
Deputy Sheriff Salary 
Supplementation Fund 

(DSSSF) Grant

2021 Compliance Training

July 7, 2020
1



MOSMART BOARD CONTACTS
• Kevin Bond

Board Chair
Pettis County Sheriff
P:  (660) 827-0052
E:  sheriff@pettiscomo.com

• Mark Owen
Board Vice-Chair
Platte County Sheriff
P:  (816) 858-3455
E:  sheriff@plattesheriff.org

• Randee Kaiser
Board Secretary
Jasper County Sheriff
P:  (417) 358-8177
E:  rkaiser@jaspercountysheriff.org

Missouri Boards & Commissions Page:
https://boards.mo.gov/UserPages/Board.aspx?316

• Benjamin Becerra
Board Member
Daviess County Sheriff
P:  (660) 663-2031
E:  sheriffben840@gmail.com

• Jim Arnott
Board Member
Greene County Sheriff 
P:  (417) 868-4040
E:  jarnott@greenecountymo.org
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2021 DPS INTERNAL CONTACTS

• Christina Strozier, Program Representative (Regions C, F, & I)
P:  (573) 751-5951
E:  Christina.Strozier@dps.mo.gov

• Amelia Hentges, Program Representative (Regions D)
P:  (573) 522-4094
E:  Amelia.Hentges@dps.mo.gov
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OUTLINE FOR TRAINING

1. General Grant Information

2. Administrative & Financial Guidelines

3. Reporting Requirements

4. Monitoring

5. WebGrants Demo

6. Questions?
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GENERAL 
GRANT 
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OVERVIEW
• DSSSF created pursuant to Section 57.278 RSMo

– Consists of monies collected from charges for services received by 
county sheriffs under subsection 4 of Section 57.280 RSMo

– Counties are responsible for forwarding the applicable share of the 
collected monies to the state treasury

– The state treasurer deposits the monies into the DSSSF and 
subsequently the monies are deemed state funds

• DSSSF administered by MoSMART Board pursuant to Section 
57.278 RSMo
– Technical assistance provided by the Missouri Department of Public 

Safety

• Project Period:  July 1, 2020 - June 30, 2021 (12 months)

• No local match requirement
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SOURCES OF INFORMATION
• DPS – CJ/LE Website:  https://dps.mo.gov/dir/programs/cjle/

– CJ/LE Grant Calendar 

• DSSSF Website: https://dps.mo.gov/dir/programs/cjle/dsssf.php 
– DSSSF Fact Sheet
– WebGrants External User Manual
– 2021 DSSSF Solicitation
– 2021 DSSSF Notice of Funding Opportunity Training (and Audio)
– 2021 DSSSF Compliance Training (and Audio)

• WebGrants:  https://dpsgrants.dps.mo.gov
– Opportunity (Funding Opportunity)

• 2021 DSSSF Certified Assurances
• 2021 DSSSF Solicitation
• WebGrants External User Manual
• Workers Comp Calculator

• Missouri State Statutes: http://www.moga.mo.gov/ 7



STATUTORY REQUIREMENTS
Subrecipients must comply with the following state statutes in 
order to be eligible for state funds, to include at the time of 
application and for the duration of the project period:

• Section 43.505 RSMo:  Uniform Crime Reports (UCRs)

• Section 590.650 RSMo:  Vehicle Stops Report

• Section 513.653 RSMo:  Federal Forfeiture Report

• Section 590.700 RSMo:  Written Policy on Recording of 
Custodial Interrogations

• Section 43.544 RSMo (formerly 577.005 RSMo):  Written Policy 
on Forwarding Intoxication-Related Arrest Information to the 
Central Repository
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FUNDING
• Funds are used solely to supplement the salaries, and employee 

benefits resulting from such salary increases, of county deputy sheriffs

• Such county deputy sheriffs must be full-time, licensed Peace Officers 
commissioned by the employing law enforcement agency, or be full-
time deputies appointed pursuant to the authority set forth in Section 
57.530 RSMo
FO 

Year
Project Period Total Awarded Funding Formula (not to exceed request)

2012 1/1/12 - 6/30/12 $1,430,698.26 Up to $28,000 or $1200/year (no salary cap)

2013 7/1/12 - 6/30/13 $4,708,085.22 Up to $28,000 or $1200/year (no salary cap)

2014 7/1/13 - 6/30/14 $5,135,924.10 Up to $28,000 or $1200/year (no salary cap)

2015 7/1/14 - 6/30/15 $5,412,210.10 Up to $28,000 or $1200/year for salaries less than $50,000

2016 7/1/15 - 6/30/16 $4,704,532.38 Up to $29,000 or $1200/year for salaries less than $35,000

2017 7/1/16 - 6/30/17 $3,442,816.85 Up to $29,000 or $1200/year for salaries less than $29,000

2018 7/1/17 - 6/30/18 $3,737,135.22 Up to $30,000 or $1200/year for salaries less than $30,000

2019 7/1/18 - 6/30/19 $3,941,576.95 Up to $30,000 or $1200/year for salaries less than $40,000

2020 7/1/19 - 6/30/20 $4,137,861.28 Up to $30,000 or $1200/year for salaries less than  $42,500

2021 7/1/20-6/30/21 $3,851,250.13 Up to $30,000 or $1200/year for salaries less than $47,500
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FUNDING cont’d
• As of more recent years, the funding calculation set by the MoSMART Board each grant 

year has been dependent on the availability of monies and the sustainability of the fund.
State 

Fiscal Year
Collections 

(including interest) Expenditures Year-End 
Account Balance

FY09 $1,882,761.08 $0.00 $1,882,761.08

FY10 $2,793,248.71 $0.00 $4,676,009.79

FY11 $6,985,240.31 $0.00 $11,661,250.10

FY12 $4,598,576.46 $1,068,027.25 $15,191,799.31

FY13 $4,188,811.84 $3,999,655.50 $15,380,955.65

FY14 $3,688,405.46 $4,610,720.19 $14,458,640.92

FY15 $3,339,193.26 $4,731,160.49 $13,066,673.69

FY16 $3,028,484.66 $4,320,379.58 $11,774,778.77

FY17 $2,720,374.79 $2,960,171.03 $11,535,547.43

FY18 $2,699,737.11 $2,984,534.77 $11,250,184.67

FY19 $2,693,652.45 $3,099,814.58 $10,844,022.54

FY20 $2,357,212.58 $5,478,647.43 $7,722,587.69

Disclaimer:  The above totals do not represent grant year expenditures or the amount of uncommitted 
monies.  The totals simply depict the revenues and expenditures into the fund.

• Of the $7,722,587.69 balance, $1,720,503.47 is committed still to 2020 DSSSF awards and 
$3,886,948.83 will be committed to 2021 DSSSF awards, leaving an uncommitted balance 
of $2,106,532.80.
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ADMINISTRATIVE 
AND 

FINANCIAL 
GUIDELINES
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PROJECT IMPLEMENTATION
• “Operational” = beginning activities in which project-approved costs are 

being incurred (e.g. issuing the DSSSF to the approved positions)

• If a project is not operational within 60 days of the project start date, the 
subrecipient must report to the MO Department of Public Safety, via the 
“Correspondence” component of the grant within WebGrants, the steps 
taken to initiate the project, the reasons for delay, and the expected start 
date.

