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Section 1 – General Guidelines and Requirements

Overview

The Citizen Corps mission is to have citizens participate in making their community safer, stronger, and better prepared. To achieve this, state, county, local, and tribal Citizen Corps Councils have formed nationwide to help educate and train the public, and to develop citizen/volunteer resources to support local emergency responders, community safety, and disaster relief.

Ohio has been awarded the Federal Fiscal Year 2008 Citizen Corps Program Grant (FY08 CCP) in the amount of $439,689.00 as part of the FY08 Homeland Security Grant Program (HSGP).  The Ohio Emergency Management Agency intends to pass through as much funding as possible to support local Citizen Corps initiatives.
The FY08 CCP funds will support Citizen Corps Councils’ efforts to engage citizens in all-hazards prevention, protection, response, and recovery. These efforts include planning and evaluation, public education and emergency communications, training, exercises, volunteer programs and activities to support emergency responders, surge capacity roles and responsibilities, and providing proper equipment to citizen volunteers. The FY08 CCP funds provide resources for States and local communities to:
1. bring together the appropriate leadership to form and sustain a Citizen Corps Council; 
2. develop and implement a plan or amend existing plans to achieve widespread citizen preparedness and participation; 
3. conduct public education and outreach; 
4. ensure clear alerts/warnings and emergency communications with the public; 
5. develop training programs for the public for both all-hazards preparedness and volunteer responsibilities; 
6. facilitate citizen participation in exercises; 
7. implement volunteer programs and activities to support emergency responders; 
8. involve citizens in surge capacity roles and responsibilities during an incident in alignment with the Emergency Support Functions and Annexes; and 
9. conduct evaluations of programs and activities
The American citizens are the ultimate stakeholders in the homeland security mission and must be an integral component of national preparedness efforts. As such, the general public is included in the vision statement of the National Preparedness Goal, which notes that citizens must have:

· a clear understanding of national preparedness

· regular outreach and communication

· alerts, warnings, and crisis communication

· opportunities to be involved

Finally, the intent of Citizen Corps Program Grants is not to be the sole source of support for the citizen preparedness mission.  All portions of the FY08 HSGP are intended to assist the State and local jurisdictions to achieve the common capability of Community Preparedness and Participation. Citizen Corps Councils should work with local Terrorism Advisory Teams (or equivalent) to promote Citizen Corps activities and leverage available funding.
FY08 Citizen Corps Program Grant Timeline
The following timeline is established for the FY08 CCP grant in Ohio.
	Date
	Milestone

	July 17, 2009
	Application  period begins

	August 28, 2009
	Application Submission Deadline (4:00 PM)

	September 30, 2009
	Award Amounts Announced, Grant Agreements to follow

	November 16, 2009
	Deadline for registering new Citizen Corps Council and/or newly established charter programs

	November 16, 2009
	Signed Grant Paperwork Due

	January 10, 2010
	First Programmatic Report Form due

	January 10, 2010
	BSIR due

	April 10, 2010
	Second Programmatic Report Form due

	July 10, 2010
	Third Programmatic Report Form due

	July 10, 2010
	BSIR due

	October 10, 2010
	Fourth Programmatic Report Form due

	March 31, 2011
	Performance period ends

	March 31, 2011
	Final date to submit cash requests

	April 10, 2011
	Final Programmatic Report Form due


Allowable Project Costs

Expenditures must advance the Citizen Corps mission to have everyone participate in hometown safety and security through preparedness activities, training, and volunteer service. In addition to federal preparedness funding, State and local governments are encouraged to consider all sources of funding, to include private sector support, to leverage existing materials, to pursue economies of scale and scope in pursuing this mission, and to make expenditures that benefit multiple programs.

Expenditure Limitations by Category or Item

Hiring, overtime, and backfill expenses are eligible only to perform programmatic activities allowable under existing guidance. Supplanting, however, is not allowed. There is no cap on these types of personnel expenditures.  
· Supplanting is defined as deliberately reducing State or local funds because of the existence of Federal funds. For example, when County funds are appropriated for a stated purpose and Federal funds are awarded for that same purpose, the County replaces its County funds with Federal funds, thereby reducing the total amount available for the stated purpose. 
1. Expenditures used for kits in volunteer response (CERT or MRC kits) or clothing for official identification must not exceed 30 percent of the Citizen Corps Program allocation.
2. Promotional materials must not exceed 15 percent of the Citizen Corps Program allocation. 
3. Organizational activities supported with CCP funding are limited to 25 percent of the grantee’s CCP funding.

Planning

Integrating non-governmental entities into the planning process is critical to achieve comprehensive community preparedness. To meet this important objective, HSGP funds may be used to support the following:

· Establishing and sustaining bodies to serve as Citizen Corps Councils
· Assuring that State and local homeland security strategies, policies, guidance, plans, and evaluations must include a greater emphasis on government/non-governmental collaboration, citizen preparedness, and volunteer participation
· Developing and implementing a community preparedness strategy for the State/local jurisdiction.

Examples include:

· Conduct or participate in community assessments, surveys, and research of vulnerabilities and resource needs, and determine citizen education and participation to meet the needs.

· Work with emergency management structures to design surge capacity strategies using non-governmental resources, to include NIMS-typed private sector resources and NIMS-typed volunteer roles for deployment through the Emergency Management Assistance Compact (EMAC).

· Ensure jurisdiction Emergency Operations Plans (EOPs) adequately address warnings, emergency public information, evacuation, mass care, resource management from nongovernmental sources, unaffiliated volunteer and donations management, and volunteer resource integration to support each Emergency Support Function, to include appropriate considerations for special needs populations

· Conduct Citizen Corps program assessments and evaluations, citizen preparedness surveys, volunteer impact studies, and cost/benefit analysis

All State homeland security strategies, policies, guidance, plans (including EOPs, Program and Capability Enhancement Plans and Investment Justifications), and evaluations must be reviewed by the body serving as the State Citizen Corps Council and must include considerations for citizen preparedness and volunteer participation.

Public Education/Outreach (including printed materials)
Citizen Corps Councils may develop or reproduce public education and outreach materials to: increase citizen preparedness (to include the DHS Ready™ Campaign materials); promote training, exercise, and volunteer opportunities; and inform the public about emergency plans, evacuation routes, shelter locations, and systems for public alerts/warnings. Public education and outreach materials should incorporate special needs considerations, to include language, content, and method of communication.

Allowable expenditures include:

· Media campaigns: PSAs, camera-ready materials, website support, newsletters

· Outreach activities to support a public education campaign or Citizen Corps Council including hosting and participating in public events; facilitating media coverage and establishing partnerships to spread the emergency preparedness message. These activities may include expenditures on items such as: 
· booth displays; media materials; event backdrops or signs 
· promotional materials such as buttons, pins, key chains, clothing, badges, and magnets 
· and other materials and activities that educate the public about emergency preparedness and encourage the public to take steps to prepare or get involved in preparing their communities 

· Promotional materials: pins, patches, magnets, clothing/headwear. Expenditures for promotional items must not exceed 15 percent of the total Citizen Corps Program allocation.

All materials must include the national or jurisdiction’s Citizen Corps logo, tagline and website or the Ready™ logo, tagline, and website and comply with logo standards (See https://www.citizencorps.gov/pdf/logo_guide.pdf).

In most instances, printed materials must also include the following statement: 
This document was prepared under a grant from the U.S. Department of Homeland Security. Points of view or opinions expressed in this document are those of the authors and do not necessarily represent the official position or policies of the U.S. Department of Homeland Security.

