Disbursement Requests
Guidance Document

Disbursements Requests can be filled out using the Division of Water’s Online Application System (OASys).

After logging into the Water Online Application System DEC Online Application System (OASys)
(OASys) using your myAlaska account, you will be taken R

to the Welcome Page.

If you sign Applications and Reports - Start E-Signing_(PDF),

» Once approved for eSignature, signing your application takes minutes
¥ Receive immediate confirmation of your e-signed application

Clic k ‘I'he “Stqte Revolving FU nd th 1'0 b . If you prepare Applications and Reports - Register Your Organization (PDF)

» Collaboratively view, modify, and submit applications created on behalf of the organization
» Access to applications can be maintained when associated staff depart the organization

UPDATE: DOC's are no longer be submitted through OASys. Submit DOC's through EDMS.

l M PO RTAN T: Th e d is bU rse m e nT req U eST req Uires The UPDATE: Several forms in OASys moved to a new online system called the Electronic Data Monitoring System (EDMS). For more information

please visit the EDMS information page. The new EDMS system: https://dec.alaska.gov/Applications/Water/EDMS/
signer to be approved for e-signature.

Welcome, (myAlaska Profile) Apply for eSignature

Register Your Organization
The following categories are available online. To start the process, select from the tabs

Guidance for eSignature Validation can be found at: below.

In Process  Recently Us€d | Grants | State Revolving Fund = Reports

hTTDS://deC.OlOSkO QOV/medIO/bIb|SbOW/OOSVS-e- The following 'In Process' applications are those from the last month which you have not yet submitted:
signature-validation-2024-guide.pdf
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https://dec.alaska.gov/media/bjblsbaw/oasys-e-signature-validation-2024-guide.pdf
https://dec.alaska.gov/media/bjblsbaw/oasys-e-signature-validation-2024-guide.pdf

Guidance for Disbursement Requests - SRF Program

Select the “Disbursement Request/Project Status Report:
Alaska Clean Water Fund an Alaska Drinking Water Fund
Loans (MLRR)" option from the available categories.

This will open a series of steps will take you through the
Payment Request, asking for information pertinent to your
request. Fill out the information on these pages as
completely and thoroughly as possible.

Using the dropdown list, select the borrower's name - the
entity or organization that received the SRF loan.

Select the appropriate project from the list available on
file for your entity.

Click the “Save & Continue” button to move on to the
next step.

. The step numbers at the top of the page can be
used to navigate directly to pages that have already
been completed.

Any question with a red star (%) next to it is

required and must be completed before the current step
can be completed.

Page 2

In Process | Recently Used | Grants State Revolving Fund | geports

The State Revolving Fund (SRF) Program offers low interest loans to Alaskan municipalities and other qualified entities for financing water,
wastewater and water guality related projects. To apply for the lean you must:
Step 1: Complete and submit a Questionnaire

Step 2: Complete and submit an Application once your project has been published in the Project Priority List

» Application: Alaska Clean Water Fund Loan (acwrLa)
Use this form for wastewater and nonpoint source projects. Before completing this application, please verify that
your project is on the current Project Priority List.

» Application: Alaska Drinking Water Fund Loan (ADwrLA)
Use this form for drinking water projects. Before completing this application, please verify that your project is on
the current Project Priority List.

» Disbursement Request/Project Status Report: Alaska Clean Water Fund and Alaska
Drinking Water Fund Loans (MLRR)

» Questionnaire: Alaska Clean Water Fund Nonpoint Source Loan (ACWFNPS)
For projects that address stermwater or nonpoint source pollutions problems

» Questionnaire: Alaska Clean Water Fund Point Source Loan {acwrps)
For projects that address sewer/wastewater treatment facilities and/or collection infrastructure

» Questionnaire: Alaska Drinking Water Fund Loan (apwr)
For projects that address the supply, treatment, storage, and/or distribution of drinking water
Note: For projects involving lead service line inventory or replacement, you do not have to complete the
guestionnaire. Please complete the Alaska Drinking Water Fund Loan application.

Step

Project/Loan Information

Purpose
This step will collect information about your project for your ACWF and ADWF Loan Disbursement Request.

* indicates required field.

Tracking #: Facility: Type:
Entity/Organization: * [Select v
Loan Number and Project Title: *
[ overview [ save | [ Save & Continue

Revised August 2024



Payment Number: *

Answer the questions that identify the loan request

Loan period covered under this Disbursement Request:
*

. . . . Start Date Covered by this Request: 3
including the period covered by this request. End Date Covered by this Request: " =
Is this a revision of a previously submitted * O Yes ® No
Disbursement Request?
Is this the final disbursement request? * OYes O No

1 1] - LA
C“C k The que & Contlnue bUTTO n TO move On TO The If this is the final disbursement request, please ensure that the SRF program has the following documentation as it is required to
process the final disbursement request:
neXT STep . Design Projects:

» Final Report

Construction Projects:

» Project Performance Criteria
DEC Approval to Operate
Record drawings
Operation & Maintenance Manual(s)
Project Performance Certification
Initiation of Operation Date Designation

¥ Final Inspection Report/punchlist

Final Pay Estimate from Contractor
Final AIS certifications/de Minimis
Dept. of Labor Certificate of Completion
DEE final participation report

>
>
>
>

If not already provided, the following documentation should be submitted as soon as possible for review:

» User Rate and Ordinance (if updated since previously submitted)
» Confirmation of De-obligation of unused funds (if applicable)

o o Select the project status from the drop down list that most accurately represents the project during the current reporting period
SeleCT The proJeC‘I’ STO‘I’US fro m The dro p-d OWn ||ST ThOT mos'l' If you need to clarify the status of the project, please add that information into Progress Comments text box below.

