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PURPOSE. This Handbook is designed to provide policies and procedures
on the administrative aspects of grant management for LEAA cateogrical
grants. Policles and procedures in this Handbook are developed to
insure consistency by LEAA offices in the administration of LEAA grants.

APPLICABILITY. Policies and procedures set forth in this Handbook are
applicable > all categorical grant programs and projects of LEAA.

USE. This Handbook is designed to serve as the basic reference for
those LEAA personnel involved in the ongoing management aspects of

LEAA categorical grants, and for others within the operating programs

of LEAA whe deal with the award, review, and/or other program manage-
ment aspects of these grants. The Handbook does not describe procedures
for resolving technical problems that may be encountered in managing
LEAA grant programs. Specialized "hundbooks" and "program guides”

have been developed by specific LEAA operating components to provide
instructions on those kinds of problems.

DPOLICY DEVIATIONS. In the event an LEAA manager determineg that a
policy should not be or cannot be applied to a program or project, or
to a particular circumstance of a program or project, a written request
for deviation shall be submitted to the Office of the Comptroller.

This request shall specify: the provisions of the policy that are
considered inapplicable to the project, program or circumstance; the
reasons why they are considered inapplicable; and the provision that

is intended to be substituted. Action shall not be taken to implement
the proposed deviation until written authorization has been received
from the Office of the Comptroller.

PLAN OF THE HANDBOOK. This Handbook is divided into seven chapters,

with each chapter providing procedures for an aspect of grant admini-
stration.

a. Chapter 1 pvovides an overview of the preapvlication/application and
grant management process.

b. Chapter 2 provides procedures €fcr the preparatlon submission,
review and award of categorical grants.

¢. Chapter 3 provides procedures for preparation, submission, process-—
ing, review and award of applications for categorical funds.

d. Chapter 4 describes the role of the Flnanc1al Management Manual

and provides administrative requlrements reqgarding change in the
parameters of a project, subsequent to award.

Page i,
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e. Chapter 5 provides procedures for monitoring ongoing procjects
funded through categorical grants.

£f. Chapter 6 discusses LEAA grant close-out procedures, to be employed
upon expiration of categorical grants.

g. Chapter 7 assigns responsibility for providing information into

PROFILE.

MAJOR TEXTUAT CHANGES. The following major changes ars incorporated
Iin this handbook. a

a. Chapter 1 paragraph 7c. Grants Contract Action Board will review
all categorical grants in excess of $300,000. Grants $300,000 oxr
less will be sent directly to the administration for approval.

b. Chapter 1 paragraph 9. Provides guidance for the selection of
award instrument, (Contract or Grant).

c. Chapter 3, paragre 2 47. Defines the nature and extent of the
grant managers review of applications. See Appendix 4 for
Revised Grant Managers Memorandum.

d. Chapter 3, paragraph 49f. Establishes new procedures for Part E
review and certification.

e, Chapter 3, paraygraph 49c¢. Establishes new requirement for Equal
Employment Opgportunity.

f. Chapter 3, paragraph 42d. Establishes new requirement for
privacy certification (see Appendix 24 for Certification sample).

g. Chapter 3, paragraph 50. Defines the nature and extent of the
budget review.

h. Chapter 3, paragraph 50c. Establishes a nuw requirement for
integrity/capability review.

i. Chapter 3, paragraph 52a. Kkequires Office Heads to certify all
grants. See Appendix 22 for a sample of the Office Head Certifi-
cation.

j. Chapter 3, paragraph 52c. Requires the Comptroller to certify all
categorical grants. Note: 1if the Comptroller is unable or

unwilling to certify a grant, the grant is retivrvned to the Program
Office.
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k. Chapter 4, paragraph 86. List changes to a grant which require
issuance of an adjustment notice. Reguires the grant manager to
prepare a memorandum of project change which sets forth the reason,
basis and circumstance which justify the change and requires the
grant manager to forward the adjustment package to FMGAB for
numbering, data input to PROFILE and mailing to the grantee.

1. Paragraphs 97, 98 and 99. These paragraphs establish new
procedures for the receipt review and analysis of grantee progress

and financial reports.

‘} m. Chapter 7. This chapter assigns responsibility for data input
into PROFILE.

7. CANCELLATION. Handbook 4500.2, Procedures for Administration of
Categorical Grants dated February 8, 1977 is cancelled.

8. FURTHER GUIDANCE. Office of the Comptroller, Policy and Training
Division, will be pleased to deal with questions not covered by this
handbook and welcomes suggestions calculated to increase the utility
of this handbook or clarify its contents. Active participation in
such efforts by agency personnel can help considerably to build this
handbook into a superior working tool for discharging grant admini-
stration responsibilities.

James M. H. Gregg
L Bssistant Administrator
Office of Planning and Management
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CHAPTER 1l: OVERVIEW OF PREAPPLICATIONS/APPLICATTION/GRANT
MANAGEMENT PROCESS

SECTION 1: FUND TYPES AND STAGES OF PROCESS

1. TYPES OF CATEGORICAL FUNDS. LEAA categorlcal funds include all funds
provided by the Agency other than block funds and funds awarded pursuant
to Part D, Section 406 of the Omnibus Crime Control and Safe Streets Act
of 1968, as amended. Specific types of funds within this category are:

& Community Anti-Crime {Cn)
Discretionary, Part C and E (DF and ED)
Internship (IN)

v Juvenile Justice (ON,Js, and JC)
Law Enforcement Education Program (LP)
Research, Development, and BEvaluation (NT and CD)
Systems and Statistics (88)
Technical Assistance (TAa)
Training (PT and TN)

2. BASIC STAGES IN THE MANAGEMENT OF CATEGORICAL FUNDS

a. PREAPPLICATION. The preapplication stage consists of all LEAA con-
tact with a potential applicant prior to the submission of a formal
application. It is at this stage that programmatic personnel in
the Law Enforcement Assistance Administration (LEAA) provide counsel
to prospective applicants in project development, encourage grant
applications for projects which would contribute to LEAA's objectives
and discourage grant applications for projects which would not con-
tribute to LEAA's objectives. General preapplication standards are
given in Chapter 2.

b. APPLICATION RECEIPT, REVIEW AND ADMINISTRATION. This stage refers
to all LEAA administrative procedures necessary for formal review
and final disposition of all categorical grant applications. This

' step commences with the preparation and submission of a formal
application and terminates with the notification to the applicant
of the decision made on the grant application. Detailed procedures
are given in Chapter 3.

¢. GRANT ADMINISTRATION. Upon the award of a categorical grant, the
projec* director becomes responsible for managing the grant according to
several general financial standards and administrative conditions.
Chapter 4 deals with the use of the "Guideline Manual for Financial
Management", M7100.1 for determination of and adherence to financial
standards and provides procedures for administrative changes in a pro-
‘ ject, Grantee reporting requirements are also covered in this

Chapter.

Chap 1 Par 1
Page 1
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Upon the award of a categorical grant, the grant
manager becomes responsible for monitoring the grant and reporting

Chapter 5 deals with the

LEAA categorical grant monitoring policy and procedures.

Grant Close-Out.

manager
(FMGAB)
closing
cedures

FIGURE 1~1.

Process Stage

1.

