -
Required: $4,000.00
5 50,00

Please identify
if this item is Deployable
depluyable ar Identifies the availability and vtility of an axcet to multiple jurisdictions,

chareabla: regicns, and the Nation; provides infarmation on mabilty of azsets in an
arms. Am m==at that iz physically mobile and can be wzed smywhare in the
Unitad Stats and teritoriss vis Emargancy Managamant desistance
Compacts or other mutual 2id/ assistarce agreemarts,

THIRA/SPA Information:

Please identify if this item is sustaining/maintaining an existing
capability or building a new capability:

' Shareabla
Provides information on the wliity of 8 non-deployable shared assat in a
region; identifies the asset's abillty to augment and sustain a reinforced
repones within 8 regicn. A&n sxsat that can be uliliz=d ax & locsl, stat=,
regional, or national capabiity, but is not physically deployable (i.e., fusion
c=rters).

Sustain/maintain ' Build new capability

Please identify the primary capability this item supports:

Comman: Planning

ITEM NOTES
Expenditure Item Notes:

ACTIONS

Return to the expenditure list.

Cancel Item Request that this item be cancelled and remowved from list,

Cancel this item?

Cancel
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Step 3: Enter the Reason for Cancelation and Click the “Confirm”’
button to complete the request.

ITEM CANCELLATION

This will send a cancellation request to your SAA for review.

If Approved, the item will remain in your list with a quantity of 0. Also the currently allocated $60,000.00
will be made available for other use.

Item: 6 Month Contract for Atlas, LLC Network Firewall Maintenance (April - Sept 2019)

Reason: >’ To close out grant award.

ACTIONS
Confirm | | Confirm cancellation request for the above item
Cancel | Cancel request
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Step 4: ONCE RETURNED TO THE EXPENDITURE LIST SCREEN, THE ITEM WILL APPEAR
LIKE BELOW. THIS MEANS THE REQUEST IS AT THE SAA.

TRAINING SUBRECIPIENT EXPENDITURE LIST

Qty Unit Cost Local Invoice SAA Invoice

State State

Step 5: ONCE APPROVED, THE ITEM WILL REMAIN ON THE EXPENDITURE LISTWITH A
QUANTITY OF ZERO AND THE FUNDS ARE MADE AVAILABLE FOR REALLOCATION.

TRAINING

EXPENDITURE LIST

Project: Cybersecurity Regional Coordination

{05.NP.00.SEIM) System, Secunity Event/Intident Management System, Secunty EventyIncident Management

[detais ]

NeedsPOE 1 $120,000.00 $120,000.00  Neo Imvoice No Invoice [edn]

Project Expense Totak:

-

Project Uncommitted Funds:
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	PROOF OF ENCUMBRANCES & EXPENDITURES | HOW-TO GUIDE
	HOW TO SUBMIT �PROOF OF ENCUMBRANCES 
	Proof of Encumbrance (POE)
	Step 1: From the home screen, click the Expenditure List Items hyperlink under the Pending Tasks section or Click on the project title under Grant Application section.
	Step 2: From the Subrecipient Expenditure list Screen, click the Needs POE hyperlink for the expenditure item for which you are submitting a Proof of Encumbrance (POE).
	Step 3: On the Proof of Encumbrance screen, click POE and attach the appropriate POE documentation.
	Step 4: On the Proof of Encumbrance screen, click Browse and located the POE documentation from your files. Next, click Upload Document.
	Step 5: Next, the POE Screen will appear. 
	Step 6: Once the POE is uploaded, enter the description of the expenditure item. This description will appear in the expenditure item list and on reimbursements. 
	Step 7: Next, enter the POE Number, Date, Vendor & Payee information. 
	Step 8: Review, Confirm or Change POE Item Details.
	Step 9: Save your Proof of Encumbrance (POE).
	Step 10: After you save the POE you will be brought to Subgrantee Expenditure List screen. The POE will now appear as On-Order, indicating you have obligated funds to this   activity.  Repeat Steps 1-9.
	THE SCREENSHOT BELOW SHOWS EXPENDITURE DESCRIPTION LINES WITH KEY DETAILS.  THE EXPENDITURES LINES SHOULD ALSO MATCH YOUR SPEND PLAN IN YOUR PMP.
	HOW TO CHANGE �EXPENDITURE ITEM DETAILS
	Step 1: From the Subgrantee Expenditure List screen, click the On-Order hyperlink for the appropriate item. 
	Step 2: Make Changes to the Proof of Encumbrance (POE).
	Step 3: Enter a Reason for Change Request.
	Step 4: Next, Click the Blue Arrow to expand the detail box. Make any changes to the description here.  Changes to the description will change the title on the expenditure line item and on reimbursements.  
	Step 5: Enter the reason for the change, click the “Save POE” button to save changes to database. 
	Step 5: Go back to Subrecipient Expenditure List screen, the expenditure item will show as being in a Change Request status until the change has been approved by the SAA. 
	Step 6: This screen shows that the Change Request is approved and is now On-Order. 
	HOW TO CANCEL EXPENDITURE LINES
	Step 1: From the Subrecipient Expenditure List screen, click the [edit] hyperlink for the expenditure item you want to Cancel. 
	Step 2:  Next, scroll to the bottom and click “Cancel Item”
	Step 3: Enter the Reason for Cancelation and Click the “Confirm” button to complete the request.
	Step 5: Once approved, the item will remain on the expenditure list with a quantity of zero and the funds are made available for reallocation.
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