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Federal Grant Requirements

» Code of Federal Regulations 2 CFR Part 200 the Uniform Administrative Requirements,\C
Principles, and Audit Requirements for Federal Awards

» Regulations provide the foundational requirements for federal financial assistance

» Subrecipients are required to comply with the programmatic requirements of The U.S.
Department of Homeland Security (DHS), Notice of Funding Opportunity (NOFQ), Fiscal Year
2023 Nonprofit Security Grant Program (NSGP)

» Provides programmatic requirements specific to the Nonprofit Security Grant Program (NSGP)

» Grant Programs Directorate (GPD) Information Bulletins (IBs)

» The IBs provide administrative instructions and guidelines critical to supporting the effectiveness
and efficient delivery of the grant



https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://www.fema.gov/sites/default/files/documents/fema_gpd-fy-23-nsgp-nofo.pdf
https://www.fema.gov/grants/preparedness/about/informational-bulletins

Missouri Office of Homeland Security,
Division of Grants (OHS)
Administrative Guide and Information Bulletins (IB)

» The Administrative Guide for Homeland Security Grants

» Information Bulletins:

» OHS-GT-2012-001 - Policy on Monitoring Subrecipient Reporting, Recordkeeping an
Internal Operation and Accounting Control Systems

» OHS-GT-2012-002 - Policy on Advance Payment & Cash Advances

» OHS-GT-2012-003 - Policy on Funding Restrictions for Management and Administratio
Costs



https://dps.mo.gov/dir/programs/ohs/documents/OHSAdminGuide.pdf
https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-001.pdf
https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-001.pdf
https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-003.pdf

Missouri Office of Homeland Security,
Division of Grants (OHS)
Administrative Guide and Information Bulletins (IB)

» OHS-GT-2012-005 - Policy on Claim Request Requirements Including OHS
Reimbursement Checklist

» OHS-GT-2018-008 - Policy on Budget Modifications, Scope of Work Changes, and
Spending Plans

» The Administrative Guide for Homeland Security Grants and IBs are located on the
Department of Public Safety (DPS) Grants Section website



https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-005.pdf
https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-008.pdf
https://dps.mo.gov/dir/programs/ohs/grantstraining/

Procurement Requirements

» With any expenditure, the subrecipient shall ensure that:
» The expenditure is an approved budget line item
» Prior approval has been obtained, if necessary
» Sufficient funds are in the approved budget line

» Subrecipients must have their own written procedures for determining costs
are allowable, reasonable, allocable and necessary in accordance with
Subpart E - Cost Principles and the terms and conditions of the Federal
award (2 CFR Part 200.302 (7). Agencies that do not have their own written
policy, may adopt the OHS’ Appendix B found in the Administrative Guide
for Homeland Security Grants

» |f a subrecipient is uncertain as to whether a cost meets these requirements,
please contact the OHS for clarification



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/section-200.302

Procurement Requirements

» If a subrecipient has a procurement policy, a copy must be submitted and accepted
by the OHS

» If the subrecipient does not have a procurement policy, or their policy is less
restrictive than the State of Missouri policy, they must follow the State of
Missouri’s Procurement Guidelines

» Submit statement indicating their agency is utilizing the State of Missouri
Procurement Policy for this project

» State of Missouri Revised Statutes Chapter 34, State Purchasing and Printing

» Missouri Rules of Office of Administration Division 40 - Purchasing and Materials
Management

» Cooperative Procurement Option

» If utilizing a state, regional or national contract, procurement documents
(quotes/bids) and invoice must reference the contract number



http://revisor.mo.gov/main/OneChapter.aspx?chapter=34
https://www.sos.mo.gov/cmsimages/adrules/csr/current/1csr/1c40-1.pdf
https://oa.mo.gov/purchasing/cooperative-procurement-program

Micro Purchases

Purchases less than $10,000

» Purchase with prudence on
the open market

» Price/Rate Quotations
are not required

» Reasonableness of
Price/Rate must be
documented

Reasonableness can be
determined by research,
experience, purchase history
or other information

State of Missouri
Procurement Requirements

Small Purchases

Purchases $10,000-599,999.99

Obtaining 3 Price/Rate
Quotations is Best Practice

Informal method is acceptable

» Telephone quote, online
pricing, request for quote,
etc.

Maintain all procurement
records, including

» WHO - List of vendors
solicited/researched

» When - Dates
» What - Quotes received

» Why - Reason for vendor
selection

>

>

>

>

Formal bid solicitation required

Macro Purchases
$100,000 and higher

Advertised in at least two daily newspapers
for general circulation at least 5 consecutive
days before bids are to be opened

May also advertise in at least 2 weekly
minority newspapers or provide through an
electronic medium available to general
public

Post a notice in a public area of your office

Solicit by mail or other reasonable methods
generally available to the public

OHS must approve vendor if less than
3 bids received

Maintain all procurement records, including

>

v v v Vv

Bid Notice
Who - List of vendors solicited

When - Dates

What - Quotes received

Why - Reason for vendor selecti

A single feasible source procurement of $10,000.00 or more requires priorWl from OHS




Procurement Requirements

» Procurement policies must be followed to ensure all procurements are made in a fair and open
manner

» Do not engage any vendors until you have an executed contract

» You can start researching vendors and products

» OHS must review all contracts to ensure the required federal provisions are present before they are signed
» Depending on specific costs, multiple quotes must be obtained to ensure best value

> Dol not break projects (budget line in contract) into smaller pieces to circumvent the procurement
rules

» When procuring items and/or services using the competitive bidding process, the goal is to receive
at least three written bids of a high-quality project completed at a fair price

» To achieve this goal - the invitation for bids can be solicited from an adequate number of sources once the
Request for Proposal (RFP) has been advertised

» Do not contact vendors before an RFP has been fairly advertised

» Vendor evaluation - all bids received should be evaluated




Procurement Requirements

Avoid Conflicts of Interest

» In order to ensure objective contractor performance and eliminate unfair competitive
advantage, contractors that develop or draft specifications, requirements, statements of
work, or invitations for bids or requests for proposals must be excluded from competing for
such procurements. FEMA considers these actions to be an organizational conflict of interest.
This applies to contractors that help an entity develop its grant application, project plans, or
project budget.

» Example: Whoever completes your risk assessment cannot participate in the bidding process.
Using state or local geographic preferences in evaluating bids or proposals is prohibited!

v

» Additionally, the following situations are considered to be restrictive of competition.
These situations must be avoided:

» Requiring unnecessary experience

Using brand names

Allowing non-competitive pricing practices

Using only contractors that are already on retainer

Allowing organizational conflicts of interest

vV v v vy

Exhibiting arbitrary actions during the procurement process




Procurement Requirements
Example of a Bid Advertisement

A nonprofit organization in ___ (your City) is seeking sealed bids for the sale and installation of
security related enhancements. The project includes: (in general, list the equipment you wish to
have installed, i.e.) installation of Closed-Circuit Television equipment). The selection criteria
will be based on (include your selection criteria, i.e. knowledge of surveillance and security,
adherence to projected work schedule, prior experience, references, and cost). Specifications
and bid requirements can be obtained by contacting us at @gmail.com.” (*Use a
generic e-mail address so you don’t attract unwanted attention).

This is a federally-funded project and all contracts must adhere to the applicable federal
contract provisions listed in 2 CFR 200 Appendix Il Contract Provisions for Non-Federal Entity
Contracts Under Federal Awards.

Bids must be submitted by (explain how, i.e. mail, email, etc.) and will be accepted until on




Procurement Requirements

» What Is an Appropriate Venue and Reasonable Period of Time to Advertise?

Venue: when soliciting competitive bids or offers, you are encouraged to utilize more than one
form of media to attract qualified bidders or offerors
» Remember, if you are following State procurement guidelines and the cost exceeds $100,000,
you must advertise in at least two daily newspapers for general circulation at least 5
consecutive days before bids are to be opened

Reasonable period of time: a minimum of 5 days is required as the intent of advertising is to
promote open, fair advertisement of the opportunity to provide services

If a newspaper comes out once a week, that meets the 5-day requirement

» What is not appropriate?
» Advertising only:

» to special interest groups
» in religious periodicals
» in another language

» through internally generated mailings and publications



Procurement Requirements

Evaluating the Bids

» Awards must be made in accordance with a pre-determined process -
evaluation criteria and scoring methodology must be established before the
bids are opened

» The same information must be provided to all interested parties

» You may award the contract to the lowest responsible bidder or on the basis
of best value, which may include the following elements:

» Cost
» Experience/qualifications of vendor
» References
» Ability to conform with projected work schedule
» Etc.
» Scoring methodology and bid evaluations must be in writing
» Bid costs must be detailed item by item (not a lump sum amount)




Single Feasible Source (SFS)

» Use of a single feasible source procurement of $10,000.00 or more requires prior
approval from the OHS

» Asingle feasible source form can be located on the DPS website in the Grant
Applications and Forms section

» If purchase is made using a single feasible source without prior approval, OHS
has the right to refuse reimbursement

» Non-compliance could result in the agency being listed as high risk


https://dps.mo.gov/dir/programs/ohs/grantstraining/

Single Feasible Source (SFS)

» Use of single feasible source procurement is discouraged. A single feasible
source procurement exists when:

» Federal Funds and Other Non-Federal Funds Used for Federal Match
» The item is available only from a single source; or

» The public exigency or emergency for the requirement will not permit a delay resulting
from competitive solicitation; or

» The Office of Homeland Security expressly authorizes noncompetitive proposals in
response to a written request from the local agency; or

» After solicitation of a number of sources, competition is determined inadequate




Who Are You Doing Business With?

