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Introducing . . .
The New Cost Share
No Paper Check Policy
March 11, 2015
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Reminder: The former Cost Share Help Desk is now a part of the National Service Hotline (NSH)

Contact the National Service Hotline (NSH)
By calling 1-800-942-2677 or visiting Contact your CNCS State Office
https://questions.nationalservice.gov for cost share questions concerning:
for cost share questions concerning:

e Payments made

e Payment methods e Members listed/missing on an invoice

e Access to invoices/account statements in eGrants e Member pay rates

e eGrants technical requirements/problems e Number of days billed on an invoice

e Refunds e Memorandum of Agreement terms

e Repayment agreements for delinquent accounts e General cost share feedback and recommendations

e General cost share feedback and recommendations

Whether you are contacting the NSH or your CNCS State Office, providing the following information will expedite a response to
your inquiry:

* Sponsor name, exactly as it is stated on the memorandum of agreement

* EIN, Grant # or Application ID

* Simple statement of the issue and the resolution you seek

* Reference data (invoice/agreement number, copy of a pay.gov confirmation/both sides of a cashed check, etc.)
Your contact email address and phone number
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Cost Share Overview

VISTA cost share was designed and is written into law as a reimbursement program. It makes it possible for CNCS, a
federal agency, to expand the impact of VISTA beyond what can be accomplished with the funding from its annual
appropriation. On average, cost sharing allows for 20% more VISTA members nationally to serve each year—that’s
more than 1,000 additional VISTA members a year.

How does cost sharing work?

* CNCS pays cost share members’ living allowances throughout their service year with monies from a special
fund that was created by Congress just for this purpose.

* CNCS then invoices the cost share sponsor for those payroll expenses that have been incurred and already
paid to members by CNCS.

* The sponsor reimburses CNCS based on the charges outlined in the invoice it receives, and those sponsor
payments are used to replenish the special VISTA cost share fund.

* That, in turn, makes it possible for CNCS to have the funds to issue future payroll checks for cost share
members.

Obviously, the strength of such a repetitive cycle is dependent on sponsors making complete and timely
reimbursement payments to CNCS.
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Invoices, Account Statements and Payment Options Summary

Payment
Account Statements y )
Options

Until 09/2012 Mailed monthly Did not exist Pay.gov or check

09/2012 to 12/2013 SR IS I 7l Did not exist Pay.gov or check
eGrants

12/2013 to 04/2014 Emailed bi-weekly Emailed monthly Pay.gov or check

04/2014 forward Pay Now, Pay.gov or
check

Available bi-weekly in  Available monthly and
08/2014 forward = 57 GlErrElaEl Tr @ TS Pay Now or check

04/30/2015 forward Pay Now

Social Innovation Fund | Volunteer Generation Fund
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A heartfelt thank you to all those sponsors out
there who are already making electronic
payments!

CNCS typically receives between 500 and 600
cost share payments a month.

February 2015 saw the highest volume of
electronic payments to date—71%!

With everyone’s help, we have no doubt we
can reach 90% by April, 30, 2015.
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No Paper Check Policy for Reimbursement Payments

Effective April 30, 2015, the Corporation for National and Community Service
(CNCS) is implementing a VISTA Cost Share No Paper Check Policy and will no
longer accept reimbursement payments from sponsors made with paper checks.

Cost share sponsors will be required to make reimbursement payments
electronically using the Pay Now functionality which is accessible by logging in to

eGrants.
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Why Now?

The US Department of Treasury
has actually been encouraging
all federal agencies to adopt a
no paper check policy for
incoming payments since 2001.

CNCS has continued to accept
payment by paper check for all
of these years, though, because
it wasn’t until recently that we
completed the important
infrastructure and human
capital investments needed to
really make an electronic
payment program successful.

What’s in It for me?