Please contact your Citizen Corps Grant Coordinator if you have questions regarding which materials are required to contain the above statement.
Citizen Participation ~ Volunteer Programs and Disaster Response Support

Citizen support for emergency responders is critical through year-round volunteer programs and as surge capacity in disaster response. Citizen Corps funding may be used to establish, enhance or expand volunteer programs and volunteer recruitment efforts for Neighborhood Watch/USAonWatch, Community Emergency Response Teams (CERT), Volunteers in Police Service (VIPS), Medical Reserve Corps (MRC), and Fire Corps; for the Citizen Corps Affiliate Programs and Organizations; and for jurisdiction specific volunteer efforts. 

Examples include:

· Recruiting, assessing, and training volunteers

· Retaining, recognizing, and motivating volunteers

· Purchasing, maintaining, or subscribing to a system to track volunteers (in compliance with applicable privacy laws), to include identification and credentialing systems, and to track volunteer hours

· Evaluating volunteers

Meeting expenditures, including meals, may be allowable.  Food expenditures can be justified during the budget approval process.  For reimbursement to be made, copies of the agenda and sign-in sheet must be provided with the cash request.  Approval of these expenditures on the budget worksheet does not waive the responsibility of the sub-recipient to provide copies of invoices, agendas and sign-in sheets at the time of the cash request.

Equipment

Grant recipients are encouraged to leverage all HSGP resources for this purpose and all allowable equipment costs are listed in the FY 2008 AEL, available in its entirety online through the RKB at http://www.rkb.us.  
Any equipment purchased with CCP funding must be used for specific preparedness or volunteer training or by volunteers in carrying out their response functions. CCP funding is not intended for equipment to be used by uniformed emergency responders, except to support training for citizens. Examples of equipment used to support training for citizens includes such items as burn pans or sample volunteer response kits.

Expenditures for kits used in volunteer response (e.g. CERT or MRC kits / backpacks) or clothing for official identification must not exceed 30 percent of the total Citizen Corps Program allocation. Clothing for official identification are those items that volunteers are required to wear when engaging in public safety activities (e.g., t-shirts for CERT members, baseball caps for Neighborhood Watch/USAonWatch Program foot patrol members).
For equipment purchases, recipients should check the Authorized Equipment List (AEL) prior to making purchases.  
Once you have logged onto the RKB please be sure to de-select all grant programs except for the CCP (Citizen Corps Program).  This will ensure that only those pieces of equipment eligible under the CCP are viewed on the AEL.  Equipment categories at this time include:
· Information technology

· Cyber Security enhancement

· Interoperable communications

· Medical supplies and limited pharmaceuticals

· Power equipment

· CBRNE Reference materials

· Other authorized equipment (This a default for things you will need to run charter programs, such as CERT, that are not explicitly listed on the AEL)

Any equipment purchased with Homeland Security Grant funds must clearly indicate that it was purchased through a grant provided by the US Department of Homeland Security.
CCP Allowable Equipment Categories

	Cat.#
	Category Title
	Cat.#
	Category Title

	[4]
	Information Technology
	[10]
	Power Equipment

	[5]
	Cyber Security Enhancement Equipment
	[11]
	CBRNE Reference Materials

	[9]
	Medical Supplies and Limited Types of Pharmaceuticals
	[21]
	Other Authorized Equipment


Training

Training is a central component of the Citizen Corps mission and its programs.  Training funded with these grants can include:

· all-hazards safety, such as emergency preparedness, basic first aid, life saving skills, 
· crime prevention and terrorism awareness, 
· Public health issues,
· mitigation/property damage prevention, 
· safety in the home, 
· light search and rescue skills, 
· principles of NIMS/ICS, 
· community relations, 
· volunteer management, 
· serving people with disabilities, 
· any training necessary to participate in volunteer activities, 
· any training necessary to fulfill surge capacity roles, 
· other training that promotes individual, family, or community safety and preparedness
Training to serve people with disabilities should be conducted by instructors who represent groups/organizations that are most familiar with people with disabilities whenever possible.

Funding for CERT training includes the delivery of the CERT basic training to volunteers, supplemental training for CERT members who have completed the basic training, and the CERT Train-the-Trainer training. 
Note that the Independent Study course, “Introduction to CERT” (IS 317) must not be substituted for delivery of basic training consistent with the 20-hour CERT curriculum. 
Training should be delivered with specific consideration to include all ages, ethnic and cultural groups, persons with disabilities, and special needs populations at venues throughout the community, to include schools, neighborhoods, places of worship, the private sector, non-governmental organizations, and government locations. Jurisdictions are also encouraged to incorporate non-traditional methodologies such as the Internet, distance learning, home study, and to leverage existing training provided via educational/professional facilities. Pilot courses and innovative approaches to training citizens and instructors are encouraged.  
NOTE: Any courses developed locally, or courses not a part of the Citizen Corps charter programs, must be approved by Ohio EMA before they are supported with this grant.
Instruction for trainers and training to support the Citizen Corps Council members in their efforts to manage and coordinate the Citizen Corps mission is also an allowable use of the FY 2008 Citizen Corps Program funding.
Allowable costs for training include: 
1. instructor preparation and delivery time (to include overtime costs); 
2. hiring of full- or part-time staff or contractors/consultants to assist with conducting the training and/or managing the administrative aspects of conducting the training; 
3. quality assurance and quality control of information; 
4. creation and maintenance of a student database; 
5. rental of training facilities; 
6. printing course materials to include instructor guides, student manuals, brochures, certificates, handouts, newsletters and postage (although preference is for an electronic newsletter with email addresses as part of the database unless the individuals or areas to be served have limited access to electronic communications); 
7. course materials specific to the subject matter, such as instructor guides, student manuals, bandages, gloves, fire extinguishers, and mannequins; and 
8. outfitting trainees and volunteers with program related materials and equipment, e.g., issuing CERT kits, credentials/badges, identifying clothing
Meeting expenditures, including meals, may be allowable.  Food expenditures can be justified during the budget approval process.  For reimbursement to be made, copies of the agenda and sign-in sheet must be provide with the cash request.  Approval of these expenditures on the budget worksheet does not waive the responsibility of the sub-recipient to provide copies of invoices, agendas and sign-in sheets at the time of the cash request.
Exercises

Exercises specifically designed for, or that include participation from non-governmental entities and the general public are allowable activities and may include testing public warning systems, evacuation/shelter in-place capabilities, family/school/business preparedness, and participating in table-top or full scale emergency responder exercises at the local, State, or national level, to include TOPOFF.

Examples of appropriate volunteer citizen or volunteer organization support for emergency preparedness and response exercises include, but are not limited to:
1. serving in volunteer response roles aligned with the Emergency Support Functions (ESFs), to include positions in the Emergency Operations Center; 

2. administrative and logistical assistance with exercise planning and implementation; 

3. backfilling non-professional tasks for first responders deployed on the exercise; 

4. providing simulated victims, press, and members of the public; 

5. serving as evaluators; 

6. and participating in the after-action review 
Allowable costs include the costs associated with the design, development, and conduct of exercises specifically designed for non-governmental entities and/or the general public to support the citizen/volunteer component of emergency responder exercises, to include recruiting, preparing, tracking, supporting, and debriefing citizens regarding their role in the exercise. Exercises should ensure that citizens, including citizens with disabilities and special needs populations, participate in all phases of emergency responder exercises, to include planning, implementation, and after-action review.
Exercises conducted with DHS support (grant funds or direct support) must be managed and executed in accordance with the Homeland Security Exercise Evaluation Program (HSEEP). The HSEEP Volumes contain guidance and recommendations for designing, developing, conducting, and evaluating exercises. HSEEP Volume IV provides sample exercise materials. All four volumes can be found at the HSEEP website (http://hseep.dhs.gov).