» Subrecipients are required to verify that vendors used for grant purchases are
not on either the Federal Excluded Parties List System (EPLS) or State
Suspended/Debarred Vendors List

» Federal System for Award Management

» State of Missouri Office of Administration Vendors Under
Suspension/Debarment

» *Maintain a copy of a screenshot in the grant file to verify this was
completed*®



https://sam.gov/SAM/
http://oa.mo.gov/sites/default/files/suspven.pdf

Prior Approval

» Some items require prior approval from the OHS, including, but not limited to:

» Contracts

» MUST include Federal Contract Provisions located at 2 CFR 200 Appendix Il Contract
Provisions for Non-Federal Entity Contracts Under Federal Awards

» Examples where contracts are needed include services for contracted security
personnel, training, equipment installation, and construction

» Single Feasible Source

» Projects requiring an Environmental and Planning and Historic Preservation
(EHP)

» All NSGP projects

If prior approval is not received, the expense will not be paid!
No Retroactive Approvals!!



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/appendix-Appendix%20II%20to%20Part%20200

Audit Requirements

» State and local units of government, institutions of higher education, and other
nonprofit institutions, must comply with the organizational audit requirements of
2 CFR Part 200 Subpart F, Audit Requirements

» Subrecipients who expend $750,000 or more of federal funds during their fiscal
year are required to submit a single organization wide financial and compliance
audit report (single audit) to the Federal Audit Clearinghouse within 9 months
after the close of each fiscal year during the term of the award

» Expended funds include all Federal funds, not just NSGP funds



https://harvester.census.gov/facweb/

Environmental and Historic Preservation
(EHP)

» Projects that involve changes to the natural or built environment

» An EHP review is an analysis of pertinent project information to determine
whether a project may have the potential to impact environmental or
historical/cultural resources

» Including but not limited to: construction of communication towers; modification
or renovation of existing buildings, structures, facilities, and infrastructure, new
construction, replacement or relocation of facilities

» Any ground disturbances
» Projects funded with NSGP grant funds must comply

» Includes projects on interior of buildings and facilities




Environmental and Historic Preservation
(EHP)

» If your project involves an EHP review, it must be completed, reviewed and
approved by FEMA before initiating ANY work

No Retroactive Approvals
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Environmental and Historic Preservation
EHP

Environmental Planning and Historic
Preservation Policy Guidance FEMA Policy
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https://www.fema.gov/sites/default/files/2020-04/GPD_EHP_Policy_Final_3-17-17.pdf

EHP Timeframe

» FEMA may be required to consult with the relevant State Historic
Preservation Office (SHPO), the U.S. Fish and Wildlife Service (FWS), the
U.S. Army Corps of Engineers (USACE), and others to determine impacts to
sensitive resources




Please Note!

» Purpose of EHP review is to ensure compliance - NOT to deny or approve
projects

» Costs of environmental review (e.g., archeological surveys, reports, etc.) are
responsibility of and paid by the grant subrecipient

ANSPARENCY /




The EHP form can be located on the DPS website in the Grant Applications and Forms
section:

Make sure your EHP Form includes

» Clear description of the project, including project location

vV v v v Vv

Be sure you are using the current form - look for the expiration date in the ri
hand corner

**We will be offering an optional training that will go into further de
completing the EHP Form - September 28 at 9:30**

EHP Packet

Labeled, ground-level photos of the project area

Aerial photo(s)

Includes the year built for any buildings/structures involved in the project
Describes extent (length, width, depth) of any ground disturbance

Includes any other pertinent EHP info (e.g., environmental studies/surveys, FCC
info, permits in-hand, etc.)


https://dps.mo.gov/dir/programs/ohs/grantstraining/

EHP Submission

The EHP packet needs to be completed and submitted early!!

Projects started before clearance is issued will
NOT be reimbursed!

» If the project scope changes, another EHP form must be approved
prior to work beginning

» Submit forms via Correspondence in WebGrants
» Questions: Debbie Musselman (573) 751-5997




Inventory Management

» Equipment is defined as tangible, personal property (including information
technology systems) having a useful life of more than one year and a per-unit
acquisition cost of $1,000 or more

» Entities may have a lower acquisition cost in their procurement policy. If so,
they MUST use the most stringent policy




Inventory Management

» All equipment purchased with Nonprofit Security Grant Program funds MUST be
tagged®

» All tags must state:

Purchased with U.S. Department of
Homeland Security Funds

» Tags are available from the OHS upon request. Contact Kelsey Saunders at
Kelsey.Saunders@dps.mo.gov



mailto:Kelsey.Saunders@dps.mo.gov

Inventory Management

» Subrecipients MUST:
» Have an inventory management system and maintain effective control
» Have a control system in place to prevent loss, damage and theft
» Investigate all incidents

» Have adequate maintenance procedures to keep property in good condition




Inventory Management

Equipment must be protected against loss, damage and theft

» Per 2 CFR 200.310: The non-Federal entity must, at a minimum, provide the
equivalent insurance coverage for real property and equipment acquired or improved
with Federal funds as provided to property owned by the non-Federal entity

Investigate all incidents of loss, damage, theft, and report to the OHS within 30
days of the incident

Equipment must be maintained to keep it in mission capable (operational)
condition


https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR8feb98c2e3e5ad2/section-200.310

Inventory Management

» Required to maintain inventory form for all equipment purchased with NSGP funds
» Equipment is added to OHS inventory at the time of claim approval

» Physical inventory MUST be taken and results reconciled once every two years
» Next inventory will be due October 1, 2024

» OHS will send list of your agency’s inventory for verification

October
1

N 7




Equipment property records MUST be one item per line and include the following:

vV v v v v v v VvV v v v vv

Inventory Management

Requesting Organization
Region

County

Fiscal Year - 2023
WebGrants Budget Line Number
Manufacturer

Model

Description
Identification number
Source of Funding: NSGP
Title holder

Date of Delivery

Quantity

vV v v v v v v v v v v v

Individual Item Cost
% of Federal Participation in the Cost

Physical Location (MUST be the physical address)

Contact Name

Contact Phone Number

Contact Email

Contact Email

Use (Local, Regional, National, Statewide)

Readiness Condition (Mission Capable/Not Mission Capable)
Final Disposition

Date of Final Disposition

Final Disposition Sale Price



Inventory Management

» When original or replacement equipment acquired with NSGP funds is no
longer needed for the original project or program, the equipment may be
retained, sold, or disposed, if it is not needed in any other Homeland Security
sponsored project or program

» Disposition requests should be submitted on a timely basis. Disposition
requests should not be held and submitted for approval at the time of the bi-
annual physical inventory




Inventory Management

» Subrecipients must request approval from the OHS prior to disposing of
equipment. Procedures in the OHS Administrative Guide for Homeland Security
Grants must be followed to request equipment disposition approval. Email the
Equipment Disposition Forms to Kelsey Saunders at Kelsey.Saunders@dps.mo.gov

» A copy of the approved Equipment Disposition Form must be maintained in the
subrecipient grant file

» Equipment Disposition Form can be located on the DPS website in the Grant
Applications and Forms section



mailto:Kelsey.Saunders@dps.mo.gov
https://dps.mo.gov/dir/programs/ohs/grantstraining/

Inventory Management

» Equipment with a per item fair market value of less than $5,000 may be
retained, sold, or disposed with no further obligation when approval is given
by OHS

» Equipment with a per item fair market value of $5,000 or more may be
retained or sold




Inventory Management

If sold, the Federal awarding agency is entitled to an amount calculated
by multiplying the current market value or proceeds from the sale by the
Federal awarding agency’s percentage of participation

» Example: Agency X wants to sell their portable metal detector, which was
75% funded with NSGP funds and 25% funded with local funds. The fair market
value for their metal detector is $9,000.00. The Federal awarding agency
would be entitled to $6,750.00 of the proceeds and the local agency would be
entitled to $2,250.00




WebGrants

Login to the WebGrants using the same User ID and Password used when
submitting the application

Log In

User 1D:* “ ]

Password:* I I

Forgot User id?

Reset Password

Two-factor authentication & rwo-step verification

An email has been sent to the email address listed in
your user profile with a one-time passcode. Please enter
the passcode below.

Password: " l ]

One-Time |

Passcode:™
Authenticate

Reset Password
Resend One Time Passcode




WebGrants

Select “My Grants”

issouri Department of

ublic Safety

@y Menu | [ Help | i Log Out <y Back | | | I I

<) Welcome TEST TEST

Main Menu
Click Help above (o view instructions. Go fo "My Profile” to reset password.

\j Instructions

\j Reviewer Instructions

a My Profile
"z Funding Opportunities

@ Applications
[

"_-S Conflicts of Interests

L} My Reviews




WebGrants

Select project titled FY 2023 NSGP

@) Menu | a Help | ] Log Out <y Back | {_’hPrinH

ik Grant Tracking

Search Criteria

Program Areas: A
Opportunity: FY 2023 Nonprofit Security Grant Program (NSGP) TEST

Showing 1-3 of 2
Grants Map | Mark as Closed

The Graniz that malch wour criteria appesr below You can ciick an the Grant fitle to view the defailz
You may alzo zelect muitiple Graniz at once and mar them all s& Undenvsy

Select? N‘Eﬂ“ﬂ‘ﬂ Status Year  Grant Title Program Area  Organization Grantee me Funding Opportunity  Budget Total

=, Mon Profit Security . . 152838 - FY 2023 Monprofit
O 152001 Underway 2043 £ 2023 NSGP Baselin®y - ooy Baseline TEST  Joni Security Grant Frogram (NSGF) 547 275.00
Organization THEER Crrganization TEST MecCarter TEST




WebGrants

Grant Components

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map

The components below are associated with the current Funding Opporfunity. You can change these components in the Funding Cpportunity moduie.
You may associate specific forms in the Associated Forms section above. You can define your own alerts in the Alerts secfion. You can make notes by clicking Annofations. You can
copy this grant and you can export the raw data.