Project Status: * [ Select v
accurately represents the project during the current Prodress Comments: ‘ *
reporting period. A text box is provided in case anything

needs to be clarified and to summarize the design or

Construction Milestone Dates

CO ns‘l‘rucﬂon Work Comple‘l‘ed. DEC Approval to Construct/Plan Approval: |
Bid Solicitation: |
Fill in any construction milestone dates. P == o
Substantial Completion: ]
Click the “Save & Continue” button to move on to the Contract Completion: et -
neXT STep . Initiation of Operation: seedt H
Record Drawing Approval/DEC Approval to [
Operate:
g __Se\ect %
Davis-Bacon Payroll Certification Statement:
As a designated official for the *

community/borrower, 1 certify that the project is
in compliance with the requirements of 29 CFR
5.5 based on contractor submitted weekly
certified payrolls for each week in which contract
work was performed during this quarterly
reporting period.
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Enter the current expenses.

If you are not requesting a loan disbursement for costs
incurred for this project, select “No" and continue to Step
5.

Click the “Save & Continue” button to move on to the
next step.

Guidance for Disbursement Requests - SRF Program Page 4

Arg you requesting a lgan disbursement for costs

Continue” button at the bottam of this page.

*

Please note that "past requested amounts” are the total amounts for approved requests.

Expenses

Administration

Current Expenses:

quested Amount:

ed Armaunl:

Dutstanding Past Requ

Total:

Engineering Design

Dutstanding Past

Total:

Engineering Construction

Dutstanding Past

Total:

Construction

quested Amount:

Outstanding Past Requested Amount:

Total:

Equipment fMaterials

quested Amount:

tstanding Past Regquested Armaunt:
Total:

Other

Dutstanding Past

Total:
Totals

Total Approved Past Requ

Total Outstanding Past R

Total Previous Requested Amount:

Amaunt this Request:

Total Regu: egquested Amount

+ Current Re

$ 0.00
$ 0.00
0.00]

% 0.00;
% 0.00]
000

% D.00;
% 0.00;
000

% 0.00;
% 0.00;
0.00]

% 0.00]
% 0.00;
0.00|

$ 0.00]
$ 0.00
0.00]

000
0.00|
0.00|
0.00]
0.00|
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Guidance for Disbursement Requests - SRF Program

Enter in the loan reimbursement contact information.

Click “Add"” and the “Contact Details” window will pop
open. You must enter contact information for all required
persons before continuing.

Enter in the required contacts then click the “Save”
button.

Click the “Save & Continue” button to move on to the
next step.

You may enter multiple contacts and a single
contact may fulfill multiple roles. Simply check all
applicable roles for each contact.

Step 6: If you have any documents such as invoices or
other attachments, this step allows you to submit those
documentation.

Please read the directions carefully on this page.

Click “Save & Continue” to continue to the next step.

NOTE: If you have technical issues with attaching an
invoice or other supporting documentation, please

contact the SRF Program at dec.srfprogram@alaska.gov.

Purpose
Please enter loan reimbursement contact information.

* indicates required field.
Disbursement Request/Project Status
Type: Report: Alaska Clean Water Fund and
Alaska Drinking Water Fund Loans

127511, Cell 7

Tracking #: Construction

MLRR-0819 Facility:

Your Application Contacts
To add a new contact, click the add button to the right

>
a
a

Usage Tips:
Click on the Attach Files button below to begin the process of attaching a file. If you would like to remove the file
from your application, select it in the list and click the "Remove” button.

The file size limit for each attachment is 20MB. The maximum number of attachments allowed is 5 files.
The types of files that may be uploaded are:
pdf, doc, docx, xls, xlsx, txt, rtf, gif, jpg, tif, bmp, png, odt, ods, sxw, sxc, sdw, and sdc.

Required Attachments
The following list of attachments are required to be submitted, but uploading in this step is optional. Alternatively, you may submit
via email, fax, traditional mail, or hand delivered to the appropriate DEC office.

» Invoice(s)

Attachments:

Page 5
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Project/Loan Informaticn Details
Entity /Organization: ——

The “Overview"” page (last step) gives you an opportunity Loan Number and Project Tite:
to review and edif the information that you have entered

Praject/Loan Infarmation Detaiis
Payment Number: 1
SO fOr. Start Date Covered by this Request:
End Date Covered by this Reguest:
Is this a revision of a previously submitted Mo
Disbursement Reguest?
To change information, select the “Edit” button that el At e .
corresponds to the step needing new information. e e —

Progress Comments:
besst

DEC Approvad to Construct/ Flan Approval:

Sehect
Bid Solicitation:

Sebect
Motice To Frooeed:

Shect
Substantial Completion:

Sehect
Contract Completion:

Sebect
Initiation of Dperation:

Sedbect

Record Drawing Approval / DEC Approval to Oporate:

As a designated offidal for the community /borrower, I
cartify that the project is in compliance with the
reguirements of 29 CFR 5.5 based on contractor
submitted weekly certified payrolls for each wesk in
which contract work was performed during this
gquarterly reporting pericd.