Preapplication/
concept papers/
outlines

Application
Receipt, Review
and Admini-
stration

Grant Admini-
stration and
Monitoring

of grants.
for closing a grant,

Upon termination of a categorical grant, the grant

Functions of

Applicant/Grantee

*Concept development

*Possible submission of
preapplication, concept
paper, outline, etc.
{Chapter 2)

*Submission of Formal
Application Forms and
Information (Chapter 3)

*Making of grant assurances
(Chapter 4)

*Management of project
according to financial
and administrative
standards (Chapter 4)

*Self assessment on the
basis of project goals
{Chapter %)

Chap 1  par 2
Page 2

and the Financial Management and Grants Administration Branch
have functional responsibilities for the timely and proper
Chapter 6 deals with the LEAA policy and pro-

SUMMARY OF THE GRANT PROCESS*

Furctions of
LEAA

*Possible preappli-
cation counseling
(Chapter 2)

*Efficient and fair
processing of, re-
view of, and decisions
on, grant appli-
cations (Chapter 3)

*Effective review of
grants for grant
adjustments
(Chapter 4)

*Monitoring on the
basis of project
and agency goals

and management
standards (Chapter 5)




HB 4500.2A

DEC 2 1977
Grant Close Out *Submission of final *Close~out procedures
(Termination or reports (Chapter 6) Chapter (6)
Expiration of
Grant)
*Record Retention for a *Maintenance of records
minimum of three years, in an inactive file.
following submission of (Chapter (6)
FINAL Financial Status
Report.

SECTION 2: GRANTS ADMINISTRATION RESPONSIBILITIES
AND FUNCTIONS

RESPONSIBILITY OF OFFICE HEADS.

a.

All office heads shall be responsible for the proper administration
of all grants management functions assigned to their office.

All office heads shall appear at designated meetings of the Grant/
Contract Action Board as advocates for their grants, contracts, and
interagency agreements which fall within the jurisdiction of the
Board. Office heads may be accompanied by appropriate personnel
from their own office, as they deem necessary.

Any office head who is on approved leave or agency business of extreme
urgency will be exempted from the requirements of paragraph 3b. In
sucl: a case, a predesignated and approved alternate shall appear
before the Board as advocate.

THE OFFICE OF THE ADMINISTRATION. The Office of the Administration

establishes policy on all aspects of grants management. In addition,
the Office of the Administration shall make final determinations on
the approval or rejection of all recommended grant applications.

THE OFFICE OF THE COMPTROLLER. In the area of grants management, the

Office of the Comptroller shall be responsible for:

a.

Formulation and development of policies and procedures governing
the non-programmatic aspects of grants administration;

Supervision of all procurement activity;

Expeditious processing of grant applications, financial management
and administration of grants and closing out grants;

Maintenance of official application and grant files;

Chap 1 Par 2
Page 3
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Performance of all specific procedures ascribed to the Office of
the Comptroller in subsequent chapters; and

Maintenance of LEAA's computerized Grant Program File (PROFILE).

PROGRAM OFFICES

LEAA Program Offices include: all offices with authority to recommend

Processing. Program Offices shall review applications for grantc.
A grant manager will be assigned to each application and he/she
will have primary responsibility for the cognizant program office’'s

Monitoring. Grants shall be monitored for compliance with financial
and program requirements by program personnel, utilizing technical
and financial specialists as appropriate and necessary. Monitoring
procedures for all categorical grants are described in Chapter 5.

Program Management. Many grants will be part of integrated programs
designed to contribute to LI’AA's objectives. Program Office Heads
shall be responsible for the proper administration of all such pro-

Membership. The Grant/Contract Action Board consists of the

(4) Program Office Representative, Member. The Program Office
Representative will be selected from a panel consisting of
Assistant Administrators and other senior staff Ffrom OCJP,
OCJET, NCJISS and NILECJ. Panel membership will be designated
by the Administration. In no cases
may a Board member participate in the review of proposals from

a.
grant applications for approval.
b.
review (See Chapter 3).
c.
d‘
grams within their jurisdiction.
THE GRANT/CONTRACT ACTION BOARD.
a.
following members:
(1) Assistant Administrator, OPM, Chairman;
(2) Associate Administrator, OJJDP, Member;
(3) Comptroller, 0OC, Member; and
his/her office.
b.

Meeting Procedures. Office heads shall appear before the Board as
advocates for their grants, contracts, or IAA's unless on approved
leave or agency business of extreme urgency. In such cases, a
predesignated and approved alternate shall appear before the Board
as advocate. Office heads also may be accompanied by appropriate

Chap 1 Par 5
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personnel from their own office, as they deem necessary. The Board

will discuss all instruments on the agenda with the office head,
focusing on:

(1)

(2)

(3)

The proposals' relationship to or impact on LEAA activities,
policles, and priorities;

The degree to which the instrument(s) (grant, contract, inter-

agency agreement) support agency goals and obijectives;
and,

The rationale for attaining agency goals and objectives through
the award of the instrument(s).

¢. Grant Review Responsibilities. The Board will review ALIL CATEGORICAL

GRANTS in excess of $300,000 (except LEEP grants) and any grants less
than $300,000 which the Administration refers to the Board. In each

instance the Board will recommend that the Office of the Administra-
tion:

(1)
(2)
(3)
(4)

Approve the instrument;
Approve ke inztrument wi. “pecial Conditions;
Return the instrument to program office for more information; or

Reject the instrument, with right of appeal by office head to the
appropriate Administrator.

This recommendation will be based on consideration according to the
procedures outlines in Chapter 3.

d. NON-GRANT RESPONSIBILITIES OF THE GRANT/CONTRACT REVIEW BOARD. In

addition to reviewing all pre-award binders, the Grant/Contract

Action Board shall be responsible for reviewing the following
actions.

(1)
(2)

(3)

(4)

All Requests for Contract Action;

Sole Source procurements, whose amounts exceed $10,000, except-
ing second phases of competitive contracts which originally
anticipated a second phase. The Board shall require appropriate
justification for all such procurements;

Contract amendments and modifications whose amounts exceed
$50,000, or 50 percent of the original amount, whichever is
lower; and,

Interagency Agreements which amounts exceed $10,000.

Chap 1 Paxr 7
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8. RESPONSIBILITIES OF OTHER OFFICES. NON-PROGRAMMATIC grant admini-~
stration responsibilities held by other offices are as follows:

a. The Office of Planning and Management shall be responsible for
notifying members of the Grant/Contract Action Board of the time
and place of each Board meeting, preparing agenda for the meeting,
maintaining a record of Board meetings and actions, and providing
secretarial support for the Board. Records describing actions taken
by the Board on each instrument under consideration and the location
of each instrument shall be maintained until final decisions are
made by the Administration. Within 24 hours following the Board
meeting, the Office of Planning and Management shall notify the
cognizant office head of the Board's recommendation. The Office
of Planning and Management shall provide general direction and con-
trol of LEAA planning and management efforts.

b. The Office of Civil Rights Compliance shall be responsible for con-
ducting compliance reviews of State and local criminal justice
agencies that receive LEAA funds, processing complaints of dis-~
crimination based on race, sex, national origin, or religion by
employers or participants in LEAA-funded programs, and monitoring
LEAA-funded construction projects for compliance with Title VI of
the Civil Rights Act of 1964 (42 U.S.C. 200d) and section 518 (c)
of the Crime Control Act of 1973 (42 U.S.C. 3701).

¢. The Office of Audit and Investigation shall be responsible for:

(1) Auditing categorical grants and reviewing and transmitting
audits of categorical grants performed by State Auditors,
SPA Auditors, CPA's, and other Federal Agencies.

(2) Review of categorical grant programs and/or projects for the
purpose of assessing implementation and effectiveness.

9. CONSIDERATIONS IN SELECTING AWARD INSTRUMENT (CONTRACT OR GRANT). LEAA
accomplishes its missions to some extent through direct in-house
activities but predominantly through non-Federal orxganizations, using
either the contract or grant instrument as the means for defining the
terms, conditions ani the nstnre of the agreements between LEAA
and the recipient. The two instruments are intended to be different
in purpose and application, and, when properly employed, create different
relationships between LEBA and the recipient. Because of the difference,
the choice between using a contract or a grant in any given circum-
stances must be made carefully. The purpose of this paragraph is to
provide policy on the general guidance on the considerations relevant
to such choices.

