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NSD/GRANTS STAFF

Spencer Self, Neighborhood Services Director

Wathsna Sayasane, Deputy Director, Admin Services Division 

Christy Blake, Management Assistant II

Jessica Gonzalez, Grants Compliance Supervisor

Amy Nordstrom Jones, Grants Compliance Project Manager 

Alicia Rubio, Grants Compliance Project Manager



 Discuss CARES Act Program Requirements

 Establish Clear Program Expectations

 Review NSD’s New Grants Resource Page Website

 Grants Project Manager Assignments

 Contract Process Timeline/What to Expect

 Answer Your Questions

ORIENTATION GOALS
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Organizations receiving CARES Act funding should 
ensure that proposed program and services are in line 
with CDC guidelines, governor’s orders and federal 
and state requirements. 

Funded programs and activities must assist in the 
purpose of preventing, preparing for and responding to 
the growing effects of the coronavirus (COVID-19) 
public health crisis.

CARES ACT FUNDING
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CDBG/CARES ACT 
DUPLICATION OF 
BENEFITS
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DUPLICATION OF BENEFITS

Funding is subject to federal prohibition against 
duplication of benefits.

A Duplication of Benefits situation would occur if a 
household received funds from FEMA, insurance, SBA, or 
another source, and then also applied for and received 
funding under the CARES program for the same purpose, 
resulting in benefits received greater than demonstrated 
need. This includes funding from local, state and federal 
sources.



CDBG/CARES ACT 
DUPLICATION OF 
BENEFITS
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DUPLICATION OF BENEFITS

Applicants are required to verify the amount received 
from other sources, and also how those funds were used 
to ensure that a duplication of benefits will not occur.

If other assistance has been received for the same 
purpose, then the amount of assistance provided to the 
applicant through the CARES program must be reduced 
by the amount of assistance already received from 
other sources (FEMA, SBA, insurance, etc.) for the same 
need or loss.



CDBG/CARES ACT 
DUPLICATION OF 
BENEFITS
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DUPLICATION OF BENEFITS

Each agency must perform a duplication of benefits 
calculation for each beneficiary assisted with CARES 
funds.

The agency must ensure that each beneficiary assisted 
with CARES funds executes a Duplication of Benefits 
Declaration.

This Declaration must be maintained in the agency’s client 
files.



https://www.phoenix.gov/nsdsite/Pages/Grant-Resources.aspx

NEW GRANTS 
RESOURCE WEBSITE
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https://www.phoenix.gov/nsdsite/Pages/Grant-Resources.aspx


Federal Requirements:
 DUNS Number (required to register for SAM)
 System for Award Management (SAM)

City of Phoenix Requirements:
 Arizona Corporation Commission
 Vendor Registration/Account Updates

PRIORITY ACTION ITEMS 
FOR AWARDED AGENCIES
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D-U-N-S NUMBER
https://www.dnb.com/duns-number.html

https://www.dnb.com/duns-number.html
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SAM.GOV REGISTRATION
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ARIZONA CORPORATION 
COMMISSION REGISTRATION
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PROCUREPHX REGISTRATION/ACCOUNT UPDATES
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ALL REGISTRATIONS/ACCOUNT UPDATES
Before starting any new registrations, first check to see if 
your agency is already registered! If your agency is 
registered, please confirm that its status is Active or In 
Good Standing.

If you’ve previously received grants from the City of 
Phoenix – you probably already have a procurePHX
account. Review your billing address to ensure it is still 
current/correct.
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PRE-CONTRACT DOCUMENTS
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PRE-CONTRACT DOCUMENTS

The following pre-contract documentation is required from the 
agency by July 20, 2020 or sooner. A complete packet of all 
documents listed below should be sent via email to: 
NSD.REFUGEE.RFP@phoenix.gov

1. Corporate Resolution
2. Certificate of Insurance
3. Job Description and Resumes (Only if Salary is being Reimbursed)
4. 501(c)3 Letter
5. Scope of Work and Budget
6. ADA Accessibility Questionnaire and ADA Compliance 

Statement
7. Fiscal Management Assessment and Accounting/Bookkeeping 

Responsibilities

mailto:NSD.REFUGEE.RFP@phoenix.gov
https://www.phoenix.gov/nsdsite/Documents/Corporate%20Resolution.pdf
https://www.phoenix.gov/nsdsite/Documents/Job%20Descriptions.pdf
https://www.phoenix.gov/nsdsite/Documents/Non%20Construction%20Program%20Scope%20of%20Work.pdf
https://www.phoenix.gov/nsdsite/Documents/Non%20construction%20program%20Budget.pdf
https://www.phoenix.gov/nsdsite/Documents/ADA%20Accessibility%20Questionnaire.pdf
https://www.phoenix.gov/nsdsite/Documents/ADA%20Accessibility%20Compliance%20Statement.pdf
https://www.phoenix.gov/nsdsite/Documents/Fiscal%20Mgmt%20Assessment.pdf
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PRE-CONTRACT DOCUMENTS

