FY2022 Grants
Post-Award Processing

The path to payment

October 4, 2021




DC COMMISSION @ ARTS & HUMANITIES

Welcome to the Payment Process

A Brief Timeline
- Paperwork returned to grants manager
- Internal routing at CAH (we make sure to cross all the t's and dot the i’s)
- A Purchase Order (PO) is requested
- PO communicated to you
- Invoice is submitted to the DC Vendor Portal
- Invoice approved
- Payment
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DC COMMISSION @ ARTS & HUMANITIES

Payment

e All Payments will be via Mailed Check
e If you have direct deposit set up, that is still in effect- for now

e \When your Vendor Profile expires so will direct deposit




DC COMMISSION @ ARTS & HUMANITIES

Taxes

e Generally, all grant awards are considered taxable income. Each grantee has a different set of
circumstances and we recommend they consult with a tax professional to determine tax obligations

e We will make every effort to get your award payment to you by the end of the calendar year, but the
award will be tied to the calendar/tax year in which it is paid out

e If you are a Fellow, you can delay submitting your invoice until the New Year if that makes the most
sense for you. Just let us know!

e Please, if you have any questions- speak to a tax professional. We do not have that expertise to
offer advice.
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DC COMMISSION @ ARTS & HUMANITIES

Process
Paperwork returned to CAH- DUE OCTOBER 15, 2021

While Staff reviews

Staff Reviews paperwork for completion

paperwork for completion A Purchase Order Number is requested

we will also be working
with you to ensure your
registration with the DC
Vendor Portal

Purchase Order is Established

CAH communicates PO# and instructions to grantee
Grantee submits the invoice to the DC Vendor Portal
Invoice Reviewed and Approved

Payment Mailed
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Returning Grantees

Check your PASS account:

e Does it have an expiration date?

e Do the name and address on the PASS
account match the name and address on
your grant agreement?

Check your DC Vendor Portal account:

e \What is the expiration date?

e Do the name and address the DC Vendor Portal account match the
name and address on your grant agreement?

e Are you registered for ACH? Is the bank information correct?




DC COMMISSION @ ARTS & HUMANITIES

New Grantee
Do you have an existing PASS account with Procurement
Center of Excellence (PCE)?
Do you have an existing DC Vendor Portal account?

Is name and address on these accounts
the SAME name and address on your grant agreement?
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DC COMMISSION @ ARTS & HUMANITIES

Must get set up as a Vendor with the DC Government

It is a TWO-STEP process
In this order:

II Set up a PASS account with DC Procurement Center of Excellence (PCE)
(CAH can facilitate this process)

Set up an account with the DC Vendor Portal




DC COMMISSION % ARTS & HUMANITIES

STEP TWO STEP THREE
STEP ONE _ _
Email PDF copies CAH Staff moves your PASS
Complete your of the _ application through the
Master Supplier Master Supplier Form Procurement Center of
Form & W9 (October & W-9 Excellence (PCE)
2018 version) to your CAH Grant
Manager
REGISTER for PASS
PASS account open! STEP FIVE STEP FOUR
You may now register .
in the DC Vendor PCE. se.ndstr?mallt PCE sends you an email
Portal c?n 'rming F? ASSGS-UP acknowledging receipt of
of your hew your application
account
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DC COMMISSION @ ARTS & HUMANITIES

District of Columbia Government
Master Supplier Information Collection Template

1)

2)

3)

Register for PASS

Complete all three pages

Master Supplier Form
Prepare a new W9

Email the completed
forms to your grant

manager, who will move

[Vendor Name (Legal Name)] crantes's Legal Name

[Vendor Number (I + Tax ID): 1] SSN for Individual, EIN for Organizations

[Phone Number (including area codes and extensions)] Grantee's Phone number

[General E-mail Address:

ebsite Address:| If they have one, otherwise, can be blank

I\V9 Tax ID Number:| SSN for Individual, EIN for Organizations

Grantee's email

Yes D No m CBE Number: For Org. (Choose matching items for Supplier and Ownership Types).

ontact Name:| Grantee's Name

[Contact E-Mail Address:

Grantee's email

ISupplier/'Vendor Type:l __(6) for Individuals, either (5) or (7) for Organizations

them th roug h the Ofﬁ Ce lawnership Type: __ I (eye) for Individuals, or U for Organizations

of Contracts and
Procurement (OCP)

