Grant & Per Diem: eGMS Guide

How-To: Upload a Grant Agreement

Step 1. Retrieve grant agreement PDF file from your email

» When you receive the below email, save your grant agreement to your
computer then follow the instructions in the email to sign the PDF document.
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Dear GPD Grant Applicant,

Thank you for responding to the FY 2024 Grant and Per Diem (GPD) Per Diem Only (transitional housing) Grant Notice of Funding
Opportunity (NOFO) published to www_grants gov. Attached is a grant agreement that we are requesting your agency sign. This
request is not a notification that your application has been selected for funding, but rather that it is continuing to move through the
application consideration process. An award is not finalized until your agency completes and submits the attached grant agreement
and the document is counter-signad by VA. We anticipate final award decisions will occur by September 2023. Please read through
this message carefully as there is a lot of information detailed below.

WHAT YOU NEED TO DO:

A. Sign and return the grant agreement.

1. Review the information within the attached GPD grant agreement for accuracy. Please use the GPD Grant
Agreement Instructions provided below.

2. Notify the GPD Program Office at GPDgrants@va.gov immediately if there are any errors with your agency name,
address, UEI or Tax ID information. Do not make any edits to the agreement. If changes are required, our office will
modify and send you a new agreement.

3. Sign page 1 (either manually or electronically).

4. Scan or save as PDF the signed grant agreement document (all 13 pages) and submit via eGMS External
Attachments tab no later than May 1, 2023. A quick reference guide demonstrating where to upload your grant
agreement in eGMS is available at
htips://mww va.gov/HOMELESS/docs/GPD/providers/UDPaaS TutorialHowToUploadSignedGrantAgreement pdf,
located on the GPD Provider Website: https://www_va.qov/HOMELESS/GPD ProviderWebsite.asp.

B. Update your organizationzl contacts.

1. eGMS. Review lhe uiganizalional conlacls idenlified in eGMS and updale, s appropriale.

a. The contacts in eGMS are how GPD communicates with grantees. It is essential that your contacts
remain up to date at all times.

b. Referto the How-to Add or Update Contacts guide at
https:iiwww.va.qov/HOMELESS/docs/GPD/providers/UDPaaSTutorialAddContacts.pdf (also located on




Step 2. Log in to eGMS, and select the correct grant application

> Please select the grant application (please ensure the FAIN matches the one
on the grant agreement) in the My/GPD Applications & Grants area under the
“Submitted” tab:

If you have more than one application record in Under Review status,
ensure you are selecting the correct record (Case Management, Transition in
Place, Per Diem Only, etc.) and upload only the signed agreement that
matches the FAIN/Grant ID.

DRAFT (7) Z=SUBMITTED (5) = APPROVED (7) = CLOSED (2)

[ ] < FAIN/Grant ID % Organization Name <

[ 1 Grantand Per Diem Case Management  TEST234-3271-501-CM-24 GPD TESTING, INC Under Review 07/13/202210:53
[J 2 GrantandPer Diem Case Management  TEST234-5757-442-CM-24 GPD TESTING, INC Under Review 04/21/2023 12:08
[J 3 GrantandPerDiem CaseManagement TEST234-3495-402-CM-24 GPD TESTING, INC Under Review 11/22/2022 10:33

Note: If you do not see the application here, you are not a Grant Contact for this
record. If you are not a listed Grant Contact or the Grant Owner, you will not be
able to complete this activity, if that is the case, please reach out to the GPD
National Program Office at GPDgrants@va.gov for assistance, please include your
FAIN in the subject line of the email.



Step 3: Select the External Attachments tab

1) Locate the External Attachments tab in the application record

2) Upload the signed agreement under Grant Agreement Upload

3) Upload any additional documents under Additional Attachments
(Conditional Selection)

TEST234-6210-402-SN-25
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Position Descriptions (optional)

Other {optional)

v Grant Agreement Upload

Grant Agreement Upload

Please upload your signed Grant Agreement

B Drop files here or browse files

e e =

Additional Attachments (Conditional Selection)

Please upload any required additional documentis or information that was requested in your Conditional Sele|
email, if applicable.

Bi Drop files here or browse files

Maximum file size: 2 GB
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Step 4: Select the Submit button after all documents are attached

Once all required documents have VHA GRANTS
been successfully uploaded, select

the submit button to complete this

task and thus notify the GPD
National Program Office of your TEST234-3943-405-PD-24

submission.

OVERVIEW APPLICATION EXTERNAL ATTACHMENTS G
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Grant Agreement Upload

[] File Name « Size  Date

Blank_test.. 345KB 03/06/2023 12:16
CONGRATULATIONS!

We have received your signed Total Files: 1
grant agreement file. You do not
need to do anything else. We will

contact you if anything else is Savé
heeded | BisavgDraft | Submit
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