Exercise Evaluation.  All exercises will be performance-based and evaluated. An After-Action Report/Improvement Plan (AAR/IP) will be prepared and submitted to DHS following every exercise, regardless of type or scope. AAR/IPs must conform to the HSEEP format, should capture objective data pertaining to exercise conduct, and must be developed based on information gathered through Exercise Evaluation Guides (EEGs) found in HSEEP Volume IV. The EEGs and AAR/IPs are currently being updated to reflect the TARGET CAPABILITIES LIST. In the interim of these revisions, the current HSEEP EEGs and AAR/IP template should be utilized. All applicants are encouraged to use the Lessons Learned Information Sharing System (LLIS.gov) as a source for lessons learned and to exchange best practices.

All exercises using HSGP funding must be NIMS compliant. More information is available online at the NIMS Integration Center, http://www.fema.gov/emergency/nims/index.shtm .
Personnel
Hiring, overtime, and backfill expenses are allowable only to perform programmatic activities deemed allowable under existing guidance. Supplanting, however, is not allowed. The 15% cap listed in Chapter III, Section E of the FY 2008 Homeland Security Grant Program, Program Guidance and Application Kit is not applicable to CCP.

For the Metropolitan Medical Response System grant (MMRS) or CCP, the 15 percent personnel cap ceiling does not apply.  The category of personnel costs does not apply to contractors.

Grantees may hire staff only for program management functions and not operational duties. Hiring planners, training program coordinators, exercise managers, and grant administrators fall within the scope of allowable program management functions. Grant funds may not be used to support the hiring of sworn public safety officers to fulfill traditional public safety duties.

Documenting Personnel Expenditures

Care must be taken to document personnel expenditures.  To ensure that personnel costs are accurately recorded and are appropriately charged against the grant, personnel activity reports or equivalent documentation must be maintained and meet the following standards:

1. must reflect an after the fact distribution of the actual activity of each employee, 

2. must account for the total activity for which each employee is compensated, 

3. must be prepared at least monthly and must coincide with one or more pay periods, 

4. must be signed by the employee 

5. Budget estimates or other distribution percentages determined before the services are performed do not qualify as support for charges to Federal awards.

Refer to OMB Circular A-87 or your grant coordinator for more specific guidance.  
Management and Administration

Local jurisdiction subgrantees may retain and use up to three percent (3%) of their award for local Management and Administration purposes. 

Management and Administration costs must be documented and directly support the management and administration of the Citizen Corps Program.  Refer to the sections above for the appropriate supporting documentations that should be submitted for staff time, contractor, travel and material costs.

Unallowable Project Costs

Supplanting
Supplanting is defined as deliberately reducing the amount of State or local funds because of the existence of Federal funds. For example, when County funds are appropriated for a stated purpose and Federal funds are awarded for that same purpose, the County replaces its County funds with Federal funds, thereby reducing the total amount available for the stated purpose. 
Indirect Costs

Indirect costs are not permitted.  All costs must directly support the program.  Indirect cost plans will not be accepted for the Citizen Corps Program Grant.
Construction and Renovation
Construction and renovation are not allowed under CCP.
Unauthorized Equipment Costs

Unauthorized equipment costs include:

· Equipment not listed on the Authorized Equipment List
· Equipment purchased for general use.

· General use computer hardware and software

· Equipment purchased that exceeds limitations imposed by this guidance or the grant agreement

Unauthorized Exercise Costs

Unauthorized exercise-related costs include:

· Reimbursement for the maintenance and/or wear and tear costs of general use vehicles (e.g., construction vehicles) and emergency response apparatus (e.g., fire trucks, ambulances). The only vehicle costs that is reimbursable is either fuel/gasoline or mileage

· Equipment that is purchased for permanent installation and/or use, beyond the scope of exercise conduct (e.g., electronic messaging signs)

Reporting Requirements

BSIR
The DHS Office of Grants and Training requires a Bi-annual Strategy Implementation Report (BSIR) to be submitted online (January 10th and July 10th) for the length of the performance period.  The BSIR can be found at https://www.reporting.odp.dhs.gov/.

Program Registration

Grant recipients must list their Council in the directory of Citizen Corps Councils on the National Citizen Corps website (www.citizencorps.gov) prior to submitting the application and should attach a screen print of the page with the signed application.  A list of organizations comprising the local Citizen Corps Council should be attached to the signed Notice of Award and Grant Agreement.  Citizen Corps charter programs (i.e. – CERT, Neighborhood Watch, Volunteers in Police Service, Medical Reserve Corps, Fire Corps) must also be registered with the appropriate national website at that time or as they are established.

National Citizen Corps Calendar of Events

Grant recipients are required to post all training sessions, meetings and events on the National Citizen Corps Calendar of Events.  The Calendar of Events is located at http://www.citizencorps.gov/citizenCorps/eventCalendarMap.do.  To add an event follow the hyperlink titled, “Click here to Register a new event on the Citizen Corps calendar.”  Failure to register an event may result in the forfeiture of Citizen Corps Program Grant funding for that event.
Program Reports

In addition to federal reporting requirements, grant recipients must submit programmatic reports to Ohio EMA.  The report template will be sent to the County EMA office in electronic form so that it can be submitted as an email attachment to Ohio EMA.  

Deadlines for submitting the reports are listed in the FY08 Citizen Corps Program Timeline on page 5 of this Guidance.

Section 2 – Applying for Citizen Corps Funding

Eligibility
County Emergency Management Agencies in cooperation with County and Local Citizen Corps Councils are eligible to apply. Programs, organizations, educational institutions and agencies that do not meet the eligibility requirements should approach the County or Local Citizen Corps Council (or the County EMA office in those counties without a council) to propose projects and future collaboration.

County Health Departments may be eligible to apply in counties where the Emergency Management Agency decides not to pursue this funding.  To become eligible the EMA Director must draft a letter indicating support of the health department’s program.
Counties without a Citizen Corps Council may apply so long as a council is established within 120 days of the award.  The council must register on the www.citizencorps.gov webpage and receive approval.  Existing councils should review and update the page.  

Regional Applications

Beginning this year, regional applications will be accepted.  Regions will be determined by the counties, who at their discretion may organize and apply.  The regional construct should be formalized through adoption of a Memorandum of Agreement, or joint resolution of each county’s commission.  A method for shared decision-making and allocation of resources should be formally adopted and agreed upon (e.g., bylaws).  One county will be selected to act as the fiduciary agent of the regional Citizen Corps Council.  Applications should not exceed the maximum amount each county is eligible to apply for multiplied by the number of counties (e.g., given a maximum application amount of $7,000.00, four counties could apply for $28,000.00).
Funding Levels

Applicants may submit application budget proposals ranging from $2,000 to $7,000.  
Applications requesting more than the maximum $7,000 will be returned to the applicant without consideration.

Applicable Grant and Financial Management Guidance, Rules and Regulations
A familiarity with grant and financial management principles is presumed for all sub-recipients.  In order to ensure a thorough understanding and working knowledge of program requirements and grant administration principles potential applicants should consider the following documents, policies and procedures required reading:
1. This grant guidance 
2. OMB Circulars  
a. OMB A-87 Cost Principles for State, Local and Tribal Governments (2 CFR, Part 225) or OMB A-122 Cost Principles for Non-Profit Organizations (2 CFR, Part 230)
b. OMB A-133 Audits of States, Local Governments and Non-Profit Organizations
c. OMB A-102 Grants and Cooperative Agreements with State and Local Governments or OMB A-110 Uniform Administrative Requirements for Grants and Other Agreements with Institutions of Higher Education, Hospitals and Other Non-Profit Organizations (2 CFR, Part 215)  
3. Laws (Code of Federal Regulations) 

a. 44 CFR Part 13

b. 2 CFR Part 180, 2 CFR Part 225

c. Others as appropriate

Other Circulars and regulations may apply; see the Resources section of this document on page 38 for additional information.  Click “OMB Circulars” to go directly to page 39 and access hyperlinks to download the circulars and regulations.
Application Submission

The deadline for submission of complete applications is 4:00 P.M. on August 28, 2009.  
The following items should be included in the application:

1. One original paper copy (signed in blue or black ink) AND an electronic copy of each portion of the application on CD-ROM OR sent as an email attachment to ohiocitizencorps@dps.state.oh.us. 