Summary of Costs
{COsT Approved Past Duistanding Past Total Paxst Requested | Amount This Tatal
‘CLASSIFICATION Reguested Amount Requested Amount Amsaunt Request
Brministry §0.00 $(30.00
Engineering L 480,00
Engineaaring -
-'_'g'ul'.rr'J.Eer:\-'\ #3200
Corestruction 450,00
Equipment S
father

Totals

Comtact Details

Slanatory Official

Signatory Official, Loan Recipéent

Attachments Title {Type), Description
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After all information is entered and you have finished
adding all online attachments, you will need to sign your
payment request.

A check will appear next to “Complete Steps” if the
application is complete and ready to be signed.

To go the Final Steps page, select the “Sign” link under
tasks on the Application Overview page. You can also
click on the “Continue” button at the bottom of the

page.

Select “Sign this Application Using e-Signature” if you are
already validated to electronically sign an application.

If you require another party to sign for your application,
select the “Invite another party to Sign and/or Pay for this
Application” from the “Final Steps” Page. Enter the email
of your alternative signer into the box and add that
contact to the mailing list. They will be sent instructions on
how to complete the process.

Guidance for Disbursement Requests - SRF Program Page 7

step

Overview

Purpose:
Please raview the information you have entered, If any information is incorrect, click the appropriate section header 'Edit’ button to return to that
section and edit your data. If the information is correct, click the "Continue” button below to proceed to the Signature and Payment
Options page.

NOTE: Your information has been saved; you may also exit the system and return later to finzlize it.

Tasks: H Print For Your Records

¥) 1, Complete Steps g Tips:
2. Sign Red items to the left indicate tasks that have yet to be
completed. You must complete every item from the task list
before DEC will process your submittal.

ACWF and ADWF Loan Disbursement Request

Final Steps
Purpose
v i al ¥ npdition gl T Ihis ST, D EMPOTLANE S reimdins Defo pour appkcal
L Sigl s b " U e L n sy a My 1
it bulors r
all b 1
Carrent Skaba |
Tracking = Facility: Typa:

Sign this Application Using E-Signature (identity not validated)

E-Sign and instantly submit your application with this option.
E- T register o E .'I.. -"EE'I For E-Signature ans submit the notanzed walidation form.
{Arocrssing makes A

ar Frint, Sign and Submit a Hard-Copy Signature Page belo

Invite another party to Sign and/or Pay for this Application

This aption will allow you to extend the 5 | rn: and/or paying privilege to anyane with an Intemel h: rr-:smsc
computer. Lpa y all o q this
'r:nr'\-'\ Inwited. You r rtain the rig H:I: ..c'\u and/ar pay I:..rr ime, but with adi CtO'h'.\ [ rh“.r h: they too

may complete these neguined finad sheps in the application proces:
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DEC Online Application System (OASys)
Check the box indicating that you agree with the Signing

Agreement. To complete the signing process, click on the
“E-Sign in myAlaska” button to confinue to the Signing t my kol
Ceremony.

Signing Agreement
box

By selecting the "1 agree with the above statement” . entezing my myAlaska password, and clicking om
E-Sign, I:

11 agree with the above statement

[ E-Sign in myAvaska |

Raturn to DEC Water Online A System (0ASys)

Enter your password and the answer to your secret

SIGNING CEREMONY

q U eSTio n in'l'o Th e res peCTive ﬁelds O n d C | iC k Th e “Sig n q nd By using your electronic signature 1o sign this document, you legally bind yourself to i lo the same extent as you would by signing a paper

copy of the document

S U b m“v" b U 1-1-0 N Please take a moment to verify that the document you are about 1o electronically sign is in a readable format, and is an accurate copy of the
. electronic document you submitted

This i imponant because, under Alaska law, criminal penalties apply for falsely cenifying a document. If you submit infarmation that you know
5 false, you could face imprisonment, fings, o both,

You ane legally obligated 10 protect the security aof your lﬂ)A'HS Ka electronic signature That means you cannot share your I|"_~"ﬂ|d5k3 password
with anyone else - even a family member - of et anyone else use your myAlaska electronic signature. If you discover any evidence that
anyone else has used your electronic signature or gained access 1o your password, you must report it promptly to the myAlaska Help Center

Congratulations! el s
You completed a disbursement request and will receive oo :
an email confirming your request was signed and that ot

Vigw Document

your application was successfully submitted. b

What was the last name of your third
grade teacher?

Sign and Submit | | Cancel

For questions about the SRF Program or assistance with completing and submitting a project questionnaire or loan

application, please contact the SRF Program at
dec.srfprogram@alaska.gov.
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