Chap 1 Par 9
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APPLICABILITY. This policy applies to all programs in which the
amount of the award, the decision to make the award, and the choice
between using a contract or a grant as the award instrument are not

defined by law, and are therefore within the administrative discretion
of LEAA.

SELECTION CRITERIA

(1) Basic Criteria for Selection of Contracts. The contract is the
appropriate instrument when:

(a) The objective is the acquisition of a specific service
or end product for the Government;

(b) In order to accomplish its mission, LEAA must
exercise direction and control over the manner of
performance and timing of the work;

(c) The specific requirement originates in LEAA or is
legislatively mandated;

(d) There is a need for strict accountability over the
progress of the project, and a requlirement for control
over the final product.

(2) Mandatory Use of Contracts. Notwithstanding the foregoing,
selection of contracts is mandatory whenever:

(a) An award is to be made to a commercial (i.e., profit-
making) organization; or

(b) Payment of an amount in excess of actual costs (i.e.,
profit or fee) is intended.

(3) Basic Criteria for Selection of Grants. The grant is the
appropriate instrument for providing support to an activity of
the applicant which is in furtherance of a statutory purpose
of the LEAA;

(a) There is no expectation of a specific service or end
product to be furnished to the Government as a QUID PRO
QUO for Federal funds;

(b) LEAA does not need to exercise considerable direction and
control over the manner of performance or timing of the
work, and therefore extensive freedom of approach in
carrying out the purpose of the award is to be reserved

to the grantee. The grant is conducted by the grantee's
own autonomy;

Chap 1 Par 9
Page 7
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(c) Initiative for receipt of the grant rests with the
applicant;

(d) Rules, regulations, and special conditions are at a
minimum;

(e) The purpose of the project is broader than an immediate
LEAA need. It may only be the acquisition of knowledge.
It may have a very broad project aim.

c¢. DETERMINATION OF INSTRUMENT

The determination of whether or not to use a contract or grant rests
with the program office which should apply the above guidelines. It

is subject to general review by the Grants/Contract Review Board
and/or the Administrator.

ELIGIBILITY FOR GRANTS. It is the policy of the Law Enforcement Assis-
tance Administration that grants shall be made only to units of state
or local government or private nonprofit organizations\or individuals.

SECTION 3. REQUIRED DOCUMENTATION FOR FILES

DEVELOPMENT OF THE OFFPICIAL FILE. This section concerns the establish-
ment and use of the officlal grant file. Although there may be

several files in the Agency, the "official file" is the accepted Agency
file and is maintained in the Office of the Comptroller. The official
file will be retired to Federal storage in accordance with established
records retention requirements. The Control Desk (FMGAB) will establish
and maintain the official files for all categorical applications and
grants except for LEEP and Internships. The Office of Criminal Justice
Education and Training (OCJET) will establish and maintain the official
files for LEEP and Internships applications and grants. Refer to
paragraph lle and lld for contents of LEEP and Internship arant £i'rs,

a. Application. The official file must contain a copy of the following
documents:

(1) Application Receipt Checklist.

(2) Original Grant Application.

(3) Acknowledgement Letter to Applicant.

(4) Budget Reviews.

(5) Financial Capability Request and Response.

(6) Transmittal Memo Requesting Review and Comment (SPA and

Chap 1 Par 11
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Program Offices).

SPA and A-95 Certifications and comments.

Environmental and Relocation Statements, if applicable.
Pre-lgreements Cost Memorandum, if applicable.

Grant Manager's Memorandum.

Suspension and Rejection letters, if applicable.

Final Submission Checklist, LEAA Form 4560/5.

Grant. The official file shall contain documentation of all
significant actions having to do with the application and grant
stages. The file shall contain a copy of the fcllowing:

(1)

(2)

(3)
(4)
(5)

(1)
(12)

(13)

Contents of application file (as defined in paragraph 11 (1)
through 12}).

Copy of Grant Award (LEAA Form 4000/7 and 4000/732) and Grant
Transmittal Letter.

Notifications of Grant-In-Aid Action (sSF-424).

Grant Project Summary (LERA Form 4000/8).

Grant Adjustment Notices (LEAA Form 4040/2) and all backup
correspondence, i.e., letter requesting change, grant manager;
letter, etc.

Progress reports-originals (LEAA Form 4587/1).

Financial Reports-(LEAA Form 7160/l and 7160/3, if applicable).
Miscellaneous correspondence concerning grant.
Site visit reports (original}.

Correspondence concerning disputes and appeals.
Formal letter of termination, if applicable.

General Counsel opinions, if applicable.

Final Products under Grant.

Chap 1  Par 11
Page 9




c.

(14)
(15)
(16)
(17)
(18)
(19)
(20)

(21)

HB 4500.2A

BEC 2 W77

Disposition of Equipment Decision.

Grant Manager Assessment Report.
Evaluation Findings Summary, if applicable.
Notice of Record Retention to Grantee.
Close-Out Checklist.

Reguests for Audit, if applicable.

Audit Report, if applicable.

Coxrespondence related to audit reports and resolution of .
audit fundings, including final clearance memorandum.

Law Enforcement Education Program (LEEP) Grant File

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
(11)

(12)

(13)

Concept Paper.
Application (original).

Terms of Agreement.

Grant Award Document.

Grant Adjustment Notices and Backup Correspondence.
Miscellaneous correspondences concerning grant.
FMinancial Report(s).

Correspondence concerning disputes and appeals.
Formal Letter of termination.

Request for Audit.

Audit Report.

Correspondence related to audit report and resolution
of audit findings, including final clearance memorandum.

General Counsel Opinions.
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d. Internship, (IN) Grant Files, The file should contain a copy
of the following:

(1) Concept Paper.

(2) 1Institutional Application.

(3) Student Application.

(4) Grant Award Document.

(5) Grant Adjustment Notices with backup correspondence.
(6) site visit Teports.

(7) Miscellaneous correspondence concerning graht.
(8) Financial Report(s),

(9) Correspondence concerning disputes and appeals.
(10) PFormal rLetter of Terminatiecn.

(11) Requests for Audit.

(12) Audit Report.

(L3) Correspondence related to audit report and resolution
of audit findings, including final clearance memorandum.

(14) General Counsel Opinions.
ORGANIZATION AND STRUCTURE OF OFFICIAL GRANT FILE. The file format

listed below can be used for all types of grants. The file system uses
an eight sectioned folder.

a. The grant number and name or location of the grantee/subgrantee are
typed on a label and affixed to the upper left corner of the folder.
These identification marks are visible even when the folder is
closed and in the file cabinet.

b. The first section contains pre-award documentation such as the appli-
cation, application receipt checklist, and Standard Form 424 for
notification relating to pre-award matters. Materilal is filed in
ascending date order.

c. The second section containsg correspondence svuch as application
acknowledgement letter, budget reviews and related application and

Chap 1  Par 12
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grant correspondence.

d. The third section contains the signed accepted grant award, special
conditions and project summary.

e. The fourth section contains all grant adjustments notices (with
backup correspondence) to the grant filed in ascending numerical
order.

f. The Fifth section contains all H-1 reports (Financial Status Report)
filed in ascending date order by quarter (lst gtr, 2nd gtr, etc.).
The last item should be the final report.

g. The sixth section contains all H-3 reports filed in ascending date
order by month or as submitted.

h. The seventh section contains all narrative progress reports filed in
ascending date order by quarter (lst quarter, 2nd quarter, etc.).
The last item should be the final progress reports.

i. The eighth and final section is used for close-out material such
as the close out checklist memorandum and all close nut documenta-
tion.

