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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

1. Account Login and/or Creation

For instructionson howto login or to create an account in ti#epartment of Audits and Accounts
(DOAA) data collection system pl ease refer t o gui dance
http//www.audits.ga.gov/Resources/External_Account_Creation_and_Login_Instructions.pdf
Oncean accounhas been create@ctivated andiccessrequestedo the Expenditures of Federal
Awards (SEFA)applicationthen data entry camegin.

2.Home Page

The hone pagedisplaysthe Menu Bar,Entity Name, Submission Year, Quitknks and the Current
Status othe expendituresubmissiorprocess

<~~~ FEDERAL AWARDS

. AND EXPENDITURES 5 /- /ie

Yz
Home | Browse Expenditures

Audits and Accounts, Department of v 2017 v Today's Date is: 05/18/2017

Step 1: Upload/Add Expenditure
Step 2: Review Expenditures
Step 3: DUNS and EIN Verification

4: firm nditur r Confirm N

Your current Status is: NOT_STARTED

Note:If the organization hasno data to submit, click on Step 4otherwiseheseQuick Link items are
discussed in more detail starting in Section 3

2.1 Menu Bar and Navigation
~ FEDERAL AWARDS

AND EXPENDITURES /; :
‘ Browse Expenditures

Homei Thistab bringghe useback tothe home pagef the SEFA application

Browse Expendituresi Thistab bringghe useto the pagevherethelist of expenditureecord,
and the status process, can be viewed and/or edited

1 Request Organizationi This tab bringsthe usero the page wherthe Standard @yanization
Namecan added, viewed and/or edited, along withaiygroval status

1 Helpi Thistab redrectsthe usetothe DOAAOther Resourcepageto findthe SEFA submission
instructions and videgseporting requirementand fequently asked questio(iSAQ).

1 Exit i Thistabbringsthe useout of the SEFA application.
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State of Georgiai SAO Schedule of Expenditures of Federal Awards (SEFA)

2.2. Entity Name and Submission Year

Audits and Accounts, Department of v 2017 - Today's Date is: 05/18/2017

It is important to take notef the Entity Name and theSubmission Year thatis beingworked on. For
some users, the entibamewill be selected frona dropdown box itheysubmit for multiple or attached
entities.

2.3. Current Status

Your current Status is: SUBMITTED_TO_SAO

Thestatuds dso very importantThe system has certain rules based orstiduwels thatvill determine who
to contact in the evenhbere isa question about the informatioRleasesee thestatuscategoriedisted
below:

1 Not Startedi The Entity user hasot uploaded, added or copied over any expenditures.

1 Startedi The Entity user hasploadedaddedor copied ovet h e p r e v éxpeaituresfoether 6 s
current year.

1 Submitted to SAOT TheEntity user has submittadlid expenditures to the State Accounting Office
(SAO)for review.

SAO Reviewedi SAO has or is performing a review prior to submitting to Audits.

Submitted to DOAA i The expendures have been submittddy the SAOadministerto the
Department of Auditend Accounts foradit review.

1 DOAA Reviewi A DOAA auditor has submitted expenditures for a supervisor to review.
ReviewCompleted i The DOAA reviewer has completadeir review.

1 Entity Confirmation 1 If adjustmentsveremadeto the submitted expenditures tneDOAA auditor,
theywill need to be reviewed by the Entityerto eitherfi &ceptoD e n.y 0

1 SAO Finalization i The expenditures havedresent to SAO and no further action is required.

Completedi SAO has locked the records from any further editing which signals the end of the review
process.
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

24.0Quick Links

Step 1: Upload/Add Expenditure

Step 2: Review Expenditures

Step 3: DUNS and EIN Verification

Step 4: Confirn Expenditures or Confirm No Data

ESRCNRENRENEEN

Step 5. Confirm Expenditures Adjustments

Your current Status is: SAO_FINALIZATION

This section consistof five stepsandwill help guidethe userthroughout thesubmissiorprocess The

links will quickly directthe useto the stepsieecdto completeand review A displayedcheckmark will
indicateeachcompleted step

Note: If the organization hasno data to submit,simply click on Step 4 Confirm Expenditures or
Confirm No Data.