Your Grant Manager will send you the Master Supplier Form

*
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DC COMMISSION % ARTS & HUMANITIES

IRS form W-9

October 2018 version

Name should match on all grant /
application documents

Address must be in DC and match
all other documents

Applying as an individual -- use yo
Social Security Number
Signature must be manual or elecirenic

date/stamp __—
Date: as close to the day you send it

as possible

- W=9 Request for Taxpayer e
(v, October 2018) Identification Number and Certification requester. Do not
Dupartment of the Teasury send to the IRS.
Inkoera Fivenuo Sevvica » GO 10 WWW.Irs. for and the latest

T Nama (35 SHOWN G Your FCoMa X FOsT). Narmo £ FogUIrod on 1his In; o not 1ave this 11 Dlank.

‘Businazs rema/dErogardod orfity namo, Il Gt Fom ADove

3 Check ot fockrad
foliowing saven Doxes.

=ingho-mamer LG

O indradastrscio propesstoror [ ¢ coporation [ s coporasen. [ parmorsp [ vrusticstate

1he parson whoza name 15 colormd on ina 1. Chock anty ona of tha | 4 Exempions (codos appy arfy 1o

cortan antisos, rot indviduss; 500
Irestructiorns on pago 3

Exapt pajen codo 1 any)

Print or type.

LLCEERLLE rscmmndmaawmwucmumm
anothar LLG

O vimitac mbitty company. Emar the e ©-c , S8
Noks: Chck ths sppropiels s in 412 atovs o G2 e chstiosorsof 85 s rmser . Do ok Ghck | s worn PATCA repraing

1ha ownar uriezz the ownar of the LLG is

st i ot clrogec rom 1o e fo U ekl 2 purposos. e, 3 sngh-mae LLG codk §f any)

[ omer mon >

tha owmar for tha tax

PAiee &5 st utdsnd cutstds S (15)

B Adiirozs (numbar, Z90ck, and apE. of 20 10.) 500 IEtruCeons.

Sa6 Specific Instructions on pag

Roquesiors name and addmss optons)

g stals, and ZIF code

Tt noount rambce 9] hora (opscnal

[l Taxpayer Identification Number (TTN)

uu«ymrlwmmwopﬂalsbm The 1IN provided must match the name given on ine 1 1o avold ‘Sockal security numbar

For Inaividuas, 1his 1s ganeeally your social securlty number

backup wil (SSN). However, fof a
resident allen, sole proprietor, of disregarded enlity, saslmmlnx:lmbtl’mlnlwlmum lI -D:l »D]:D
mnm,nsymaqumnmmm(m;uyouaomruwamm 500 How (0 g9

Now-lnnmusmnusmmmnmlmmmmmmt A0 500

Number To Give the Raquester for guideiines on whose number o enter.

Empioyar Kenbication numbar

[T

Certification

Unider panaiies of perjury, | cariy
1. The number showp oo & my correct 1

2. 1am nole ACKUp WIthhokding becatsa: (@) | am exempt Trom backup
S) that | am salmct 1o mump vnml-unng as i result of a talre to

10 10090 SUDJOCH 10 BAckp Wil
3, 1am a U.S. citizen of other U.S. p:vsmmmmmmm,am

dentimcation number (of | am walling for a number 1o be issued lo mej; and

mmawamnmrmwmnmwmmmmemn
report al Inferest or avidonas, of () e RS has notitied me hat | am

4. The FATCA coaals) entered on tnis form @ any) indicating that | am exempt from FATCA reporting is correct.
Certification nstructions. You must cross out It zmlyxumnw»mmwmmsmlmmcmmmmmwmmmm
" o Wnleost paks

You have Talkedd to repoet 2 Intesost and divig
acquisition of abandoni

cancalation of g, contributions to mngmm
dumlmlmlo@lmmm DUt you must provice your comect TIN. ¢mlm;

ol orement

080 -DIV [dnedBnds, Inciuding 1hose L Beks or mutual

ngs)

« Form 1089-MISC (varous types of INcoima, prizes, awards, of gross
procoeds)

@Ot W-o and i
dl\e« Mwewmmwiom:sgwﬂumwa
Purpose of Form

An ndhvidual of enlity (Form W-9 requastes) who Is required 1o le an
hlclﬂlﬂlkm relurn with (he I3S must oblain your correct

axpay« Igantincation number (ATIN),

(EIN), Iorwmulmwwmumrelmnmavml panloyouuomw
amount 1 on an Information retum. Dxampies of information
ralums Inciude, bul are nol Imited lo, the lolowing.