CONVERSION TO GRANT FILES. The application file becomes part of the
official grant file at the time of award.

- 28. RESERVED.
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CHAPTER 2. PREAPPLICATION/CONCEPT PAPER,/QUTLINE

PREAPPLICATION ASSISTANCE. TFreapplication assistance is encouraged
between potential applicants and LEAA personnel engaged in the
administration of LEAA grants. This provides an opportunity to ex-
pedite preparation and evaluation of application documents and dissem~
inate information concerning LEAA needs and priorities regarding grant
prograws. Preapplication is the primary stage of the grant process

in which LEAA counseling can significantly alter the nature of the
project and better meet the goals of LEAA. Worthwhile projects should
be encouraged and improved at t'..s stage. Applicants with projects of
little or no value should be discouraged.

a. DPreapplication for Federal Assistance Form (Standard Form 424),
This form shall be used to:

(1) Establish communication between LEARA and the applicant;
(2) Determine the applicants eligibility;

(3) Determine how well the project can compete with similar
applications from others; and

(4) Eliminate any projects which have little or no chance of LEAA
funding before the applicant incurs significant expenditures
for preparing an application.

b. Requirement. Preapplication forms shall be required for all con-
struction grants for which the need for LEAA Funding exceeds
$100,000, and for those programs which mandate the use of the
preapplications process in the program announcement.

¢. Clearinghouse Review. The preapplication submittal may be used
as the document for A-95 project notification to State and area-
wide clearinghouse for LEAA grant programs subject to such review,
Refer to Chapter 3 paragraph 43b for a list of programs subject
to such review.

CONCEPT PAPERS Preparation of a preapplication involves considerable
investment of the applicant's time and effort, while processing and
reviewing such an application by LEAA demands a comparable amount

of attention. Therefore, some LEAA offices prefer that applicants
first submit a short concept paper or prospectus, so that a prompt
response to the proposed study can be made and unnecessary effort on
the part of both applicant and the agency can be avoided. The conwept
paper, which should discuss the need for the project, the project's
goals, scope, and estimated cost, the applicant's qualifications, and
the time necessary to complete the project, will also provide a basis
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for preliminary development of worthwhile projects through advice and
counsel. Concept papers shall ke processed in accordance with the
requirements outlined in paragraph 32b.

31. ALTERNATIVE PREAPPLICATION PROCEDURES. LEAA offices may also employ
the following as alternatives or supplements to the concept paper:

a. Informal Assistance. Appropriate LEAA programmatic personnel are
encouraged to offer advice on the advisability of making fermal appli-
cation and on project development in their informal conversation
with the applicant. . .

b. Outline. Section 1 of Standard Form 424, "Application for Federal
Assistance", (Appendix 2) may be used as a face sheet for the out- -
line. An outline which includes the following may be reviewed by
certain program offices before formal application:

(1) Project goals and methods of attaining those goals.
(2) Relationship to LEAA's objectives.
(3) Program plan under which support is sought.

32, SUBMISSION AND PROCESSING . '

a. Preapplication

(1) The applicant shall submit a preapplication to the cognizant
program office.

(2) The program office shall, within 45 days of receipt of the
formal preapplication, notify the applicant of LEAA's interest
(positive or negative) in the project.

(3) A copy of the preapplication should be made part of the official
application file when the preapplication results in the sub-

mission of a formal application.

b. Concept Paper and Outline

(1) The applicant should submit a concept paper or outline to
the cognizant program office.

(2) The program office should make every effort to notify the
applicant, within 45 days of receipt of concept paper or
outline, of LEAA's interest (positive or negative) in the
project.

33-37 RESERVED
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CHAPTER 3. APPLICATION RECEIPT, REVIEW AND ADMINISTRATION
SECTION 1: GENERAL

PURPGSE. Application submission and processing involves all formal
procedures necessary for LEAA to review and award a grant. Objectives
are:

a. To gather and maintain information necessary for effective grants
administration both in this stage and in subsequent project opera-
tion; and

b. To provide a means for thorough and efficient review of the grant
application and proper determination of whether the application
should be approved or disapproved and, if approved, whether special
conditions should be attached.

JOINTLY FUNDED APPLICATION. The Integrated Grant Administration
program (IGA) enables public agencies to submit a single application
to a Federal agency for support from more than one Federal grant pro-
gram. The application is processed by a task force consisting of mem-
bers of both Federal and State participating agencies under the auspices
of a lead agency which administers the grant.

a. LEAA as lead agency will:

(1) Process application in accordance with Chapter 3.

(2) Coordinate with members of participating agencies in review
and final action on application.

b. IEAA as non-lead agency will: Participate in review of application
and effect necessary actions for transfer of LEAA funds to lead
agency via an interagency agreement.

SECTION 2: APPLICATION FORMS AND SUBMISSION

STANDARD APPLICATION FORMS.

a. Standard Form 424, (4000/3) "Application for Federal Assistance

(Non-construction Programs)", should be used in the preparation of
formal applications for non-construction projects. {E=e Appendix
2). This form does not apply to IEEP and Internship applications.

b. Standard Form 424 (4000/4) ‘"Application for Federal Assistance
(Construction)", should be used in the preparation of formal appli-~
cations for construction projects. (See Appendix 3)
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(1) If parts of SF 424 or LEAA Form 4000/4 seem inappropriate for a
specific project, the applicant should seek guidance from the
grant manager or, if appropriate, from the State Planning
Agency.

(2) 2Additional information may be required for specific grants.
This should be added to the standard information regquired by
SF 424,

(3) Aall applicants for Part E discretionary funds for purposes of
construction or renovation of juvenile or adult correctional
institutions MUST follow the procedures outlined in the
effective edition of Guideline Manual M4500.1 .

(4) 'The Small State Supplemental Allocation Program is exempted
from the use of SF 424 and LEAA Form 4000/3, since application
for projects under this program is included in the State's annual
comprehensive plan.

c. IEEP-1 Form. "LEEP Institutional Application" shall b2 used by all
institutions applying for IEEP funds. Instructions fo. the prepara-
tion of this application are found in the effective edition of
Guideline Manual for Law Enforcement Education Program, M 5200.1. ' l

d. IEAA Form 5500/.1. "LEAA Internship Program - Institutional Appli-
cation for Funds" shall be used by all institutions applying for
internship awards. Instructions for the preparation of this appli-
cation are found in the effective edition of Guideline Manual for
Participation Criteria for Internship Program, M 5500.1.

PREPARATION OF STANDARD FORM 424 APPLICATIONS. Detailed instructions

for preparing applications are contained in the effective edition of
Guideline Manual M 4500.1, Guide for Discretionary Grants Programs.

APPTTCATTON REQUTREMENTS AND. STUBMISSTON.

a. Consultation and Participation with State Planning Agencies.

(1) Grant Managers should encourage the applicant to consult with
the State Planning Agency of their State before submitting an
application for funds (refer to effective edition of M4500.1
for the names and addresses of State Planning Agencies). Appli-
cants should review the most recent State Comprehensive Plan
produced by the State Planning Agency and request a conference
with the SPA to discuss the proposed project. The conference
should also
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include the applicant, relevant personnel from LEAA, and if appli-
cable, regional and/or local planning unit representatives.

When an application is submitted to IEAA for consideration,

it must be submitted at the same time to the appropriate

State Planning Agency for review and comment. (This requirement
applies to all LEAA programs/projects except those which are
specifically exempted from this procedure).