• If a project is still not operational within 90 days of the project start date, the 
subrecipient must submit a second statement to the MO Department of 
Public Safety, via the “Correspondence” component of the grant within 
WebGrants, explaining the implementation delay.

• Upon receipt of the second statement, the MoSMART Board may decide 
whether to continue with the project or to terminate the subaward. 12



DISBURSEMENT OF FUNDS
• Subrecipients can choose to issue supplemental salary in the same 

check as regular wages or in a separate check.
– At a minimum, the supplemental salary should be clearly identified separate from 

regular wages, paid leave, and overtime.

• Subrecipients can also choose the frequency of distributing such 
supplemental salary (e.g. weekly, bi-weekly, semi-monthly, monthly).
– Grant budgets were approved based on the subrecipient’s desired frequency; the 

supplemental salary must be disbursed based on this frequency (unless a 
Subaward Adjustment for a budget revision is submitted to change the frequency).

• Subrecipients must understand that the DSSSF monies paid to an 
individual shall be included as annual salary for purposes of calculating 
the individual’s hourly rate for overtime, per the U.S. Department of 
Labor.

• Subrecipients must also understand, and make their employees aware, 
that wage garnishments based on the individual’s salary may be 
increased as a result of the increased availability of wages.
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PRO-RATING SUPPLEMENT
• Unpaid Leave Status

– Deputies must continue in a full-time, paid employment status to be eligible for continued 
supplemental salary.

– Deputies who enter an unpaid employment status due to, but not limited to, administrative 
reasons, military leave, workers compensation injury, or FMLA are not eligible for continued 
supplemental salary while in unpaid leave status if the unpaid leave status does not qualify 
the deputy to be considered a full-time employee.

– For purposes of this program, a deputy is a full-time employee if he or she works at least 30 
hours in a week (if paid weekly or bi-weekly), or 130 hours in a calendar month (if paid 
semi-monthly or monthly).

– Subrecipients must pro-rate the amount of supplemental salary issued to the deputy if paid 
employment status drops below full-time status as defined above.

– The pro-rating should be calculated as:  the number of paid employment days (includes days 
worked and days of paid leave) in the payroll period compared to the number of originally 
scheduled employment days in the payroll period.

• In summary, deputies are not eligible for the DSSSF for periods of time in which they drop below 
the definition of a full-time, paid employee.

– Refer to page 29 of the 2021 DSSSF Solicitation for an example.

Subrecipients have discretion on the payment of supplemental salary.  If no local funds are expended, a 
reimbursement request of such nonexistent costs would be inappropriate. 14



PRO-RATING SUPPLEMENT cont’d
• Position Vacancy

– Deputies who end employment with the subrecipient are not eligible for continued 
supplemental salary after their employment end date.

• NOTE:  “Employment end date” refers to the last date of employment, not the last day of physical 
presence in the office.  If a deputy turns in his or her 2-week notice, for example, and uses paid leave 
for the 2-week period, the deputy is still a paid employee of the subrecipient and is eligible for the 
DSSSF until the last day of employment.  Such paid leave time just needs to be documented on the 
timesheet to demonstrate full-time paid employment status.

– Deputies who start employment with the subrecipient are not eligible for 
supplemental salary prior to their employment start date.

– Subrecipients must pro-rate the amount of supplemental salary issued to the 
deputy based on the employed period.

• The pro-rating should be calculated as: the number of paid employment days (includes 
days worked and days of paid leave) in the payroll period compared to the number of 
days  that were scheduled (or would have been scheduled) in the payroll period.

– In summary, deputies are not eligible for the DSSSF for periods of time in which they were not employed by the 
subrecipient, regardless of how many hours they are paid for the payroll period.

– Refer to page 29-30 of the 2021 DSSSF Solicitation for examples.

Subrecipients have discretion on the payment of supplemental salary.  If no local funds are expended, a 
reimbursement request of such nonexistent costs would be inappropriate. 15



PRO-RATING SUPPLEMENT cont’d
• Position Change

– Deputies who change approved supplemental salary positions are 
only eligible for the approved supplemental salary for the position 
while they filled such approved position.

– If the position change occurs during a payroll period, subrecipients 
must pro-rate the amount of supplemental salary issued to the 
deputy(s) based on the number of paid employment days worked 
in each position compared to the number of days that were 
scheduled (or would have been scheduled) during the payroll 
period, and then consequently report accordingly on the Claim.

– Refer to page 30-31 of the 2021 DSSSF Solicitation for examples.

Subrecipients have discretion on the payment of supplemental salary.  If no local funds are expended, a 
reimbursement request of such nonexistent costs would be inappropriate. 
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INTERNAL CONTROLS
• Subrecipients must track, account for, and report on all 

DSSSF monies separately from all other funds; this can be 
accomplished through, but not limited to, the following 
methods:
– Having the supplementation clearly identified on the employee 

paycheck
– Reconciling expenses with reimbursements
– Performing an audit or financial review of records
– Providing feedback on usage of supplementation funds

• Subrecipients should ensure appropriate internal controls 
exist for the programmatic and financial aspects of the 
project; this can be accomplished through, but not limited 
to, the following method:
– Timesheets being reviewed by both the employee and a supervising 

official(s) 17



SUPPLANTING
• Supplanting is defined as taking the place of, or replacing 

with something else

• DSSSF monies may be used in conjunction with other 
funding but shall not supplant (or replace) local funds

– Supplanting or shifting money to avoid the issue of supplanting is 
strictly prohibited

– DSSSF monies are intended to increase the amount of funds 
available

– DSSSF monies must be used to supplement existing funds for 
salaries
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SUPPLANTING cont’d
Example of non-supplanting:
The County budgeted $200,000 in local funds to the Sheriff’s Office for personnel costs, to include the 
salary and benefits for 5 deputies.  The County is later awarded state DSSSF monies, which are used to 
provide supplemental salary to the 5 deputies.  The County expends all of the $200,000 in local funds 
appropriated to the Sheriff’s Office for personnel costs, in addition to the DSSSF monies awarded.

In this scenario, the County has not used DSSSF monies to supplant local funds, but rather has used the 
DSSSF monies to increase the amount of funds that would, in the absence of state funds, be made 
available for personnel costs.

Example of supplanting: 
The County budgeted $250,000 in local funds to the Sheriff’s Office for personnel costs, to include the 
salary and benefits for 5 deputies and a 2% salary increase for all Sheriff’s Office employees.  The County 
is awarded state DSSSF monies, which are used to provide supplemental salary to the 5 deputies, but in 
response to the availability of the state DSSSF funds, the County determines that it will only allow the 2% 
salary increase for employees not receiving supplemental salary from the DSSSF program. 

In this scenario, there would have been a decrease in the amount of funds that would, in the absence of 
state DSSSF monies, be made available for personnel costs.  The DSSSF monies are not increasing the 
amount of funds available for personnel costs but rather replacing the amount of funds available for 
personnel costs.  The County has denied county-approved salary increases for individuals receiving 
supplemental salary for fear it would result in less financial assistance from the DSSSF program.  This 
“shifting” of money is unallowable.