Component Last Edited
General Information 09/20/2023
Claims
Contact Information 09/20/2023
Cormrespondence
Appropriations
Status Reports
Subaward Adjustments
Budget
Subaward Adjustment Notices
Named Attachments 0972002023
Subaward Documents - Final
Attachments
Closeout
Opportunity
Application
Application Versions
Application Annotations
Review Forms




Subaward Agreement

» Subaward Agreements will be distributed via email
» Authorized Official must review and initial each page of the Articles of Agreement
» Original sighed Subaward Agreement may be mailed OR emailed to the OHS
» Due November 30, 2023
» Fully-executed Subaward Agreement is located in Subaward Documents - Final Component

» Maintain the Subaward Agreement in your grant file

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map
The compaonenis below are sesociafed with the cumrent Funding Opporfunity. You can change these companentz in the Funding Opportunity moduie.
You may azzociate specific forms in the Azzocialed Forms section above. You can define your own alers in the Alerz secfion. You can make nofes by clicking Amnoiations. You can
copy thiz grant and you can export the mw dafa.

Component Last Edited

General Information ON22023
Claims
Contact Information 022023
Correspondence
Appropriations
Status Reports
Subaward Adjustments
Budget - 5GP 2022 082072022

Subaward Adjustment Notices
Named Attachments 022023
ubaward Documents - Find

Attachrmenis
Closeout
Opportunity
Application
Application Versions

Application Annotations
Drasimisr Cmermr




Budget

» Approved budget is located in Budget Component

» Approved budget is based upon approved items in the Investment Justification
Be sure to review approved budget before beginning procurement
Ensure you are only purchasing items that are on approved budget

Ensure you are purchasing the quantity of items that is on approved budget

vV v v VY

Request Subaward Adjustment if need to make changes to budget (i.e. change in
amount of funding on one budget line vs. another)




Budget

Negotiate Component | Create New Version | Return to Components | Add

Equipment

Line ltem Code:  Line ltem Name: AEL Category: AEL #: Qty. Unit Cost.  Total:  Amount: Description:
10001 Access Control System 14 Physical Security Enhancement Equipment  14SW-01-PACS 1.0 $5,000.00 §5,000.00 $5,000.00 Access Conirol System
10002 Metal Detectors 15 Inspection and Screening Systems 155C-00-PPSS 2.0 $5000.00 $8000.00 $8,000.00 Metal Detectors

Equipment Justification

Equipment Justification

10001: Access Control System - 1 @ $5,000
10002: Metal Detectors - 2 @ $4,000 = $8,000




Expending Grant Funds

Funds must be obligated within the project period of performance, expended,
and submitted for reimbursement within 45 days following the project period
of performance end date (October 15, 2025)

Project Period: September 1, 2023 to August 31, 2025

Funds are considered “obligated” when a legal liability to pay a determinable
sum for services or goods is incurred and will require payment during the
same or future period

Funds are considered “expended” when payment is made



Expending Grant Funds

» NO work on the project can be started until all of the following are
completed

» Subaward Agreement fully executed

» FEMA funding hold released, if applicable
» OHS will contact you to let you know what information is needed

» Environmental Historic Preservation Clearance has been received by
DHS/FEMA




Contracts

» All contracts MUST be approved by the OHS prior to signing
» Submit contracts for review through WebGrants Correspondence

» All contracts MUST contain the Federal Contract Provisions located in
2 CFR 200 Appendix Il Contract Provisions for Non-Federal Entity
Contracts Under Federal Awards



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/appendix-Appendix%20II%20to%20Part%20200

Reimbursements

You must be registered as a vendor in the State’s Fiscal System, MissouriBUYS,
before you can receive any payments.

Instructions on how to register are available at
https://missouribuys.mo.gov/media/pdf/vendor-registration-instructions

Registration may be completed online at https://missouribuys.mo.gov/registration

We recommend registering in MissouriBUYS one month prior to when you submit your

first claim
‘tsou riBUYS
Statewide eProcurement System



https://missouribuys.mo.gov/media/pdf/vendor-registration-instructions
https://missouribuys.mo.gov/registration

Reimbursement Requests

» Information Bulletin 5: Policy on Reimbursement Requests discusses
requirements for reimbursement requests

» Must incur an allowable expense, make payment, and seek reimbursement
within 6 months of the invoice date

» Supporting documentation must be submitted with each claim

» Incomplete claims could result in a delay of payment. It is the requesting
agency’s responsibility to complete the necessary changes



https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-005.pdf

Reimbursement Requests

» Equipment Supporting Documentation

» Equipment means tangible personal property (including information technology systems)
having a useful life of more than one year and a per-unit acquisition cost which equals or
exceeds the lesser of the capitalization level established by the non-Federal entity for
financial statement purposes, or $1,000

Claim in WebGrants
Vendor Invoice

Proof of payment (i.e., copy of cancelled check, credit card statement, bank statement)

vV v v Vv

Proof of delivery/completion (i.e., signed packing slip, receipt, or signed statement in
writing indicating items delivered)

v

Purchase order, if one was created or referenced on an invoice
» Equipment Inventory Form in WebGrants must be completed for each piece of equipment

» If you purchased, more than one of the same item, they must be listed separately on the
equipment inventory form

» Please submit pictures of the installed equipment if available




Reimbursement Requests

» Contractual Supporting Documentation
» Claim in WebGrants
» Vendor Invoice

» Proof of payment (copy of cancelled check, credit card statement, bank
statement)

» Proof of delivery (signed statement in writing indicating goods/services received)
» Copy of signed contact must be submitted with first claim

» Other documentation required by contract (milestone reports, time and effort)




Reimbursement Requests

» Management and Administration (M&A) Supporting Documentation -
Goods/Services

» Claim in WebGrants

» Invoice (example: temporary clerical support/invoice)

» Proof of payment (copy of cancelled check or payroll journal)
>

Proof of delivery (sighed packing slip, receipt, or statement in writing indicating
goods/services received)




Reimbursement Requests

» Management and Administration (M&A) Supporting Documentation -
Personnel Costs

>

vV v v v Vv

Claim in WebGrants

Invoice (example: temporary clerical support/invoice)

Proof of payment (copy of cancelled check or payroll journal)
Timesheet(s)

Wage and benefit cost(s)

Signed salary certification




» Advance Payment

>

» Some situations, cash flow makes payment for large equipment items difficult

» OHS has agreed to accept requests for funds from subrecipients as soon as a vendor

Reimbursement Request

Information Bulletin 2: Policy on Advance Payment and Cash Advances discusses
requirements for advance payment requests

Advance payment is defined as funds given to a subrecipient in advance of the
subrecipient incurring the debt. For example, if a subrecipient orders a piece of
equipment and requests reimbursement prior to paying the vendor’s invoice, receipt
of funds would be considered an advance payment

Will not provide advance payment to a subrecipient before costs have been incurred
through an invoice from a vendor

submits their invoice and the subrecipient has received goods or services

$2,500 minimum for subrecipients requesting a reimbursement with an advance
payment


https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-002.pdf

Reimbursement Request

» Advance Payment Supporting Documentation
» Claim in WebGrants
» Vendor Invoice

» Proof of delivery/completion (i.e., signed packing slip, receipt, or signed statement in
writing indicating items delivered)

» Completed Equipment Detail Form in WebGrants, if applicable

» Required to submit proof of payment (i.e., copy of cancelled check, credit card
statement, or bank statement) to the OHS within 30 days from receipt of
payment

» To request, type “Advance Payment” in the Check/EFT Number and Check/EFT
Date fields in the WebGrants claim



Reimbursement Requests

» Submitting a claim in WebGrants

» Select “Claims” component in WebGrants

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map

The components below are associated with the current Funding Opportunity. You can change these components in the Funding Opportunify module.
¥ou may associate specific forms in the Associated Forms section above. You can define your own alerts in the Alerts seclion. You can make notes by clicking Annotafions. You can
copy this grant and you can export the raw data.

Component Last Edited
! |n“ 08/20/2023
CO

act Information 09/20/2023
Correspondence
Appropriations
Status Reports
Subaward Adjustments
Budget
Subaward Adjustment Notices
Named Attachments
Subaward Documents - Final
Attachments
Closeout
Opportunity
Application
Application Versions
Application Annotations
Review Forms

092002023




Reimbursement Requests

» Select “Add”

@y Menu | B Help | g Log Out Gy Back | g‘gprinu d Add|
ik Grant Tracking

Grant: 152991 - FY 2023 NSGP Baseline Organization - 2023
Status: |Inderway
Program Area: Mon Profit Securty Grant Program (NSGFP)
Grantee Organization: Baseline Organization
Program Officer: Joni McCarter
Budget Total: §47 275.00

Claims Scheduler | Annotations(0) | Return to Components

Date Date Date
D Type Status Submitted Paid From-To

Claim Amount




Reimbursement Request

» Complete Claim General Information
» Claim Type - Select “Other” in the drop-down
» Reporting Period - Enter the date range for the expenses being requested
» Invoice Number - Leave field blank
» Is this your Final Report
» Select “Yes” if this is your last claim
» Select “No” if this is not your last claim

» Select “Save”




Reimbursement Request

Menu | B Help | ] Log Out ) Back | |
e,

ik Grant Tracking

Claim General Information
To cresfe 3 new Claim enter the sfarfing dafe and the ending dafe of the Report Period Thizs is the penod of coversge for thiz Claim

Claim Type:*

Claim Status:* |Editing v |
Reporting Period:* (0170172024 lﬂ [02/29/2024 lj
Fram 0

Due Date: | | 3

Invoice Number: ILEAVE BLANK I

State Agenoec Only| Drop first 3 digits af number. Ladye biank if there i nat an mwice numbert

Is This Your Final Report?* (" yves @ No




Reimbursement Requests

» Select claim “ID” on the claim you just created

Claims Copy Existing Claim | Scheduler | Annotations(0) | Retumn to Components
ID Type  Status e s e Claim Amount

152991 - 04 Cter Editing 01/01/2024 - 022802024 50.00

Submitted Amount S0.00

Approved Amount 50,00

Paid Total $0.00

Total £0.00

@ymenu | [ Help | g Log Out {yBack| (B Print| | (& Edit |

> Select “Ed'it” £k Grant Tracking

! Instructions

Print to PDF will convert the claim piuzs any POF affschmentz info 3 single FOF file. Edit Approval aliows up fo 5 levels of intemal spproval. View Voucher sllows aiaff fo ail penzes to fund sourcez and finalize fhe claim for psyment Void silows =iaf o
cancel & claim affer it haz bean procezzedipsid. Negotiation will sifow you fo unicck ane or maore zections of the ofaim and route the claim back fo the grantes for further editing. Annotations siicw infemal ztaff to add nates that are visibie to intemal =faff only The

grantes cannot 2ee theze nofez. Versions will dizolay sl component versions hat were created sz a rezulf of the negotiation procesze. Feedback sliows sisff io enter feedback sbout the claim fo the granfes. The feedback fext will appear af the boftom of the clsim
and will be wizible fo snyone who hsz sccezs io the claim. Withdraw changez the sisiuz of the claim fo Withdrswn snd removes the cisim from the payment proceszs.

