
Submitting a Tier Certification
For Tier 1 and 2 designated agencies

From the agency dashboard page click the ‘View Contract Forms’ Tab on the left-hand side of the screen.

Click Here

Here, you can view previous certifications, check the status of submitted certifications, and create new
certifications.
To create a new tier certification. At the top right of the page, click on 'Generate Form'."

Click Here



Verify that your preloaded information is correct.
Fill out the required fields such as Local Public Body Head, Certification For the Fiscal Year Ended Date, Both
Revenue Boxes, and select the appropriate option under My Local Public Body Also that suits your agency."

Click Here

to preview
and submit to

the OSA

Click Here
to save and return
to at a later time



Click Back

to return to
the contract
forms page.

Save the
Certification and
print it for your

records

Click Here

to download
and submit to

the OSA

After a successful
submission, the page

will display the
following message

On the ‘View Contract Forms’ the certification will now say submitted. 


