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following page:

DEPARTMENT O}

MARYLAND | HOUSING & COMMUNITY DEVELOPMEN

MY HOME MY APPLICATIONS MY AWARDS MY REQUESTS FOR PAYMENT MY CERTIFICATIONS MY AWARD PROGRESS REPORTS
My Reports | My Training Materials | My Organcation{s) | My Profie | Logout
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Hello Barbars, please choose an option below

& View Available Funding Opportunities

You have 12 opportunities avaiable

Once you log in (https://projectportal.dhed.state.md.us/logout2.aspx), you will see the

Select the View Opportunities button below to see what is available

&) My Inbox

You have 20 new messages tab
Select the Open My Inbox button below to open your system messagd

Click the “My Applications” search

() My Tasks

You have 13 new tasks
You have 0 tasks that are critical
Select the Open My Tasks button below to view your active tasks

o Top of the Page

d by

Maryland Department of Housing
and Community Development

DH C D Secretary Kenneth C. Holt


https://projectportal.dhcd.state.md.us/logout2.aspx

* From the drop down menu, select the Application Type (Program Name and
Year, ie. “Endow Maryland Tax Credit Program FY2020”) and click the
“Search” button.

TIP: If you get zero results, you may need to click the “Clear” button and then perform the
search again.

Q) Back
My Applications

Use the search functionality below to find a specific Application.

Search Applications

Application Types | Endow Manyland Tax Credit Program FY 2020 L
Application Name | N |

Person | | \

Status | -- Selact - \ ~

Crganization |

vear —
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* From the Search Results, click on the “Name” (Registration ID) to access
Endow Maryland and be able to submit certifications or quarterly reporting

Export Results to Sort by: | -- Select -- v| m

Mumber of Resultz 16

Document Type  Organization Current Status
- The Holizapple ENDOW Community EMTC-201 9-ENDOWCE- ;
Endow Application Eoundation 00035 Endow MD Active 2019
22Ma ryland

DEPARTMENT OF HOUSING

AND COMMUNITY DEVELOPMENT

Kenneth C. Holt, Secretary
P



Submitting a Certification Form

&Maryland

EEEEEEEEEEEEEEEEEEE
AND COMMUNITY DEVELOPMENT
Kenneth C. Holt, Secretary

[ —




TO SUBMIT A CERTIFICATION:

Once you selected and clicked on the “Name” link to access Endow Maryland, you will be brought to this

page to begin the steps to submit a certification.
Back

Endow Application Menu

Document Information:
Details

L Pericd Date [
Info Document Type Organization Current Status Date Due
N - e . . . . . 01/01/2019 - NiA
Endow Application he Holizapple ENDOW Community Foundation Authorized Official Endow MD Active MIA

() View, Edit and Complete Forms

Select the View Formg button below to view, edit, and complete forme.
VIEW FORMS

Click on the “View
Related Items” button

() Examine Related Ite
Select the View Related lte

VIEW RELATED ITEMS

n below to view related items such az claims, messages, efc.
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TO SUBMIT A CERTIFICATION:

Related Documents

Son search results by: |-- Select - | Filter by Document Type:

Document Type

Endow Certification
Form F¥2019

Endow Cluarterly
Report

Endow Certification
Form Fy2018

Endow Certification
Form F¥2019

Endow Quarterly
Report

Initiate a Endow

Period
Current Status Date /
Date Due

Created B . .. .
reated By Click on the “Initiate” link

to submit contribution for

Cerification Form FY2019 <

Initiate afan Endow

Quarterly Report FY2019

ECFO1-2019-085-

01/01/2018 -

BryanDonorNam-11-01-19 Certification Approved [R5

MA,
ECFD2-2019-085- Certification Form in m;nn'zms )
Sistersofiercy-01-01-15 Process, Not Submitted MIA
- )
QR-EMTC-2019- Endow MD Quarterly Eﬁfh‘m :
ENDOWCF-D55-02 Report Approved A

certification

Dr. Bryan Test-
AuthorizedOfficial Jr.
11472019 12:45:45 PM

Bryan Tezt-MRLeadership
11/4720159 2:44:43 PM

Dr. Bryan Test- Dr. Bryan Test-
AuthorizedOfficial Jr. AuthorizedOfficial Jr.
11/4r2019 3:53:40 PM 110472019 3:53:40 PM
Dr. Bryan Test- Bryan Test-
AuthorizedOfficial Jr. ENDOWPTojectManager

TMTR2013 2:14:54 PM TATR2019 223742 PM
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To submit a Certification:

0 Back

Endow Certification Form FY2019 Menu Fach certification you create
— will have its own id

Document Information:

Parent Information:
Details

Period Date [

Info Document Type Organization Current Status

Date Due
Endow Certification Form The Holizapple ENDOW Community Authorized Certification Form in Process, Not 010172018 - MfA
Fv2019 Foundation Official Submitted MiA

() View, Edit and Complete Forms

Select the View Formg button below to view, edit, and complete forme.
VIEW FORMS

Click on the “View
Forms” button to enter

() Examine Related Items donor and contribution

Select the View Related Items button below to view related items such ag claims, messages, efc.

information

;’EMaryland

DEPARTMENT OF HOUSING
AND COMMUNITY DEVELOPMENT

Kenneth C. Holt, Secretary




Step 1: Certification of Contribution-QPEF Information

There are three steps to complete in order to submit a certification: The QPEF information, the donor
details, and the donation details. These sections should be completed in this order.

Certification Forms Menu:
Q Back

Endow Certification Form FY2019 Menu - Forms

Please complete all required forms below.

Document Information:

Parent Information:
Details
This link will generate a PDF Tax Credit Activity
Report that will list certifications submitted by
Forms your community foundation.
Page Name
i
k4
L}
E Endow MD Tax Credit Activity Report
Click link to provide information on the QPEF the
S contribution is supporting
. Dr. Bryan Tg
ET Certification of Contribution - QPEF Informatio AuthaorizedOfficial Jr. AuthonzedOfficial Jr. 1
11/4/2019 3:54:00 PM 11/4/2013 3:55:07 PM
i Dr. Bryan Test-
E"f Cerification of Contribution - Business Donor Details AuthorizedOfficial Jr.
11/4/2019 3:57:20 PM
-, Or. Bryan Test- Dr. Bryan Test-
E’T Cerification of Contribution - Donation Details and Submigsion AuthorizedOfficial Jr. AuthorizedOfficial Jr.
11/4/2019 3:59:29 PM 11/4/2019 4:04:14 PM
E Change Status

This link creates a printer-friendly PDF version of
the completed certification.

.
-

Print Copy of Completed Certification Form
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Step 1 — QPEF Information: Once you click on Certification of
Contribution-QPEF Information link, you will see:

m PRINT VERSION m CHECHK GLOBAL ERRORS

Q Back

Document Infermation:
Parent Information: To begin, click the “Save” button
Dctotls above to re-calculate the current totals
You are here: = Endow Cerfification Form FY201% Menu = Forms Menu > Cerification of Cont)l and balances for the Endow Maryland
program.

CERTIFICATION OF CONTRIBUTION - QPEF INFORMATION

Instruction: Click the "Save" bufton above to refresh certification and balance amounis.

The below infarmafion provides a current snap-shot of the Endow Maryland Prografm activity and balance. Click the "Save”® butfon above to re-
calculate

Program Total and Balance Amounts

Endow MD Tax Credits Program Allocation: £250,000.00
Approved Certifications: 5153,908.33
Pending Certifications: 5371532

Available Balance of Credits: 514123135
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QPEF Information: This section asks you to review and select the Qualified Permanent
Endowment Fund (QPEF) to which this donation was applied.

QUALIFIED PERMANENT ENDOWMENT FUNDS (QPEFs

Instructions:

The drop-down list below contains the names of the Qualified Permanent Endowment Funds you previously entered When you select a fund
donationscertification, select the name of the QPEF to which this donation will be applied. Or, Iif the QPEF does not 1 .
Name and Description of the Fund and then click the Save button. and Cth the SAVE

o - . button, the name and
Note: If the donation will be divided between multiple QPEF's, make sure each fund name appearsg L. .
iz not yet in the drop-down list, repeat the data entry for fund name and descripiio 7 £ =ave. Repeatl these descrlptlon will populate

Select a QPEF from List: v| below.
If the QPEF does not
QPEF Name: &nother Bryan Test QPEF 3 Description/Purpose of Fund:  |Testing again currently appear on the
QPEF Name: S Description/Purpose of Fund: - list, manua]]y type the
<« .1 Name and Description
and click SAVE
When you type in a
QPEF and click
SAVE, it will be
added to the drop
down list for future
use.
2Ma ryland
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QPEF Information:

CONTRIBUTOR/DONOR TAX TYPE

Instruction: Select the fype of donor making the contribution to your foundation's QPEF
Note: this information iz included and provided by your danor an the signed Danor Waiver Form

Contributor Type: * ) Individusl

® ves

Contributor's Tax Year (as reported to the IRS): *

G

@ Fiscal Year

From: |11/01/2015 *

o
Ix_.-'l N o

O Calendar Year (Jan-Dec)

If individual was selected,
information required for

individuals would appear.