Details Print to PDF | Withdraw | Annotations (0) | Versions | Feedback

152991-FY 2023 NSGP Baseline Organization
Non Profit Security Grant Program (NSGP)

Award Year: 2023 Status: Editing
Subaward Number: 152991 Approved By-

Reporting Period: 0110112024 - 0212012024 Approved Date:

Claim Number: 152091 - 001 :alddDa:‘e. be 446000582
sum—nm“ Bv: endor Num T

Submittod Date: Invoice Number: LEAVE BELANK

Is This Your Final Report: Mo Check Number:




Reimbursement Request

» Complete all Claim Components by selecting the component
» Expenditures
» Reimbursement
» Equipment Inventory
» Other Attachments

» All components must be marked “Complete” in order to submit the claim
@) Menu | BHeIp| ¥ Log Out <y Back | {_‘hprinu [ | 1l

ik Grant Tracking

Claim: 152991 - 001 Grant Components
Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Non Profit Secunty Grant Program (NSGFP)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Components Preview | Submit

C-ompiefe each component of the Claim and mark if 5= complete. Cick Submit when you sre done.
Mame Complete? Last Edited

General Information ¥ 0B/20v2023
Expenditures
Reimbursement

Equipment Inventory 13+
Other Attachments




Reimbursement Request

» Expenditures Component
» Select “Add” for each expenditure to add a line to the Expenditures Form
» Complete each line of the Expenditures Form

» Select “Save” when complete

Expenditures Create New Version | Mark as Complete | Go to Claim Forms | Add

Line S 2 Unit Expense Federal Amount Invoice  Invoice Check/EFT Check/EFT

Number FayeeDescriptionQuantity ~oo "o Requested # Date Number Date
$0.00

Last Edited By:




Reimbursement Request

Menu | Help | Log Out ) Back | | L] save
Gy venu | [ Helo | 9 =)

ik Grant Tracking

Claim: 152991 - 001 Grant Components
Grant: 152991 FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Mon Profit Secunty Grant Program (NSGP)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Expenditures

Line Number*[ 10001 - Budget - Doors v
Payee™|\endor Name - who you paid |
Description™ | Description of item purchased
A
Unit Cost™[ 1100
Federal Amount Requested™[5opp
Inwoice #%[{234 |

Invoice Date™|1/122024

Check/EFT Humber*lss;rgg |

Check/EFT Date™ 4242024




Reimbursement Request

Line Number - select the corresponding budget line for the item that is being requested for reimbursement
Payee - enter the name of the vendor that the item was purchased from
Description - enter a description of the item purchased

Quantity - enter the quantity of the item that was purchased

vV v.v. v VY

Unit Cost - Cost per item

» The number entered into the unit cost field, multiplied by the quantity entered, should be the Federal
Amount Requested that you are seeking reimbursement for

Federal Amount Requested - Total amount of funds being requested
Invoice # - vendor’s invoice humber

Invoice Date - date on vendor’s invoice

Check/EFT Number

» Check number used for payment to vendor

v v v vy

» EFT number for payment to vendor
» Advance Payment
» Check/EFT Date
» Date of check used for payment to vendor
» Date of EFT for payment to vendor

» Advance Payment




Reimbursement Request

» Select “Add” to add additional expenditures to the claim

» Select “Mark as Complete” after all expenditures have been added

Expenditures Create New Version | Mark as Complete | Go to Claim Forms | Add

Line = : Unit Expense Federal Amount  Invoice Invoice CheckiEFT Check/EFT
Number Feliz= Description  Quantity oot otal Requested 2 Date Number Date
‘Vendor Mame - who Description of item - P - ,
10001 0 i purchased 20 $1,10000  $2,200.00 52,200.00 1224 11122024 55780 172412024
§2,200.00

Last Edited By: Debbie Musselman, 082002023




Reimbursement Request

» Select the “Reimbursement” Claim Component

» Verify the amounts entered on the Expenditures Form have been transferred to the
Reimbursement Form correctly

» Select “Mark as Complete”

Reimbursement Create New Version | Mark as Complete | Go to Claim Forms

Prior Availahle
Budget Category Details ‘ﬁ:ﬂfg ToeNses  Expenses TotalPaid Balance
(Paid) (Unpaid)
Budget
10001 (Line Mumbsr]) e A - ' ' -
Doors R $22.275.00 $2.200.00 5000 5220000 520,075.00
Video Assessment Security System 10002 (Line Number) $25.000.00 $0.00 $0.00 $0.00 $25,000.00

Wideo Assessment Security Systemn (Line Mame:)
Sub Total: $47 275,00 $2,200.00 $0.00 $2,200.00 54507500

Budaoet Total




Reimbursement Request

» Select “Equipment Inventory” Claim Component
» Select “Add” for each equipment item
» Each item needs to be entered on its own line
» If you purchased two of the same item, there should be one line for each item
» Complete all fields in the Equipment Detail Form

» If no equipment is being requested for reimbursement, select “Mark as
Complete”

@ Menu | [ Help | ¥ Log Out {9 Back | | d Add |

{k Grant Tracking \
Claim: 152991 - 001 Grant Components

Grant: 152091-FY 2023 NSGP Baseline Organization
Status:  Editing
Program Area:  Non Profit Security Grant Program (NSGF)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Equipment Detail Create New Version | Mark as Complete | Go to Claim Forms
- % of Equipment
. = Source Individual Current ECP ECP -
Requesting A Budget. . - ldentification Tile Date of Federal ; Contact " - Readiness
Organization: Region: County: Year: Line # Manufacturer: Model: Description: #(s) Furumf'ng' Holder Deli Quantity ltem Participation thsn_t:_: Person Prgne Email Use: Condition:
. Costs in the cost: Locat {ECP) Address

Last Edited By:

P




vV vV v v v v v Vv .Y

Reimbursement Request

If equipment is requested, complete all fields in the Equipment Detail Form
Requesting Organization - Subrecipient’s Organization

Region - Subrecipient’s Region

County - Subrecipient’s County

Year - Grant year the equipment was purchased (2023)

Budget Line # - Budget line number associated with the equipment
Manufacturer - Manufacturer of the equipment

Model - Model number of the equipment

Description - Description of the equipment (i.e., access control system, bollard, video
surveillance system)

|dentification # - Unique identification numbers such as serial number. N/A should be
annotated in there is not a serial number

Source of Funding - Federal Funding utilized (NSGP)

Title Holder - Subrecipient Organization who owns the equipment



vV v vy VvV VVvVYVYy

v

Reimbursement Request

Date of Delivery - Date equipment was delivered
Quantity - Number of equipment items purchased (should only be one per line)
Individual Item Costs - Cost of individual equipment item

% of Federal Participation in the Cost - Percentage of cost of the equipment that is
being requested

Current Physical Location - Address where the equipment is located (P.O. Box is
not a physical location for the inventory)

Equipment Contact Person (ECP) - Name of person to contact regarding equipment
ECP Phone # - Phone number for equipment contact person
ECP Email Address - Email address for equipment contact person

Use - Local, regional, statewide, or national. Progressive scale. If national use is
entered, it is assumed it is available at all other levels

Readiness Condition

» Mission capable - material condition of equipment indicating it can perform at
least one and potentially all of its desighated missions

» Not mission capable - material condition indicating that equipment is not
of performing any of its designated mission



Reimbursement Request

» Verify Equipment Detail is correct and select “Mark as Complete”

Equipment Detail Create New Version | Mark as Complete | Go to Claim Forms
% of Equipment
. . Source Individual Current ECP
Requesting S Budget . " ... ldentification Title Date of . Federal 5 Contact - _Readiness
Organization: Region: County: Year: e Manufacturer. Model. Description: #s) Fm?ifng' Holder  Delivery Quaniity  Item Participation &I\g:lht:;: P - Fh;me ECP Email Address Usze: T
E Costs i e cost (ECP)
1101
. Serizl or Riversids
: B - Model of Brisf ; - i . 573 -
gf;:g?;ﬁon o Cole 2023 10004 {‘h:"é‘;f’f;”m'eerqf pe desaription of ConiIoRC" | NSGP Eﬁ;:‘;‘;m 12212023 1 3110000 100.08% 6 PSSR 751 debbie musselman@dps.mo.gov Local 'g'a;‘;'re
quipment the equipment Equipmant City, MO 5007

65101




Reimbursement Request

» Select “Other Attachments” Claim Component

» Select “Add” to attach supporting documentation to claim

Menu | Help | Log Out <y Back| | @ Add |
ish Grant Tracking

Claim: 152991 - 001 Grant Components

Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Mon Profit Security Grant Program (NSGFP)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Other Attachments Create Mew Version | Mark as Complete | Go to Claim Forms
If you have no relevant and'or required documenis fo atfach, simply click "Mark az Complete”

To uplosd any relevant sndor required documendsz, select Add from the menu foocibar, browse for the document on your computer or disk, enfer 3 short tifle in the Dezcnption box, snd
click Save.

