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Wood Products Grants New Grantee Orientation Webinar 
The Wood Products Team hosted a webinar to assist new grantees in getting their 
projects started. The webinar provides an overview of the processes and expectations 
for all new grantees – a complement to the information included in this document. 
Please use the link below to access the webinar recording and follow along as you 
review this document. 

• Link to New Grantee Orientation 
 
eCivis Grants Network  
The eCivis Portal is the primary platform used for grant project administration. This is 
where financial reports and activity reports can be submitted, in addition to storing 
grant document records. The Grants Portal - CAL FIRE Grantee User Guide provides 
detailed information on how to navigate the eCivis portal with instructions on tasks such 
as adding team members (page 24) or requesting an amendment (page 44), etc. To 
login, the information is the same that you used to submit the grant application. 
 
To learn more about the basic functionality of the eCivis Portal, please click on the link 
below. This links to a CAL FIRE training session hosted by eCivis and should help you 
become more familiar with navigating the eCivis Portal. 

• Grants Portal Training Webinar  
 
Financial Reports 
Financial Reports (Invoices) are submitted through eCivis Grants Portal. Each financial 
report requires a signed coversheet (link to blank coversheet) and supporting 
documentation. Each financial report submission requires a separate Online Progress 
Report and Activity Report pair (see details below). The process to submit a financial 
report starts on page 28 of the Grants Portal - CAL FIRE Grantee User Guide.  To avoid 
payment delays, the Invoice Coversheet template must have the grantee organization 
name and address exactly match the information provided on the Std. 204 form 
submitted with the grant application. Supporting documentation, such as payroll 
reports, receipts, invoices…etc., should be uploaded to eCivis Portal as a separate PDF 
for each category of the grant budget (Contractual, Travel, etc.). The naming 
conventions for the uploaded PDF’s should resemble the following: 

8GA2####_INV-## 0Invoice.pdf 
8GA2####_INV-## 1Salaries-Wages.pdf 
8GA2####_INV-## 2Benefits.pdf 
8GA2####_INV-## 3Contractual.pdf 
8GA2####_INV-## 4Travel.pdf 
8GA2####_INV-## 5Supplies.pdf 
8GA2####_INV-## 6Equipment.pdf 
8GA2####_INV-## 7Other.pdf 
(##### = Agreement number, ## = invoice number with leading 0 for single digits) 
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https://www.youtube.com/watch?v=7K3FXFqekWU
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/grants/other/ecivis-grants-portal-cal-fire-grantee-user-guide_ada-accessible_revised-7-22-22.pdf?rev=8ade785221b84a5bad5e97752b49ceae&hash=6719B4C80F466FA688091D3ADF656F2D
https://www.gotostage.com/channel/4335863f5f4645c79bbaf1de4af3d6e5/recording/35bce53ee189438d97e5b4bbd38c1ab7/watch?source=CHANNEL
https://www.gotostage.com/channel/4335863f5f4645c79bbaf1de4af3d6e5/recording/35bce53ee189438d97e5b4bbd38c1ab7/watch?source=CHANNEL
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/natural-resource-management/wood-products-and-bioenergy/bwd_invoice_coversheet_blank_web.xlsx?rev=28f94e6b27194f43a9dfd96dd579650b&hash=CF8246DE8ECDCB129E5149517DF53CBC
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/grants/other/ecivis-grants-portal-cal-fire-grantee-user-guide_ada-accessible_revised-7-22-22.pdf
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Required supporting documents are described in the Grant Guidelines. Visit to “Wood 
Products Program Media” section of the Wood Products webpage to access the Grant 
Guidelines associated with your project.  
 
Progress & Activity Reports 
Online Progress Reports and Activity Reports are separate reports. Both are due 
quarterly and with each Financial Report submission. They are always submitted as a 
pair as detailed below:  

1) An Activity Report is submitted through eCivis Portal. eCivis Portal Activity 
Report instructions are in the Grants Portal - CAL FIRE Grantee User Guide, 
beginning on page 39.  

2) The Business and Workforce Development Online Progress Report Form is 
submitted online via a Microsoft Forms website. CAL FIRE Wood Products 
Team will upload a PDF of each Online Progress Report to eCivis Portal when 
we approve the Activity Report. For reference, the Progress Report Form 
questions are also available in Word and PDF versions. 

 
At minimum, an Activity Report and Online Progress Report pair is due 30 days after the 
quarter close (e.g., October 30, January 30, April 30, and July 30). In addition, if 
Financial Reports are submitted more frequently than once each quarter, then an 
Activity Report and Progress Report are required.  
 