Select and enter the “Type, “Tax
Year”, and “Tax Credit choice” of

Contributor Intends to Use the Tax Credit For: * |State Income Tax on Corporations W
Once the information is
entered, scroll down to
the bottom of the page,
and select the link to the
next page to begin Step
2- Donor Details
Dv. Bryan Test-
Creriific ation of Contripytion - GIPEF Infgrmiagion AnthonzedOifhcisl Jr
11&AR018 3:54:00 PM
) Dv. Bryan Test-
Ll Certific ation of Contribution - Business Donor Delnily AuthorzecdCificial Jr
11542019 3:57:20 PM
Ov. Bryan Test-
_-‘_' Cartificafion of Contributicn - Donaticn Dedads snd Submiggion AuthonzedCrif: ml Jr
11742019 3:59:20 PM
t Changs Tiahsg
-

Print Copy of Completed Certific aticn Form

your donor for this contribution.
This information was provided on
the Donor Waiver form.

Dr. Bryan Test-
AythonpedOiicial Jr
11M2018 35507 PM

Or. Bryan Test-
AuthonzedOMcial Jr
1152019 4:04:14 PN
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Step 2 — Donor Details - Individual or Business

CERTIFICATION OF CONTRIBUTION - BUSINESS DONCR DETAILS

CONTRIBUTOR/DONOR INFORMATION

Instructions: If the business or individual has previously donated, their name and Tax 1D will sppear in the drop-down list below. Select their name, and

the donors defails will aufo-fill below

As with the selection of QPEEF, the

system will store previously-entered

and saved donor information. Select
a donor from the list and click the

Select Donor from List: St

OR, If the contributing business or individual does nof appear in the list above, fill ouwt 3 uired fief

Federal ID: * [36-0000002 | “Save” button to populate the
Legal Name of Business: *  |Sisters of Mercy donor’s information.

A
Busginess Type or Status: * |Other v|

If "Other”, provide a Descn’pﬂﬂn:lGnth F'R*k\

Contact Information:

If the donor is not in the drop

Prefix: * First Name: * | Andrew | Last Name: * |Eldn down Donor liSt, fill-out all the
Title: * [Voalist donor details and click the SAVE
Mailing Street Address: * |1959 Floodland button.
City: * |Leeds | state:*[Maryland _~  ~| Zip:*[21217
Phone #: - [¢410) 2085832 |
Email: * |An drew@sisters.org |
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Step 2 — Donor Details - Individual or Business

COMMUNITY FOUNDATION/DONOR WAIVER

Instruction: The donor must complete and sign a Communify Foundstion and Donor Waiver Form fo receive a Tax Credit. Each donor needs to provide
& signed Waiver form for each Community Foundsation to which they cantribute in a given tax year. Each Certificafion of Confribution farm must include

& copy of this specific donor-signed Communify Foundation/Contributor Waiver.

Upload a scanned copy of the
Please upload a POF scan of the Signed-Waiver form and enter the Donor's signature dafe: completed and signed Community

Eile Upload Date Sioned Foundation Donor Waiver Form.

Browse... |[|DELETE® 11032018 |+ / Enter the date it was signed by the
4013670 1016503-Cedification DonorWaiver. pdf donor. Then click the SAVE button
to complete the attachment.

When you click the “Save” buttan, the file will upload and will then appear as the document on-fite, linked above

When all required information and
documents have been entered and
saved, scroll down to the bottom of the
page to click on the link for the next
page to begin Step 3- Donation
Details.

Dv. Bryan Test- Dr. Bryan Test-
Certific ption of Contribution - GPEF Infermation AnthonzedOifhcisl Jr AythonpedOiicial Jr
11742018 3:54:00 PM 11M2018 35507 PM
Dv. Bryan Test-
Cprification of Contribution - Busingss Donor Detnils SuthonzecOiihcinl Jr
1142018 3:57:20 P
) Ov. Bryan Test- Or. Bryan Test-
| Cerification of Confribyticn - Donation Dedads and Submission AuthanzecCifficial Jr AuthonzedOficial Jr
1142018 3:59:28 PN 112018 4:04:14 PM

@ Change Status
-

Print Copy of Completed Certific aticn Form
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Step 3 — Donation Details

CONTRIBUTION INFORMATION

Instruction:in the Date field below, enter the date the contribufion was received. Examples include: the dale the check was received in the mail; or the
date the credit card was charged; or the date the online fransaction was performed; or the date the sfock shares were fransferred.

Contributor's Name:

Date of Contribution:

Andrew Eldrich, Sisters of Mercy

o1/01/2019 | 4— —

Enter the Date of the Contribution

Instruction: In the Contribution Amount fisld below, enter the amouni and select the Qualified Permanent Endowment Fund name. In cases of more
than one QPEF, click the save button to enter another amount and GFEF.