19
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because of the DSSSF Program is considered supplanting and is unallowable!! 



AUDIT REQUIREMENTS
• An audit is required if the subrecipient expended $375,000 or more in 

state funds within the organization’s fiscal year from any state source 
(including but not limited to DSSSF)

• If the subrecipient is not required to have an audit, the subrecipient is still 
responsible for monitoring activities to provide reasonable assurance that the 
agency manages state monies in compliance with state requirements

• If the subrecipient is required to have an audit:
• The audit must be performed organization-wide by an independent firm
• The audit must be conducted with reasonable frequency, usually annually, but not less 

frequently than every two years
– Doesn’t mean that the audit can include every other year though!

• Subrecipients must submit a copy of such audit to DPS via the “Correspondence” 
component of the grant within WebGrants, where possible

– DPS determines which subrecipient must comply with this requirement based on the information provided 
on the “Audit Requirements” application form; if the State Share >= $375,000, then a copy of the Single Audit 
Report covering the dates identified as the Date(s) of Last Audit must be forwarded to DPS

– Subrecipients can mail a copy of the audit to DPS if unable to scan and email the audit report
– DPS will start contacting subrecipients if the required report is not submitted by 9/1/20 20



PRINTING AND PUBLICITY
• Subrecipients are encouraged to make the results and 

accomplishments of their activities available to the public 
through media release.

• All printed materials and/or press releases, however, must 
include an acknowledgement of the funding source.

For example:
Funding for this project was made available through the Deputy Sheriff 

Salary Supplementation Fund program administered by the State of Missouri 
and the MoSMART Board.
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STATE CIVIL RIGHTS LAWS

• Section 213.055 RSMo – Unlawful Employment Practices
– Subrecipients may not discriminate on the basis of race, color, religion, 

national origin, sex, ancestry, age, or disability in its employment 
practices (e.g. hiring, compensation, conditions, or privileges)

• Section 213.065 RSMo – Discrimination in Public 
Accommodations
– Subrecipients may not discriminate on the basis of race, color, religion, 

national origin, sex, ancestry, or disability in the use and enjoyment of 
any place of public accommodation

– It is unlawful to refuse, withhold from, or deny any of the 
accommodations, advantages, facilities, services, or privileges made 
available in any place of public accommodations
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REPORTING OF SUPPLANTING
• Subrecipients, or employees of the subrecipient, must promptly notify the 

MoSMART Board and/or the Missouri Department of Public Safety of any 
credible evidence that a subrecipient has supplanted grant funds.

• Any credible evidence will be reviewed by the MoSMART Board.

• In the event it is determined the subrecipient has supplanted funds, the 
MoSMART Board may take action as deemed appropriate to recover any 
portion of the grant funds remaining and/or an amount equal to the portion 
of the grant funds wrongfully supplanted.
– If circumstances raise a question of possible supplanting, the County should 

retain whatever documentation is produced during the ordinary course of 
government business that will help substantiate that supplanting has not 
occurred. Depending on the circumstances, relevant documents might include 
annual appropriations acts, executive orders directing broad reductions of 
operating budgets, or county commission resolutions or meeting minutes 
concerning budget cuts and layoffs. 
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REPORTING OF FRAUD
• Subrecipients, or employees of the subrecipient, must promptly notify 

the MoSMART Board and/or the Missouri Department of Public Safety 
of any credible evidence that an employee, contractor, or other person 
has either submitted a false claim for grant funds or has committed a 
criminal or civil violation of laws pertaining to the fraud, conflict of 
interest, bribery, gratuity, or similar misconduct involving grant funds.

• Any credible evidence will be reviewed by the MoSMART Board.

• In the event it is determined the subrecipient made false statements 
relating to a position and/or annual salary in order to receive funding, 
the MoSMART Board may take action as deemed appropriate to recover 
any portion of the grant funds remaining and/or an amount equal to the 
portion of the grant funds wrongfully used.
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TERMINATION OF SUBAWARD

• The MoSMART Board reserves the right to terminate any subaward entered into 
as a result of the approved application at their sole discretion and without 
penalty or recourse by giving written notice to the subrecipient of the effective 
date of termination.  In the event of termination, all documents, data, and 
reports prepared by the subrecipient under the subaward shall, at the option of 
the MoSMART Board, become property of the State of Missouri.  

• In the event the MoSMART Board determines that a subrecipient is operating in a 
manner inconsistent with the provisions of the subaward or is failing to comply 
with the applicable state requirements governing the DSSSF monies, the 
MoSMART Board may permanently or temporarily terminate the subaward.

• In the event a subaward is permanently terminated, the MoSMART Board may 
take action as deemed appropriate to recover any portion of the funds remaining 
and/or an amount equal to the portion of the funds wrongfully used.
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REPORTING 
REQUIREMENTS
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REPORTING REQUIREMENT #1:
CLAIMS

• Monies are disbursed on a reimbursement basis for actual subrecipient 
(employer) costs
– May not request reimbursement for non-county (employee) costs
– May not request reimbursement in excess of the approved budget

• Subrecipients must submit a “Claim” in WebGrants via the Claims 
component of the grant to report actual expenditures and to provide 
documentation to support costs

• Funds must be obligated within the project period
– Funds are “obligated” when a legal liability to pay a determinable sum for personnel 

services is incurred and will require payment during the same or future period

• Funds must be expended no later than the last day of the pay period 
immediately following the end of the state fiscal year
– Funds are “expended” when payment is made 27



CLAIM COMPONENTS
There are 4 components (forms) to the Claim report:

1. General Information:  used to identify the reporting period and the 
type of report (Monthly)

2. Detail of Expenditure:  used to identify the pay date, check number, 
payee, description, payroll period, total cost, percent of funding 
requested, and amount claimed to the grant for reimbursement per 
cost activity; this data is collected on an Excel spreadsheet and the 
file uploaded to the report form

3. Reimbursement:  used to identify the State Share per budget line; the 
totals are aggregate totals from the “Detail of Expenditure Form”

4. Attachments:  used to upload copies of documentation to support 
the expenditures; the following documentation is required:

• Timesheet
• Payroll Document or Pay Stub
• Fringe Benefit Rate Sheet(s)

28



CLAIM REPORTS

• Claims are due the 10th of the month following the reporting 
period but is extended to the next business day if the 10th falls 
on a holiday or weekend.

• Must submit a Claim for each month of the project period, 
even if there are no expenditures to report (still have to report 
$0).