8. Financial Audit and Management Letter
9. Articles of Incorporation and By-laws

10. Current Board of Directors List
11. Verification of Fingerprinting(Only for staff whose salaries are 

being reimbursed)
12. Copy of Lease Agreement (Only if rent is being reimbursed)
13. Consultant Contracts (Only if consultants provide direct service for 

the CARES-funded  program)
14. Disclosure of Indebtedness to the IRS
15. Taxpayer ID
16. System for Award Management (SAM) Verification

https://www.phoenix.gov/nsdsite/Documents/Disclosure%20of%20Indebtedness%20to%20the%20IRS.pdf
https://www.phoenix.gov/nsdsite/Documents/Taxpayer%20ID%20fw9.pdf
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CONTRACT

New contracts will be executed as soon as all 
required pre-contract documentation has been 
received from the agency and approved by Grants 
staff. 

Expectation is that all contracts will be executed
within 60 days (no later than September 1, 2020)
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CONTRACT

Awards must be expended by non-profit organizations by 
November 30, 2020. 

All invoices must be submitted no later than December 7, 
2020.

Grant awards will be administered on a reimbursement 
basis after submission of accurate invoice(s) and required 
source documentation. 
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CONTRACT

Contract defines:
 Insurance requirements  

 Reporting requirements  

 Non-discrimination practices

 Financial management responsibilities  

 Project scope of work and budget
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PROCUREMENT OF MATERIALS 
AND SUPPLIES 

We will provide you with additional guidance and forms 
regarding the procurement/purchasing of materials and 
supplies if applicable to your programs. 

This information will be posted to the Grants Resource 
Page as soon as it is available.



After contract execution, each agency will be emailed 
a billing template from your assigned Grants Project 
Manager. 

A virtual training will be conducted with all agency 
staff responsible for participating in collecting the 
data and updating the template for submission.

This training will be performed prior to the first report
submission. Additional technical assistance will be 
offered as needed to ensure successful report 
submissions.

REPORTS AND PAYMENTS
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The billing template will include the following 
worksheets which must be updated monthly:

Cover Letter (to be printed with logo and billing 
address listed and signed by signature authority)
Program Accomplishments (measures against 
submitted goals and ties to number of Phoenix 
clients served)
PRW Worksheet (Applicable only if salary is being 
requested for reimbursement)

REPORTS AND PAYMENTS
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Salary/fringe reimbursement request must include: 

 Salary & Fringe breakdown
 Timesheets signed by employee and supervisor
 Proof of payment with one of the following:

1) copy of the cleared check or
2) copy of the 3rd party payroll documentation or
3) copy of check with bank statement showing

check has cleared

REPORTS AND PAYMENTS
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Wathsna



Mileage reimbursement request must include:  
 Report signed and dated by employee and supervisor

 Date and time of travel
 Destination (reason for travel)
 Beginning and ending mileage

 License plate number of vehicle used
(Travel cannot initiate from the home of an employee, it must initiate from the office)

REPORTS AND PAYMENTS
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Wathsna



Utilities reimbursement request must include:

 Approved cost allocation plan on file; if multiple
funding sources, plan must outline percentage
breakout for each source of funds

 Copy of utility bill

 Copy of check and bank statement indicating
check has cleared or copy of next utility bill
indicating bill is current

REPORTS AND PAYMENTS
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Wathsna

Wathsna
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Office supplies, equipment, printing requests must include:

 Copy of receipt from purchase, clearly indicating item
purchase, date, and cost

 Equipment purchased with CARES funds may become
property of the city (tagged and  inventoried.) Check
with your Grants Project Manager for more details.

REPORTS AND PAYMENTS

Wathsna



Consultant costs requests must include:

 Documentation that consultant was procured
competitively and using equal opportunity
practices

 Copy of contract with consultant

 Copy of invoice from consultant

 Copy of cleared check to consultant or bank
statement indicating consultant was paid

REPORTS AND PAYMENTS
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Wathsna



Services that do not primarily serve Phoenix residents

Equipment, fixtures, motor vehicles, furnishings or other personal 
property not an integral structural fixture is generally 
ineligible. 

Funds may be used to purchase such items when deemed 
essential and necessary for the purpose of preventing, 
preparing for, and responding to the growing effects of the 
COVID-19 public health crisis.

INELIGIBLE COSTS
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Political activities
Income payments
Stipends
Marketing/Fundraising
Food for events/board meetings
Gifts/Awards
Programs/services that promote religion
Payment of debt or pre-program expenses
Entertainment, furnishings and personal property purchases
Gasoline (only mileage payment is allowed)

OTHER INELIGIBLE COSTS
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All programs will report monthly on Phoenix clients 
served including:

 Number of persons or households assisted

 Race, ethnicity, and disability data for each 
client

PERFORMANCE MEASUREMENTS
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Report performance measurements monthly, by the 
15th of the month or as otherwise specified by your 
assigned Grants Project Manager.