3. Quick Links - Step 1:Upload/Add Expenditure

This quicklink will direct the useto threedifferent optionsn whichto addexpenditures. Th& option
is to uploadexpendituresrom a CSV (Commadelimited) file The 2"d option is to manually add
expendituresThe 3™ option is to copyoverexpenditures from the previous yearthe current year

Today's Date Is: 05/18/2017
Add an Expenditure

Please begin by selecting one of the input options below:

- ﬂ

Choose File No file chosen

File Upload 1]

@ - Theflnformation icono (the circled i) provides informaticaissociated witlthe button, field,or
optionthat isdisplayed alongside.it
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.1. File Upload Expenditures

To upload aCSVfile, click theChoose Filebutton,click the Open buttoto select the desiddile name
andthen click theFile Upload buttonto upload the CSV file

( Choose File No file chosen

File Upload @
@ Open X
o | « TESTINGFILES > SefaProject > Fed Program Test Files « U | search Fed Program Test Files 0
P m @ ©PoMrorl [)DOAVAN [) DOAWebsite [ DOAAItemal Poral [ DOA
- -
SEFA Screenlma ®  Name Date modified Type Size
UAT Feedback fr E] FederalProgram_cfdaxists 3/2/20171009 AM  Text Document 1K8
- E] FederalProgram_cfdaFists_1 3/15/2017411PM  Text Document ke B
This pC
& Desitop El FederalProgram_invalidAgencyNotfound  3/2/2017 1021 AM  Text Document K8
I Documents E] FederalProgram_validRecord 3/15/2017251PM  Text Document 1k B v 2017 v
I + Downiosds 71 fegeraiprogram valigRecord. 1 5/12/201710:17 A Text Document TN penditure
El FederalProgram validRecord_2 5/11/2017 140 PM Text Document K8
M -
& Music ] FederalProgram validRecord_3 5/11/2017 1:42 PM  Text Documen t 1k8
& Pictures ) !
& vid ne of the input options below:
deos
5 Windows (C)
¥ Network ~
v <

file name: | v A
I =) o

Choose File |No file chosen

Add an Expenditure @ Copy over Expenditures | @
File Upload (]

Note:Remember to follow the file layout requirements exacthe file layout requirements are discussed
in more detail in Section 1&tarting inFY2020 anadditional column is required regarding Coronavirus
(COVID-19).

Upon completion of the upload, go to Step 4
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State of Georgiai SAO

Schedule of Expenditures of Federal Awards (SEFA)

3.2. Manually Add Expenditure s

To manuallyaddanexpenditure click the Add an Expenditure button.

Add an Expenditure ).

TheCreate Expenditure pagewill then openOn theCreate Expenditure page completeall therequired
fields (*) andselectthe fives or Noo radio buttonansweroption Additionally, the user is required to

select from dro: down lisffor certain fields
Create Expenditure

CFDA: » ) Program Name: *

scription; * Identification: *

Is this CFDA and related monatary/ y with C us
Disease 2019 (COVID-19)?

1. The funds for this program were given dire:

2. Did you receive this amount from 3 ate g Organization which inciudes all State

Agencies, Universities/Co

Monetary Amt  * Non-Monetary Amt

@

option that is displayed alongside it.

Yes

0

- ThefAlnformation icon O (the circled i) provides information associated with the button, field, or

Note:When the required fields have been completed, cliciCtieate button to add the expenditure.
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State of Georgiai SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2a.CFDA Informatio n

To enter the CFDAnformation begin entryof the CFDA numbeand select from drajown list that
populates. Once selected this will also populate Program Name.

If the CFDA is unknown, use extension ending wWitFA0 anda two-digit prefix corresponding to the
applicable Federal Agency. Als@rogram Description and Additional Award ldentification must be
entered(All fieldswith an asterisk (*) must be completed)

COVID-19 monetary and nommonetary items must be reported separatalyhe SEFA and therefore,

a new question has been created in the SEFA webportal application. Organizations must answer yes to
this question for expenditures from any new or enhanced COM® funds from one of the Federal
Emergency Acts As necessary, @anizations should consult with the respective Federal Agency or
entity the funds were received from to determine if the items are COWDand require separate
reporting.