= Form 1000-INT (nlaras! aamed of pakl)

= Form 1086-B {slock of mutual Tund safes and cerlain olher
by brokers)

« Form 1069-S (proceeds Trom reak eslale lransactions)
= Form 1069-K merchant card and third party network lransactions)
« Form 1068 (home morlgage interest), 1088-£ (studant loan Inferest),
1098-1 (lultion)
« Form 1089-C (canceled debl)
* Form 1099-A (acquisiion of abandoament of secured proporty)

Use Form W-9 onfy if you are a LS. parson (including a resident
aller), to provide your correct TIN.

If you do not return Form W-9 Lo the requester with a TIN, you might
ba subject (o backup withhoiing. Sea Wil Is backup withhokaing,
latey.

Cat No. 10231X

Form W-0 row, 10.2018)




Individuals

DC COMMISSION % ARTS & HUMANITIES

IRS form W-9

FOR INDIVIDUAL GRANTS

JUST YOUR NAME

No business name!

If you put a business name on this
line on this document when you
submit for an individual grant, you
slow down your application when
your W-9 is sent back for correction.

- W-9 Request for Taxpayer R
(Rov. October 2018) Identification Number and Certification requester. Do not
Dupartment of ihe Troasury send to the IRS.
Intorral Rvenuo Sarvico » GO 10 WwWW.Irs.( for and the latest

1 Nama {5 =hown 0N Your RCome [IX o). Namo b equirad on this Ina; do not Kave this o biank.

2 Businass reme/dzrogardod orfsty name, If dEkeont Fom abovo

o Sodkorad the parmon whaza I cntomd on ina 1. Chock orty ona of the | 4 Excmplions (cocos apply oy o
certan ontisos, rot Individuss, 500
Irsstructions on pago 3¢

W insradustocio propesstoror [ € coporaton [ s a P [m]
singlo-mamr LLG Exaempt payos oodo §f )
O vmites y company. Enar 1ha ©-C a8

: Chock 1he appropeale box i the 1na sbove for tho b classNicatcn of the =ingks-mamibar ownar. Do not chack | Exsmption from FATCA reporting
LLC ¥ ®0 LLC i= chsitod as a sngho-membar LLC that & disrogardad from tha ownar uniess the ownar of the LLC is.

anothar LLC that s ot from 1o cwnee for LS. fodkoral tax Otharwtzo, a =ingio-mambxr LLC thag 209 F2r)

15 dllzrogardiad fromm tho awnar shouks chack tha appropriata Dox for tha tax Clasficalion of B oWrer.

Ottor (a0 1 > e ——]
S Adkiross (DU, P00k, and SpL oF S48 o) 500 INEIrUcEors. FoqUISIar s namo and addres opHans)

€ City, staln, and ZIP codo

7 Uizt nCoount rambn ) hera (opscnal

2N Taxpayer identification Number (TTN]

Lnter your Ilenewomalebo! The 1IN provided must match the name given on line 1 1o avold Sockal sacurity numbar

backup wilhfosding. For Indviduats, 1his ks ganerally your soclal securily number (SSN). However, fof a
|mldmsuspwpllelov or disregarded enlity, seelmmnx,lmml’all.ma For othar :l]:l —D:I —[D:I]
entilies, Il s your employer kianlificalion number (EIN). I you do not have a numiber, see Jow to gal a

5 or

Note: il the account Is In more than one name, see the Instructions for Ine 1. Also seo Whal Name and Employer identification numbar
Numbar To Give the Requester for guideines on whosa number lo enter. —l—l | | I | I I
Certification

Under panaiiies of perjury, | certily thal:

1. The number shown on this form & my correct laxpayer lmaummnm(mlmwaﬂlmmambwmmlom;am

2. 1am not subject 10 tackup withhokding becatse: () | am ex Trom backup withhol of () | have ot boen notiiad by the ntamal Revenue
W(Iﬂﬂjlm(Imlsmllnmawpwn"lmngasat of a talure to report a Interest or aividendas, of () ne IRS has nolitied me that | am
10 1ongar Subject to backi holding; and