If thiz document iz nof zaved on & computer or dizk buf iz rather @ sheet of panted paper;, i will need fo be scanned and =aved o 8 computer file location. If the document = mulfiple
pages, check your scanner seitings fo ensure the pages can be zaved 52 one file or uze 3 POF merger fo combine muliipie 1-page scanz info 1 saved document,

The Department of Public Safety can support the foliowing file fypes: Word (® doc, *docx), Excel (*xiz, *xlex), PowerPoint (* ppl, * pptx), Publisher (* pub), Adobe POF (* pdf], Photos
(*bmp, *jpg. ®ipeg *joe, *aszp *4f *wmi) and similar commonly used programs. If you atfsch a file hype that the Department of Public Safely does not have zoffware fo apen, the
atfschment may not be considened.

Do not atfach password protected documents a= the Print fo POF featune wall not be able fo open swch file bypes
Description File Mame File Size Date Uploaded

P




Reimbursement Request

» Select “Choose File” to locate supporting documentation on your computer
» Enter a description of the attachment

» Select “Save”
@) Menu | B Help | g Log Out <y Back | | H Save

e}, Claim

Attach File
if ywou have no refevant andior required documents fo affsch, simply elick "Mark 32 Compiefe”

To upioad any relevant andbr required documents, select Add fom the menu foolbar, browse for the documeant on pour computer or disk, enfer 5 short fifle in the Descrpdion box, and
click Save.

if thiz document iz not 2aved on 5 compuler or disk buf iz rather g sheet of prnted paper, If will nead fo be scanned snd 2aved fo 3 computer file locstion. if the document = muifiple
psges, check wour scamner 2eifings fo ensure the psges can be 23ved 525 one file ar uze 5 POF marger fo combine muliiple 1-page scans info 1 ssved documeant.

The Departmeant of Public Safety can suppord the following file fypes: Word (®doc, *docx), Excel (*xiz, *xlsx), PowerPoint (= opf, * podx), Publizher (™ pwh), Adobe POF (% pdf], Phofos
(Thmp, *ipg. Tjpeg *jee, ®azp *4F Twmf] and simisr commanly used programsz. IF you atfsch a file fype that the Depariment of Fublic Safety does not have zoffware fo open, the
affachment may not be considensd.

Do not atfach password profected documeniz a2 the Prnd fo PDF fesfure will not be able fo open such file hpes
Upload File: | Choose File | Test File.docx

Description:® [r13im 1 Support Documentation ﬁ




Reimbursement Request

» When all attachments have been added, select “Mark as Complete”

& Menu | a Help | g Log Out Gy Back | | P Add |
ik Grant Tracking

Claim: 152991 - 001 Grant Components

Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: MNon Profit Secunty Grant Program (NSGF)
Grantee Organization: Baseline Organization

Program Manager: Joni McCarter

Other Attachments Create Mew Version | Mark as Complete | Go to Claim Forms
If you have no relevant and'or required documenis fo affsch, simply click "Mark a2 Complete”

To uplosd any relevant sndr required documents, select Add from the menu foolbar, browse for the document on your computer or disk, enfer 5 zhovt fifle in the Dezcrption box, snd
click Save.

If thiz document iz nof zaved on & computer or dizk buf iz rather @ sheet of panted paper; i will need fo be zcanned and =aved to 8 computer file location. If the document = mulfiple
pages, check your scanner seitings fo ensure the pages can be zaved 52 one file or uze 5 POF merger fo combine muliipie 1-page scans info 1 saved document.

The Department of Public Safety can suppaort the foliowing file fypes: Word (®doc, ®docx), Excel (* 2z, *xlex), PowerPoint (*opl, *pptx), Publizher (* pub), Adobe FOF (* pdf], Photos
(*bmp, *jpg. ®jpeg *joe, *aszp *i4f *wmi) and similar commonly used programs. If you atfsch a file type that the Depariment of Public Safely doez not have =offware fo apen, the
atfschment may not be considersd.

Do not atfach pazssword protected documents a= the Print fo POF festune wall not be able fo open such file bypes
Description File Name File Size Date Uploaded

Claim 1 Support Documentation Test File.docx 12 KB Jov20r2023
Last Edited By: Debbie Musselman, 082002023

e




Reimbursement Request

» When all Claim Components have been completed, select “Submit” to submit
the claim to OHS

@) Menu | a Help | ] Log Out Gy Back | @Prinu

ik Grant Tracking

Claim: 152991 - 001 Grant Components
Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: MNon Profit Secunty Grant Program (NSGF)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Components Preview | Submit _
Compiefe each component of the Claim snd mark if a2 complete. Slick Submif when pou sre done.
Mame Complete? Last Edited

General Information ¥ OEf20v2023
Expendifures v OR2N2023
Reirmbursememnt ¥ ORf20:2023
Equipment Inventory 15+ v OE202023
Cither Attachments ¥ ORf20/2023




Subaward Adjustments

Information Bulletin 8: Policy on Budget Modifications, Scope of work
Changes, and Spending Plan discusses Subaward Adjustments

Budget Modifications - transfer among existing budget lines within the grant
budget

» Request for budget modification must be submitted through WebGrants as a
Subaward Adjustment and must be approved by the OHS prior to the subrecipient
obligating or expending the grant funds

Program Modifications

» Request for program modifications must be submitted through WebGrants as a
Subaward Adjustment and must be approved by the OHS prior to the subrecipient
obligating or expending the grant funds

» Program modifications include:
» Changes in subrecipient staff (Authorized Officials, Project Directors, or Fiscal Officers)
» Address change or other information in the organization component of WebGrants

» Request to change project period of performance



https://dps.mo.gov/dir/programs/ohs/documents/homeland-security-grants-training-information-bulletin-008.pdf

Subaward Adjustments

» Scope of Work Changes
» Adding new line items to the approved budget

» Changes in quantity of an existing line item in approved budget

» Changes to specifications of existing line item (i.e., an equipment line item on the
approved budget lists a 12’x 20’ tent, in order to purchase a tent that is 10’ x 10’
instead of the listed equipment, prior approval is required

» Approval to change scope from approved Investment Justification is
extremely rare

» DHS/FEMA must approve scope changes on NSGP projects

» NSGP is a competitive grant program. The expectation is that all components of
the project in the original Investment Justification will be completed

» Contact your grant specialist immediately if there is a problem with the scope
of the project




Subaward Adjustments

» Submitting a Subaward Adjustment in WebGrants

» Select “Subaward Adjustments” component in WebGrants

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map
The components below are associated with the current Funding Opporfunity. You can change these components in the Funding Opportuniy modwe.
You may associate specific forms in the Associated Forms section above. You can define your own alerts in the Alerts seclion. You can make notes by clicking Annofations. You can
copy this grant and you can expart the raw data.

Component Last Edited

General Information 092002023

Claims

Contact Information

Comespondence

Appropriations

Status Reports
—
Budget

Subaward Adjustment Notices

Mamed Attachments 092002023
Subaward Documents - Final
Attachments

Closeout

Opportunity

Application

Application Versions
Application Annotations
Review Forms

09/20/2023




Subaward Adjustments

» Select “Add”

Subaward Adjustments Return to Components | Add

ID Type Status Submitted Date
Last Edited By: |

» Complete General Information and select “Save”

{@Menul B Help | i Log Out <y Back | | B | |
sk Grant Tracking

General Information

Title: [Brief Title|
(limited to 250 characters)”*

Contract Amendment Type:* |Bydget Revision V|

ol




Subaward Adjustments

» General Information
» Title - enter a brief title

» Contract Amendment Type - choose the type of adjustment being
requested

» Budget Revision

» Program Revision




Subaward Adjustments

» Select the “ID” of the Subaward Adjustment you just created

Subaward Adjustments
D

Type

152981 - 01 h Sudgat Revision

» Select “Edit”

@) Menu | B Help | 4] Log Out

", Subaward Adjustments

Subaward Adjustment Details
152991-FY 2023 NSGP Baseline Organization

Return to Components | Add

Status Submitted Date
Editing

) Back | 8 Print | | ¢ Edit |
e 2 _

Print to PDF | Withdraw | Feedback

Mon Profit Security Grant Program (NSGP)

Subaward Adjustment 10
Subaward Adjustment Type:
Status:

Crrganization:

01

Budget Revision
Editing

Baseline Organization

Submitted By:
Submitted Date:




Subaward Adjustments

» Complete all Subaward Adjustment Components by selecting the Component
» Justification
» Budget

» Confirmation

» Attachments

» All components must be marked “Complete” in order to submit the Subaward
Adjustment

Components Preview | Submit
Mame Complete? Last Edited

General Information ¥ “ CO/20N2023
Justification

Budget
Confirmation

Attachments




Subaward Adjustments

» Justification Component
» Explain the requested change and the reason the adjustment is needed

» Complete Subaward Adjustment Spreadsheet with requested changes for budget
modification

» Copy and paste Subaward Adjustment Spreadsheet into text box

» Will be sent at conclusion of training

> Select “Save” Justification

Justification*

Pieaze explain the reaszon for the requested adjustment and include the effective dafe  State the nead for the change and how the requested revizion will further the objectives of the
project.

B E |- L

Q¥ | @Dswe=| B I U= ol

£l

Font - Size o

Explain the requested change and the reason for the adjustment.

Copy and paste the subaward adjustment spreadshest here]

Line Number Current Budget Requested Change | Updated Budget Notes

10001| S 5,000.00 | $ (1,000.00)[ S 4,000.00 |Cost of equipment under original budget
10002| S 8,000.00 | $ 1,000.00 | $ 9,000.00 |Cost of equipment over original budget
S 13,000.00 | $ - S 13,000.00




Subaward Adjustments

» Review “Justification Form” to ensure it is complete and accurate

» Select “Mark as Complete”

Justification Create New Version | Mark as Complete | Return to Components
Justification®

Fiegze axpizin the reazon for the requested sdusimeant and inciude the effechive dafe Siafe the need for the change and how the requested revizion will further the objectives of the
propect

Explain the reguested change and the reason for the adjustment.