Elimination of the costs to the sponsor associated with
producing and sending a paper check

Faster posting of reimbursement payments to the cost
share account statement (3-5 days versus 20+ days with
a paper check)

More accurate posting of reimbursement payments to
the cost share account statement because the correct
invoice and agreement information is pre-populated on
the electronic payment form

Ability for sponsor to pay electronically by credit card or
ACH debit (payment from a checking or savings account)
Increased availability of CNCS staff to research and
answer sponsor questions about cost share account
statements due to faster processing of cost share
payments

AmeriCorps | Senior Corps
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Payment Timeline and Terms

Cost share sponsors are invoiced every two weeks for agreed-upon expenses for each
active AmeriCorps VISTA cost share member assigned to the sponsor over the
previous member pay period.

Based on the terms of the cost share Memorandum of Agreement, sponsors have 30
days from the date the invoice becomes available in eGrants to make a
reimbursement payment to CNCS for the full amount invoiced.

Effective April 30, 2015, CNCS will require that cost share sponsors make
reimbursement payments electronically using the Pay Now functionality in eGrants,
unless they can demonstrate special circumstances that doing so would be extremely
difficult or is for some reason prohibited for the sponsoring organization.
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Exception Request Process

Sponsors that can demonstrate the requisite special circumstance should
complete and submit a Cost Share No Paper Check Policy Exception Request to
PaymentExceptionRequest@cns.gov.

The form will be available on the VISTA Campus after March 13, 2015 and can be
accessed using the search term “cost share.”

CNCS will respond to all requests in writing within 10 business days.
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Exceptions will not be approved based on the convenience or
preference of the sponsor. For what reasons would an
exception be approved?

Written rule/law/regulation/policy prohibiting one or more elements of the electronic
payment process using the Pay Now functionality in eGrants.

Technical issue preventing successful electronic payment using the Pay Now
functionality in eGrants.

Before a sponsor submits a request based on some sort of technical issue that is preventing them from successfully making an
electronic payment, the sponsor must contact the National Service Hotline and ask for their assistance with resolving the technical
issue. Through discussions with the National Service Hotline, we have come to feel confident that the National Service Hotline is
going to be able to help sponsors resolve most, if not all, issues. In the unlikely event they are not able to help you, simply submit
the exception request form and include the ticket number that the NSH assigned to your issue when you contacted them.

Other good cause that is not convenience or preference.
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Allowable Reimbursement Options

Electronic Electronic *Under Consideration* Electronic Electronic Manual
Electronic PRE-AUTHORIZED PRE-AUTHORIZED
CREDIT/DEBIT CARD ACH DEBIT PAPER CHECK
p: ment Pavment PAPER CHECK CREDIT CARD ACH DEBIT Pavment
Y ym Payment Payment Payment ym
Only sponsors with an
Who may use this ?ponscrs approve.d by CNCS to plarticipate approved .Exce'ption
ayment method? Any Cost Share Sponser in the pre-authorized payment pilot Form on file with
P program CNCS may pay by
manual paper check
The S| ints th The S il
_ € Sponsorprints the The Sponsor provides payment info to € Sponsor mais 2
How does this paper check, enters the ) ) paper check to CNCS;
. NP e CNCS one time and authorizes CNCS to -
payment option The Sponsor enters payment info in eGrants | paper check info in _ the check is
draw down the amount due each time a
work? eGrants, and destroys o processed manually
new invoice is generated
the paper check by CNCS
Cards accepted: A Sponsor enrolled in : Cards accepted: A Sponsor enrolled
i . ) A Sponsor enrolled in ) . ) )
& Visa credit or an ACH Debit Block an ACH Debit Block ¢ Visa credit or in an ACH Debit
debit program must roeram must contact debit Block program It takes an average of
* MasterCard credit | contact its bank to prog ,. | * MasterCard must contact its 20 business days for a
. ) its bank to have CNCS's . .
] ] or debit have CNCS's credit or debit bank to have paper check to reach
Considerations ) company ID added to ) , ;
e American Express | company ID added to its “allowed” list prior * American CNCS's company ID | CNCS by mail, be
credit its “allowed” list to making an P Express credit added to its irradiated, and be
* Discover and prior to making any _g v * Discover and “allowed” list prior | posted.
i electronic paper check i .
Discover-branded | ACH payments to payments Discover- to making any ACH
credit CNCs branded credit payments to CNCS
Payment will
immediately show Yes Yes Yes Yes Yes No
as “Pending” on
Account Statement
Approved Waiver
R ired— tact
. It is not necessary to sign up, but it is necessary to have an Contact your CNCS State Office equirec—contac
How do I sign up? ] ) ; R your CNCS State
active eGrants account with the correct roles for more information
Office for more
information
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AmeriCorps VISTA
Cost Share