2. Copy(ies) of documentation establishing or recognizing council in the county (e.g., resolution, charter, by-law, memorandum of understanding, memorandum of agreement) 
Note:  One form of the above documentation will suffice.  For instance, a local government charter, resolution or proclamation showing support from within the jurisdiction; by-laws showing how the organization is established, what framework for decision-making exists and who participates would both serve the purpose.
3. Copy of the membership roster of the local council (for established councils)

4. Screen Print of the Council Registration on the citizencorps.gov site

Applications must be postmarked on or before the deadline date. Send applications to:
Ohio Emergency Management Agency

Preparedness Grants Branch – FY08 CCP Application

2855 W. Dublin-Granville Road

Columbus, Ohio  43235

Incomplete applications may be returned without consideration.
Application Review

Staff of Ohio EMA and select State Agency representatives from the Ohio Citizen Corps Council will review applications.  Reviews will be conducted using a pre-established scoring system.  The review committee will discuss individual scores and then awardees and awards will be recommended.  The Executive Director of Ohio EMA will determine final approval of the review committee’s recommendations.  No appeals will be considered.

Award Process

Applicants will be notified of award decisions on no later than September 30, 2009.  A Notice of Award and Grant Agreement document, and standard federal assurances and restrictions forms will be mailed to the awardees.  Once these documents are signed and returned, and an approved budget worksheet is on file for the award amount, the grant recipient will be able to begin drawing down funds.

General Application Information

Prepare the grant application by completing the forms outlined below.  All the necessary application forms can be downloaded from the Ohio EMA website at http://www.ema.ohio.gov/CitizenCorps_ProgramGrants.aspx. It is suggested that you prepare the forms in the order listed.  The paper copy of the application you submit must be compiled in this exact order:

1. Cover Sheet

2. Questionnaire

3. Budget Summary Sheet followed by each of the Project Worksheets
Use a minimum font size of 10-point on all forms unless instructed otherwise.  Most forms have preset fonts between 10- and 12-point.

Questions regarding how to complete the application forms or requests for clarifications of instructions can be addressed to the FY08 CCP program coordinator (See Section 6 – Resource Support).

Award Criteria

In the review process, priority will be given to applicants that demonstrate a history of, or, (in the case of new programs), the potential for:

· A clear vision of the Citizen Corps mission (i.e. – personal responsibility, training, volunteer service)

· High cost efficiency

· The ability to leverage other sources of funding or resource support

· A high degree of partnership activities

· Success in marketing community-based education and awareness, especially in the area of safety and preparedness

· The willingness to mentor new programs or to encompass significantly more adjacent geographic area than currently covered

· Strong sustainability plans for continuation of programs after the grant period

· Excellence in implementing past grants (existing programs only)

· Clearly demonstrated support of the Common Target Capability Citizen Preparedness and Participation
· Support of one or more of the specific Target Capabilities (such as Mass Care, Volunteer Management and Donations, Medical Surge, Citizen Protection, and/or Mass Prophylaxis)  The Target Capabilities List 2.0 is available in its entirety at http://www.llis.gov or http://www.ema.ohio.gov/CitizenCorps_ProgramGrants.aspx
Sample Forms

The following pages include sample FY08 CCP application forms for review.  Applicants can request the forms from OhioCitizenCorps@dps.state.oh.us or download the forms from the Ohio EMA website at http://www.ema.ohio.gov/CitizenCorps_ProgramGrants.aspx

FY08 Citizen Corps Program Grant Application

Cover Sheet

	Applicant Name (Agency/Org.)
	     

	Street Address
	     

	City
	     

	Zip Code
	00000

	Office Phone
	000-000-0000

	Fax Number
	000-000-0000

	E-mail Address
	     


	FY08 CCP Grant Point of Contact Information
	The POC must be an individual who can answer specific questions about this application.

	Name
	     

	Title
	     

	Office Phone
	     

	E-mail Address
	     


	County Fiscal Point of Contact
	The POC must be an individual in the county auditor or treasurer’s department with access to fiscal information.

	Name
	     

	Title
	     

	Office Phone
	     

	E-mail Address
	     


	Total Grant Funds Requested
	$0.00

	Geographic Area Served
	     


	To the best of my knowledge, all information provided in this application is true and correct.  The governing body of the applicant has duly authorized this application and the applicant will comply with the terms and conditions of the grant, if awarded.

	Authorization
	Director of the County Emergency Management Agency

	Name of Authorizing Person
	     

	Title
	     

	Signature
	     

	Date Signed
	     


FY08 Citizen Corps Program Grant Application

Questionnaire

1.) Which of the following best describes the applicant’s current status (check “X” only one option)?
	A.
	Established and Active Citizen Corps Council (Registered on www.citizencorps.gov)
	 FORMCHECKBOX 


	B.
	“Start-up” Citizen Corps Council (i.e. – Not registered on www.citizencorps.gov) *
	 FORMCHECKBOX 


	C.
	Registered Citizen Corps Council, but in name only.  Currently no programs or activities.
	 FORMCHECKBOX 



* If you checked option b. “Start-up” answer questions 1-3 only.  In addition, if your familiarity with Citizen Corps is limited, it is highly recommended that you refer to Citizen Corps: A Guide for Local Councils available on the national website at http://www.citizencorps.gov/pdf/council.pdf.

2.) Although this grant has no match requirement, does your Council and/or component programs (e.g., CERT, MRC, etc.) plan to obtain, or currently receive, “in-kind” local support or leverage other Homeland Security funding sources in order to extend outreach/training/volunteer opportunities either in time or scope?    NO  FORMCHECKBOX 
            YES
 FORMCHECKBOX 
   (If yes, detail “in-kind” functions and dollar amounts below.)      

     a. List source and dollar amount from local “in-kind” support

	     


     b. List source and dollar amount from other grants (including other portions of Homeland Security grants, e.g. – UASI, MMRS, SHSP, LETPP, etc.)

	     


3.) List the various groups, agencies, and organizations represented in your Council and their general category of activity, below. For start-up Citizen Corps Councils, list the partners you foresee represented in your Council. (Your County Emergency Management Agency is an essential partner to have as a member).

	     


4.) Describe any past activities, projects, initiatives or events sponsored or supported by your Council that illustrate successful partnerships with business, disaster relief organizations, community groups, local government agencies, etc.  

	     


5.) Address and illustrate the cost effectiveness of your program with reference to your previous CERT/Citizen Corps grants.  If you did not receive a previous grant, discuss your program’s cost effectiveness in relation to other resources.

	     


6.) Describe any attempts by your Council to evaluate the effectiveness of its programs and/or to assess the needs of the community for particular public safety education/awareness programs.

	     


FY08 Citizen Corps Program Grant Application

Budget Detail Worksheet
As part of the jurisdiction’s application, you should complete a Budget Detail Worksheet.  The worksheet is preset for 10 separate projects, however you may select as few as one based on your jurisdiction or Council’s need.  

The Budget Detail Worksheet is saved as an Excel Spreadsheet file.  This program was selected due to its ubiquity.  If your organization does not have access to Microsoft Excel please contact OhioCitizenCorps@dps.state.oh.us to arrange alternative accommodations.

Complete the Budget Detail Worksheet electronically.  Do not print out the forms and type or write in the blanks.  

There are multiple sheets (tabs) within the Microsoft Excel Workbook that comprises the Budget Detail Worksheet.  There are four types of sheets within the workbook.  