Copy and paste the subaward adjustment spreadsheet here.




Subaward Adjustments

» Select “Budget” for Budget Modifications -
<y Back | | |

» Adjust the budget to mirror the requested changes
» Make sure to update the Total Federal/State Share amounts

» Select “Save” | Budeet

The Currenf Budget column represents the toial cost of the current swbawsrd. Enter the fofal cost of esch budget cafegory a2 it iz refiected in the current verzion of the Budget
component. The sum of the Current Budge! column should equal your curment budget fofal

= The Revised Amount column reprezants the requesfed, revized fofal cost of the budget a2 a rezult of the Subaward Adjustment Thersfore, enfer fhe fofal cost of esch buoget
category 55 it will be refiected in the revized verzion of the Budget component. The sum of the Rewzed Amount column should equal your revized budget tots!

FRow Current Budget Revised Amount
Perzonne 00000 000.00
Personnel Bensfits 50000 20.00
Personne! Overime 30.00 50.00
Personnal Overtime Benefits 50.00 50.00
PRMN Benefits 50.00 50.00
‘ioluntesr Match 50.00 50.00
TravelTraining G000 20.00
Equipment TA1000.00 T2000.00
Supplies/Operations 13000.00 1200000
Contractusl G000 20.00
Renovation'Construction 50.00 50.00
indirect Costs

Federal/State and Local Match Share
= The Currenf Budget column represents the curmment zubsward. Ender the fofs! federslzfate share and fotal focs! maich share az if iz reflected in the curment version of the Bwoget
component. The sum of the federalztate share and the local maich share showld equal the tofal of the Current Budget column sbove.

= The Revised Amount column represeniz the requesfed, revized fofal of the budget a= & resuit of the Subsward Adjusiment Therefore. enfer the fofsl federal/ziate share and the
fotal local match share az it will be reflected in the revised version of the Budget component. The sum of the federal/state share and the local malch share showld equal the total of the
Revized Amownt column shawve.

Row Current Budget Revised Amount
Total Federal/State Share G4000.00 54000.00
Total Local Match Share 3000 20,00

-




Subaward Adjustments

» Ensure the “Budget” form is accurate and select “Mark as Complete”

Budget Create New Version | Mark as Complete | Return to Components

= The Currenf Budget column represents the tofsl cost of the current subswsrd. Enter the folsl cost of esch budget catfegory sz it iz refi
component. The sum of the Cumrent Budget column should equal pour current budget fofisl

e current varsion of the Budget

= The Revised Amount column reprezents the requesfed, revized fofal cosf of the budget a2 a rezult of the Subsward Adusiment. Thersfors, the fofal cost of esch budge!

category &5 it will be refliected in the revized version of the Budget compomnent. The sum of the Rewized Amount column should egqual your revised ¢ bodal
Row Current Budget Revised Amount Met Change

Personne S0.00 30.00 30.00
Perzonne! Benafits 50.00 S0.00 20.00
Personnel Owvertime 0,00 30.00 30.00
Personnel Overtime Banefits 50,00 50.00 50.00
PRM Time 30.00 30.00 30.00
PRM Bensfits 50,00 30.00 50.00
Woluntesr Match 0,00 30.00 30.00
TravelTraining F0.00 30.00 30.00
Equipment 571,000.00 372,000.00 $1,000.00
Supglies/Cperations 512,000.00 $12,000.00 (51,0000
Contractus 0,00 50,00 50.00
Renovation/Construction F0.00 30.00 30.00
Indirect Caosts S0.00 S0.00 50.00

Totals £84 00000 $24,000.00 $0.00

Federal/State and Local Match Share

= The Current Budget column represants the curment subsward. Ender the folal federalziale share and fofal local maich share az if iz refleciaed in the curment werzion of the Budget
componend. The sum of the federslEiate share and the local maich share should equs! the tofal of the Current Budget column sbove.

= The Revised Amount column reprezents the requesfed revized fofsl of the budget a2 5 result of the Swbsward Adjusfment Therefore, enfer the foltsl federslziate share and the
fofal local match share a2 # will be reflectsd in fhe revized wversion of the Budge! component. The sum of the federslEiate share and the local match share should equsl the tofal of the
Revized Amount column sbove.

Row Curmrent Budget Current Percent Revised Amount Revised Percent Met Change
Totz| Federal/State Share 584,0:00.00 100.0% 584,000.00 100.0% 50.00
Total Local Maich Share 50.00 0% 50.00 0% 30.00




Subaward Adjustments

» Select “Confirmation” form
» Complete with Authorized Official’s Name, Title, and Date

» Select “Save” @y Menu | B Help | ] Log Out <y Back |
(.}, Subaward Adjustments

Subaward Adjustment: 01
Grant: 152001-FY 2023 NSGP Baseline Organization

Status: Editing
Program Area: Mon Profit Security Grant Program (NSGFP)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter
Submitted Date:

Confirmation

Your typed name sz the applicant suthorized official, in fiew of signsture. represents your legally binding sccepisnce of the ferms of thiz subsward adfusfment and your statement of
the verscily of the reprezentations made in thiz subswsnd adivsfment You must include your tifle, full legal name, and the curment date.

Authorized Official Name:* |A|J1:|1|:II'iZﬂd Official’s Name |

' arl clal s e
Title:* | Authorized Official’s Till |

Date:* 2292024 :]

All terms and conditions of the original Subaward apply to this Subaward Adjustment Notice.

DPS Authorized Official/ Designes |
Signature:




Subaward Adjustments

» Select “Mark as Complete”

gjl'w'lenu | B Help | 'ﬁLog Qut @ Back | > 4 | @Ediﬂ
% Subaward Adjustments

Subaward Adjustment: 01
Grant: 152998-FY2023 NSGP Baseline Organization 3
status: Editing
Program Area: Non Profit Security Grant Program (NSGP)
Grantee Organization: BaseLine Organization

Program Manager: Joni McCarter

Submitted Date:

Confirmation Create New Version | Mark as Complete | Return to Components

Your typed name as the applicant authorized official, in liew of signature, represents your legally binding acceptance of the terms of this subaward adjustment and your statement of
the veracity of the representalfions made in this subaward adjustment. You must include your tiffe, full legal name, and the current date.

Authorized Official Name:*  Authorized Official's Name
Title:*  Authorized Official's Title
Date:* (J2/29/2024
All terms and conditions of the original Subaward apply 1o this Subaward Adjustment Notice.

DPS Authorized Official /Designee
Signature:

Date:




Subaward Adjustments

» Select “Attachments”
form

» Select “Add”

» Attach Subaward
Adjustment Spreadsheet

» Attachments may also
include other supporting
documentation

Menu | Help | Log Out ) Back |
9

", Subaward Adjustments

Subaward Adjustment: 01
Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Non Profit Secunty Grant Program (NSGP)
Grantee Organization: Baseline Organization

Program Manager: Joni McCarter
Submitted Date:

Attachments Create New Version | Mark as Complete | Return to Components
If wou heve no refevant and'or required documenis fo affsch, simply ciick “Nark 3= Compiefe”.

To uplosd sy relevant sndor required documends, select Add fom the menu foofbar, browse for the document on pour compuler or dizk, enter 5 shoet e in the Dezcaplion box, snd
click Save.

If thiz document iz not 2aved on & computer or dizk buf iz rather @ sheet of panted paper, i will need fo be scanned snd 2sved fo 3 computer file location. if the document iz mulfiple
pagez, check your scanner 2eltings fo enzume the pagesz can be z2aved sz one fle ar uze 5 FOF merger fo combine muliple 1-psge zcanz info 1 saved documant.

The Departmeant of Public Safety can suppord the faliowing file fypez: Word (* doc, *docx), Excel (* xiz, * xlzx), PowerPoint (*ppd, * pptx), Pubiizher (% pub), Adobe POF (* pdf), Photos
(“bmp. *jpg *joeq *jpe *agp, LA Twmf] and similsr commaonly used programs. If yow atfsch a file fype that the Department of Fublic Safety doez not have zoffware fo open, the
atfachment may not be considered.

Do not attach password profected documents a2 the Print fo PDF fastune will nof be sble fo open such file hpes

Description File Name



Subaward Adjustments

» Select “Choose File” to locate file on your computer
» Enter brief description of document

» Select “Save”

Menu | Help | Log Out ) Back | | k-] save
Gvenu | | Heo | 9 5]
ish Subaward Adjustment

Attach File
If you hsve no relevant andfor required documents fo atfsch, simply click "Nark 3z Complete”.

To upload any relevant andor required documents, select Add from the menu foocibar, browse for the document on pour computer or disk, enter 3 short tifle in the Dezcnption box, snd
click Sawe.

If thiz document iz not =aved on a computer or disk buf iz Ather a sheet of panted paper;, i will need fo be scanned and saved fo 8 computer file location. if the document = muliple
pages, check your scanmer selfings fo ensure the pages can be zaved &3 one file or uze 8 POF merger fo combine muliple 1-page scanz info 1 saved document.

The Departmeant of Public Safety can support the following file fypes: Word (T doc, *docx), Excel (* s, * xlzx), PowerPoint (*ppt, *ppix), Publizher (% pwb), Adobe POF (% pdf], Phatos
(*bmp, *jpg, *jpeg *jee, *azp, *4Ff *wmi] and similsr commonly used programs. If you atfsch a file type that the Department of Public Safely doez not have zsoftware fo apen, the
atfschment may not be considared.