Billing & Payment Available by week’s end at
Sponsor Manual www.VISTACampus.gov:

Revised 03.06.2015

ABOUT VISTA LIFE AS A VISTA

SUPERVISORS

BECOMING A SUPERVISING OTHER
SUPERVISOR YOUR VISTAS Reporting and
The Big Picture The VISTA Assignment Evaluation
Getting Started Recruiting <Grants

Member Policies Orienting Your VISTA Working with Sub-sites
Contacts Coaching and Supervisor Cafe Forum
Supervisors Manual Supporting Supervisor Webinars

Ongoing Traming Cost Share Sponsors

Transitioning

Member Handbook

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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Using eGrants to Access Invoices and Account Statements and
to Make Cost Share Reimbursement Payments

Who Needs an eGrants Account?

https://egrants.cns.gov/espan/main/login.jsp Each person who needs to:

e See invoices, and/or

* Make payments, and/ or
* Reconcile accounts

7/29/2014, 9:44 AM, EDT

For example, if someone from your organization who is
otherwise independent of your VISTA project, such as your
CFO or accountant, makes your cost share reimburse
payments, she would need an account.

Please DO NOT share usernames and passwords among
multiple people in your organization, as it undermines the
security of the system.

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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7/28/2014, 12:51 PM, EDT
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If you log in to eGrants but don’t see a Current
Statement link on your homepage, it means
you do not have the necessary roles assigned

— to your eGrants account.
|| peen neview | y

S

In order to be able to access the cost share account statement, invoices, and /or make
an electronic payment, a Sponsor staff person needs the following roles:

* Either the 'Grantee' or 'Grantee without Budget' role, AND
* The 'View Cost Share Invoices' role.
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Navigating and Reading the Current Account Statement

Terms and Conditions

Name Address EIN

Agreement £10-046-A46122 B Project 209VSAMADO4
Invoice Total $21,281.56 Payment Total $18,122.04
Balance $3,159.52
Agreement 209-046-A7225 B Project SUIMVSAMA00S
Invoice Total $18,765.20 Payment Total $18,765.20
Balance $0.00
Sponsor Invoice Total $40,046.76 Payment Total $36,887.24 Sponsor EIN
Account
Balance Balance $3,159.52 _
Previous Statements

The Account Statement represents the most current billing and collection
activity CNCS has on record for an organization.
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Getting to Invoice-Level Detail

3/2/2018, 2:40 PM. RS¥ e i * An invoice summarizes the charges to
NATIONALSY i . . ;
a Sponsor for a particular period of

COMMUNITY
SERVICEII:
time.

* |nvoices are available in eGrants on

Terms and Conditions

_— Chck a0 n agrecment number o see an expanded st of payments and invoices the first Friday following the end of a
_"""" Member pay period.

Agreement #14-046-A%5120 8 Project #12VSANYOO?

S e [ A B i IR * Sponsors are responsible for accessing

. *AT-14-201414-238

all invoices themselves in eGrants.

§ “AT-14-201415-202

.  E * Invoices are accessed through the
o account statement. Simply click on an
agreement number to expand the
agreement level detail to include all
invoice and payment amounts Click

2 *AT-14-201417-176

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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Viewing an Individual Invoice

Cor poration _J‘. "

NATIONAL &
COMMUNITY
SERVICEETE

VISTA COST SHARE INVQICE

Invoice Date: 0811202014
Invoice Number: SM-14-201415-140
Agreement Mumber: 14-046-5S55001
Agreement Period: 04/20/2014 to 04182015
Project: 14VSSTNOO4
Pay Period Dates Daily Rate  Days Charge”
Current Charges
_ 08/24/2014 - 09/06/2014 3051 14 427 14
087242014 - 09062014 3051 14 42714
Prior Adjustments
_ 08102014 - 08232014 3051 2 61.02
2 $61.02
=%
Invoice Amount $915.30

"Subsistence 15 equal 1o the number of days tmes a daly rale that can vary by member.

