3 STEPS TO UPLOADING THE NEEDS ASSESSMENT SURVEY CERTIFICATE OF COMPLETION

Step 1: Needs Assessment Survey Certificate of Completion – You should’ve been instructed to download a Certificate of Completion once finishing the survey. Type your organizations name in the blank space and save to your computer with other grant documentation.

[image: ]Save to upload into Grant Management System
Type Organization’s name (fillable PDF Form)


Step 2:  Add the Certificate to an existing group of invoices associated with a Vendor that you have already selected[image: ]1. Upload saved Certificate
2. Will appear here with other invoices

Step 3: Click on “Add”, Select Category Healthcare Preparedness, Category Item Needs Assessment Survey Certificate of Completion. You can leave quantity and cost at “0”
[image: ]3. Category item is Needs Assessment Survey Certificate of Completion 
2. Select Category of Healthcare Preparedness
1. Click “Add”
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***Don’t forget to click Save!***
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Thank You for Completing the 2014-2015 Hospital

Preparedness Program—Hospital Needs Assessment

Survey on behalf of your Hospital

Louisiana Hospital Association

*HPP Grant participants, please type your hospital name above to submit this certificate with your documentation
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