( CFDA: = ¥ Program Name: = 'J\

" " i a
T E Additional Award

Description; = identification: * o

¥ CFOA 18 wnkfdwn and OFA sxisnciaon i used) F CFOA K unkndwn and . OFA sxiencion € wead

I% this CFDA and related monetary/non-monetary expenditures associated with Coronavirus

\ Disease 2019 (COVID-19)? ves ONo® g )

1. The Tunds for this program wene JEn Qireclly 10 your Organieation as a Deect Grant

2. Did you receive this amount from another GA State Reporting Organizaton which incudes all State

Agencies, Universies/Colieges, Authorites, Commisseons, eic. . 7 Yes MO

Monetary Amt - L0, D00 Mon-Monetary Amt -

Note: Only authorized CFDA numbers are listed. To request an addition of or amendment to CFDA
information in the System, emadompliance@sao.ga.gov

I Therelief acts issued as of the date of these instructions include the Coronavirus Preparedness and Response Supplemental
Appropriations Act 2020 (Public Law 1183) [CPRSA], the Families First Coronavirus Response Act (FFCRA, Public

Law 116127) [FFCRA] andhe Coronavirus Aid, Relief, and Economic Security (CARES) Act (Public LawlBE)

[CARES].
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2b.Direct Grant/Passthrough Information

Question 17 Answae this questiorii Y e isthie federal award was receiveuectly from Federal Agency
Otherwise, thanswer igiNo ¢if the federal award was received from a +k@deral Agency (this includes
another State Organization, a Not-Profit, etc)

CFDA Ll o F'r-:._:g'.a.—l MName . i ]
plc?..uﬂ Additional Award
Description: » Identification: = 0 ]
T CFDA I unknown and .OFA exiancion b uced) i) F CFDA Ik unkndonn and OFA sxiencion X weed

Is this CFDA and related monetany/non-monetary expenditures associated with Coronavirus
Dissase 2019 (COVID-19)7 ves O No @ g

[ 1. The funds for this program were given aireclly 1o your Organizabion as a Deect Granl? Y . N o ]

2. Did you receive this amount from another GaA Stale Reporing Organization which inciudes all Stale

Agencies, Universihes/Colieges, Authortes, Commissions, eic. . 7 Yes Mo

Monetary Amt - L0000 MNon-Monetary Amt f]

Question 2.- If the answer to question two iYesd, the user is required to select from a dropdown list
of given Georgia State Reporting Organizatiddste: Question 2s required tdbe answered when the
answer to Question 1’ sN o 0

CFDA: i Program Name: » (i ]
Program Additsonal Award
Description: » Identification: » i ]
T CFDA |€ unkndwn and OFA sxisndion Ik uced u F CFDA It uninown and .OFA sxisncion 1§ wead

Is this CFDA and related monetary/non-monetary expenditures associated with Coronavinis
Dissase 2019 (COVID-19)7 ves O Mo @ g

1. The funds for this program wers gven direclly 1o your Organization as a Deed Grant? Vg . N )

2. Did you receive this amount from another GA Stale Reporting Organization which includes all Stale

Agencies, Universihes/Colieges, Authorbes, Commissions, efc. . 7 Yesg Mo

Monetary Amt = P Non-Monetary Amt = 0

Note:For quesbns relating to step 2mail:compliance@sao.ga.govhe listingin the SEFA webportal
applicationcontaingGA State Reporting Organizations but not attached Agencieanieaternal listing,
includingattacted AgenciesrefertorSAOO0s websi t e
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2b.Direct Grant/Passthrough Information (cont.)

Question 2.(cont.) - If the answer to questidmwo is fiNoO, the user is required to fill oatl three fields:

Identifying Number (Unique), Organization FEI, & Organization name.