• Most subrecipients will submit 12 Claim reports, but 
subrecipients that budgeted for 13 (28-day timesheet cycle), 
24 (semi-monthly), or 26 (bi-weekly) pay periods will be 
allowed to submit 13 Claim reports.
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2021 DSSSF CLAIM SCHEDULE
Claim ID Number Reporting Period Due Date

001 07/01/2020 – 07/31/2020 08/10/2020

002 08/01/2020 – 08/31/2020 09/10/2020

003 09/01/2020 – 09/30/2020 10/13/2020

004 10/01/2020 – 10/31/2020 11/10/2020

005 11/01/2020 – 11/30/2020 12/10/2020

006 12/01/2020 – 12/31/2020 01/11/2021

007 01/01/2021 – 01/31/2021 02/10/2021

008 02/01/2021 – 02/28/2021 03/10/2021

009 03/01/2021 – 03/31/2021 04/12/2021

010 04/01/2021 – 04/30/2021 05/10/2020

011 05/01/2021 – 05/31/2021 06/10/2021

012 06/01/2021 – 06/30/2021 07/12/2021

013 (if applicable) 07/01/2021 – 07/31/2021 08/10/2021

014 (if applicable) 08/01/2021 – 08/31/2021 09/10/2021

Reminder emails will be sent by DPS staff from WebGrants approximately 1-2 weeks prior to the deadlines, 
but subrecipients are encouraged to mark their calendars in advance to plan accordingly. 30



CLAIM PAYMENTS
• Payments will be issued via electronic transfer (if the subrecipient is 

ACH capable) generally around the 25th of the month

– Payment around the 25th is dependent on the timely submission of the 
monthly Claim report and dependent on the completeness and 
accuracy of the monthly Claim report

– Payments can be tracked via the “Claims” component of the grant 
within WebGrants

– Payments can be confirmed through the state’s Vendor Services Portal:  
https://www.vendorservices.mo.gov/vendorservices/Portal/Default.aspx

• Click "Vendor Payment" in the green toolbar
• Select FEIN and enter the agency's Federal Tax ID Number (FEIN)
• Search for a payment by 1) Invoice Number, 2) Check/EFT Number, 3) 

Dollar Amount, or 4) Date/Location. 
• The prefix of a DSSSF Payment Number will be ER228

31



REPORTING REQUIREMENT #2:
STATUS REPORT

• Subrecipients must submit an annual “Status Report” via 
the grant within WebGrants to provide feedback and 
program evaluation data for the MoSMART Board, the 
Missouri Department of Public Safety, and the State 
Legislature

• A reminder email will be sent by DPS staff from WebGrants 
approximately 1-2 weeks prior to the deadline

Report ID Number Reporting Period Due Date

01 07/01/2020 – 06/30/2021 7/12/2021

32



STATUS REPORT COMPONENTS
There are 2 components (forms) to the Status Report:

1. General Information:  used to identify the reporting 
period and the type of report (Annual Report)

2. Evaluation:  used to provide feedback and details for the 
following questions:

• Did these grant monies assist your office in the recruitment of 
deputies?

• Did these grant monies assist your office in retaining deputy 
sheriffs?

• Did these grant monies assist in making your office more effective?
• Did the DSSSF program help improve your ability to serve your 

citizens?
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MONITORING
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MONITORING
• The MO Department of Public Safety will conduct, on behalf of the 

MoSMART Board, monitoring of each subrecipient to ensure 
compliance with state laws and program guidelines.

– Desk Monitoring – tracking telephone and email communication, as well 
as reviewing all grant documents and correspondence; could also consist 
of a request to have documentation submitted

– Site Visit Monitoring – a visit to the subrecipient’s office(s) to review 
policies, salary information, civil rights compliance, and other records

• The MoSMART Board may take appropriate action if determined the 
subrecipient is acting inappropriately, misusing money, has 
misrepresented the eligibility status of a personnel position, and/or is 
not meeting reporting requirements.

• Such action may result in the cancellation of the subaward and 
possibly legal action to recoup any funds disbursed to the 
subrecipient, as applicable.

35



SITE VISIT MONITORING CHECKLIST
Fiscal: 

– salary verification records for each grant-funded position
– signed timesheets (which are already submitted with the Claims)

– payroll records (which are already submitted with the Claims)

– fringe benefit rate records (which are already submitted with the Claims)

Programmatic:
– personnel files for each grant-funded position

• particularly resumes/applications
– training plan for personnel
– personnel manual

• Sheriff’s Office Standard Operating Procedures/General Orders
• County’s Employee/Personnel Handbook

– internal controls
36



SITE VISIT MONITORING CHECKLIST –
STATE STATUTES FOR LEAs

• Section 43.505 RSMo - Uniform Crime Reports (UCRs)
– Is the Sheriff’s Office current with the monthly UCRs? 
– DPS will verify with MO State Highway Patrol

• Section 590.650 RSMo - Vehicle Stops Report
– Is the Sheriff’s Office current with the annual racial profiling report?
– DPS will verify with the Attorney General’s Office

• Section 513.653 RSMo - Federal Forfeiture Report
– If required, is the Sheriff’s Office current with the annual federal forfeiture report?
– DPS will verify with the State Auditor’s Office

• Section 590.700 RSMo - Recording of Custodial Interrogations
– Does the Sheriff’s Office have a written policy on the recording of custodial interrogations of 

persons suspected of committing or attempting to commit felony crimes?
– Must present DPS with a copy of the department’s written policy

• Section 43.544 RSMo - Forwarding Intoxication-Related Arrest Information
– Does the Sheriff’s Office have a written policy to require arrest information for all intoxication-

related traffic offenses be forwarded to the central repository?
– Must present DPS with a copy of the department’s written policy

37



SITE VISIT MONITORING CHECKLIST –
CIVIL RIGHTS

• Section 213.055 RSMo – Unlawful Employment Practices
For example:
– Does the County’s job announcements/applications identify it as an “Equal Opportunity Employer”?
– Does the County display the posters required by the MO Department of Labor 

(https://labor.mo.gov/posters)?
– Does the County maintain a written policy on non-discrimination and/or non-harassment in the 

workplace?
– Does the County maintain a written policy to notify employees on how to file complaints alleging 

discrimination?

• Section 213.065 RSMo – Discrimination in Public Accommodations
For example:
– Does the County display the posters required by the MO Department of Labor (e.g. “Discrimination 

in Housing” and “Discrimination in Public Accommodations”) (https://labor.mo.gov/posters)?
– Does the County notify its citizens or program participants that it will not discriminate in the 

delivery of its services (e.g. brochures, posters, website, mission statement)?
– Does the County ensure its facilities are ADA accessible?
– Does the County maintain a written policy on ADA?
– Does the County maintain a written policy to notify employees and/or citizens on how to file 

complaints alleging discrimination in public accommodations? 38



WEBGRANTS
https://dpsgrants.dps.mo.gov
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WEBGRANTS HOME SCREEN

Register 
Here: 

used to 
register 

new 
agencies 
(not new 

users)

Announcements:  provides a link to the WebGrants External User Manual and provides 
other helpful information, including any known internal errors that are occurring or any 

scheduled system outages; check this area before logging in! 