1. The first tab contains instructions for use of the sheet.  

2. The second tab is the Project and Budget Summary page; on this page, you should fill in each cell that is yellow in color.  
3. The third type of tab is the individual project worksheet.  Again, complete all yellow cells, being as specific and concrete as possible.  Additionally, fill-in the “Budgeted Expenses” section of the sheet, taking care to ensure that the program and cost categories are accurately completed.  Jurisdictions are not required to have more than one project, but may have no more than 10.
4. The final tab is the Workbook Key and Reference.  It is provided to allow sub-recipients to reference in one place the appropriate parts of guiding documents, including the Homeland Security Strategy, Target Capabilities List and Authorized Equipment List.

After submitting a Detail Budget Worksheet with the application, it may be necessary to revise the budget worksheet based on the amount awarded or in the event that a project is deemed ineligible.  An approved Detail Budget Worksheet must be on file prior to spending grant funds.
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Section 3 – 
Requesting Cash and Managing Your Award Locally

Upcoming Changes:  
Introduction of an Electronic Grant Management System

At some point during calendar years 2009 or 2010, the Ohio Emergency Management Agency will release for local use an Electronic Grant Management System platform (eGMS).  After the opening of the platform for local use, sub-recipients will submit budget revisions and cash requests via the platform.  .

Managing Your Grant

Budgeting and Budget Modification

In Ohio, the Citizen Corps Program Grant award usually differs from the amount asked for by applicants.  Because of this difference, sub-recipients (awardees) are required to revise and resubmit the Budget Detail Worksheet completed at the time of application.  

Sub-recipients will generally determine how to best reallocate funds based on locally determined priorities.  In some instances, projects or line items may be determined to not fall within the scope of allowability and will therefore be prohibited.  This notification will be made in writing at the time of the award.

Recipients must complete, and submit for approval, a Budget Worksheet. The Budget Worksheet can be downloaded from the Ohio EMA website at http://www.ema.ohio.gov/CitizenCorps_ProgramGrants.aspx or may be requested from OhioCitizenCorps@dps.state.oh.us.  Be sure to select the form for the applicable fiscal year.  Forms relating to the FY08 CCP grant will be marked “2008 CCP.”   The form may be submitted via e-mail, fax or U.S. Mail so long as the document is signed.

An approved budget must be on file with Ohio EMA before Cash Requests will be processed.  Cash Requests must follow the approved budget.  

Budget modifications are allowable at any time, but the Ohio EMA Citizen Corps Grant Coordinator must approve changes to your budget prior to the recipient submitting Cash Requests.  

Tracking Your Award

Recipients should maintain a file, separate from other grant records, for all activities related to this award.  It will benefit each recipient to keep a spreadsheet or ledger containing the original award amount and any transactions against that account, including cash requests, adjustments (at end of performance period the balance of any award is returned to the sub-grantor), and amendments to award.  

Managing Federal Funds (Cash and Accounting Management)
Funds should be disbursed from the local account as soon as possible (refer to your grant agreement
Expenditures must only be for eligible program activities. Refer to this grant guidance and your jurisdiction’s Grant Agreement for eligible program activities.  Sub-recipients are required to adequately track and document all grant expenses. Sub-recipients should consider the following in order to establish a system that meets Federal requirements: 

· The accounting system must track costs, by grant as well as by program category (e.g., planning, equipping, training, exercising, management and administration) and cost category (e.g., personnel, supplies, equipment, and travel). When establishing expense categories you should refer to the budget categories listed in this grant guidance and your approved budget worksheet. 

· Ensure that all costs are allowable and acceptable. If you have any questions as to the allowability of costs, refer to the applicable OMB Circular for your organization or contact your Grant Coordinator prior to incurring those costs. 

· Maintain good records. Make sure to file all invoices, payroll expenses, etc. with all supporting information (e.g., contracts, time cards, etc.). 

· File all expense records by expense category. In the case of multiple grant awards, each grant should have its own master file. 

· Your accounting system should enable you to provide financial information, summarized by expense category (i.e., a general ledger report). This system will also help support your payment requests. 

Disposition of Interest Earned on Federal Funds
Interest earned on federal grant funds must be returned to the Treasury of the United States.  Federal funds should be disbursed in a timely manner, such that interest earned is not an issue.
All interest over $100.00 must be returned to Ohio EMA with a note indicating which grant or grants earned the interest.  

Inventory Management

Recipients must maintain a record of inventory for all equipment purchased under this grant.  If equipment will be issued or maintained by an organization other than the direct sub-recipient then a memorandum of agreement should be entered into that ensures that the recipient will abide by terms of the grant agreement, will maintain the equipment in accordance with federal law, if requested will use the equipment for multi-jurisdictional response and will return the equipment if deemed necessary by the Department of Homeland Security or the Ohio Emergency Management Agency.

Information that should be recorded includes:

1. Description of Equipment

2. Purpose of Equipment

3. Any serial numbers or other identifying numbers on the Equipment

4. The source of the property and who holds title

5. If stored, the location, including address

6. If issued, the name and contact information of the recipient

7. Dates, including dates of purchase, receipt, transfer or issuance

8. Cost of the property and the percentage of federal participation

9. Use and condition of the property

A physical inventory must be taken and the results reconciled at least once every two years. If property is disposed of, the disposition documentation supporting the disposal date, sales price, etc. must be maintained. Ohio EMA must be notified if equipment with a per unit fair market value in excess of $5,000 is going to be disposed of as the awarding agency has rights to the proceeds. Refer to 44 CFR 13.32 for additional or more detailed guidance on equipment.

Performance Period 

The Performance Period for the FY08 CCP grant will be from September 1, 2008, through March 31, 2011.  Prior to the end of the performance period, recipients must complete all programmatic activities (training, equipment purchases, planning, exercises, etc.) and submit final Cash Requests.

Qualifying costs for the Citizen Corps Program Grant must occur within the performance period indicated on the Notice of Award and Grant Agreement.
Adjusting the Award 

It will happen occasionally that the sub-recipient is not able to spend the award to a zero-balance.  In this instance, a letter should be sent to the grant coordinator with the subject line: 2008 Citizen Corps – Request for Award Adjustment indicating the amount that will remain unspent.   
Grant Program and Administration Desk Reviews, Site Visits and Audits
At random, or if a problem arises, the SAA may request copies of additional documentation (not provided with the cash request or budget reviews, e.g., copies of ledgers, purchase orders, vouchers, canceled checks, etc) for the purposes of conducting a Desk Review of the recipient’s grant program and administration.  Typically, during a desk review, the grant coordinator will select a cash request form from the sub-recipient’s file and request all documentation and forms related to that request, including encumbrances, vouchers, invoices, checks/warrants, inventory records, pay-ins, payouts and bidding documentation.
Sub-recipient monitoring is a federal requirement, and is guided by OMB Circular A-133 (see Sub-part D (d) (3)).  
Periodically, SAA staff will make grant program site visits.  During site visits, the SAA staff will review local grant files and programmatic records.  Recipients may be selected for Site Visits at random or due to problems that surface in a Desk Review.

The appropriate Federal or State entity may conduct audits at any time, and sub-recipients will be required to provide all documentation upon request.  Upon request of the Ohio Emergency Management Agency, and any other entity having jurisdiction, the sub-recipient must provide requested records and documents.  Failure to provide the requested documents may result in the forfeiture of current and future federal grant awards.  See the section below for appropriate time-frames and examples of records and documents required for retention.

The Ohio Emergency Management Agency, U.S. Department of Homeland Security and other appropriate state and federal departments reserve the right to timely and unrestricted access to any and all records that pertain to the grant award.

Record Keeping and Retention

Records related to the grant must be kept on file for a minimum of three (3) years from the state’s federal closeout of the grant.  Refer to the Grant Agreement for more detailed information.
Records to retain include, but are not limited to: 

· Grant administration documents (e.g., Notices of Award and Grant Agreement, Amendments to Award, Cash Requests, Budget Worksheets, etc.)