Create Expenditure

CFDA: = L1 ] Program Mame
Program Additional Award
Description: = Identification

i CFOA I unknown and OFA sxtsnclon le uced LH ¥ CFDA It unknowm and (OFA sxisncion u

Is this CFDA and related monetany/non-monetary expenditures associated with Coronavirus
Disesase 2018 [COVID-19)7

1. The Tunds for this program were given direclly 10 your Organization as a Diect Grant?

2. Did you receive this amoynt Fom ancther BA State Reportng Drganzation whech inchedes all State
# g

AQENCHES, Lnaoersitas Co ages. Authoroes Commissions, et 7 TRS
dentifying Number
Unigue) =* 1] Crganization FE (1}
Organization Mame * i P o
Monetary Amt = Non-Monetary Amt »

Identifying Number 1 This number must be unique each expenditurshould be assigned by the pass
through entity, and could be a contract number, etc. This number should not be a CFDA purcbasge
order numberEIN number, odate (Please verifythat these do not contain any protected personal or

business identifidle information))

Organization Namei Begin entry andealect a standard organization name from the dropdowrolist
alternatively, the Organization Namal populate onceavalid Organization FEI is selected

Organization FEI T Selectan assigne@AO number from the dropdown list.

Note The standard Organization Name

and

Qand laothi z a't

must befilled out. For an external listing, refer toittps://sao.georgia.gov/statewdceporting/federal

compliancereporting#toesingleauditreportscheduleof-expendituresf-federatawardssef-

resources
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2b.Direct Grant/Passthrough Information (cont.)

Question 2.(cont.) - If a standaré@rganization NameandOrganization FEI number are ngiresent in
the dropdown listsvhen creating(or editing an expendituretype in an OrganizationName and
Organization FEIThen select create (or updatd)the bottom of th&dit Expenditure page. A error
messagéred flag)will display for that expenditure rowselect the pencil tod# that expenditure again,
and therewill now be aprompt torequestthis information beadded to the systemFor any questions
email: compliance@sao.ga.gov

CFDA: = o Program Name: * 0
Program Additional Award
Description; * Identification: * 0
¢ uaknown and OFA extencion is uced) ¥ CFOA is uninown and .OF A extencion it uced

Is this CFDA and related monetary/non-monetary expenditures associated with Coronavirus

Disease 2019 (COVID-19)? YesONo@ g
1. The funds for this program were given directly 10 your Organization as a Drect Grant? Yes ®©N 0
’ 2 Did you receive this amount from ancther GA State Reporting Organzation which includes all State \

Agences. Universtes Coleges. Authorties, Commissions, e . ? Yes O No ®

titying Nur

Ur 0 zat FE 0

)a 3 N 0 %

Moneta n N ! tary

Note: A listing of standard Organization Names and Organization FEI numbers is posd O 6 s
website: https://sao.georgia.gov/statewiteporting/federatompliancereporting#toesingleaudit
reportscheduleof-expendituresf-federalawardssefaresourcs.
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2c.Amount

Enter the Monetary and/or Nonmonetary GAAP Expenditures Atsauthe appropriate fields

Crealte Expenditure

CFDA . 0 F'r-;;g'a.-l Name . o
Program Additional Award
Description; = Identification; = )
T CFDA |6 unknown and OFA sxisncion b uced) i FCFDA M unknown afd OFA exiendion & weed

Is this CFDA and related monstary/non-monetary expenditures associated with Coronavirus
Disease 2019 (COVID-18)7 Yes O No ® @

1. The Tunds for this program wene gk'en airecly 10 your Organization as a Dwect Grant? Yes ™ N 1]

2. Did you receive this amount from another GA State Reporting Organizaton which inCiudes all Stale

Agencies, Universihes/Colieges, Authonbes, Commissions, &ic. - 7 Yes M

Monetary Amt - £ 0 0 MNon-Monetary Amt  * J

Note: For loans, SAO recommends completing the loan sectiorf@tststion 6 belowand then entering
in the expenditures amount.