SECTION 3: APPLICATION PROCESSING

43. APPLICATION RECEIPT AND REVIEW

a. Receipt, Iogging and Initial Review by FMGAR

(1)

(2)

(3)

Receives, dates and time stamos Federal ZAssistance Zpowlizacl .o
(LEAA Form SF 424). TFor purposes of the Application Cycle
(90-day rule), the date of a grant application is the date

an application is received and date stamped. The first day

of the 90-day period usually will coincide with the date shown
on the date stamp affixed to a grant application. For all
application in programs utilizing the Panel Review Process,
the first day of the 90-day period will begin on the submission
deadline date for that program. Grant applications received
by program Offices will be forwarded immediately to FMGAB to
insure timely entry into the 90-day procedure. (See parayvaph
45 for 90-day rule details.)

Logs and performs initial review as to eligibility for federal
funding; appropriate application form; required signatures;
timely submission; compliance with 2-95, Environmental Impact,
Civil Rights, Affirmative Action, Historic Site, Relocation
Assistance, National Clearinghouse of Criminal Justice Planning
and Architecture and, if required, transmits a copy to Q0S for
review by the Department of State.

Assigns official application number, enters on Grant Applica-
tion Register, and prepares application Master File Folder
{official file) to be retained in FMGAB. Inputs receipt date,
application number, applicant name, title of project, and
amount of funds to PROFILE. Officially enters the
application into the PROFILE Grants Management Information
Tracking System and starts the 90-day clock.
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(4) Prepares written acknowledgement letter to applicant noting
any deficiencies found in the initial review. If the appli-
cant is a non-profit organization, which has never received
an LEAA grant, FMGAB includes in the acknowledgement letter a
financial questionnaire for the applicant to complete, request-
ing the form be returned to FMGAB. Upon the return of the
completed questionnaire, FMGAB forwards the questionnaire to
OAI for their use in determining the financial capability of
the applicant. The financial capability response from OAI
is reported to FMGAB for use by the grants management special- )
ist, FMGAB,and the grant manager in recommending final action
on applications and for inclusion in the pre-award package.

(5) The only exception to paragraphs 45a (3) and (4) above is
when an unsigned application is received. Acknowledgement of
application is made by letter returning application. Upon
receipt of signed application, the process in paragraph 45a
(3) and (4) occurs:

(6) Determines responsible program office, prepares Grant Applica-
tion Status Form (LEAA Form 4020/1) and hand carries original
and one copy (blue) with the application to the program office ‘
for review. (For a sample of LEAA Form 4020/1, see Appendix
1.) Also transmits a "Quick Look Memorandum," with the appli-
cation for weekly review by the Administration.

44, NOTIFICATION, CERTIFICATION AND RECEIPT.

a. BA-95 Clearinghouse Notificatione i Circular A-95 provides prcocedures
for coordinating Federally assisted programs and projects with each
other and with state, regional and local plans and programs. Appli-
cants of categorical grants which fall under any of the following pro-
grams must notify the appropriate areawide AND State Clearinghouse
and shall use Section II, SF 424, item 22b, to report on major action
taken on applications by the State and areawide clearinghouse in
accordance with A-95 procedures.

(1) The following LEAA grant programs are SUBJECT to Areawide and
State Clearinghouse Reviews:

(a) Comprehensive Planning Grants.
(b) Block Action Grants.
(c) Discretionary Grants.

Telecommunications Development.

(d) Criminal Justice Systems and I
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(e) Juvenile Justice - Special Emphasis.
(£} Juvenile Justice - Formula Grants.

The following LEAA grant programs are NOT subject to Areawide
and State Clearinghouse Reviews:

(a) Law Enforcement Education Program and Internships Grants.
{b) Research and Development Grants.

(c) Technical Assistance Grants.

(d) Community Anti-Crime Grants.

(e) Training Grants.

(f) FPederally Recognized Tribes. Such tribes are not subject
to A-95 requirements but are encouraged to voluntarily
participate in the A-95 Project Notification and Review
System. LEAA shall notify the appropriate State and area-
wide clearinghouses upon receipt of an application from
a Federally recognized Indian Tribe.

The clearinghouses will review the application and must inform
the applicant that they have identified any problems which need
resolution or that they have found no problems and further re-
view will not be required. The applicant must submit any
comments made by or through the clearinghouses before award
with evidence that it has undergone A-95 review by both area-
wide and State clearinghouses. For additional information on
clearinghouse procedures refer to OMB Circular A-95 and
28C.F.R.30.

b. SPA Certification

(1)

(2)

The State Planning Agency has thirty days from the receipt of

the application to submit its comments to LEAA. It is not re-
quired to provide Certification at this tiwme, although the SPA
may if it wished (Certification is required before grant awaxd,
if the grant is awarded to the SPA). The SPA should provide
LEAA with its comments regarding the desirxability and feasibility
of the proposed project. If no comments are received within 30
days, LEAA will assume the SPA has no major objections to the

proposed project.

If the award is made to the State Planning Agency, the State
Planning Agency will in turn subgrant to the applicant and
must certify that it is willing to administer the grant and
that:
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(a) The proposed is not inconsistent with the overall goals
and general thrust of the State Comprehensive Plan;

(b) The project, if approved, will be accounted for as an
element of the State's multi~year and annual action plan;

(¢) Block grant allocations to the grantee agency, unit of
government, or region will not be reduced by virtue of the
discretionary award; and

(d) The State Planning Agency will assist the subgrantee to
obtain incorporation of the project's continuation costs
in State or Local budgets, if the project is successful.

(3) If the State Planning Agency declines to accept the award, LEAA
may award the grant directly to the applicant, but only after
consulting with the State Planning Agency.

(4) A suggested format for SPA certification can be found in the
effective edition of the Guide for Discretionary Grant program
M 4500.1.

¢. Application Receipt. Grant applications, origianl and two copies,
shall be sent to the following address:

Financial Management and Grants Administration
Branch (FMGAB)

Grants and Contracts Management Division (GCMD)
Office of the Comptroller (OC)

Law Enforcement Assistance Administration (LEAA)
633 Indiana Avenue, N.W.

Washington, D.C. 20531

NINETY (90) DAY APPLICATION CYCLE (RULE). The 90-day rule is an
administrative procedure that requires LEAA to take final action on a
formal grant application within 90 CALENDAR DAYS after receipt of the
application by IEAA. For purposes of this directive, final action is
defined as approval, rejection or withdrawal. During the 90-day cycle
a number of problems could delay final action on an application.
Until these problems are addressed, and/or resolved, the application
is either suspended or rejected. The process and criteria for each
of these are:

a. Suspension. Administration of the 90-day rule is assigned to
Office Heads and monitoring the 90-day rule is assigned to the
Office of the Comptroller. 1In those instances wherein applications
are suspended, the applicant must be notified by a letter from the
program office of the reason for the suspension.
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The running of the 90-day time period shall be suspended for
periods of time during which the grant application's defici-
encies are being resolved. Reasons for suspension would include
legal, programmatic , financial or administrative deficiencies.

Where suspension letters are utilized, the applicant should be
informed that until the required information is received, no
further processing can occur and the LEAA processing cycle is
stopped. Suspension letters should be utilized as soon as
possible in the processing cycle and signed by the applicable
Office Head. A copy of the suspension letter must be forwarded
to FMGAB for the official file =n: for authorization to inpuk
the information into PROFILE.

Upon receipt of the required information from the applicant,
the IEAA processing cycle is restarted and the review of the
application is resumed.

Rejection. If a grant manager determines that a grant application
should not be approved, he/she must prepare a letter of rejection.