Log In:
enter User 

ID and 
Password 
if already 

registered; 
also used 

to retrieve 
forgotten 
User IDs 

and 
Passwords
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WEBGRANTS - MAIN MENU

The WebGrants toolbar will appear on all screens hereafter and contains certain command buttons.
• Menu:  returns users to the Main Menu screen at any time
• Help:  displays information regarding the screen displayed (but will not be helpful with DSSSF)
• Log Out:  should be used to log out of the session; users are encouraged not to simply close the screen as it 

doesn’t end the session – the more users logged into the session, the slower the system operates
• Back:  returns the user back to the previous screen (so long as it doesn’t re-execute a command from the 

previous screen, in which case it may revert back to a different screen)
• Print:  allows users to print the content of the screen (will be greyed out if there is no content to print)
• Add:  allows users to add lines and attachments (will be greyed out if there is nothing allowed to be added)
• Delete:  allows users to delete lines and attachments (will be greyed out if there is nothing to be deleted)
• Edit:  allows users to edit lines (will be greyed out if there are no lines allowed to be edited)
• Save:  allows users to save data (will be greyed out if there is no data to be saved) 41



INSTRUCTIONS MODULE

Provides general system instructions – does not provide DSSSF instructions! 42



MY PROFILE MODULE

• Maintain personal contact information
– Click “Edit” on the toolbar to update and then “Save” to save changes
– Do not edit and re-use a person’s profile for a new employee; each 

user should have his or her own account and unique log-in 43



MY PROFILE MODULE cont’d

• Access Alert History and create Alerts
– “Alert History” will display all emails sent to the profile
– “My Alerts” create alerts (as a grant contact, you will automatically receive all 

the alerts so this module is not beneficial) 44



ALERTS
• Two types of notifications:

– Automated alerts triggered on application and grant phases (e.g. status change, 
submission, negotiation, approval, not approved)

– Mass distribution list emails from DPS staff (e.g. reminders, updates, training 
notices)

• Alerts/Notifications are sent from dpswebgrants@dps.mo.gov
– Add to safe sender list or a contact list to avoid being treated as junk/spam
– Do not overlook these alerts as they can contain important and time-sensitive 

information

• While the record is in the “My Applications” module, only the Primary 
Contact receives system-generated alerts

• While the record is in the “My Grants” module, the Primary Contact 
and Additional Grantee Contacts, as applicable, receive system-
generated alerts
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MY PROFILE MODULE cont’d

• Reset Password
– Allows the user to change their password; recommended for 

registered users with unsecure passwords or difficult to remember 
passwords 46



MY PROFILE MODULE cont’d

• Maintain organization’s information
– Click the organization “Name” in the Associated Organizations table to access this page
– Click “Edit” on the toolbar to update and then “Save” to save the changes

• Do not change the Applicant Agency name as it affects Subaward documents and reports!
• Do update the CCR (SAM) Expiration Date as applicable though because the SAM Registration is a 

requirement of applying for and continuing to receive grants and expires annually! 47



MY PROFILE 
MODULE cont’d

• Add Registered Users
– Add only if the individual is 

not already a registered 
user of WebGrants
• Notify DPS to add if the individual is 

already a user associated with a 
different organization (e.g. grant writer)

– Notify DPS via the 
“Correspondence” 
component of WebGrants 
if you add a new 
individual; must use the 
Change of Information 
Form

• Remove Registered Users
– Do not delete a registered 

user yourself
• The individual is not automatically 

removed from the “General 
Information” component as a grantee 
contact or from the Distribution List

– Notify DPS via the 
“Correspondence” 
component of WebGrants 
if you need an individual 
removed; must use the 
Change of Information 
Form
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FUNDING OPPORTUNITIES MODULE

• Displays funding opportunities posted by the Department of Public Safety
• Criminal Justice/Law Enforcement Unit
• Crime Victim Services Unit
• Juvenile Justice Unit
• Office of Homeland Security

• Check the DPS website for a calendar of scheduled funding opportunity releases
49



MY APPLICATIONS MODULE
Consists of two “areas”:

Current Applications:
• Editing – application has been started (but not yet submitted) by the 

applicant
• Submitted – application has been submitted by the applicant
• Under Review – application has been assigned for review
• Correcting – application is being revised by the applicant
• Approved – application has been approved, following any necessary 

revisions by the applicant

Archived Applications:
• Editing – application was started by the applicant but never submitted prior 

to the close of the funding opportunity
• Withdrawn – application was withdrawn from consideration by the applicant 

(or the grantor per request by the applicant)
• Awarded – application was approved
• Not Awarded – application was not approved (reasoning recorded in the 

“Feedback” section at the very bottom of the application)
50



MY GRANTS MODULE
Consists of three “areas”:

Current Grants:
• Awarded – Subaward documents being signed by subrecipient and 

MoSMART Board Chair (or MoSMART Board Vice-Chair)
• Underway – application officially became a grant
• Suspended – grant has been “frozen” due to delinquent reporting 

and/or inappropriate activities

Closed Grants:
• Closed – grant has been closed
• Archived – grant has been archived

Claims:
• Displays all Claims that have been created but not yet submitted
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DSSSF GRANT COMPONENTS
1. General Information
2. Contact Information
3. Budget
4. Claims
5. Correspondence
6. Subaward Adjustments
7. Subaward Adjustment 

Notices
8. Status Reports
9. Site Visits
10. Subaward Documents--

Need Signatures
11. Subaward Documents –

Final
12. Closeout
13. Opportunity
14. Application

52



COMPONENT #1: GENERAL INFORMATION
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GENERAL INFORMATION

If someone is a registered user with the 
organization but is not listed here, contact 

the DPS Internal Contact via the 
“Correspondence” component of the grant!  

They are not receiving alerts!

Check this form now…and 
after any Change of 
Information Form!

54

• Contains information relating to your subaward to include:
– Grant Title (the title of the project)
– Grant Status (reflects if the grant is active or inactive)
– Grantee Organization (the subrecipient name as it should appear on all documents and reports – do 

not edit this name at any time during the grant period)
– Grantee Contact and Additional Contacts (the subrecipient contacts; emails will send to these 

persons throughout the life of the grant)
– Program Officer (the CJ/LE Program Manager; this is NOT your DPS point of contact)
– Additional Internal Contact (the DPS staff person responsible for overseeing the grant)
– Program Area (the funding opportunity area under which the grant was awarded)
– Subaward Number (the subrecipient number as it should appear on all documents and reports)
– Subaward Dates (the dates when the Subaward was sent for signature, received back, and executed)
– Project Dates (the grant project period during which funds must be obligated)



COMPONENT #2:  CONTACT INFORMATION
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CONTACT INFORMATION

• Copy of the “Contact 
Information” form 
completed during the 
application process.

• If changes need to be 
made to the Contact 
Information component 
any time during the project 
period, need to submit a 
Change of Information 
Form to the DPS Internal 
Contact via the 
“Correspondence” 
component of the grant 
within WebGrants, within a 
timely manner.

• DPS will make the changes 
based on the email and 
will notify when such has 
been completed. 56



CONTACT INFORMATION cont’d
• The Change of Information Form 

contains 3 sections:

1. Header:  must be completed by all
agencies using the form.

2. Change in My Profile/Contact 
Information:  must be completed if the 
personnel change affects either the My 
Profile and/or Contact Information 
component (i.e. registered user, 
Authorized Official, Project Director, 
Fiscal Officer, and Claims Point of 
Contact). 

3. Change in Grant Funded Personnel:  
must be completed if the personnel 
change affects the Budget component.

Reminder:  When the form is completed, save it to your computer and submit it to 
the DPS Internal Contact via the “Correspondence” component. 57



COMPONENT #3:  BUDGET
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BUDGET
• Copy of the “Budget” form completed 

during the application process.

• Each budget line has been numbered; 
the line numbers track the history of 
each budget line.  Each budget 
category has a different classification 
of numbers.