3.2d.Research and Development

Question 3.1 Answer this questiofi Y e ibthie federal award is considered a Research and Development
grant. For guidance, refer to any gramtardrelated documentation

[ 3. Iz the Grant a Research and Development Grant? Yes O Mo ®

3.2e.State/Other Funds
Question 417 Answer this questioil Y e if expendituresncludeal state and/or other Funds

4. Do these expenditures include state and/or other Funds? Yes ) No@®
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State of Georgiai SAO

Schedule of Expenditures of Federal Awards (SEFA)

3.2f. Amounts Provided to Subrecipients

Question BA. i Answer this questiori Y e & gour organization provideamounts to subrecipients
outside of the State Reporting Entity. If thesaeris fi Y e, ®miterthe Passthrough sountin the
iPas st hr ofield) BtheAviae, answer this questinN oifoyour organization providgamounts
to organizationsnside of the State Reporting Entignd continue to Question 5B.

Question 5B.i Answerthis questiorii N af our organization does not provide amountsrganizations
inside of the State Reporting Entit9therwise, answehis questiorii Y e i§your organization provides
amounts targanizatios inside of the State Reporting Entitfthe answer i$i Y e theduser is required

he

tosel ect the fACreateo button to create t
S.A Does your organization provide amounts to subrecipients outside of the State Reporting Entity? YesO No ®

5.B Are amounts provided to organizations inside of the State Reporting Entity? (answer yes only when

amounts provided to instate organization relate to federal expenditures, such as furthering grant

purpose)

\_

Yes @ No O

State Reporting Entity AmountProvided () ©
NO amOUNTS Proviaed 10 omer Instate entimes

J

H

Craate b= ] Cancel

expen

Next the user is required to edit teependiture and entéine Entity Namend Passthrough Amount. If

done manuallyselectfrom a dropdown list of given Georgia State Reporting Organizaitiahe AEntity

N a mdiald and enter the Passthrough Amoimthei Pa s st h r o u deid, oAparfotmnvia the

following

upload instructions.

Entity Name: = Begin typing organization name

Passthrough Amount: = Instate Passthrough Amount

ADD

Note: Additional rows must be added under question 5B, to allow for entry of different organizations

within the State Reporting Entity, by select___fz
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State of Georgiai SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2f. Amounts Provided to Subrecipients(cont.)

Question 5B. (cont.Ji Uploadprocess
On tHdie Expenditureso page, click the nE-xghtoto downlodduthet o n
expenditures that have Within State Passthraagivity markedi Yes 0 (from Questi on

. : I S
1
Emty  CFOWA Fasdarsl Frogear Dt Loy drcyem  Anwhash  Pabéc oo Werer S A ey Amoent on deraiary MevEan
GiEm ACwery | Org Foiiln  FisaPeiagh Fanpmeodg®  Wdlah B Thde Brsl
- ]
- i xe = 5 " " ]
- i
- T n " ]
- ]
- - - - =) =
=
- - & E‘
. ]
- T o Fic " n 3
Crgmds i
Trix
1 =] 7]

Open the .csv file just downloaded and savartappropriate location. Enterthe orgam at i oimdé s c
t h énstafe Entity Coded0 ¢ o | u emterInatated Passthrough Amoumt thefi | nst at e A mol
columnin the respective row applying to that Program Code (CEDAgn expenditure has multiple
passthrough organizations, create a copy of the expenditure row and inserteksaryrganization

codes and Instate Passthrough AmosnBe sure to ave the file(keeping the .csv extensiprDo not

change thé E x p eurr cei &k tis is needed for the upload of information.

Organization Instate

Expenditurd program [orogram Direct State Identifying MNon Monetary  Passthrough InState
Id Code Name Grant Organization Mumber Research Monetary Amount Amount (Question 5B) jCode Amount

261483 54048 Career am Yes MNo 37,655,430.16 0 Yes

2614590 84.365 English La Yes No 15,202,143.84 0 Yes

261491 84.323 Special Ed Yes No 432,964.45 0 Yes

261492 10.553 School BreYes No 191,896,716.75 0 Yes
| 261454 84.027 Special Ed Yes | .I No 345,509,193.46 0 Yes

261498 10.555 Mational £ Yes No 522,582,652.96 49,566,173.27 Yes

Note: Organization codes can be obtained Aaitps://sao.georgia.gov/statewitdeporting/federal
compliancereporting#toesingleauditreportscheduleof-expendituresf-federatawardssefa
resource
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State of Georgiai SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2f. Amounts Provided to Subrecipientqcont.)