Do not atfach pazsword protected documents a= bhe Print fo POF festune will not be gbie fo open such file hpes

Uplozd File: Test File.docx

Description:* |,payard adjustment Spreadsheet




Subaward Adjustments

» Select “Mark as Complete”

&y Menu | a Help | ¥ Log Out Gy Back | | @ Add |

), Subaward Adjustments

Subaward Adjustment: 01
Grant: 1528991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Non Profit Security Grant Program (NSGF)
Grantee Organization: Baseline Organization

Program Manager: Joni McCarter
Submitted Date:

Attachments Create New Version | Mark as Complete | Return to Components
If wou hawve no relevant and'or required documents fo atfsch. simpdy click "hMark 3= Compiste"

To uplosd any redevant andor required documents, select Add from the menu fooibar browse for the document on your computer or dizk, enfer 5 2hor fifle in the Dezcrplion box, snd
click Save.

If thiz document iz not 2aved on & computer or disk buf is rather a sheet of panted paper, § will nead to be scanned snd =sved fo 3 compuler file location. IF the document = mulfiple
psges, check your scanner selfings fo enzure the psges can be 2aved 5= one file or uze 5 POF merger fo combine mulfipie {-psge scanz info 1 saved document

The Department of Public Safely can support the following file fypes: Word [ doc, *docx), Excel (s, * xlzx), PowerPoint (2 pof, * potx), Publizher (* pub), Adobe FOF (% pdf), Phofos
(*hmp, ®jpg. *jpeq *jpe *asp, 267 *wmi) and similar commonly veed programs. If you atfsch a file hepe that the Departmant of Public Safety does not have zoftware fo open, the
atfachment may notf be considersd.
D not atfach pasaword protected docwments a2 the Frint fio FDF festune will not be sbie fo open such file hpes

Description File Mame File Size
Subaward Adjustrment Spreadsheet Test File.doox 12 KB




Subaward Adjustments

» After all Subaward Adjustment Components have been marked complete,
select “Submit” to submit the Subaward Adjustment to the OHS

@)y Menu | a Help | §] Log Out <y Back | faPrinu

|, Subaward Adjustment

Subaward Adjustment: 01
Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Mon Profit Secunty Grant Program (NSGF)
Grantee Organization: Baseline Organization
Program Manager: Joni McCarter

Submitted Date:

Components Preview | Submit
Mame Complete? Last Edited
General Information Ul 0202023
Justification ¥ Cr20i2023
Budget ¥ CRI20N2023
Confirmation v CEV20N2023
Attachments ¥ CRVEON2023




Status Reports

» Status Reports due January 10 and July 10 of each year

» January 10 Status Report reporting period is July 1 - December 31 (first status
report will be September 1 - December 31)

» July 10 Status Report reporting period is January 1 - June 30

» To submit Status Report, select “Status Report” component in WebGrants

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map

The components below are assaciated with the current Funding Opportunity. You can change these components in the Funding Cpportunity moduie.
‘You may associale specific forms in the Associated Forms section above. You can define your own alerts in the Alerts secfion. You can make notes by clicking Annofafions. You can
copy this grant and you can export the raw daia.
Component Last Edited
General Information 0972002023
Claims
Contact Information 092002023
Correspondence
Appropriations
S
Subaward Adjustments
Budget
Subaward Adjustment Notices
Mamed Attachments 0972002023
Subaward Documents - Final
Attachments
Closeout
Opportunity
Application
Application Versions
Application Annotations
Review Forms




Status Reports

» Status Reports with milestones will already be setup and ready to update

» Select Status Report ID for the report due date that you are completing

Status Reports Copy Existing Status Report | Scheduler | Return to Components
ID Type Date From-To Due Date Submitted Date Armved? Status
152093 -1 Semi-Annual 09/01/2023-12/31/2023 01/10/2024 - Editing

» Select “Edit” @y Menu | [ Help | g Log Out < Back| [ Print| | (& Edit)

ik Grant Tracking

Instructions

Print to PDF wall convert the Stsfus Report plus any FOF aftschmentz info & single FOF file. Edit Approval aliows intemal spproval. Negofiation will siiow you to unfock one or mone
zacfions of the Sfafus Report and route the Sistus Report back to the granfze for further editing. Annotations ailow infema! sisff lo sod notes thal are wizible to intemal 2t only The
granfes cannal see theze nofes. Versions will dizpisy sl component versions that were cresfed 32 & rezult of the negofiafion procezs. Feedback sllows =iaff fo enter feedback shout
the Statuz Report fo the granfee. The feedbsck fext will appear st the boffom of bhe Sfafus Report and will be wizible fo anpone who has access o the Sistuz Report. Withdraw changes
fhe stafus of the Siatus Report fo Withdrawn and remowves fhe Sistuz Report from further processing.

Status Report Details Print to PDF | Withdraw | Negotiation | Annotations(0) | Versions | Feedback
152991-FY 2023 NSGP Baseline Organization

Non Profit Security Grant Program (N SGP)

Award Year: 2023 Status: Editing
Subward Number: 152001 Approved By:




Status Reports

» Select “Milestone Progress Report”

Components Preview | Submit
Compiefe each component of the sisfus report and mark if 32 compiefe. Click Submit when pou are dane
Mame Complete? Last Edited

General Information ¥ Oy 202023
Milestone Progress Report 08 2002023




Status Reports

» Select “Edit” at the top of the screen to edit entire Status Report at once or
select Milestone to edit each milestone one at a time

@y Menu | B Help | 4§ Log Out Gy Back | | 3 Edit |
.l Grant Tracking

Status Report: 152991 - 1
Grant: 152001-FY 2023 NSGP Baseline Organization
Status: Editing
Program Area: Non Profit Secunty Grant Program (NSGP)
Grantee Organization: Basel ine Organization

Program Officer: Joni McCarter

Instructions
Az per NSGP grant guidance, the Statuz Report iz required fo demanstrafe the progrese of your grant for the prior six month perod. Plesse updste esch milestone and namstive project
DrDgress.
Milestone Progress Create New Version | Mark as Complete | Go to Status Report Forms | Add
Estimated %
Milestone: Project Name: Completion ~ Milestone ~ MIIestone
Date:  Completed rogress:
1. Determine specifications for needed equiment. Q::fi:ﬁfp Baszline 0%
2. Submit completed EHP form to the OHS gﬁ;?fp s 0%
3. Receipt EHP clearance from DHS/IFEMA Q::fga “:Efp Bassline 0%
4. Procurement completed: bidding, vendor selection, OH 5 review of contract, and Fv2022 NSGP Bassline 0%
ordering of equipment Crganization
5. Equipment received, installed, tested, and inventoried. Q:S:g;:?fp Bassine 0%
&. Equipment training completed. Qﬁar\:?fp He=sine 0%
T. Vendor paid and proof of payment received. Q:::i;:inﬁp Basaiine 0%
&. WebGrants reimbursement claim submitted with all necessary documentation. E)\rgzaﬂrzzar:inﬁp Baseline 0%
. - F2022 MSGP Bassline
8. Final status report submitted. Organizston 0%




Status Reports

» Complete “Milestone Progress” section of Status Report

» Milestone - Do NOT change any of the Milestone descriptions and do NOT add
any Milestone descriptions

» Project Name - Brief project name (i.e., FY 2023 Baseline Organization NSGP)

» Estimated Completion Date - Estimated completion date for milestone at time
of status report

» % Milestone Completed - Estimated % of milestone completed at time of
status report

» Milestone Progress - Enter pertinent notes on milestone (i.e., Specifications
for equipment complete)




Status Reports

Milestone Progress
Milestone:

1. Determine specifications for needed equiment.
2. Submit completed EHP form to the OHS

3. Receipt EHP clearance from DHS/FEMA

4. Procurement completed: bidding, wendor selection, OHS review of
contract, and ordering of equipment

8. Eguipment received, installed, tested, and inventoried.
E. Equipment training completed.

T VWendor paid and proof of payment received.

B. WebGrants reimbursement claim submitted with all necessary
daocumentation.

8. Final status report submitted.

Create New Version | Mark as Complete | Go to Status Report Forms | Add

Estimated
Completion

Project Mame:

F2023 MNSGP Baselina
Crrgamnization
F2023 NSGP Baseline
Cirganization
F2023 MSGP Baselina
Cirganization
F2023 NSGP Baseline
Cirganization
F2023 MSGP Baselina
Cirganization
F2023 NSGP Baseline
Cirganization
F2023 MSGF Baselina
Crrganization
F20Z3 NSGP Baselina
Cirganization
F2023 NSGP Baselina
Crganization

Date:
DEV28/2023

0232024
0373172024
052872024
113172025
D22812025
02282025
D3 T2025

04302025

%%
Milestone
Completed

100%

Milestone Progress:

The specificatons for nesded
equiprnent are identified.

0% ‘We are working on the EHP form.
%
%
%
%
%
%

(5,



Status Reports

» Select “Save”

@) Menu | B Help | g Log Out <y Back | | H Save
.} Grant Tracking

Status Report: 152991 - 01
Grant: 152991-FY 2023 NSGP Baseline Organization
Status: Edifing
Program Area: Non Profit Security Grant Program (NSGP)
Grantee Organization: Baseline Organization
Program Officer: Joni McCarter

Instructions
Az per NSGF grant guidance, the Status Report iz required fo demonstrale the progress of your grand for fhe prior six month perod. Flease update esch milestone and namalive project progress.

Create New Version | Mark as Complete | Go to Status Report Forms

%

. : . Estimated : :
Milestone: Project Mame: . Milestone Milestone Progress:
ol Completion Date: Completed

Milestone Progress

The specifications for needed equipment are

1. Determine specifications for needed equiment.
identified.
FY2023 NSGEP Bazeline Organization |[0929/2023 |:‘_—j [100%: w |




Status Reports

» Complete “Narrative Project Progress”
» Select “Add”

MNarrative Project Progress

Project What do you anticipate accomplishing in the project over the next six months? Do you have any project accomplishments to be
MName: highlighted? Are there any negative issues that need to be highlighted?

