PHASE 1: BUDGET REVIEW AND PRE-CERTIFICATE TO PROCEED (CP) WORKFLOW

FR submits
documentation
required under

Budget & Pre-CP
Checklist to DDC
for review

PHASE 2: CERTIFICATE TO PROCEED (CP) REQUEST WORKFLOW

DDC prepares
CP Request

DDC PM reviews
Budget & Pre-CP
submission and
forwards it to the
DDC attorney for
the draft funding
agreement

DDC submits CP

Request
package to OMB

DDC attorney
submits Budget &
Pre-CP
documents to
OMB for review
and approval

OMB reviews
Budget & Pre-CP
submission

OMB reviews CP
Request
package

OMB provides
Pre-CP approval

OMB approves
and issues final
CP document




PHASE 3: REGISTRATION WORKFLOW

FR emails all
documentation
required under

Registration

DDC sends
Registration
Checklist and

DDC emails one
copy of fully
executed Funding
and Security
Agreement to FR

DDC reviews

CP is issued Eundingland Checklist and registration

Security

executed Funding documents
and Security
Agreements to
DDC

Agreements to FR

PHASE 4: LIEN CLEARANCE WORKFLOW

PLEASE REFER TO THE UCC GUIDELINES FOUND IN THIS HANDBOOK FOR DETAILED INSTRUCTIONS.

PHASE 5: REIMBURSEMENT REQUEST WORKFLOW

FR submits all documentation

Once Fundmg Agreement required under Payment Checklist

DDC reviews
submission

is registered, DDC sends to DDC
Payment Checklist to FR

Note: All liens must be cleared according to
Phase 4's Lien Clearance Requirements

DDC submits
Funding
Agreement to
Comptroller for
registration

DDC approves
Payment and

Electronic Funds
Transfer (EFT) is sent

to FR

*PLEASE NOTE: FRs MUST MAKE COMPLETE AND ACCURATE REPRESENTATIONS IN ALL SUBMITTED DOCUMENTS, DURING ALL PHASES OF THE

DISCRETIONARY CAPITAL PROCESS. DDC’S PMs WILL WORK WITH THE FRs FOR CLARIFICATION IF THERE ARE INACCURACIES OR ISSUES IN FR’s SUBMISSIONS.