· Time and Attendance Records for Staff Costs

· Statements of Work (Including copies of Contracts for Services) or Memoranda of Agreement or Understanding 

· Invoices (for services and equipment) 
· Ledgers

· Accounting support (e.g., payroll reports, expenditure and revenue reports, etc.)
· Inventory records (Inventory records should be retained indefinitely)
· Training rosters, Training announcements

· Agendas (for meetings or training sessions) and Minutes

· Documents or publications developed using grant funds (plans, SOPs, presentations, promotional materials)

· After Action Reports and/or Corrective Action Plans from exercises

· Charters, by-laws, and other council documents

If there is an audit, claim or litigation regarding the grant, which began before the end of the three-year period, the records must be kept until all matters are resolved. Equipment records must be kept for three years after the equipment is disposed.
Cash Request Process

After the recipient incurs costs, they submit Cash Requests to Ohio EMA.  Funds must be paid out within ten days of the recipient receiving funds.

The process for Cash Request will generally resemble the following steps:

1. Recipient submits a Budget Worksheet and gains approval.  
EXERCISE COSTS MUST COMPLY WITH THE HSEEP METHODOLOGIES.
2. Sub-Recipient receives service and/or equipment.

3. After receiving the invoice or bill, the sub-recipient completes the Cash Request form and submits it to Ohio EMA.  Sub-Recipient should gather all documentation associated with the Cash Request to submit and file as appropriate.

4. Recipient submits Cash Request with copies of all invoices and other supporting documentation to Ohio EMA for processing.

5. The Ohio EMA Grant Coordinator will review the Cash Request.  If substantial changes are required, the recipient may be asked to submit a revised Cash Request or supply additional information.

6. If insufficient documentation is provided or there are sufficient material problems with the cash request form, the forms and documentation may be returned to the jurisdiction with a letter explaining deficiencies.

a. Grant Coordinators will work cooperatively with sub-recipients to resolve disputes.

b. If the sub-recipient disagrees with the findings of the Grant Coordinator and a resolution cannot be reached, the sub-recipient will appeal to the Grant Administrator.

c. If resolution is still not achieved, further appeals may be delivered to the Grants Division Director and the Executive Director of the Ohio Emergency Management Agency, who shall be the final arbiter.
7. If no deficiencies are found and all paperwork is in order the Grant Coordinator approves the request and forwards to the appropriate Grant Administrator for management approval.

8. Once approved, the Cash Request is forwarded to the Fiscal Office for processing.  

a. Requests are batched, as needed, and cash is ordered

b. Once the State of Ohio receives funds the request is vouchered and an Electronic Funds Transfer (EFT) for the funds will be created

9. Every effort is made to deposit funds into local accounts within 30 days of cash request approval.  Problems with cash requests, including lack of supporting documentation will delay the approval and processing of cash requests.  (FYI- monthly DHS account reconciliation during the last week of each month, and for approximately 10 days prior to the end of each quarter may extend this period of time, as there will be no fiscal processing).  

Cash Request Form

The Cash Request form can be downloaded from the Ohio EMA website at http://ema.ohio.gov/CitizenCorps_ProgramGrants.aspx.  Be sure to choose the correct form for the fiscal year.  Forms relating to the FY08 CCP grant will be marked “2008 CCP.”   The form may be submitted via e-mail, fax or U.S. Mail so long as the document is signed.

All relevant parts of the Cash Request form must be filled-in or the Grant Coordinator may return the form to the recipient for completion or revisions.  Invoices and other back up documentation must be included at the time of submission.

ALL cash requests including costs for meetings, training events or exercises must include a copy of the agenda (or program of instruction or exercise plan, as appropriate) and a sign-in sheet from the event.  

Section 4 – 
Use of Private Non-Profits and other Contractors for Program Administration

In some instances, county Citizen Corps Councils have determined that the optimal method for implementing the Citizen Corps Program is to contract with a local voluntary or private non-profit organization to manage their program.    This has served to nurture the vital partnerships between the government agencies, Voluntary Organizations Active in Disasters and other non-governmental organizations and private non-profits.  Oftentimes, this has placed the administration of the program in the hands of those most capable of ensuring a maximum return on investment.
Avoiding Conflicts of Interest
To avoid potential conflicts of interests and the appearance of conflicting interests, Voluntary Organizations and other Private Non-Profits that are contracted by the Ohio Community Service Council as Lead Volunteer Centers, may not directly manage local Citizen Corps Program.  

The prohibition does not prevent the local council from contracting with the Lead Volunteer Center for the provision of specific services or products so long as the Lead Volunteer Center is not also contracted to provide the same by the Ohio Community Service Council.  Further, this restriction does not prohibit membership on the local Citizen Corps Council.

Formalization of Agreements
To ensure a clear and concise understanding between the sub-recipient organization and any other party, all agreements for services and goods must be made in writing.  This may take the form of a contract with specific deliverables, or in some instances a Memorandum of Agreement between organizations.  
In most instances, a contract with specific deliverables will be the best option for sub-recipients.  In limited instances, the Memorandum of Agreement may be the better option.
In any instance where a Memorandum of Agreement or Understanding is used, or any other instance where the award is effectively sub-granted to another entity, the sub-recipient must put into place a program to monitor implementation of the program and ensure compliance with all applicable local, state and federal regulations and agreements.
Determining Whether to Sub-Grant or Use a Standard Vendor Transaction 

Sub-Awards. Sub-awards (sub-grants) are awards of financial assistance made by the grantee to eligible sub-recipients for the purpose of providing support or stimulation to accomplish a public purpose. This includes financial assistance when provided by any legal agreement, whether it is referred to as a contract or a grant. Sub-award agreements are sometimes referred to as "Pass-Through" funds. A sub-award should be used if the recipient has the following responsibilities: 

· Will have the responsibility for making decisions regarding the work to be performed 

· Will use the funds to perform the project for its own purposes 

Vendor Transactions. Vendor transactions are the purchases of goods and services, typically acquired through either purchase orders or contracts. They are not considered sub-awards. Grant recipients must follow the local procurement requirements when purchasing goods and services.  The federal suspension and debarment list must be checked prior to making purchases. A vendor transaction should be used when: 

· The goods or services are directly provided to the Grantee organization for its own use; 

· The Grantee specifies the requirements for the service/goods; and, 

· The Grantee organization has control over the service being performed. 

Issuing a Sub-Award

Sub-awards should be written agreements and include the following items: 

· Information sufficient to identify the Federal Program/Agency that provided the initial funds, such as: 

· Catalog of Domestic Federal Assistance Number 

· Federal agency's name 

· Federal Grant Number and title of the project 

· Federal requirements that apply to the sub-recipient, usually incorporated by reference. 

· State agency name

· State Grant Number

· State Grant Agreement Number

· State requirements that apply to the sub-recipient, as included in the grant agreement and this grant guidance
· Any supplemental requirements from your agency and the local Citizen Corps Council. 

· A description of the work to be performed. 

· Duration of the project. 

· Amount of funds being provided, including matching funds required. 

· Agreement for access to records and record retention requirements. 

All sub-recipient awards must be closely monitored. The county emergency management agency (or health department) is responsible for ensuring that these awards are used for purposes in compliance with federal laws, regulations, and federal and state grant program requirements. The sub-recipient is also responsible for ensuring that the performance goals are achieved and the project is completed. Keeping detailed records of your monitoring activities is highly recommended.
Access to Records

To maintain transparency and ensure that local, state and federal entities are able to access all records pertaining to the expenditure of these federal grant funds, any organization that is a recipient of grant funds will be required to provide formal (written) assurances that access to records pertaining to expenditures for program management and implementation will be granted upon request.  