For questions concerming members Irsled-'mlssm?, pay rates, andior the number of days billed on an invoice, please
caontact your CNCS State Program Office. For all other questions conceming cost share invoices or payment, call
202-606-T519 or email VISTAcostshare@cns.gov.

Pay Now
Click the Pay Mow ink above to submit eiv: I
your payment electronically via Pay Gow.

Agreement Number:  14-046-555001

To submit payment by check:

Send this payment slip with a check made payable to Invoice Mumber;: SH-14-201418.140
CNCS Invoice Amount:  $915.30
AFMS/ARCost Share
1201 New York Avenue, N.W Due Date: 10/ 272014

Washington, DC 20525

Mote: Mail sent through the United States Postal Sernce (o federal
faciliies may be delayed by the mail irradiation process

JTerms and Conditions

AmeriCorps Social Innovation Fund | Volunteer Generation Fund
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Click the Pay Now Link to Initiate an Electronic Payment

On the current account statement,
under each agreement:

¢ "
Pay Now b g
your payment elecironically via Pay. Gov.
To submit payment by check

Send this payment slip with a check made payable to Agreement Number:  14-046-A55471

On the Payment Slip of an invoice PDF:

Terms and Conditions

CNCS Invoice Mumber: AT-15-201425-245

AFMS/AR/Cost Share Sponsor Information

1201 New York Avenue, N.W. Invoice Amount:  §1,170.61

Washington, DG 20525 Name Address

Due Date: 01/04/2015
Nate: Mail sent through the United States Postal Service to
federal facilities may be delayed by the mail irradiation process

Terms and Conditions Agrecment £10-046-A46122 @ Project #09VSAMA0D4
Invoice Total $21,281.56 Payment Total $18,122.04
Balance $3,159.52
9 2 Project 2UYVSAMAODS

cement 209-046-A7
Invoice Total $18,765.20 Payment Total $18,765.20

CNCS highly recommends O e | v e v S i
paying from the invoice PDF e e
to ensure your payment is
applied against the invoice

you intend to pay

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund



NATIONAL &

COMMUNITY Timely ¢ Useful ¢ Consistent ¢ Reliable
SERVICE *x%m=

(5 hitpsi/fsitegrants.cns.gov/espan/gr_main/pay_popupsplagminbr=10-046-A451 228 mgmtid=461 . (= [ |

R . F 2nt details bel

ot e b s e Pay by Credit Card or ACH Transfer

Name Address

Payment Information

C it Bal 56,467.28
P it Amount $ 6.467.28
Credit Card -
e —— T )
NATIONAL&Y
OMMUNITY
ERVICEEEET

ml

Review the payment detalls below and click ‘Submit’ to begin your secure payment.

Name Address

Payment Information

Payment Amount:

$ 3.159.52
(ACH Transfer -

[ cancel | _submit _|

Volunteer Generation Fund
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@ hitps:/iga.paygov/ - Online Payment - Micrasoft Internet Explorer provided by CNCS [E=mEET—)

System Message

» The system has populated the Payment Date with the next available payment date.