Question 5B. (cont.Ji Upload process
Cl i c KWpload lestafe Passthrouglo b ut t oBrowserExpenliiredi p a g e .

n— v Digasisten: | || oy s [ wetet e
=
1 oo recorane
Emty CFDA Fasdirsl Progear Dt (F.1 ] fmtm Aseah Pobec LR ] Wersr S A ey Amoant Ron deraty FrewEan
GieW ADwery LR Fuedn  FlaaFeroegl Faavmeodgs  Wilad LI v T B
- = i
- i xe I PR Fe pic g ]
Wy | | s Tewporan il i
- = - A = = n s % i
= :
- - ol g - - - i ]
=
- e b a T 1
- ]
L T g e o 1 a0 ]
Gindn 4
Totat
ar -] o

SelectfiBrowsed to locate the file that was just edited/saved and then séldetUploadd uploadthe
information The SEFA webportal applicationwill process the file and insert the passthrough
organizatioigs) and expenditure amous).
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2f. Amounts Provided to Subrecipients (cont.)

Question 5B. (cont.)i Cl i c kPericibe i Gon t o edit t he padsplayédr ou gl
under Qu e s tAddon, EdifiBenciloT,h ed&eftbvedi b ut t otimesrecaadl td madced
edited orremoved. TDheketeAlld butt on wi l | remove all records

5.B Are amounts provided to organizations inside of the State Reporting Entity? (answer yes only when
amounts provided to instate organization relate to federal expenditures, such as furthering grant
purpose) Yes ® No O

State Reporting Entity Amount Frovidej & 1]
D;LE:_'E";:"EE State 8 4
= . Education, Department of 4.5 m

l Delcte All I

If passthrough records for all expendituneed to beremoved t her e i s al soDelate opt
Instate Passthrougld b ut t oBrowserExpenditiresii page.
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State of Georgial_ SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2g.Loan Activity

Question6.1 Cl | ¥eld , A f or any @ckvibyAAddaitiortalHoarl reladed boxes also niegd
to be completed will appedf.question six iansweredi N g the user will not be allowed to fitlut the
Loan Amount fields.

B.ist Y 3
A. Is there any Loan ACINRY relating o an Insttution of Higher Educaton (IHE)? Yes No &
Prior Year Outstanding Loan Balance - Beginning Balance @ * d
New Loans Made During The Year . °
Loan Adjustments - If amount noted, a comment is required inthe 1

explanation Dox explaining the nature of the adjustment

Loans Repaid During The Year . ]
Federal Awards Expended

Outstanding Loan Balance 0

Note: For additional loan guidance also refer Aalditional Instrutions for Loan Recording:
https://sao.georgia.gov/statewdtkporting/federatompliancereporting#toesingleauditreport
scheduleof-expendituresf-federalawardssefaresources

Question 6A.7 Click fi Y e,dod any CFDAs with loan activity relating tan Institution of Higher
Education [HE), which will enable box¥6B to appear.

A |s there any Loan Activity relating to an Institution of Higher Education (IHE)? Yes® Nell

B. Dees the IHE make loans to the students? fes D Ne

by

Note:Loan CFDAs at the University or College woulllvayss e | ect fiYeso.
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State of Georgiai SAO Schedule of Expenditures of Federal Awards (SEFA)

3.2g.Loan Activity (cont.)

Question 6B.1 Click fiNoo if the IHE does notmake loans to Studentdext, complete boxes that are
not shadedonl y compl et e t h &lewbLoanseMaderDering the Yego (e) and ifi
applicablefival ue of and I nterest Subsidy, ((fash or Ad

Note: At this time 6B should only be mark@&dN coBly for: CFDA 84.268
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