
State of Maryland

Interagency Commission on School Construction

Business Management System

CIP Funding Application Request

Process User Guide

Interagency Commission on School Construction
351 W. Camden Street
Baltimore, MD 21201

(410) 767-0617

This guide is available for download at iac.mdschoolconstruction.org

https://iac.mdschoolconstruction.org/


A complete Capital Improvement Program (CIP) submission requires the use of two processes
within the BMS. One process, the CIP Front End Upload Process, involves submission of
LEA-wide supporting documentation. The second process, the CIP Funding Application Process,
should be submitted once for each project that is being requested for funding.

Instructions for the CIP Front End Upload Process begin on this page.

Instructions for the CIP Funding Application Process begin on page 5.

CIP Front End Upload Process

Purpose of Process
This process will be used to add all "Front End" documentation into the individual "Global" LEA
project.

Starting the Process

To start this process, you must go to your Global LEA project. Your specific project will be
named, “* - (Your LEA Name) Global Project”. This should be the very first project in your project
list. Once you are within that project, please use these steps to start the process.

1. In the Project Menu on the left side of the page, select the “Processes” tab.
2. In the “Project Processes” home screen, click on the “Start process” button which is

situated in the top right corner of the page.

3. Once you have clicked the “Start Process” button, you will be presented with a list of
processes that you have access to start or submit.

4. Choose the process by clicking on the name.



5. You will then be presented with the initial step of the process.

Initial Submission Layout

The initial, aka Start, step is a simple one. There are two required fields that will ask you to drag
and drop or upload the CIP Front End as a PDF, and the Form 102.4-102.6 as an excel
spreadsheet. Once you have added that information, then click on the “Submit” button in the top
right hand corner of the screen. This will submit the front end CIP Documentation, and initiate
the review process.



Process Workflow

Workflow Steps

1. Start: The process initiator will drag and drop all necessary documents into the required
fields.

2. Finance Assistant Review: The IAC Finance Assistant will check the uploaded
documents for completeness. If the information is correct, then the Finance Assistant
will push the process to the next step. If more information is needed, or if there are any
questions, then the Finance Assistant will provide information on what is needed, and
route the process back to the process initiator.

3. Funding Manager Review: The IAC Funding Manager will review the information for
completeness as well. If the information is correct, then the Funding Manager will
finalize the process. If more information is needed, or if there are any questions, then the
Funding Manager will provide information on what is needed and route the process back
to the Finance Assistant.

4. Finish: The process is complete, and the correct documentation will have been uploaded
to the project for future reference.



CIP Funding Application Request Process

Purpose of Process
To request school construction funding from the CIP.

Starting the Process

To start this process, you must choose the correct project where you are requesting the CIP
funds. Once you are within that project, please use these steps to start the process.

1. In the Project Menu on the left side of the page, select the “Processes” tab.
2. In the “Project Processes” home screen, click on the “Start process” button which is

situated in the top right corner of the page.

3. Once you have clicked the “Start Process” button, you will be presented with a list of
processes that you have access to start or submit.

4. Choose the process by clicking on the name.



5. You will then be presented with the initial step of the process. This will include lengthy
instructions on filling out the request.

Initial Submission Layout

Your initial step will require you to determine the type of project and request. These fields are
required and will not let you submit the request without the information. The entire bottom of
the request (Budget Change and Funding Adjustment sections) should be ignored. This section
is designated in the picture below.

Once you have completed all required fields, click submit in the right hand corner of the
application page.

Second Step

This process will require you to take an additional step to submit the request. Due to the varying
data needed for the individual types or projects and requests, there are several different layouts
for you to complete. The initial submission step reads the initial information, and directs the
process to the appropriate second step.



Make sure to answer all requested questions and upload all required documents. Once
complete, choose the Submitted action in the top row and click “Take Action” to continue your
application.



Process Workflow



Workflow Steps

5. Start: Requested by the LEA Facilities Planner. The LEA Facilities Planner should
complete all required fields and ignore the cost data at the bottom of the page as
outlined in the instructions on the step.

6. Decision Point: In the start step, you will determine whether the project you are
requesting funding for has had prior funding or not. The process will route the
application accordingly.

No Prior Funding, Systemic Project

7. Non-Systemic No Prior Funding: The process initiator will continue to fill out the request.
This layout will be specific to a project that is non-systemic, with no prior funding
applied.

No Prior Funding, Systemic Project

8. Systemic No Prior Funding: The process initiator will continue to fill out the request. This
layout will be specific to a project that is systemic, with no prior funding applied.

No Prior Funding, Non-Systemic Project

9. Non-Systemic No Prior Funding: The process initiator will continue to fill out the request.
This layout will be specific to a project that is non-systemic, with no prior funding
applied.

No Prior Funding

10. Funding Programs Assistant Completeness Checklist: Once the application has been
completely filled out by the LEA, the Funding Programs Assistant will check all data and
documents for completeness. If there are any changes, or questions, the assistant will
send the process back with an explanation of what is needed.



11. IAC Planner Draft Eligible Enrollment: The IAC Planner will add any needed information
about the eligible enrollment. This and any other step can be viewed by the process
initiator, but the information will not be editable.

12. <1,000,000: this is a conditional decision point that needs no action. This condition will
route the process by the value of the contract. If the contract is above 1,000,000, then it
will go to the Office of School Facilities (OSF) for review. If it is below, then it will go
straight to the Assessment & Maintenance Admin.

13. OSF DGS Submission Information: Both of these teams will update the application
status and review the previous information.

14. A&M Admin: The Assessment & Maintenance Admin will add information pertaining to
the facility.

15. Funding Programs Manager: The IAC FPM will review the application and all information
for completeness prior to review by the team.