—T Enter Your Payment Information

Step 1: Enter Payment Information
Pay Via Plastic Card (PC} (ex: American Express, Discover, Mastercard, VISA)

Required fields are indicated with a red asterisk *
*

Account Holder Name:
Payment Amount: $6 467 28

gitting Adaress: [ N NN "
Billing Address 2:
ciry: [
state | Province: [ [=

Zip | Postal Code: || (& hittps/fqa pay. gov/ - Online Payment - Micrasoft Internet Explorer provided by CNCS
* -
Country: |United States = = The system has populated the Payment Date with the next available payment date.
VISA @ TV ovame
. * e "}
Card Type: | Visa Online Payment n r origingting appl
% _ .
Card Number: _ [Card mumbar vaka should ot conisi spaces or dashes Step 1: Enter Payment Information 1]2
security Code: I ™ ceormsnsewr sy one Pay Via Bank Account {ACH) About ACH Debit
Expiration Date: | 05[] * /2018[=] * Required fields are indicated with a red asterisk *
Agreement Number: 10-046-A46122 Account Holder Name: =
Invoice Number: AT-10-12-43008 Payment Amount: $3,159.52 f
Selact the "Continue with Plastic Card Paymant” button 1o continue to the nest step in the Plastic C Account Type:  Business Checking =] * |
Cantinue with Plastic Card Payment | | Cancel | *
| Routingwurser. [N |
Account Number: [N *

Confirm Account Number: _ *

Check Number: 1015

RUu’[Ing‘NumDEr Account Number Check Number

doaeane?ah l9ansiverago liaa

Payment Date: 06/13/2014
Agreement Number: 10-046-A46122 f
Invoice Number:

Salect the"Continue with ACH Payment” button to continue 1o the next step in the ACH Debit Payment Process.

Continue with ACH Payment | [ Cancel |

Note: Please avoid navigating the site using your browser's Back Bulton - this may lead to incomplete data being transmitted and
l pages being loaded incomectly. Please use the links provided whenever possible '

Hio0% -
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[ (@ hitpsirqupaygow - Online Payment - Microsoft Intemet Exploser provided by CNCS [EEE=Sc=
Online Payment Retwsrn iy g i licati
Step 2: Authorize Payment 12
Payment Summary  Edi this information
Address Information Account Information Payment Information
Account Holder Card Type: Visa Payment Amount: $6.467 28
Name: Card Number: [N Trensaction Date 061122014 1144
Billing Address: Agreement Number: 10-045-A46122 and Time: EOT
Billing Address 2: Invoice Number: AT-10-12-44008 °
Ciny:
Authorize Your Payment
Zip I Postal Code:

Country: USA
Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation balow.

Email Address: kweiss@cns gov
Confirm Email Address: kwess@cns gov

CC:

Authorization and Disclosure
Required fields are indicated with a red asterisk ™

| authorize a charge to my card account for the above amount in accordance with my card issuer agreement, [/ *

Press the “Submit Payment™ Button only once. Pressing the button more than once could result in multiple transactions.
Submit Payment | Cancel

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incompleta data being transmitted and
pages being loaded incorrectly. Please use the links provided whenever possible

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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Transaction Successful

=
& https://sitegrants.cns.gov/espan/gr_main/payment_thanks.jsp - Microsoft Internet Explorer pr... |M

MO Note the last sentence on the
message. When you click on the
close button on the eGrants
Successful Transaction screen, you
will be taken back to the current
account statement. A new payment
will be illustrated as a Pending
Payment. Pending Payment
amounts are not included in the
Payment Total for an agreement or
for the bottom line balance of the
account statement.
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) TSNS

Terms and Conditions
Sponsor Information
Name Address EIN V. Y
iew Pending Payments
Agreement #10-046-A46122 B Project 209VSAMA0O4
Invoice Total $21,281.56 Payment Total $18,122.04
Balance $3,159.52 Pay Now
06/12/2014 Pending Payment $3,159.52 2456821402456047742
06/12/2014 Pending Payment $3,159.52 2456821414808047742
06/12/2014 Pending Payment $6,467.28 2456821422302046122
Agreement #09-046-A7225 B Project #09VSAMADDA
Invoice Total $18,765.20 Payment Total $18,765.20
Balance $0.00 Pay Now
Sponsor Invoice Total $40,046.76 Payment Total $36,887.24 Sponsor EIN

Account
e Balance . |

Previous Statemants

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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The email confirmation you will receive from Pay.gov,
if you entered an email address on the authorizing screen.