Note {: If the QPEF name does nof sppear in the drop-down list, return to the QPEF Information pages fo enter and save the fund name and description.

Note 2. The Tofal Amount of Contribution must match the full amount of the donafion, as evidenced in your attachment below.

Contribution Amount and QPEF:
Contribution Amount and QPEF:
Contribution Amount and QPEF:

Total Amount of Contribution:

Tax Credit Amount:

Amount Select the GPEF for this amount
$10,000.00|  |Another Bryan Test QPEF |
$10,000.00| |Bryan's QPEF Test v

I v
$20,000.00

$5,000.00

—

Enter the amount of the contribution
and select the QPEF from the drop
down list

If the contribution is split
between multiple QPEFs,
after you enter the first
amount and QPEF, click
SAVE and additional
rows/fields will be provided.
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Step 3 — Donation Details

CONTRIBUTION TYPE AND EVIDENCE

Instructions: Select the contribution fype and upload the supporting evidence documents. Click the "Save” button to complete each attachment and fo
create additional upload felds.

M check Enter the Number of the Check and attach a copy of the check.
Check Number . .
= T —— Provide required
MWse.__.
00000544 . .
4013671 _8051002-SupportingDacA pdf | P information for the
Browse... | | transaction type.
[ cashiCredit
StockfOther
Select the type of Upload proof of donation and enter
contribution. a short description
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Step 3 — Donation Details: Verify and Submit

Upload a scan of the signed
“Thank You” letter the donor

received from your community

Instructions: A scanned copy of the signed Thank You Letter mailed to the donor by yogwrorganization m foundation,
this Thank You lefter must sppesar on your organization'’s letterhead and must copéatn all the language in - .
language fo the letter, but you can not remove any of the language from thedemplate.

COMMUNITY FOUNDATION DONOR THANK YOU LETTER

Browss... | |DELETE
4013671 1017036-EndowCefDHCDThankYou SistersOtMercy.pdf

COMMITMENT OF CONTRIBUTION VERIFICATION

Ingtruction: ¥You must verify that the infermation and documentation provided are an accurate description of the value of the contribution
received by your foundation to support your @PEFs. To verify the contribution, enter your name and title in the fields below and click the
" Save" button at the top of the page. Then click the "Verify" button.

Verified by: Prefin: |Mr. V}z First Name: |Elrg.-'an = Last Name: [EndowAD }x

Title: |Te ster F

DON'T FORGET TO CLICK THE SAVE BUTTON BEFORE CLICKING ERIFY BUTTON.

Click the "Verify" button below if the Certification is ready fo Subrmif Enter your contact information.

You must click SAVE before

VERIFY clicking the green VERIFY button
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Step 3- Donation Details: Verify and Submit

Once you click “Verify”, you will be sent to this page to actually confirm and submit

the certification.

Possible Statuses
CERTIFICATION FORM SUBMITTED

Click the "Confirm” button below to complete and verify the submission of this Cedificati :

You MUST click “Confirm Submission”
in order to submit the certification for
review and approval.

CERTIFICATION FORM CANCELLED

Click the "Cancel” button below to terminate this Certification form. You may not begin a new Cerification form until the one in process has been submitted or

cancelled.

CANCEL THIS CERTIFICATION

If you click “Cancel this
Certification”, the
certification and all
information entered will be
deleted.
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Certification Submitted: Upon successful submission, you will be returned to this
Certification’s main page.

© Back Once submitted, the Certification

Endow Certification Form FY2019 Menu Form’s ID number/name will
- change to include the Donor’s

name and date of donation.

Document Information:
Parent Information:
Details

Period Date
Date Due

Info Document Type Organization Role Current Status

Endow Certification Form The Holtizapple ENDOW Community Authorized Certification Form in 01012018 - NiA

Fv2019 Foundation Official Review V\NM

Once submitted, the status of the
O ViEW, Edit and Complete Forms certification will change from

“In Process” to “In Review”

Select the View Formg bution below to view, edit, and complete forme.

VIEW FORMS

() Examine Related Items

Select the View Related Items button below to view related items such ag claims, messages, efc.

VIEW RELATED ITEMS
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Certification Review & Approval
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DHCD Review and Approval of Certifications

* Your submitted Certification Forms will be reviewed by Endow MD Program Staff. It is first reviewed
and approved by program staff and then by DHCD leadership.

* If a problem is discovered, the Certification will be returned for modifications and you will be notified
by email. The notification email will include notes outlining any needed corrections in order to
approve the certification.

* Once modifications have been corrected, you will resubmit the certification by using the same process
competed for initial submission.

* Once the certification is approved, you will receive an email which will include the DHCD Donor
Thank You Letter that you will mail or email to your donor.
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