» Add Project Name

Add

» What do you anticipate accomplishing in the project over the next six months? Do
you have any project accomplishments to be highlighted? Are there any negative
issues that need to be highlighted

Marrative Project Progress

Project Name:* |Fy2023 NSGP Baseline Crganization |

w"atd'f"'";:a"ﬁfjpate “‘;j‘fm'f"l"ﬂ‘i'?g Within the next & months, we anticipate the EHP form

m;:thﬂ%'szu f.a“:; aw"pm].:::’: will be completed with clearance from DHS/FEMA, and
accomplishments to be highlighted? |Procurement will be completed.

Are there any negative issues that
need to be highlighted?




Status Reports

» Select “Save”

@) Menu | B Help | g Log Out 7 <y Back | | |
(. Grant Tracking

Status Report: 152991 - 01
Grant: 152991-FY 2023 NSGP Baseline Organization

» Select “Mark as Complete” l

Milestone Status Report Create New Version | Mark as Complete | Go to Status Report Forms

Is this the final Status Report?* No

» Select “Submit” to submit Status Report to the OHS

Components Preview | Submit
Compiete each component of the =fsfus report and mark if 52 compiefe. Click Submif when you sre done
MName Complete? Last Edited
General Information ¥ O8E/2022
Milestone Progress Report v O16r2022




Status Reports

» After submission of a Status Report

» OHS will review the report and either negotiate back for corrections or
approve the report

» Upon approval of the report, the OHS will copy the approved status report
and generate the next report submission that will be due




Correspondence

» Correspondence Component of the grant should be used for contacting the OHS
with questions/pertinent information or approvals regarding your grant

» Select “Correspondence” component in WebGrants

Grant Components Alerts | Copy | Annotations (0) | Export Grant Data | Map
The componenizs below are szsociafed with the current Funding Opporfunity. You can change theze components in the Funding Cpporunify module.
You may az=zocisie specific forms in the Azzociafed Forms sechion above. You can define your own alerts in the Alers zecfion. You can make nofes by clicking Armotstionz. You can
copy thiz grant and you can export the reaw data.

Component Last Edited
General Information Oe20v2022

Claims
Contact Information
Correspondence

Oo2002023

Status Reports
Subaward Adjustments
Budget

Subaward Adjustment Notices
Named Attachments
Subaward Documents - Final
Attachments

Closzout

Opportumity

Application

Application Versions
Application Annotations
Review Forms

Oo2002023




Correspondence

» Select “Add” under Inter-System Grantee Correspondence

Inter-System Grantee Correspondence Add

Subject From To Sent/Received Attachments
Last Edited By:
» Correspondence Component works similar to email
» To: Select who you would like to send the message to
» You may select multiple people by using the Ctrl function on your keyboard

» CC: Additional people can be added to the message

» Use a “;” between each email address added

CC: |pon.Peterscngbaseline.org



Correspondence

» Enter a “Subject” for the message

Subject:* |Fy2023 Door Contrac

» Enter all necessary information in the “Message” section

Message: |Enter all necessary information here




Correspondence

» Attach any necessary documents in the Attachments section

» Select “Choose File” to locate doiument on your computer

Attachments: Test File.docx
Mo file chosen
Mo file chosen
Muo file chosen
Mo file chosen

» Select “Send” to send the message to the OHS

Correspondence

Tor®

Chelsey Call &
Joni MeCarter
Debbie Musselman ™




Correspondence

» When receiving emails from WebGrants, DO NOT reply from your email
» The reply will go to a generic inbox and will cause a delay in response

» To reply to a message, select the “Subject” section of the message you want
to reply to

Inter-System Grantee Comespondence Add

Subject From To Sent'Received Attachments
Grant 152931 - FY 2023 N53GP Baseline Organization: FY2023 Door Contract Debbiz Musselman  Chelsay Call, Debbiz Mussslman Dor2r2023 Test File.docx




>

>

Correspondence

Se lect “ Re p ly 9 | Correspondence

Fromg

Tos

CC:
Subject:=

Debbie Musselman

Chelsey Call, Debbie Musselman

Don.Petersoni@baseline_org

Grant 152991 - FY 2023 NSGP Baseline Crganization: FY2023 Door Contract

Select who you want the reply to be sent to

Add “Message” above the start of the original correspondence

Select “Send”

Cormrespondence

Tee* [Chelsey Call ~
Joni McCarter
Debbie Musselman ~

CC: |pon.Petersongbaseline.crg

o

CC addresses must be sntared |03 valld amadl format. Use a semicolon (] to separate multiple CC emall addresses.

Subject:* |RE: Grant 152991 - FY 2023 NSGF Baseli

Message: |peply to the message here.

**= ofart original Correspondence ***
From: Debbie Musselman

To: Chelsey Call, Debbie Musselman
pate semt: 89/28/2823

Enter all necessary information here.
#**= tnd Original Correspondence %%




Grant File

» All grant records shall be retained by the subrecipient for:

» At least 5 years from the end of the state fiscal year in which the grant closes or following notification by
the awarding agency that the grant has been programmatically and fiscally closed or at least 5 years
following the closure of the subrecipient’s audit report covering the entire award period, whichever is later

» Subrecipient should maintain grant file with grant documentation including but not limited to:

» Copy of grant application(s) - WebGrants submission with Investment Justification, Risk/Vulnerability
Assessment, etc.

Subaward Agreement (Fully Executed)

EHP Submission and Clearance documentation
Fully Executed Contracts

Approved Claims

Approved Subaward Adjustments

Approved Status Reports

Final Status Report

Monitoring Reports

Relevant Grant Correspondence

Procurement Documents

Disposition of Equipment Forms

vV vV vV v vV vV vV v vV v VY

Inventory




Grant Closeout

» Grant Period of Performance ends 08/31/2025

» Final Claims and Final Status Report are due 45 days after the end of the
period of performance (10/15/2025)

» Final Claim - Select “Yes” in “General Information” on the question “Is this
your Final Report”

» Final Status Report

» In the “Narrative Project Progress” section indicate that the project is complete
and this submission is the Final Status Report.

» Include amount of de-obligated funds, if applicable, in the Narrative Project
Progress section




Monitoring

Information Bulletin 1: Policy on Monitoring discusses monitoring

The OHS acts as a pass-through entity and is subject to the requirements of pass-
through entities guided by 2 CFR 200

2 CFR 200.332 (d) states, “All pass-through entities must monitor the activities of
the subrecipient as necessary to ensure that the subaward is used for authorized
purposes, in compliance with Federal statutes, regulations, and the terms and
conditions of the subaward; and that subaward performance goals are achieved”

Types of Monitoring
» Desk - Review that is completed by the OHS at the OHS’ office
» On-Site - Review that is conducted by the OHS at the subrecipient’s agency




Monitoring

» Scheduling
» Agreed upon date between OHS and subrecipient
» Given at least 30 days notice

» Topics Covered
» See Monitoring Information Bulletin

» Corrective Actions

» If observations are made, at least 30 days will be allowed to
complete and submit necessary corrective actions




Monitoring

» Monitoring is NOT an audit

» OHS is NOT out to catch you doing
something wrong - we are there to HELP
correct areas of noncompliance to prevent
audit findings

» Chance to provide technical assistance and
answer questions




Submit Compliance Workshop and Award Acknowledgement - September 28, 2023

Signed Subaward Agreements Due - November 30, 2023

Submit Procurement Policy or Formal Adoption of State of Missouri’s - November 30, 2023

Status Reports - January 10t and July 10t

Completed EHP Submitted to OHS - January 31, 2024

SAM 1l Vendor Registration - completed 1 month prior to submission of first claim

Period of Performance - September 1, 2023 - August 31, 2025




Follow-up Information

» Each subrecipient will be sent the following items via email:
» Subaward Agreement
Award and Compliance Workshop Confirmation Acknowledgement

Link to Compliance Workshop PowerPoint

Link to EHP form

>
>
» Links to Administrative Guide and Information Bulletins
>
» Link to Single Feasible Source (SFS) Form

>

Grant Checklist




Next Steps

You will receive a very detailed checklist for your project - below are just the first steps

Funding Hold

Return your Subaward Agreement, signed
by the correct Authorized Official, the
501c3 paperwork, and the Award and
Compliance Workshop Confirmation
Acknowledgement

The Subaward Agreement will then be fully
executed by the Missouri Department of
Public Safety and uploaded into WebGrants

We will reach out to you for the follow-up
information needed by FEMA in order for
your funding hold to be released

**DO NOT COMPLETE ANY WORK ON THE
PROJECT UNTIL YOU HAVE BEEN NOTIFIED
THE FUNDING HOLD HAS BEEN RELEASED**

No Funding Hold

Return your Subaward Agreement, signed by
the correct Authorized Official, the 501c3
paperwork, and the Award and Compliance
Workshop Confirmation Acknowledgement

The Subaward Agreement will then be fully
executed by the Missouri Department of
Public Safety and uploaded into WebGrants

Your project will be marked “Underway” in
WebGrants and you will be able to view it

Begin gathering items for the EHP
submission

Do NOT sign any contracts or place any orders untit'you
have been instructed!!




Questions




OHS Contacts

Debbie Musselman Joni McCarter

Grants Specialist Program Manager

(573) 751-5997 (573) 526-9020
Debbie.Musselman@dps.mo.gov Joni.Mccarter@dps.mo.gov
Chelsey Call Kelsey Saunders

Grant Supervisor Grant Support Specialist
(573) 526-9203 (573) 522-6125

Chelsey.Call@dps.mo.gov Kelsey.Saunders@dps.mo.gov



mailto:Joni.Mccarter@dps.mo.gov
mailto:Maggie.Glick@dps.mo.gov
mailto:Debbie.Musselman@dps.mo.gov
mailto:Chelsey.Call@dps.mo.gov