(1)

(2)

The rejection letter shall be signed by the Office Head and
sent to the applicant. A copy of the rejection letter must
be forwarded to FMGAB for the official file and for authori-
zation to input the rejection information into PROFILE. If
the application has been packaged for award, the package
should be included with FMGAB's copy of the rejection letter.
A copy of the rejection letter will also be sent to the SPA
by FMGAB.

In rejecting an application, it is important that the applicant
be informed of the reasons for rejecting the application.
Letters shall contain clear reascns why the appli-
cation was not recommended for funding. Letters should describe
the LEAXL procedures and criteria which were utilized to reach
the decision on the grant application. The following points
should be considered in the preparation of a rejection letter:

(a) "te vreasons and criteria which are the kasis for iLle
weteation nmust he alearlv articuniated.

(b)Y Procedural deficiencies as well as substantive inade~
quacies must be addressed. Fallure to submit an
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application or to adhere to LEAA guideline procedures
must be outlined in the rejection letter.

(c) The evaluation criteria must be equally applied to all
competitive grant applications.

(d) The stated reasons must be supported by documentation in the
grant file.

(e} Standardized reasons or letters should be avoided.

(f) Overly broad and general reasons should be avoided.

(g} The only reasons communicated to the applicant should be
those which are contained in the rejection letter. Oral
communication regarding the rejection must be avoided.
Furthermore, the only response that must be given to an

application under review is "review in progress."

(h) The rejection letter should be prepared for the signature
of the applicable Office Head by the yren™ manager.

(i) Rejection letters should be used as soon as possible
within the processing cycle.

SECTION 4: APPLICATION REVIEW

PROGRAM OFFICE PRELIMINARY REVIEW. Upon receipt of the Grant Applica-

tion Status Form (LEAA FORM 4020/1) and the grant application, the
program office must take the following actions:

a.

Grant Manager Assignment. The cognizant program office MUST ENSURE
that each grant application is assigned to a grant manager and pro-
cessed in accordance with its office procedures. The grant manager
must review the applicatlion to determine whether it will be rejected
or considered in depth for funding.

Grant Application Status Form. The grant manager MUST return a
copy of the completed LEAA Form 4020/1 to FMGAB WITHIN FIVE (5)
WORK DAYS following receipt from FMGAB in order to:

(1) Request a financial review of the applicant's grant budget,
if the applicant is being considered for "funding" or to
notify FMGAB that a financial review is not required. This
information should be noted in block #14 of the form.
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State no budget review is requested, and the application will
be either suspended or rejected and a letter to the applicant
is being prepared.

Record the grant manager's recommendation as to whether or not
a new grantee should be put on letter of credit. (Grant
applicants can regquest to be placed on letter of credit when
their annual advances from all Title 1 awards will be at least
$120,000 and there will be a continuing relationship of at
least one year). The grant manager's statement should be
entered in the "Comments" section of the form. A negative

recommendation must have supporting justification. This justi-

fication should be attached to the Grant Application Status
Form. If justification is to be submitted later, it should
be prepared in memorandum form and submitted no later than 10
working days after initial receipt of the LEAA Form 4020/1.

Request FMGAB to forward the application to any office not
listed in block #18 of the Form 4020/1 for comments.

c. FMGAB Processing of Grant Application Status Form. Upon receipt of

LEAA Form 4020/1 by FMGAB advising that the application is being
considered for funding, the following procedures are performed:

(1)

(2)

(3)

FMGAB sends a copy of each application to other appropriate
LEAA offices, as applicable, for information and comments.
Comments shall be submitted, in writing, to the grant manager,
and a copy to FMGAB WITHIN THIRTY (30) CALENDAR DAYS.

In addition, FMGAB sends a copy of all applications to the
cognizant SPA for their review and comments. If applicant
has submitted a copy of the application simultaneously to SPA,

a letter will be sent to SPA by
FMGAB requesting comments. Commerits should be submitted to
FMGAB WITHIN THIRTY (30) CALENDAR DAYS.

Initiates a financial review of the the grant application.

GRANT MANAGERS REVIEW. Prior to funding, all grant applications must

be reviewed for technical merit, and the likelihood of accomplishing
LEAA goals. While it is possible to provide techniques for reviewing
applications, it is not feasible to provide guidelines that can substi-
tute for good judgement. The grant manager reviewing a proposal should
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be equipped with the technical and administrative qualifications and
experience needed to act in the best interest of LEAA. When a grant
manager does not possess the specific technical qualifications and/or
experience necessary for a complete technical review, it is essential
that the grant manager obtain assistance from other LEAA staff having
experience in the subject area.

a. Narrative Statement Review. The narrative statement in the grant
application serves as the applicant's performance commitment of work
plan for the project and should include chronologically the mile- N
stones in the project for which grant assistance 1s being requested.
Each condition, accomplishment, milestone and goal set as a target
should be labled to identify the task, ongeing effort, or cost
segment that will produce it. A milestone will be given a time
frame which will become a self-imposed target equaling elapsed
time with an estimated task or level of accomplishment.

b. Agreement. It is important that the grant manager and the appli-
cant be in agreement on the elements of a narrative statement. The
grant manager should expect the narrative format to be consistent
with a conventional workplan. The grant manager must be sure that
the narrative statement clearly and accurately describes the pro-
posed scope of work.

c. Requirement. Whatever the complexity and scope of the Grant Project
Narrative Statement, the grant manager must assure that it expresses
as accurately as possible what will be done under the grant; when
it will be accomplished; the steps toward the set goals and their
sequence and intervals; who will perform them; performance capa-
bility of the applicant; and their estimated cost.

d. Specificity of Objectives. The grant manager must be able to define
major objectives and sub-objectives of the application and then
assess the merit of the application in view of LEBA resources to
accomplish LEAA goals.

e. Grant Manager's Memorandum. The Grant Manager shall prepare a
Grant Manager's Memorandum according to the standard format and
minimum criteria provided in Appendix 4. Any comments received
from the state and local A-95 clearinghouses, SPAs and other LEAA
offices must be referenced. Purpose of the Grant Manager's
Memorandum is to highlight stengths (and weaknesses) of the appli-
cation; to reveal gaps between project objectives and intended
activities; to clarify and define a strategy for meeting project
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objectives; to identify best management apprecaches; and to insure
proper use of Federal funds.

SECTION 5: SPECIAL REQUIREMENTS

REQUIREMENTS OF OTHER FEDERAL LEGISLATION AND REGULATIONS. LEAA is

required to insure that ALL categorical grants meet certain administra-
tive and legal requirements imposed by other laws and administrative
issuances. Therefore, th grant manager must insure that the following
requirements are met:

a. Clean Air Act Violations. In accordance with the provisions of
the Clean Air Act (42 U.S.C. 1857) as amended by Public Law 92-500
and Executive Order 11738, grants, subgrants or contracts cannot
be entered into, reviewed or extended with parties convicted of
offenses under these laws.

b, Relocation Provisions. In accordance with provisions of the Uni-
form Relocation Assistance and Real Property Acquisition Policies
Act of 1970, P.L. 91-646, 84 Stat. 1894, and the regulations of
the Department of Justice (effective edition of LEAA Gulideline
G 4061.1, Relocation Assistance and Payments):

(1) The applicant and State Planning Agency shall assure that any
program under which LEAA financial assistance is to be used
to pay all or part of the cost of any program or project which
results in displacement of any individual family, business
and/or farm shall provide that:

(a) Within a reasonable period of time prior to displacement
comparable decent, safe, and sanitary replacement dwell-~
ings will be available to displaced persons in accordance
with such regqulations as issued by the Attorney General;

(b) Fair and reasonable relocation payments and assistance
shall be provided to or for displaced persons as are
required in such regulations as are issued by the
Attorney General;

(c) Relocation or assistance programs shall be provided for
such persons in accordance with such regulations issued

by the Attorney General;

(d) The affected persons will be adequately informed of the
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available benefits and policies and procedures relating
to the payment of monetary benefits.