16. Initial Review: A team from the IAC will review the application and add any issues that
may arise. These issues will be available for the LEA to review and respond to in a further
step.

17. Funding Programs Assistant Initial Review: The FPA will review the issues made by the
team and add any comments or questions.

18. Funding Programs Manager Initial Review: The FPM will review the issues made by the
team and add any comments or questions.

19. Issues Review: The process will route back to the IAC team to see any comment or
questions added by the FPA, or FPM.

20. CFO Review: The IAC CFO will review the issues and provide comments or questions.
21. Funding Programs Manager Issues Review: The process will route to the FPM again to

see all comments and questions.
22. Systemic Review?: This is a conditional decision point that needs no action. The

process will be routed again by the project type.
23. LEA Facilities Planner: The process initiator, depending on the project type, will be able

to see all issues, comments, and questions. They will then be able to respond to any of
these items.

24. Funding Programs Assistant Issues Resolution: The FPA will address all comments
from the process initiator and send the application for review.

25. Issue Resolution Review: The IAC team will review the application and add any
comments or questions.

26. Funding Programs Manager Issues Resolution: The FPM will review any new comments
or questions that have arisen from the initial issues review.

27. CPM Issues Resolution: The CPM will then provide their review and add comments and
questions to the issues list.

28. Funding Programs Manager Issues Resolution 2: The FPM will follow up on all
comments and complete the issues grid.

29. Systemic Review Conditional: This is a conditional decision point that needs no action.
This condition will route the process by whether the project is Systemic or Non-systemic.



30. LEA Facilities Planner: Reviews latest note on any issues brought up during the reviews.
They are then able to amend any of the issues per the comment and questions from the
IAC team.

31. Amended?: This is a conditional step that does not require action. The condition will
check if the application has been amended by the LEA, and route the process
accordingly.

32. CPM Amendment Review: The CPM will be able to review any changes or amendments
to the application and comment on them.

33. Funding Programs Assistant 75%: The FPA will add all recommended funding for this
stage of the process.

34. Funding Programs Manager 75%: The FPM will add all recommended funding for this
stage of the process.

35. Funding Programs Assistant 90%: The FPA will add all recommended funding for this
stage of the process.

36. Funding Programs Manager 90%: The FPM will add all recommended funding for this
stage of the process.

37. CPM Updates Status: The IAC Capital Projects Manage will review all issues once again
and update their statuses.

38. Funding Programs Assistant 100%: The FPA will add all recommended funding for this
stage of the process.

39. Funding Programs Manager 100%: The FPM will review and approve the CIP funding for
this project.

40. Finance Assistant Funding: The Finance Assistant will add the approved funding into the
BMS cost module, where the funds will be available for contract approvals.

41. IAC CFO Final Approval: The IAC CFO will approve the application, and send the process
to the end of the workflow.

42. Prior Funding: This is a conditional decision point that needs no action. This condition
will route the process by whether the project is Systemic, or Non-systemic.

Prior Funded Systemic

43. Systemic Prior Funding: The process initiator will continue to fill out the request. This
layout will be specific to a project that is systemic, that has had prior funding applied.

Prior Funded Non-Systemic

44. Non-Systemic Prior Funding: The process initiator will continue to fill out the request.
This layout will be specific to a project that is Non-systemic, that has had prior funding
applied

45. Funding Programs Assistant Prior Funding: Once the application has been completely
filled out by the LEA, the Funding Programs Assistant will check all data and documents
for completeness. If there are any changes, or questions, the assistant will send the
process back with an explanation of what is needed.



46. Funding Programs Manager Prior Funding: The IAC FPM will review the application and
all information for completeness prior to review by the team.

47. Initial Review Prior Funding: A team from the IAC will review the application and add any
issues that may arise. These issues will be available for the LEA to review and respond
to in a later step.

48. CPD Issues Review: The IAC Capital Projects Director will review all issues and provide
feedback.

49. Funding Programs Assistant Initial Review Prior Funding: The FPA will review the issues
made by the team and add any comments or questions.

50. Funding Programs Manager Initial Review Prior Funding: The FPM will review the issues
made by the team and add any comments or questions.

51. Communications Coordinator Review Prior Funding: The Communications Coordinator
will review the issues and provide feedback.

52. Funding Programs Manager Second Review Prior Funding: The FPM will then perform a
second review of the issues made by the team and add any comments or questions.

53. Systemic Project With Prior Funding Conditional Step: This is a conditional decision
point that needs no action. This condition will route the process by whether the project is
Systemic, or Non-systemic.

54. LEA Issues Review: The process initiator will be able to see all issues, comments, and
questions. They will then be able to respond to any of these items.

55. CPM Issues Resolution Prior Funding: The CPM will provide their review and add
comments and questions to the issues list.

56. Funding Programs Manager Issue Resolution Prior Funding: The FPM will follow up on
all comments and complete the issues grid.

57. Systemic Project With Prior Funding Conditional Step 2: This is a conditional decision
point that needs no action. This condition will route the process by whether the project is
Systemic, or Non-systemic.

58. LEA Amendments Prior Funding Systemic: The process initiator will be tasked with
adding any amendments to the funding application. Once complete, the process will be
routed to the Capital Project Manager to review the amendments.

59. LEA Amendments Prior Funding Non-Systemic: The process initiator will be tasked with
adding any Amendments to the funding application. Once complete, the process will be
routed to the Funding Programs Manager Review

60. CPM Amendments Review Prior Funding: The IAC Capital Projects Manager will review
all proposed amendments, and add any feedback. This step will then be routed to the
Funding Programs Assistant 75% step, which is #25 in this guide. The process will then
move forward to the rest of the workflow described above.