• If changes in grant-funded personnel 
need to be made to the Budget 
component any time during the 
project period, need to submit a 
Change of Information Form to the 
Internal Contact via the 
“Correspondence” component of the 
grant within WebGrants, within a 
timely manner.

• DPS will make the changes based on 
the email and notify when such has 
been completed.
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BUDGET cont’d
• The Change of Information Form 

contains 3 sections:

1. Header:  must be completed by all
agencies using the form.

2. Change in My Profile/Contact 
Information:  must be completed if
the personnel change affects either 
the My Profile and/or Contact 
Information component (i.e. 
registered user, Authorized Official, 
Project Director, Fiscal Officer, and 
Claims Point of Contact). 

3. Change in Grant Funded Personnel:  
must be completed if the personnel 
change affects the Budget component.

Reminder:  When the form is completed, save it to your computer and submit it to 
the DPS Internal Contact via the “Correspondence” component. 60



BUDGET COSTS
• Funding for the ‘Supplemental Salary per Pay Period’ 

column was based on the position’s annual salary as 
identified in the Budget form of the application
– Annual salary < $30,000 = funding calculated to increase annual 

salary to $30,000 (if requested), with minimum $1,200/year
• For example:  a position with annual salary of $25,000 would have been 

approved for $5,000 whereas a position with an annual salary of $29,000 
would have been approved for $1,200, unless the subrecipient requested 
less than these amounts

– Annual salary > = $30,000 but < $47,500 = funding awarded at 
$1,200/year (if requested)

• For example:  a position with annual salary of $35,000 would have been 
approved for $1,200, unless the subrecipient requested less than this 
amount

• Funding for the ‘Rate’ column was based on the fringe 
benefit rate as identified in the Budget form of the 
application
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BUDGET COSTS cont’d

• “Excess” monies can be reallocated to cover shortfalls –
not to increase supplementation above what the 
MoSMART Board would have approved based on the 
approved funding formula.
– Excess money from vacant position(s) can be reallocated to cover 

higher than budgeted fringe benefits = a “Subaward Adjustment” to 
edit budget lines

– Excess money from vacant position(s) and/or lower than budgeted 
fringe benefit(s) can be reallocated to a deputy filling a vacant 
position at a lower annual salary than the position was originally 
budgeted for = a “Subward Adjustment” to edit budget lines

– Award from each position can be decreased to allow for funding for 
positions left out of the budget at time of application = a “Subaward 
Adjustment” to edit budget lines and to add an additional line

– Award for fringe benefits can be decreased to allow for funding for 
positions left out of the budget at time of application = a “Subaward 
Adjustment” to edit budget lines and to add an additional line
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COMPONENT #4:  CLAIMS
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CLAIMS SCREEN

To create a 
new Claim, 
click “Add”

Created Claims will be listed in the Claims table 64



CLAIMS – FORM #1 - GENERAL INFORMATION

1. In the Claim Type drop-down field, select “Monthly”
2. In the “Reporting Period” fields, enter the date range for the month

• This date range does not limit you to claim expenses only for this period!!
3. Leave the Invoice Number field blank
4. For the “Is This Your Final Report?” field, select the radio button for Yes or No

• Will select No for each month until such time that the report is final 
• Will select Yes for the month in which the final request for reimbursement is submitted

5. Click “Save” when complete
6. Review for accuracy; click “Edit” to make changes and then click “Save” to save those changes
7. Click “Return to Components” when complete 65



This screen displays all the Claim components.
The ‘Complete’ column will track the completion of each component.
The ‘Last Edited’ column will track any changes to each component.

Multiple people can work on a Claim so long as they don’t work on the 
same component at the same time.

CLAIMS COMPONENTS SCREEN
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CLAIMS – FORM #2 – DETAIL OF EXPENDITURE
1. Download the 

Detail of 
Expenditure 
Form from the 
Instructions

2. Complete the 
form as 
appropriate 
(use the 
example on 
the following 
slide to assist 
in completion 
of the form)

Re-download the Detail of Expenditure Form for the new grant year to ensure the file is formatted properly!
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CLAIMS - FORM #2 –
DETAIL OF EXPENDITURE (example)

68

Group by Payee or Group by Pay Date…these numbers have to be transferred to the Reimbursement form (form #3); so 
enter in a way that is easiest for you (and DPS) to complete the next component and match up payroll documents.



• Reimbursement for benefits cannot be higher 
than the amount on the approved budget line. 

CLAIMS – FORM #2 –
DETAIL OF EXPENDITURE cont’d
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CLAIMS – FORM #2 –
DETAIL OF EXPENDITURE cont’d

When a Claim is submitted, DPS will print the Detail of Expenditure 
Form and use the spreadsheet to double-check the salary and 
benefit costs reported against the attached supporting 
documentation.  Therefore, please keep the following in mind: 

• Do not alter the format, borders, page orientation, margins, etc of this form!
– Do a print preview before attaching to ensure the sheet(s) will print on 1 page.

• Multiple tabs have been created to allow for extra rows.
– Do not add rows to add more room.
– Do not delete rows and make the form smaller either.

• Do not change the formulas that have been set-up for the “Page Totals”.
– Use the lower right-hand corner Page Total to ensure the Reimbursement figures 

equal the Detail of Expenditure Form figures.

• Do not add formulas to the “Total Cost to County” or “State Share (Expenses)” 
column to aid in calculating the costs as it skews the column totals.
– Any formulas should be calculated elsewhere.
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CLAIMS – FORM #2 –
DETAIL OF EXPENDITURE cont’d

1. Once completed, save
the form on your 
computer

2. Navigate back to this 
WebGrants component

3. Select the blue hyperlink 
under the “Attachment” 
column

4. “Browse” for the file on 
your computer

5. Enter a “Description”

6. Click “Save”

7. Review for accuracy

8. Click “Mark as
Complete” when 
complete

NOTE:  If changes are needed to be made the form prior to submission, or the form is 
negotiated by the DPS Internal Contact for changes, you cannot simply open the 

attached file, make the changes, and click Save.  Instead, you will need to make the 
changes, re-save the form to your computer, delete the attached file, and attach the 

corrected file. 71



CLAIMS - FORM #3 – REIMBURSEMENT

1. Use the completed Detail of Expenditure Form to complete the “Expenses 
This Period” column on the Reimbursement form; aggregate like costs 
together and record the total cost on the appropriate line on the 
Reimbursement form.

2. Click “Save” when complete
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CLAIMS - FORM #3 –
REIMBURSEMENT cont’d

5. If the totals do not equal, click “Edit”, adjust accordingly, and click “Save” again; if the 
totals equal, click “Mark as Complete” to continue.

3. Review for accuracy; click “Edit” to make changes and then click “Save” to save those 
changes

4. Verify the “State Share (Expenses)” column total on the Detail of Expenditure form equals 
the total for the “Expenses This Period” on the Reimbursement form.  If these two totals do 
not equal, edits are necessary before the Claim should be submitted. 
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The following documents must be provided with each request for reimbursement:

1. Timesheets:  document must be provided for each employee receiving 
supplemental salary funding and must include all days in the reported payroll 
period; must be signed by the employee and the supervising official

2. Payroll Document or Pay Stub:  a payroll report or copies of pay stubs must be 
provided to identify the payee, pay date, check number, supplemental salary 
amount, etc.