(2) Such assurances shall be accompanied by an analysis of the
relocation problems involved and a specific plan to resolv:

such problems.

c. Environmental Impact.

(1) The National Environmental Policy Act of 1969 established
environmental review procedures to determine if a proposed
LEAA funded program or project is a "major Federal action
significantly affecting the human environment.” Each proposed
action listed below must include an environmental evaluation.

(a) New construction.

(b)  The renovation or modification of a facility which leads
to an increased occupancy of more than 25 persons.

(¢) The implementation of programs involving the use of pesti-
cides and other harmful chemicals. ‘

(d) The implementation of programs involving harmful radia-
tion (x~-rays, etc.}.

(¢e) Research and technology whose anticipated or intended

future application could be expected to have a potential
effect on the environment.

(f) Other actions determined by the Administra-
tor to possibly have a significant effect on the quality
of the environment.

(2) A determination shall thereafter be made by the responsible
Federal official as to whether the action will have a signifi-
cant effect on the environment requiring the preparation of an
environmental analysis (draft environmental impact statement)
or whether a negative declaration can be filed.

(3) An envircnmental evaluation is a report of the environmental
effects of the proposal and should consist of questions and
narrative answers as well as supporting documentation that
substantiates conclusions (see Appendix 20).
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(4) An environmental analysis must be submitted with the original
application in cases where the proposed action would signifi-
cantly affect the environment. It will be utilized in the
preparation of a draft environmental impact statement.

(5} A negative declaration (see Appendix 21) will be filed by the
LEAA Office Head if the environmental evaluation does not
indicate a significant environmental impact.

d. Historic Sites. Before approving grants involving construction,
renovation, purchasing or leasing of facilities the cognizant
LEBA Program Office shall consult with the State Liaison Officer
for Historic Preservation to determine if the undertaking may have
an effect on properties listed in the National Register of Historic
Places. If the undertaking may have an effect on the listed pro-
gram properties, the cognizant LEAA Program Office shall notify
the Advisory Council on Historic Preservation.

e. Flood Disaster Protection. In accord with Section 202 (a) of the
Flood Disaster Protection Act of 1973, no Federal agency may approve
any financial assistance for construction purposes after July 1,
1975, for use in any area identified by the Secretary of the
Deopartment of Housing and Urban Development (HUD)] as an area having
spenial f£lood hazards unless the community in the hazardous area
is then participating in the National Flood Insurance Program.

f. Rehabilitation. In accordance with the Rehabilitation Act of 1973
(P.L. 93-112), no otherwise qualified handicapped individual in the
United States, as defined in Section 7 (6} of that Act, shall,
solely by reason of his handicap, be excluded from the participa-
in, be denied the benefits of, or be subjected to discrimination
under any program or activity receiving Federal financial assist-
ance.

ADDITIONAL REVIEW REQUIREMENTS. In reviewing an gpplication and packag-
ing it for award, the following requirements must be considered by the
grant manager.

a. Review and Comments by Other LEAA Offices.

(1) Office of Civil Rights Compliance shall receive from FMGAB,
for their review and comments, a copy of all applications in
excess of $250,000.

(2) Office of Criminal Justice Education and Training shall
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recelve from the grant manager, for review and comment, a copy
of all applications containing education and training activi-

ties designed to improve, upgrade, or develop human resources

for the operation of the criminal justice system.

(3) Reference and Dissemination Division, NILECJ, shall receive
for their review and comments, a copy of all applications for
clearinghouse’ and/or referencs service activities from the
grant manager. These activities are defined as activities
associated with the collection of data/information, its pro-
cessing (includes classifying and indexing), storage and
retrieval and its subsequent dissemination--both manual and
automated activities. (See LEAA Instruction on subject)

(4) Other applicable LEAA offices should receive
for their review and comment, a copy of an application
within their area of expertise from the grant manager, e.g.,
NILECJ, Police Division, receiving application for review from
OCJP, Police Division.

{5) The grant manhager shall consider all comments received from
review offices (items (1} - (4) above) in their recommenda-~-
tior for final action. A copy of all comments shall be
inciuded as part of the pre—award package. Non-acceptance of
comments from review offices must be justified in the Grant
Manager's Memorandum.

Part E Requirement. Section 453 of Part E of the Crime Control

and Safe Streets Act, as amended, required applications for Part E
funds (block or discretionary) to provide for "advanced techniques
in the design of institutions and facilities." As a result, all
Part E applications for the construction or renovation of adult or
juvenile correctional facilities must be certified by LEAA as being
in compliance with these special requirements prior to award, and
are, therefore, subject to the following review and certification
procedures.

(1} Request for Review and Certification. All such requests must
be initiated by the applicant. They must be in writing and
directed to the Office of Criminal Justice Programs of LEAA,
with a copy to the appropriate SPA. Relevant documents
(including but not necessarily limited to, the grant application
and architectural drawings) must be submitted with the letter
formally requesting review and certification.
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Review Process.

(a)

(b)

(c)

(a)

(e)

(£)

(9)

The LEAA Office of Criminal Justice Programs shall be
responsible for managing the review and certification
process. OCJP may, as necessary, utilize the assistance
of one or more contractors in ascextaining architectural
and programmatic compliance with the Part E provisions.

OCJP shall forward applicant requests for review and
cartification to the appropriate contractor, and shall

provide the contractor with necessary instructions,
including but not necessarily limited to, the date by
which the contractor must submit a report to LEAA., A
copy of relevant correspondence with the contractor shall
by provided by LEAA to the applicant and the SPA.

As part of the review process, the contractor may, as
needed, communicate directly with the applicant in ordexr
to gather additional information, resolve ambiguities,
and negotiate possible changes. The contractor shall
keep both LEAA and the SPA fully apprised of such commu-
nications. Although the contractor may suggest modifi-
cations in order to meet Part E requirements, it should
be clear that such suggestions are advisory only, and
that LEAA alone has the authority to make a determination
in regard to compliance.

At the end of its review, the contractor shall advise
LEAA in writing as to its findings and recommendations.

The LEAA Office of Criminal Justice Programs shall
consider the advice of the contractor and shall provide
the applicant and the SPA a copy of the contractor's
findings and recommendations.

OCJP shall negotiate any cobjectidns by the applicant to
the report of the contractor. Resolution of differences
that do not require the waiver of LEAA architectural
standards is within the authority of the appropriate
Division Heads of OCJP.

Resolution of differences that reguire the waiver of
LEAA architcetural standards is within the authority of
the Head of the Office of Criminal Justice Programs.
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Such waiver must bhe fully documented within the official
grant files, with copies provided to the applicant and
the SPA.

(h) Final responsibility for certifying an application as in
compliance shall rest with LEAA's Office of Criminal
Justice Programs, subject to normal appeals procedures.

(3) Basis of Review. The intent of the Part E amendment is to
encourage advanced practices in corrections. As a result,
applicatirns for Part E funds to support construction or
renovation projecis are reviewed for adherence with minimum
program and facility standards as set forth in current LEAA
Guidelines. These Guidelines generally embrace the results
of the standard setting, testing and validation efforts of
professional associations, as well as the research of the
National Clearinghouse for Criminal Justice Planning and
Architecture.

c. Egual Employment Opportunity Program. For those grants for which
the award of funds is for $250,000 or more, the grant manager shall
obtain from the recipient a copy of its criminal justice agency's
current Equal Employment Opportunity Program. This document shall
be forwarded to the Office of Civil Rights Compliance.

d. Privacy Certificate. Grant Manager will obtain privacy certificate
({see Appendix 24 for sample} from those applicants for research
and statistical projects which conform with 28 C.F.R. 22.

e. Additional Grants Requirements. Refer to chapter 4, section 5 for
additional grant requirements that must be considered in the
review of applications.