Maintain regular communication with your assigned 
Grants Project Manager with updates on your 
program and activities. 

PERFORMANCE MEASUREMENTS
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Retain CARES records for 3 years after the expiration or 
termination of this agreement.

Agencies may be monitored during retention

Grants Project Manager conducts a desktop monitoring 
monthly and reviews the program’s:
 Stated goals
 Expenditures
 Pre-Contract documentation (i.e. Insurance, SAM.gov 

registration,  board member list, financial
statement/audit)

MONITORING
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Informal and formal site visits
 Check fiscal controls and fiscal accountability

Formal site visits
 Scheduled; confirmation letter provided
 Include agency project and accounting staff
 Monitoring checklist is provided
 Follow-up letter noting recommendations,  

concerns or findings

MONITORING
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Formal site monitoring includes review of:
 Financial management
 Internal controls
 Accounting records
 Allowable costs
 Budget controls
 Cash management
 Financial reporting and audit

MONITORING
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No employee, board member, officer, agent or consultant 
of an agency receiving CARES funds who have 
responsibilities with respect to other CARES activities, or 
who participate in the decision-making process, or who 
have access to inside information with regard to the 
activities, can obtain a personal or financial interest or  
benefit from a CARES-assisted activity during their tenure 
or for one year thereafter.

CONFLICT OF INTEREST
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Agencies should maintain a written code of conduct  
governing:

 Hiring practices
 Purchasing materials, products, services
 Awarding contracts

CONFLICT OF INTEREST
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PROJECT MANAGER CONTACT INFO
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Amy Nordstrom Jones
Grants Compliance Project Manager
(602) 534-6696 Direct
amy.nordstrom.jones@phoenix.gov

Alicia Rubio
Grants Compliance Project Manager
(602) 262-6286 Direct
alicia.rubio@phoenix.gov

mailto:amy.nordstrom.jones@phoenix.gov
mailto:alicia.rubio@phoenix.gov


PROJECT MANAGER ASSIGNMENTS
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Agency Name Grants Project Manager
Abounding Service Amy Nordstrom Jones 
AZ Imgrnt&Refugee Sv Alicia Rubio
Bhutanese Comm AZ Amy Nordstrom Jones 
Catholic Charities Com Alicia Rubio
Chicanos Por La Causa Amy Nordstrom Jones 
Child Crisis Arizona Amy Nordstrom Jones 
ELFA Empowerment Alicia Rubio
INCA Relief Arizona Alicia Rubio
Internat'l Rescue Comm Amy Nordstrom Jones 



PROJECT MANAGER ASSIGNMENTS
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Agency Name Grants Project Manager
Iraqi Comm Assoc Alicia Rubio
Islamic Cntr NE Valley Amy Nordstrom Jones 
Lutheran Social Svc Alicia Rubio
Raising Special Kids Amy Nordstrom Jones 
Ramah Full Gospel Ch Alicia Rubio
Refugee&Immgnt Com Amy Nordstrom Jones 
Somali-American Unite Alicia Rubio
Sudanese American H Alicia Rubio
Welcome to America Amy Nordstrom Jones 



1. Verify any amounts received from other funding sources and 
how those funds were used to ensure that a duplication of 
benefits will not occur.

2. Go to the Grants Resource Page to complete Priority Action 
Items (Registrations and/or Account Updates) at: 
https://www.phoenix.gov/nsdsite/Pages/Grant-Resources.aspx

3. Print the Pre-Contract Documentation Checklist  from the Grants 
Resource Page and start working with your agency to 
complete/compile these documents. 

4. Send the complete packet of the Pre-Contract Documentation 
ASAP via email to: NSD.REFUGEE.RFP@phoenix.gov

RECAP/NEXT STEPS
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https://www.phoenix.gov/nsdsite/Pages/Grant-Resources.aspx
mailto:NSD.REFUGEE.RFP@phoenix.gov


TIMELINE/WHAT TO EXPECT
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Contract Award 
Announcement

7/1/2020

Kickoff Orientation/  
PM Assignments

7/9/2020

All Pre-Contract 
Documentation Due

7/20/2020

PM Documentation 
Review & Approval 

July & August

Contract Generation 
(to Law, then Agency, 

then Final Execution) no 
later than 9/1/2020

Billing Template Issued 
& Virtual Trainings 
With Agency Staff
August & September

Agency Begins 
Submitting First 

Monthly Reports in 
August & September

Contract Period Ends 
11/30/2020

Final Monthly Report 
Due 

12/7/2020



QUESTIONS?
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