3. Fringe Benefit Rate Sheet(s):  a document supporting the benefit rate must be 
provided if the payroll report or pay stub doesn’t identify the fringe costs

• FICA/Medicare:  the rate is 7.65% and no documentation is necessary for reimbursement
• Pension:  each month, attach supporting documentation showing the county’s rate (%) at 

which it pays into their employees’ retirement (e.g. LAGERS and/or CERF)
• Workers Comp:  each month, attach supporting documentation showing the rate at which 

the county pays into workers comp
– Utilize the “Workers Comp Calculator” provided in the instructions of the Claim Components 

screen to calculate costs to any of the following:
– Missouri Association of Counties (MAC)
– Midwest Public Risk (MPR)
– Missouri Employers Mutual (MEM)
– Missouri Rural Services (MRS)

CLAIMS – FORM #4 – ATTACHMENTS
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CLAIMS – FORM #4 – ATTACHMENTS cont’d
To attach supporting 
documentation:

1. Click “Add”
2. “Browse” for the document 

on your computer
3. Enter a short, but 

meaningful, “Description”
4. Click “Save”
5. Repeat for each additional 

attachment, as applicable

To delete supporting 
documentation:

1. Click the blue hyperlink 
under “Description”

2. Click “Delete”
3. Click “OK” to the dialog box

When finished or if you have 
no supporting documentation 
to provide:

1. Click “Mark as Complete” 
when complete

Please minimize the number of scanned files, where possible; scan like items 
together.  Please also make sure the documents in the scan are sorted in the order 

of the Detail of Expenditures Form to expedite processing. 75



CLAIMS – PREVIEW/PRINT/SUBMIT

• A component can still be edited even if it is “marked complete”.
• The Claim cannot be submitted until each component is “marked complete”.
• The “Preview” link will allow users to preview, save, and/or print a copy of the Claim report.
• The “Submit” link will allow users to submit the Claim report.
• Once submitted, a confirmation screen will appear stating the report has been submitted 

(but an email will NOT send to the grantee contacts). 76



COMPONENT #5:  CORRESPONDENCE
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CORRESPONDENCE
• For use in communicating to the DPS Internal Contact for:

– Changes to the “Contact Information” component for the 
Authorized Official, Project Director, Fiscal Officer, or Claims Point 
of Contact

• Must complete a Change of Information Form and attach to the email.

– Changes to the “Budget” component for grant-funded staff
• Must complete a Change of Information Form and attach to the email.

– Adding/deleting additional registered users to the “My Profile” 
module

• Must complete a Change of Information Form and attach to the email.
• DO NOT remove/delete registered users yourself!!!!

– Submitting a copy of the organization’s report
• Subrecipients that have expended $375,000 or more in state funds within 

the organization’s fiscal year are required by grant guidelines to receive 
an independent audit and to submit a copy of such audit to DPS. 78



CORRESPONDENCE SCREEN

To create a 
new email, 
click “Add”

Sent emails will be listed in the Correspondence table

Link to 
“Change of 
Information 

Form”
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SENDING A CORRESPONDENCE
1. Select “Add”

2. In the “To” drop-down field, select the individual(s) you wish to send the email to (hold CTRL on 
your keyboard and click with your mouse to select multiple names)

3. In the “CC” field, enter the email address of any additional contact(s)
4. Type a short, meaningful title in the “Subject” field
5. Type your message in the “Message” field
6. In the “Attachments” field, browse for the attachment(s), as applicable
7. Click “Send” when completed 80



REPLYING TO A CORRESPONDENCE
1. Select the email in the “Subject” column; a copy of the email will pre-populate
2. Select “Reply”

3. In the “To” drop-down field, select the individual(s) you wish to send the email to (hold 
CTRL on your keyboard and click with your mouse to select multiple names)

4. The “CC” field will auto-populate as a reply to the last CC’d contacts but you can enter the 
email address of any additional contact(s), as applicable

5. Place your cursor at the start of the “Message” field and type your reply message
6. In the “Attachments” field, browse for the attachment(s), as applicable
7. Click “Send” when completed

NOTE:  Only reply to 
messages while in the 

WebGrants system.  
Messages replied to via 
regular email will go to 

dpswebgrants@dps.mo.gov
and will not be immediately 

sent to staff for action!
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COMPONENT #6: 
SUBAWARD ADJUSTMENTS
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SUBAWARD ADJUSTMENTS

1. Program Revisions (should not occur)
• Change in legal name of the applicant agency
• Change in project site or service area
• Change in the purpose of the project

2. Budget Revisions (no additional monies are awarded)
• Need to add a line item that doesn’t exist in your current 

budget
• Need to move money from one line item to another line item

Should be submitted at least 30 days prior to the proposed change!  
Must be submitted no later than April 30, 2020!

The Subaward Adjustment component is available to subrecipients to submit requests 
to revise the program or budget.
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SUBAWARD ADJUSTMENT STEPS

1. You will add, complete, and submit the Subaward Adjustment via the 
Subaward Adjustment component of the grant within WebGrants.

2. The DPS Internal Contact will review the Subaward Adjustment (will 
negotiate back if revisions are necessary).

3. The DPS Internal Contact will negotiate the Budget component if the 
Subaward Adjustment is allowable.

4. Once notified, you will then need to login to WebGrants and make the 
necessary changes to your Budget and re-submit the revised Budget for 
final approval.

5. The DPS Internal Contact will then review the entire revision request.  (If 
necessary, the DPS Internal Contact may re-negotiate the Subaward 
Adjustment and/or Budget for additional changes.)

6. The DPS Internal Contact will prepare a Subaward Adjustment Notice and 
submit to the Authorized Official of the MoSMART Board for final approval.

7. You will be notified if and when the request is approved.  The revised 
Budget will become the new version of the Budget and will display in the 
Budget component. 84



SUBAWARD ADJUSTMENTS SCREEN

To create a 
new 

Subaward 
Adjustment, 
click “Add”

Created Subaward Adjustments will be listed in the Subaward Adjustments table 85



SUBAWARD ADJUSTMENTS – FORM #1 –
GENERAL INFORMATION 

1. In the Subaward Adjustment Type drop-down field, 
select “Budget Revision”

2. Click “Save” when complete
3. Review for accuracy; click “Edit” to make changes and 

then click “Save” to save those changes
4. Click “Return to Components” when complete
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SUBAWARD ADJUSTMENT COMPONENTS SCREEN

This screen displays all the Subaward Adjustment components.
The ‘Complete’ column will track the completion of each component.
The ‘Last Edited’ column will track any changes to each component.

Multiple people can work on a Subaward Adjustment so long as they don’t 
work on the same component at the same time. 87



SUBAWARD ADJUSTMENTS – FORM #2 –
JUSTIFICATION

1. Explain the 
proposed change 
and why you are 
requesting a budget 
revision

2. Click “Save” when 
complete

3. Review for 
accuracy; click 
“Edit” to make 
changes and then 
click “Save” to save 
those changes

4. Click “Mark as 
Complete” when 
complete

The purpose of the Justification form is to explain why a request is needed and to 
provide general information regarding what the request entails.