Environmental Compliance 
Grantees shall submit proof of California Environmental Quality Act (CEQA) and/or 
National Environmental Policy Act (NEPA) compliance for applicable grant funded 
activities. State funding triggers CEQA review regardless of land ownership. At least six 
weeks prior to any state-funded activity that may have an effect on the environment, 
including any ground-disturbing activity, grantees shall submit final, signed 
environmental compliance documentation to Wood Products Environmental 
Compliance Review to demonstrate that CEQA and NEPA compliance has been met.   
No State funds shall be spent on project activities without having written 
acknowledgement of environmental compliance from the Wood Products Team. If the 
grantee does not have a public agency to assume the role of CEQA lead, the grantee 
shall contact Wood Products to discuss and propose options for environmental 
compliance. For additional information and guidance, please see Appendix C, 
Environmental Compliance of the current Grant Guidelines. 
 
Funding Acknowledgement 
We expect and appreciate acknowledgment of your CAL FIRE funding on social media 
posts, signs, outreach, press releases and other media. All projects and public 
information must clearly display, identify, and label themselves as being funded by CAL 
FIRE Business and Workforce Development Grants. Acknowledgements must contain 
the CAL FIRE logo as well as the following statement: “Funding for this project provided 
by the California Department of Forestry and Fire Protection’s Business and Workforce 
Development Grants.”  Project sites should have a sign. Other project types, such as 
vehicles, equipment, and consumer-based incentives, acknowledgement could be a 

https://www.fire.ca.gov/what-we-do/natural-resource-management/environmental-protection-program/wood-products-and-bioenergy
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/grants/other/ecivis-grants-portal-cal-fire-grantee-user-guide_ada-accessible_revised-7-22-22.pdf?rev=8ade785221b84a5bad5e97752b49ceae&hash=6719B4C80F466FA688091D3ADF656F2D
https://forms.office.com/Pages/ResponsePage.aspx?id=oEx6RAVUTUWtaMmKUgJh-M_RmmgN5aFJtxs5jgCBw9tUMUozWEtJTlYzTThUQzZURjZSNUM5WVpCWC4u
mailto:cegrants.ceqa@fire.ca.gov
mailto:cegrants.ceqa@fire.ca.gov
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/natural-resource-management/environmental-protection-program/wood-products-and-bioenergy/bwd_grant_guidelines_v20221228.pdf?rev=6e852688bd1146deb93116d57901398e&hash=5A4F9A2EAA93F4D31C4E60627F0761B9
https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/natural-resource-management/environmental-protection-program/wood-products-and-bioenergy/bwd_grant_guidelines_v20221228.pdf?rev=6e852688bd1146deb93116d57901398e&hash=5A4F9A2EAA93F4D31C4E60627F0761B9
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decal, sticker, or other signage. Contact the Wood Products team for logos and display 
materials.  
 
Site Visits 
CAL FIRE Wood Products Team looks forward to visiting your project at least annually 
during the term of the grant agreement. Please let us know about events and 
milestones such as job walks, bid tours, demonstration days, graduations. We are happy 
to attend these events.  
 
Amendments 
If you are considering proposing changes to the grant scope or budget, instructions 
can be found in the Grant Amendment Guidance Information document (also 
available on the Wood Products webpage). However, it is strongly recommended you 
contact the Wood Products Team beforehand so that we can discuss potential 
changes prior to submitting an amendment request. 
 
  

https://34c031f8-c9fd-4018-8c5a-4159cdff6b0d-cdn-endpoint.azureedge.net/-/media/calfire-website/what-we-do/natural-resource-management/wood-products-and-bioenergy/bwd_grantee_amendment_guidance_final.pdf?rev=b5f753124c4644829857818e37f90974&hash=3D0775830EF81A01ACD598ADA94661FE
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CAL FIRE Contacts 
Pick one person at your organization to be the grantee contact for all communications. 
Contact the Wood Products Team for any questions. Please write your grant number 
(8GA22###) in the subject line of all emails. References are on under Grantee 
Resources.  
 

 Sunoy Nandi 
Wood Products Grants Analyst 
sunoy.nandi@fire.ca.gov 
916-247-1064 
 

 Justin Britton 
Wood Products Forester 
justin.britton@fire.ca.gov 
916-224-7337 
 

 Andrea Williams 
Climate & Energy Senior 
Compliance Scientist 
andrea.williams@fire.ca.gov 
916-202-5744 
 
For document reviews/submittals: 

Wood Products Environmental 
Compliance Review 

 Jason Butcher 
Wood Products Forester 
jason.butcheri@fire.ca.gov 
707-672-4779 
 

 John McCarthy 
Wood Products Program Manager 
john.mccarthy@fire.ca.gov  
916-531-6110 
 

 Wood Products & Bioenergy Team 
 woodproducts@fire.ca.gov  
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