Social Innovation Fund | Volunteer Generation Fund

AmeriCorps | Senior Corps



NATIONAL &
COMMUNITY

SERVICE *k =

Rejected or Declined Payments Can Be Due to:

Wrong address information provided for a credit card payment

Wrong security code provided for a credit card payment

Insufficient funds

Wrong account or routing number provided

ACH Debit Block—Automatic debits to a business account may be blocked by a
bank. This security feature is called an ACH Debit Block, ACH Positive Pay, or ACH
Fraud Prevention Filters. A Sponsor enrolled in such a program provides a list of
allowed company IDs to its bank, and the bank only allows automatic debits to
entities on the list. If the company ID accompanying a request for an automatic
debit is not on the allowed list, the payment is rejected. A Sponsor enrolled in
an ACH Debit Block program must contact its bank to have CNCS’s company ID
(9555000105) added to its “allowed” list prior to making any ACH payments to
CNCS.

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund
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1. Loginto eGrants: https://egrants.cns.gov/espan/main/login.jsp

= You will be taken to your Homepage

e Using the Pay Now Functionality:

= The VISTA Cost Share Account Statement will open

3. Click on the most recent Agreement #

= A list of all invoices for that particular agreement will open A O n e - Pa ge S u m m a ry

4. Click on the most recent Invoice #

> The invoice itself will open as a PDF

5. Click on the blue “Pay Now” link on the payment slip

= The Pay Now functionality will launch Find it in the neW Sponsor Manual

6. Select “Credit Card” or “ACH Transfer,” and click “Submit”

> Step 1 of the Online Payment process will open

NATIONAL&Y
AUNITY

COY
SERV

7. Enter required information, and click on the Continue button

=3 Step 2 of the Online Payment process will open

AmeriCorps VISTA
8. Review payment information, enter an email address, click on authorization radio button, and click “Submit Cost Share
. Billing & Payment Available by week’s end at
Payment”
Sponsor Manual www.VISTACampus.gov:
= Successful Transaction message opens i GsATAS

9. Click on “Close” on the Successful Transaction message
= successful Transaction message closes and you will be taken back to the VISTA Cost Share Account

Statement

10. View the Pending Payment message on the VISTA Cost Share Account Statement

11. Open your email program to view the Payment Confirmation email

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund

AmeriCorps | Senior Corps | Social Innovation Fund | Volunteer Generation Fund



Corporation for

NATIONAL
COMMUNITY

SERVICE *k =

AmeriCorps VISTA: Serve More. Leam More. Be More.
w Revised02.23.2015
2015 VISTA Billing & Payment Action Schedule* Find it in the new Sponsor Manual
Payment Due T =
JA J
No Later than (\](A)T\{(I\)I}NI%
Sponsor Cost Share (30days after SERVICE
Verification Due | Official Member |Invoice Available invoice i
Pay Period Covering the Period in the Portal Payday in eGrants available) AmeriCorps VISTA
201501 1112015 | to | 17242015 1/22/2015 1/30/2015 1/30/2015 3112015  Cout Shmen
Billing & Payment Available by week’s end at
201502 1252015 | to AT2015 52015 21312015 2M 32015 3152015 5"°“?_°ﬂ"f'f’"“°' wuwVISTACampus.gov:
201503 2/8/2015 to | 2212015 211912015 2/27/2015 21272015 2/29/2015
201504 272212015 | to ATI2015 52015 31312015 IMH2015 41212015
201505 3/8/2015 to | 3212015 2192015 /2712015 3/27/2015 4/26/2015
201506 3222015 | to 4412015 4/2/2015 4102015 41012015 510/2015
201507 4512015 to | 4182015 4/16/2014 4/242015 4242015 5/24/2015
201508 4192015 | to 51212015 4/30/2015 5/8/2015 5/8/2015 &/7/2015
201 509 53201 5 IO 51"'1 &201 5 5{1 4{201 5 522201 5 522201 5 &21;201 5 AmeriCorps Senior Corps Social Innovation Fund Volunteer Generation Fund
251N AEMTIANAR tn AR5 RIDRIPNAR REIPNAA RIGMEA TIRPMA
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