This will include access to all financial records, including, but not limited to ledgers and accounts payable information.  This access may be requested as either part of the sub-recipient monitoring program required by OMB A-133 or as an audit.
Section 5 – 
Local Citizen Corps Council Formation and Maintenance
County Citizen Corps Councils

All recipients of the Citizen Corps Program Grant must register their program on the National webpage (www.citizencorps.gov).  Existing programs must periodically inspect and update the information for points of contact and active programs to ensure accuracy.
Citizen Corps Councils should have diverse membership comprised of emergency management, law enforcement, fire, volunteer, private non-profit and other appropriate organizations.  
Regional Citizen Corps Councils

Regional Citizen Corps Councils must also be registered on the www.citizencorps.gov website.  
Regional councils should be comprised of county councils or those organizations that would normally comprise a county council.  Prior to expending this federal award, the regional council must formally adopt a framework for shared decision-making responsibilities that is equitable for all member jurisdictions.  This should be in the form of a constitution or by-laws.  Each member should also sign a memorandum of agreement indicating their desire to join their efforts as a regional council.  
The regional council should also develop a framework to ensure an equitable allocation of resources.
Registering Activities on the National Citizen Corps Calendar of Events
Grant recipients are required to post all training sessions, meetings and events on the National Citizen Corps Calendar of Events.  The Calendar of Events is located at http://www.citizencorps.gov/citizenCorps/eventCalendarMap.do.  To add an event follow the hyperlink titled, “Click here to Register a new event on the Citizen Corps calendar.”  Failure to register an event will result in the forfeiture of Citizen Corps Program Grant funding for that event.
Registering Charter Programs on the National Citizen Corps Page

Citizen Corps charter programs (i.e. – CERT, Neighborhood Watch, Volunteers in Police Service, Medical Reserve Corps, Fire Corps) must also be registered with the appropriate national website at that time or as they are established.
Section 6 – Contact and Resource Information

State Administering Agent Contacts for FY08 CCP Grant

General Programmatic Inquiries may be made to OhioCitizenCorps@dps.state.oh.us.

Please address inquiries regarding the FY08 Citizen Corps Program Grant to your region’s Preparedness Grants Coordinator:

Todd Barstow

Office Phone:  614-799-3603

Primary Email:  tmbarstow@dps.state.oh.us
Joe Haller

Office Phone:  614-799-3690

Primary Email:  JDHaller@dps.state.oh.us
Todd Koah

Office Phone:  614-889-7174

Primary Email:  tpkoah@dps.state.oh.us
Kathleen Nelson

Office Phone:  614-799-3836

Primary Email:  Knelson@dps.state.oh.us
Ohio Emergency Management Agency

ATTN: 2008 Citizen Corps Grant
2855 W. Dublin-Granville Rd

Columbus, Ohio 43235

Directories

Citizen Corps Council POC Directory

Citizen Corps Council POC information can be accessed on the web at http://www.citizencorps.gov/citizenCorps/councilsforstate.do?state=OH.  If you have difficulty making contact or discover errors in the information, please contact the SAA coordinator for FY08 CCP.

Local Medical Reserve Corps POC Directory

Medical Reserve Corps POC information can be accessed on the web at http://www.medicalreservecorps.gov/state.asp?State=41&GO.x=8&GO.y=10.  If you have difficulty making contact or discover errors in the information, please contact the SAA coordinator for FY08 CCP.
County Emergency Management Agency Directory

Contact information for County Emergency Management offices can be accessed on the web at http://eoc.ema.state.oh.us/OpsCenter/Contacts/OEMATelephoneDirectory/CountyDirectorList_web.aspx.  If you have difficulty making contact or discover errors in the information, please contact your SAA grant coordinator for the FY08 CCP.

Community Emergency Response Team POC Directory

CERT POC information can be accessed on the web at http://www.citizencorps.gov/cc/CertIndex.do?reportsForState&cert=&state=OH.  If you have difficulty making contact or discover errors in the information, please contact OhioCitizenCorps@dps.state.oh.us for assistance.

Resources

Useful Websites

The following are just some of the Citizen Corps and Citizen Corps Charter Program websites that will provide useful programmatic and contact information.

http://www.ema.ohio.gov/CitizenCorps_ProgramGrants.aspx -- Contains the state and federal forms, guidance documents and general citizen corps information needed by subgrantees.

www.citizencorps.gov – Provides background on Citizen Corps, its affiliates and partners.  Includes a directory of local Citizen Corps Councils as well as VIPS, MRC, and Neighborhood Watch programs 

http://www.citizencorps.gov/cert/  – CERT resources including how to start and maintain a program, CERT instructional materials, and CERT program directories by state.

www.naem.com/connection.html – National newsletter on CERT and other Citizen Corps preparedness initiatives.

www.volunteersinpoliceservice.org – National VIPS website.

www.medicalreservecorps.gov – National MRC website.

www.usaonwatch.org – National Neighborhood Watch Program website.

www.firecorps.org – National Fire Corps website.

www.serveohio.org – Contains information on Ohio Citizen Corps, news and events, and Ohio contact information.  Both volunteers and volunteer programs can be registered through this website.  In addition, visitors can search a database of volunteer opportunities in their area.

Citizen Corps promotional resources have been developed for local adoption by the Ohio Community Service Council and are available for download at: http://www.serveohio.org/OhioCitizenCorps_CouncilResources.aspx.

http://www.serveohio.org/OCC_files/REGIONAL%20LEAD%20CONTACT%20INFORMATION%20(4).doc.  Lead Volunteer Centers have been involved with Citizen Corps development since its inception in Ohio.  LVCs can provide technical assistance to local councils and Emergency Management Agencies in setting up, expanding, or revitalizing Citizen Corps volunteer programs, and may organize training opportunities.
www.training.fema.gov/emiweb/IS/crslist.asp – List of EMI Independent Study courses in emergency management-related topics, including “Are You Ready: An In-depth Guide to Citizen Preparedness (IS-22).”

www.ready.gov – DHS website for citizens on the basics of personal and family preparedness.

www.llis.gov – The Lessons Learned Information Sharing Network – a free, password-protected site with a wide-range of useful emergency management and homeland security materials, tools, research, and best practices.

Online Documents

The following documents are available to download from the internet and pertain to Citizen Corps, its programs and related initiatives:

https://www.llis.dhs.gov/member/secure/detail.cfm?content_id=20815 – Target Capabilities List 2.0 (NOTE: It is necessary to register on LLIS in order to receive a password to access the material).

http://www.fema.gov/pdf/government/grant/hsgp/fy08_hsgp_guide.pdf – Federal Fiscal Year 2008 Homeland Security Grant Program federal guidance, full document.

www.citizencorps.gov/councils/ – Download a guide to establishing a Citizen Corps Council and charter programs as well as a PowerPoint presentation that can be customized for local use.  Guidance on each charter program can be accessed through the respective program’s website (see above).

http://www.citizencorps.gov/cert/start.shtm  – A comprehensive resource for starting and maintaining a CERT program (deemed a “must have” by many program coordinators).  

http://www.serveohio.org/OCC_files/VRC_Manual_Aug2007.pdf– Electronic copy of the Volunteer Reception Center manual developed by members of the State of Ohio Security Task Force.  Updates to this manual are ongoing.  Please contact Ohio Community Service Council for additional information.  Contact information is available at www.serveohio.org. A Word version of the document is available at http://www.serveohio.org/OCC_files/VRC_Manual_Aug2007.doc.

Code of Federal Regulations

Sub-Grantees must comply with the grant administrative requirements found in Title 44 Code of Federal Regulations, Part 13, available online at www.access.gpo.gov.  Suspension and Debarment rules are found in Title 2 CFR, Part 180.
OMB Circulars

The circulars are organized around three categories:  Cost Principles, Administrative Requirements and Audit Requirements.  There are circulars in each category geared towards a specific audience, e.g., state and local governments or educational instituations. 

