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

Funding Recipient
(FR) submits
documentation
required under the
Budget & Pre-CP
Checklist to DDC
for review

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

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

OMB reviews
Budget &
Pre-CP
submission

PHASE 2: CERTIFICATE TO PROCEED (CP) REQUEST WORKFLOW

DDC prepares
CP Request

OMB reviews CP
Request
package

DDC submits CP
Request
package to OMB

PHASE 3: REGISTRATION WORKFLOW

DDC sends
Registration
Checklist and
Final Funding and
Security
Agreements to
the FR?

FR emails all
documentation
required under the
Registration
Checklist and
executed Funding
and Security
Agreements to DDC

DDC reviews
registration
documents

CPis issued
(see Phase 2)

Funding agreement for $100,000 or more require MOCS
approval, DOl investigation, DLS compliance, public
hearing, and additional insurance requirements

PHASE 4: LIEN CLEARANCE WWORKFLOW

OMB provides
Pre-CP

approval
(approval time takes
between 2 weeks to
2 months from the
date of submission)

OMB approves
and issues final
CP document

(approval time takes
between 2 to 3 months
from the date of
submission)

DDC submits
Funding
Agreement to the
Comptroller for

registration
(registration takes between
3 to 5 months from the date
of submission)

PLEASE REFER TO THE UCC GUIDELINES FOUND IN THE DDC NOT-FOR-PROFIT HANDBOOK FOR DETAILED INSTRUCTIONS.

PHASE 5: REIMBURSEMENT REQUEST WORKFLOW

Once the Funding
Agreement is
registered, DDC
sends the Payment

Checklist and fully
executed Funding
and Security
Agreements to the FR

FR submits all
documentation
required under the
Payment Checklist to
DDC

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

DDC reviews
reimbursement
request
submission

DDC approves
Payment and
Electronic Funds
Transfer (EFT) is

sent to the FR

(approval and EFT
issuance takes 2 to 3
weeks from the date of
submission)

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

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

ESTIMATES FOR REVIEW AND APPROVAL FOR EACH STAGE DO NOT ACCOUNT FOR THE TIME IT TAKES THE FR TO COMPILE THE DOCUMENT
PACKAGES OR DDC INTERNAL REVIEWS, EXCEPT FOR THE PAYMENT APPROVAL.

1REGISTRATION CHECKLIST AND FINAL FUNDING AND SECURITY AGREEMENTS ARE SENT TO THE FR PRIOR TO THE SUBMISSION OF THE CP REQUEST.
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