Avoid providing dollar amounts; focus on the requested change and the reasons.  You will be 
asked to provide details for each budget line when revising the Budget component. 88



SUBAWARD ADJUSTMENTS – FORM #3 –
BUDGET

1. Complete the form as applicable
– Current Budget:  represents the total 

cost of the current subaward; enter 
the total cost of each budget category 
as it is reflected in the current version 
of the Budget component

– Revised Amount:  represents  the 
requested, revised total cost of the 
budget as a result of the Subaward 
Adjustment; enter the total cost of 
each budget category as it will be 
reflected in the revised version of the 
Budget component

2. Click “Save” when complete

3. Review for accuracy; click “Edit” to make 
changes and then click “Save” to save 
those changes

NOTE:  There may or may not be a net 
change as a result of the revision.

4. Click “Mark as Complete” when 
complete

The purpose of the Budget form is to identify how the current budget will change, if it 
even changes.  Enter the totals for each budget category and the total state share.
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SUBAWARD ADJUSTMENTS – FORM #4 –
CONFIRMATION

1. Enter the “Authorized Official Name” and “Title”, as identified on the “Contact Information” component
2. Enter the “Date” of the Authorized Official’s approval
3. Click “Save” when complete
4. Review for accuracy; click “Edit” to make changes and then click “Save” to save those changes
5. Click “Mark as Complete” when complete

The purpose of the Confirmation form is to have the Authorized Official (i.e. County 
Commissioner, County Executive, or in the case of St. Louis City, the Mayor) certify acceptance 
of the terms of the Subaward Adjustment and verify the representation of the request.
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SUBAWARD ADJUSTMENTS – FORM #5 –
ATTACHMENTS

To attach supporting 
documentation:
1. Click “Add”
2. “Browse” for the 

document on your 
computer

3. Enter a short, but 
meaningful, “Description”

4. Click “Save”
5. Repeat for each additional 

attachment, as applicable

To delete supporting 
documentation:
1. Click the blue hyperlink 

under “Description”
2. Click “Delete”
3. Click “OK” to the dialog 

box

When finished or if you have 
no supporting documentation 
to provide:
1. Click “Mark as Complete” 

when complete

For DSSSF, the only likely attachment that you may have, 
where applicable, is a new rate sheet for a fringe benefit.

The purpose of the Attachments form is to upload any necessary documents to 
support the request or to further justify the request.
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SUBAWARD ADJUSTMENTS –
PREVIEW/PRINT/SUBMIT

• A component can still be edited even if it is “marked complete”.
• The Subaward Adjustment cannot be submitted until each component is “marked complete”.
• The “Preview” link will allow users to preview, save, and/or print a copy of the Subaward 

Adjustment.
• The “Submit” link will allow users to submit the Subaward Adjustment.
• Once submitted, a confirmation screen will appear and an email will be sent to all grantee contacts 

when the Subaward Adjustment is submitted. 92



COMPONENT #7: 
SUBAWARD ADJUSTMENT NOTICES
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SUBAWARD ADJUSTMENT NOTICES

• Final, signed Subaward Adjustment Notice will be uploaded 
here for your grant records (if applicable).

• Click the blue hyperlink in the File Name column to open the 
Subaward Adjustment Notice.
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COMPONENT #8:  STATUS REPORTS
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STATUS REPORTS SCREEN

NOTE:  Do not 
create or submit 

more than 1 
Status Report!

The Status Reports component is necessary to provide feedback to the MoSMART 
Board, the MO Department of Public Safety, and the State Legislature on the 
benefits of the DSSSF monies.

96
Created Status Reports will be listed in the Status Reports table

To create a 
Status 

Report, click 
“Add”



STATUS REPORTS - FORM #1 –
GENERAL INFORMATION

1. In the “Status Report Type” drop-down field, select “Annual Report”
2. In the “Report Period” fields, enter the annual reporting period
3. Click “Save” when complete
4. Review for accuracy; click “Edit” to make changes and then click “Save” to save 

those changes
5. Click “Return to Components” when complete 97



This screen displays all the Status Report components.
The ‘Complete’ column will track the completion of each component.
The ‘Last Edited’ column will track any changes to each component.

Multiple people can work on a Status Report so long as they don’t work on 
the same component at the same time

STATUS REPORTS COMPONENTS SCREEN
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STATUS REPORTS - FORM #2 – EVALUATION

Q1:  Did these grant 
monies assist your 
office in the 
recruitment of 
deputies?

Q2:  Did these grant 
monies assist your 
office in retaining 
deputy sheriffs?

Q3:  Did these grant 
monies assist in 
making your office 
more effective?

Q4:  Did the DSSSF 
program help 
improve your ability 
to serve your 
citizens?

1. Complete the 
form as 
appropriate

2. Click “Save” 
when complete

3. Review for 
accuracy; click 
“Edit” to make 
changes and 
then click 
“Save” to save 
those changes

4. Click “Mark as 
Complete” 
when complete
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STATUS REPORTS –
PREVIEW/PRINT/SUBMIT
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• A component can still be edited even if it is “marked complete”.
• The Status Report cannot be submitted until each component is “marked complete”.
• The “Preview” link will allow users to preview, save, and/or print a copy of the Status Report.
• The “Submit” link will allow users to submit the Status Report.
• Once submitted, a confirmation screen will appear stating the report has been submitted (but an email will NOT 

send to the grantee contacts).



COMPONENT #9:  SITE VISITS
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SITE VISITS
• The Site Visit monitoring report will be displayed here once the report 

status is “approved”.
– The report status is “approved” after any corrective action is completed, if 

applicable, and the report has been proofed.

• Click the blue hyperlink in the ID column to open the Site Visit report.
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COMPONENT #10: 
SUBAWARD DOCUMENTS – NEED SIGNATURE
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SUBAWARD DOCUMENTS – NEED SIGNATURES

• Contains the Subaward documents to be signed by the subrecipient 
Authorized Official and the subrecipient Project Director.

• Once these documents are obtained, signed, and returned, disregard this 
component.
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COMPONENT #11:  
SUBAWARD DOCUMENTS – FINAL
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SUBAWARD DOCUMENTS – FINAL
• Contains the final Subaward documents signed by both the 

subrecipient and the Authorized Official of MoSMART.
• Click the blue hyperlink in the File Name to open the file.
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COMPONENT #12:  CLOSEOUT
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CLOSEOUT
• Will be completed by the CJ/LE Program Officer/Manager when the final Claim and 

Status Report has been submitted and the grant is ready to be “closed”.
• The Grantee Contact and Additional Contacts will receive an alert notifying of the 

grant status change.
• Reminder:  the 5-year record retention period begins from the date of this form 

(unless there is an open audit covering the period of this grant to extend such period).
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COMPONENT #13:  OPPORTUNITY
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OPPORTUNITY
• Copy of Funding Opportunity posted in WebGrants from which 

funding was requested and awarded
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COMPONENT #14 – APPLICATION
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APPLICATION
• Copy of the approved application

Will not include changes that occur with the grant throughout the lifecycle of the grant (e.g. personnel changes, budget 
revisions).  This is a static copy at the time the record changed from an application to a grant. 112



QUESTIONS?
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