Which Circular do I Follow?
· Cost Principles
· A-21, Educational Institutions (05/10/2004) HTML or PDF (109 pages, 263 kb), Relocated to 2 CFR, Part 220 (30 pages, 384 kb)
· A-87, State and Local Governments (05/10/2004) HTML or PDF (57 pages, 199 kb), Relocated to 2 CFR, Part 225 (18 pages, 362 kb) 
· A-122, Non-Profit Organizations (05/10/2004) HTML or PDF (55 pages, 220 kb) , Relocated to 2 CFR, Part 230 (17 pages, 235 kb) 

· How are cognizant agencies determined for indirect costs? 

· Where is the updated OMB list? 

· Administrative Requirements
Refer to awarding agency's codification(s) of A-110 and A-102 for information on how to comply with these requirements under specific assistance agreements. 

· A-102, State and Local Governments (10/07/1994, amended 08/29/1997) 
· Where is the A-102 Common Rule? 

· Where are the Attachments to A-102? 

· Where have Agencies Codified the A-102 Common Rule? 

· A-110, Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations (11/19/1993, amended 09/30/1999, Relocated to 2 CFR, Part 215 (32 pages, 243 kb)) 

· Where are the Attachments to A-110? 

· Where have Agencies Codified A-110?
· Audit Requirements 

· Audits of States, Local Governments, and Non-Profit Organizations, Revisions to Circular A-133 (June 26, 2007) (2 pages, 78 kb) 

· A-133, States, Local Governments, and Non-Profit Organizations (06/24/1997, includes revisions published in Federal Register 06/27/2003) HTML or PDF (33 pages, 127 kb) 

This Circular is issued pursuant to the Single Audit Act of 1984, P.L. 98-502, and the Single Audit Act Amendments of 1996, P.L. 104-156. It sets forth standards for obtaining consistency and uniformity among Federal agencies for the audit of States, local governments, and non-profit organizations expending Federal awards.

This circular outlines compliance requirements concerning federal audits. It is updated annually.

· 2008 OMB Compliance Supplement 

· 2007 OMB Compliance Supplement 

· 2006 OMB Compliance Supplement 
-- Appendix A: Data Collection Form (Form SF-SAC)
·  Suspension and Debarment

Click here for Suspension and Debarment Guidance (November 15, 2006) (2 pages, 73 kb) 
Annex A: Program and Cost Categories for the Citizen Corps Program Grant
	Program Category
	Cost Category

	Planning
	Public Education / Outreach

	Planning
	Public Education / Outreach - Promotional Items

	Planning
	Staff Costs (full or part-time)

	Planning
	Contractor / Consultant Costs

	Planning
	Develop and Enhance Plans and Protocols

	Planning
	Develop or Conduct Assessments

	Planning
	Implementing and managing programs for equipment acquisition, training and exercise

	Planning
	Establish, enhance or evaluate Citzen Corps related volunteer programs

	Planning
	Conferences to facilitate planning activites

	Planning
	Travel / per diem related to planning

	Planning
	Personnel

	Equipment
	Explosive Device Mitigation

	Equipment
	Information Technology

	Equipment
	Power Equipment

	Equipment
	Inspection and Screening Systems

	Equipment
	Operational, Search and Rescue

	Equipment
	Interoperable Communications

	Equipment
	Detection Equipment

	Equipment
	Decontamination Equipment

	Equipment
	Physical Security Enhancement

	Equipment
	Terrorism Incident Prevention

	Equipment
	Logistical Support

	Equipment
	Personal Protective Equipment

	Equipment
	Incident Response Vehicles

	Equipment
	Medical Supplies and Limited Pharm.

	Equipment
	Reference Materials

	Equipment
	Agricultural Prevention Equipment

	Equipment
	Response Watercraft

	Equipment
	Aviation Equipment

	Equipment
	Cyber Security Enhancement

	Equipment
	Intervention Equipment

	Equipment
	Citizens Corps Equipment

	Equipment
	Citizens Corps Equipment - CERT/MRC Kits and Backpacks

	Equipment
	Citizens Corps Equipment - Clothing for Identification

	Equipment
	Shipping Cost

	Equipment
	Sales Tax

	Equipment
	Installation

	Equipment
	Consultant Costs

	Training
	Contractor Costs

	Training
	Other (attach separate itemized list)

	Training
	Travel Costs

	Training
	Training Supplies

	Training
	Overtime Costs

	Training
	Backfill Costs

	Training
	Workshops and Conferences

	Training
	Staff Costs (full or part-time)

	Exercise
	Travel Costs

	Exercise
	Exercise Supplies

	Exercise
	Exercise Planning Workshops

	Exercise
	Contractor Costs

	Exercise
	Overtime Costs

	Exercise
	Backfill Costs

	Exercise
	Staff Costs (full or part-time)

	Exercise
	AAR and CAP/IP report costs

	Exercise
	Other (attach separate itemized list)

	Management and Administration
	M&A Staff Costs

	Management and Administration
	Contractor Costs

	Management and Administration
	Travel Expenses

	Management and Administration
	Meeting Related Expenses

	Management and Administration
	Authorized Office Equipment

	Management and Administration
	Recurring Office Expense (cell phone, fax)

	Management and Administration
	Office Lease-Rental Space Costs


Annex B:  Supporting Documents for Cash Requests
The following are examples of supporting documentation that should be submitted with cash requests by Cost Category.  In limited instances, documentation not listed below may also be required to support grant expenditures.  

Planning Expenditure Supporting Documents:
· Invoices

· Agendas

· Sign-in sheets

· Minutes

· Time and Effort Logs (Time Sheets)

· Copies of Plans, Procedures, Promotional Materials developed
· Contracts with Vendors for Planning Services

· Contractor Statements of Work

Equipment Expenditure Supporting Documents:

· Invoices

· Inventory Records and Hand Receipts

Training Expenditure Supporting Documents:

· Training Approval Form

· Invoices

· Sign-in Sheets

· Programs of Instruction (POIs)

· Agendas

· Time and Effort Logs (Time Sheets)

· Contracts with Vendors for Planning Services

· Contractor Statements of Work

Exercise Expenditure Supporting Documents:

· Printout of exercise listing on the Multiyear Training and Exercise Plan (TEP)
· HSEEP Compliance Guidance Checklist (https://hseep.dhs.gov/support/HSEEP_Compliance_Aid_Final.pdf)

· HSEEP Compliance Documents

· Exercise Plan (EXPLAN)

· Master Sequence of Events List (MSEL)

· Corrective Action Plan (CAP)

· Invoices

· Roster or Sign-In Sheets

· Time and Effort Logs (Time Sheets)

Exercise planning schedule is set using HSEEP suggested guidelines as listed below:

· Initial Planning Conference

· Midterm Planning Conference

· Master Scenario Events List (MSEL) Conference

· Final Planning Conference

· After Action Conference

Additionally, budget or cash request approval may require that:

· Exercise objectives are designed to support demonstration of selected capabilities.

· Exercise evaluation is designed to validate achievement of objectives.

· After Action Report / Improvement Plan (AAR/IP) is completed and accurately captures written analysis of exercise events as they pertain to meeting objectives.

· IP elements are assigned to knowledgeable points of contact with realistic timeframes for action and implementation.

· Final AAR/IP posted to appropriate program portal within timeline guidance.

· IP completion is coordinated with Multiyear TEP revision to provide input on future exercise capability validations.
Management and Administration Expenditure Supporting Documents:

· Time and Effort Logs (Time Sheets)

· Invoices

· Direct Cost Supporting Documents (Contracts, Costs of Materials used (paper), etc)
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