3. Iunal)&cmmnommull'; parson (definod Dolowy; and

4. The FATCA cools) entered on this form @ any) indicating that | am cxemgt from FATCA reporting is correct.

Certification nstructions. You must cross out ftem 2 abowe If you have boen notiied by e IRS it you subjoct 10 backup bacause
you have: falkd to report m«uslmalmmmwuwmnn mmmmu—alwm mnzmesmlam rawmmmwslnakl
property, of et refiremeant amangemoent @RA), and genarally, paymants

oler WM roguirad 1o sign the mnymwnmmmemcmmm Sea he Instruchions for Part I, ke,

Sign Signature of

Here | us parsoar Dato >

General Instructions « Form 1069-DIV (dividends, Inciuding those Trom stocks or mutual
Tunds)

mvmmmlomnlm Revenue Code uniess olherwise « FOrM 1060-MISC (Variows typas of Incoime, prizes, awards, of gross
proceeds)

Future developments. For the kalesl mulmamabwl dmwnmls « Form 1086-8 {stock or mutsal Tund safess and cerlain ofher

refated lo Form W-9 and iIs ansacl rokers)

alter thoy were published, go 1o Www.es. ikl st by tuary

ey ®© gw « Form 1008-S (proceeds Trom read estale iransactions)
Purpose of Form « Form 1089-K fmerchant card and third party network lransactions)
An individual or enfity (Form W-9 requaster) who s required Lo fle an = Form 1068 (home morlgage interest), 1088 (studant loan Inferest),

formation return wilth 1he I3S must oblain your correct laxpayer
dentimcation number (TIN) which may be your soclal securily number
(SSN), Incridual Taxparyer Kentication number (1TIN), adoplion
Taxpayer ksantification nurmber (ATIN), of employer ksantiiicalion number
{EIN), wvmmmmmummmlmmmwbmmum

amount reportabia on an Information retum. Exampies of information
ralums Inciude, bul are nol Imiled 1o, the folowing.

= Form 1099-INT (nleres] eamed of pakl)

1008-1 (lultion)

« Form 1069-C (canceled debl)

* Form 1099-A (acquisiion of abandonment of sacured proparty)
Uselomlwsoﬁylyouasau.&pasmmuamml

allen), 10 provide your correct TIN.
nywwmxwonnlwmwstommqusslwmuw yourmg'l

Dssubﬁuto RUp withhoiding. Sea Wil 1s backup wil

Cat No. 10231X

Form W-0 (Rov. 10.2018)
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You will receive 2 emails
from the DC Procurement Center of Excellence
regarding your PASS registration:
1. The first acknowledges receipt of your application

2. The second confirms your registration

You are in PASS only after you receive the 2nd email




DC COMMISSION % ARTS & HUMANITIES

ou can then register with the

DC Vendor Portal

Visit

https://vendorportal.dc.gov/Account/Login

Click “Register Company” link

Email
Password
Forgot Password
™~
Imrot 3 robot >
weasIcua

Register Company
Mrw Brow

* % x (YO Fendor
A || R Register  FAQ's  ComtactUs

Info Center

DC Payments View Tutorials
Fiscal Year Erd Invoice Submission Guidelnes FAQ's
{POF)

Contact U:

Quick Payment Act (QPA)
DC e-Invoicing Implementation Timeline (PDF)
Need to Update Vendor Address?

Contact DC Vendeor Support at 202-724-4477 or
devendorsuppon@de. gov

After agreeing to terms, Complete the resulting fields...

* k Kk
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DC COMMISSION & ARTS
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# Home / Vendor Registration Form

Vendor Registration Form

[ Company Information
Company name *

Contact Us

FEIN # * @

Organization/individual grantee name

Enter the EIN or SSN (on your grant award)

Address: *

Address2:

State: *

Select a state Y

DUNS #: @

Only relevant for organizational grantees

CBE# if any: @ (*Certified Business Enterprise)

(Not relevant to all grantees)

DC Purchase order # (any recent): * €

If you don’t have one yet, type: “New PO”

DC Business license #: €3

Not necessary

Company Email *
_ompany Email
Company Phone *

Combanv Phone
-Dmpany rnone

Name,
address,
SSN/EIN

must match
the information
on your grant

* k Kk
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DC COMMISSION % ARTS & HUMANITIES

Title: * Password *

Phone number * Confirm password *

W-9 forms must
s e o R be signed and
St dated within 180
W;oo‘s:m o e e Attach your Grant Award Agreement W-9 here d ays of your

s | registration

Other file: @)
Choose File | No file chosen

Comments:

255 characters left * * *

I GOVERNMENT OF THE
I DISTRICT OF COLUMBIA




DC COMMISSION @ ARTS & HUMANITIES

Questions?

Your Grant Manager is here to help!




DC COMMISSION % ARTS & HUMANITIES

Links to recordings of the October 4, 2021 Workshops:

https://bit.ly/FY22GranteeOrientationPartOne

https://bit.ly/FY22GranteeQrientationPartTwo

* * K

I GOVERNMENT OF THE
I DISTRICT OF COLUMBIA



https://bit.ly/FY22GranteeOrientationPartOne
https://bit.ly/FY22GranteeOrientationPartTwo

DC COMMISSION @ ARTS & HUMANITIES

FAQ

Can you provide URLs for PASS and the DC Vendor Portal?
DC Vendor Portal: vendorportal.dc.gov
Master Supplier Form: hitps:/dgs.dc.gov/publication/master-supplier-form

If a Master Supplier Form was updated in July 2021, will a new one need to be submitted for the new
award year?

You should be covered for this cycle. If we run into an issue we will let you know.

If we became a vendor for an award earlier this year is that still operational?
Your Vendor Status should be ready for this year. We will double-check.

| don’t have a PASS account. Do | need to set this up? | already have the DC Vendor Portal account.

If you are set up with the Vendor Portal you should already have a PASS account. It’s all part of the
process.

* k Kk
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https://dgs.dc.gov/publication/master-supplier-form

DC COMMISSION @ ARTS & HUMANITIES

What is the very first step in setting up the PASS account? Do we send our grant manager the
paperwork and they take care of it?
The very first step is submitting your W-9 and Master Supplier Form. You will already need the W-9
for the processing of the award paperwork, and may use the same W-9. In addition to your W-9 you
will need to fill out the Master Supplier form. Both may be submitted to your grant manager to get
the process started.

Is the Master Supplier Form only for organizations, not individuals?
Everyone will need to fill out the Master Supplier form.

Can you explain what a DUNS number is?
From grants.gov: "A DUNS number is a unique nine-character number used to identify your organization.

The federal government uses the DUNS number to track how federal money is allocated."

Is there a place on the DC Vendor Portal website where we can check the expiration date for our
account?
You can call or email the Vendor Portal to check on the status and verify your address.

* k Kk
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DC COMMISSION @ ARTS & HUMANITIES

For the W-9 should we just submit the same one submitted in the spring (at the time of application)?
That should be fine. For payment we will need the W-9 dated within 180 days of submission. As we
go through the process your grant manager will be checking the dates and let you know if we need
a new one.

Is there an invoice template?
Yes- once we have a purchase order established for you we will send out instruction and an invoice
template for you. Please wait to submit your invoice until hearing from us so we can help you
through the process.

I'm not familiar with ANID number. What is this?
“An Ariba Network Identification (ANID) number is a unique identifier of an Ariba Network
account.”
supplier.ariba.com
DC Government utilizes the Ariba Network for payments. Organizations need to register for this
number in order to submit your invoice and receive payment. Please register at the above URL

* k Kk
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DC COMMISSION % ARTS & HUMANITIES

We have a USID/Sam.gov number. Can it be used instead of the ANID?
That's a different system. For DC payments you will need the ANID number

Can you clarify the address and phone number used to fill out the Master Supplier form?
This will be your personal address (for individuals) or the organization address/number (for

organizations)

We are an organization but we do not have a business license- how should be handle that in the MSF?
Please reach out to your grant manager to see what you will need.

* k Kk
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DC COMMISSION @ ARTS & HUMANITIES

Will payments be mailed via certified mail?
Payments are sent via USPS First Class- we will be confirming addresses with you every step of the
process.
Please make sure the Vendor Portal has your most up to date and accurate address (i.e. apartment
numbers, etc).

To clarify direct deposit- even if we have received direct deposit in the past will we only be getting
checks this year?
This will depend on when you registered for direct deposit. Registration has an expiration, and if
you had an active account it may have expired in the last year. If you still have an active account
with the DC payment system you will receive a direct deposit this year, but may not next year.

* k Kk
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