SECTION 6: FINANCIAL ANALYSIS

FINANCIAL ANALYSIS. It is LEAA policy to provide assurance that grant
awards (including sub-grants) are fair and reasonable amounts; and

are made only to grantees or sub-grantees or contractors that have the
financial management capability and the fiscal capacity necessary to
adequately and appropriately administer the Federal funds involved.

a. Budget Review/Cost Analysis. This is a process performed by the
Grants Management Specialist, FMGAB, of examining, verifying and
evaluating application cost and budget data and the judgemental
factors applied in projecting from the basic cost data to a reason-~
able estimated price that will be representative of the total cost
of performance of the grant.
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b. Budget Review Objectives. The objective of the budget review is
to determine that:

(1) The grantee has the financial capability, accounting system,
and management resources to adequately account for and safe-

guard Federal funds.

(2) Costs proposed for the application are allowable, reasonable
and fair.

c. Pinanci:l/Capability Review. Applications submitted by applicants
which have “iot previously been awarded grant by LEAA
.. shall receive a Financial Questionnaire to be completed by the

applicant and returned to FMGAB.
This questionnaire shall be forwarded by FMGAB with the acknow-
ledgement letter. When the application is received by the Grants
Management Specialist, FMGAB, this person will initiate a memoran-
dum to the Office of Audit and Investigation requesting this office
to proceed with the financial integrity review, Office of Audit
and Investigation has 45 calendar days to complete the financial
integrity review and forward the results to the Grants Management

} ‘ Specialist, FMGAB, who must incorporate the results of the finan-

cial integrity review into the grant pre-award package. This
procedure shall be initiated by the Grants Management Specialist,
FMGAB, for any application which in this persons judgement reguires
a financial integrity check.

d. Review and Approval. Budget reviews for grants are initiated by
the grant manager by annotating block 14 of the Grant Application
Status Form, LEAA Form 4020/1. It is the responsibility of the
Grant Management Specialist, FMGAB, to perform the budget review
and, in conjunction with the grant manager, negotiate the budget
review findings with the applicant. Differences of opinion between
the grant manager and the Grant Management Specialist, FMGAB,
regarding the budget or other findings must be resolved prior to
forwarding the application package for approval. BAs part of the
budget review, the Grant Management Specialist, FMGAB, shall make
a recommendation regarding the allowability and reasonableness of
the costs of the application and the fiscal integrity of the
applicant.

e. Special Grantees. The great majority of LEAA grantees are compe-
tent and responsible, and fully committed to achieving the objec-
tives of the grants they receive. Experience has shown, however,
that a minority of grantees create potential problems for LEAA with
respect to its responsibilities for assuring proper programmatic

‘ use and financial stewardship for grant funds. 7This paragraph

gives procedures for identifying and dealing with special grantees.
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Identification of Special Applicants. Generally no one factor
or set of factors alone can or should be sufficient cause for
deciding on a "special" classification. Further, no one
particular type or kind of organization or grant automatically
warrants a "special" classification, although experience has
shown only too well that certaln categories of grantees do
tend to create situations that are more risky than others.
Whether made for an individual grantee or for a group of
grantees, a classification of special should be based on
objective criteria "tempered" by subjective judgements.
Usually, the existence of a problem situation becomes known
after an awaxrd. However, every effort should be made to
identify situations before award, since the problem can be
dealt with more effectively at that time than later. Infor-
mation useful in identifying special grantees is available
from several sources:

(a) Representations made by the applicant prior to award, as
is the grant application, during preaward reviews, and
site visits, or in the course of negotiating the grant.

(b} GAO or LEAA Audit Agency reports, and reports of the
applicants own auditors.

(c) Previous experience wi’h the applicant either in the same
program or other programs.

(d) BAnalysis of the applicants financial statements performed
as a part of the indirect cost rate process.

Indicators of potential problems. The following tend to
indicate potential problems:

(a) Poor financial stability (insolvency or threat of
insolvency) .

(b} Inexperience such as may occur in newly formed organiza-
tions or in those which have not previously received a
Federal grant.

(c) Financial dependence on Federal support (70/80% or more
of the organization's revenue is expected to be derived
from Federal awards in the forthcoming year).
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(d) Serious deficiencies in program or business management
systems (substantial failure to comply with financial/
grant management standards or procurement standards).

(e} History of unsatisfactory performance, violations of
terms and conditions of the grant, or large cost dis-
allowance on previous awards from LEAA or other Federal
programs.

Decisions in Speeial Applicant Situations. To minimize special
situations, there are two principal options available to mini-
mize the special situations after a determination that a
prospective grantee is a "special situation.”

(a) Not to Make a Grant. A grant should not be made if the
nature and extent of the situation are so serious that
poor performance by the grantee is probable. If the
proposed project is sufficiently meritorious and has been
approved, a decision not to make a grant on the premicse
that the organization is special situation implies a
decision that LEAA's interest cannot be adequately pro~-
tected.

(b] Special Protective Conditions and Monitoring Technigues.
Specific special protective conditions or monitoring
techniques to be used depends on the nature and extent
of the situation. Special conditions are deviations from
LEAA rules which may be used only when authorized by the
Office of the Comptroller and the program office head.

Notification. The Grants Management Specialist, FMGAB, shall
indicate in the Final Financial Clearance Memorandum that the
applicant is of a special situation nature. This information
must be brought to the attention of the Grants/Contracts
Action Board or the Administration by the grant manager.

SECTION 7: APPLICATION PACKAGING AND PROCESSING

51. PRE~AWARD PACKAGING.

=

Tt is LEAA policy to decide whether to award or reject grants within

the shortest possible time-frame of receipt of the application.

In

order for LEAA to comply with this provision, the following require-
ments have been established.
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All programmatic and financial issues shall be resolved and
the application package forwarded by the grant manager to
FMGAB within SEVENTY (70} CALENDAR DAYS after LEAA has
received an official application. This will give the Adminis-
tration, FMGAB, and the Congressional Liaison/Public Informa-
tion Offices time to review, approve, and publicize the award
of approved applications.

The application package recommended for award must be sent to

FMGAB prior to submission to the Administration or aEpropriate
nffice Head for approval. Application packages shall contain:

(a} Grant Award Document. Form LEAA 4000/7 shall be pre-
pared (items 1-14). Refer to Appendix 5 for three
sample grant awards.

(b) Special Conditions. Special requirements placed on a
grantee which are not included in our guidelines shall
be specified on. Form LEAA 4000/7. Refer to Appendix 6
for sample of form.

(c) Grant Manager's Memorandum. The Grant Manager shall pre-
pare a Grant Manager's Memorandum according to the
standard formst and minimum criteria provided in Appen-
dix 4. Any comments received from the State and local
A-95 clearinghouses, SPAs and other LEAA offices must be
referenced.

(d) Office Head Certification. Refer to Appendix 22 for
sample.

(e) Comptroller's Certification. Refer to Appendix 23 for
sample.

(£) Grant Project Summarv. Form 4000/8 shall be prepared
(Ltems 1-11).

(g} Final Financial Clearance/Budget Review Memorandum. Memoran-—
dums from Grants Management Specialist, FMGAB, concerning
financial review of grant. This Memorandum shall contain
a recommendation for or against funding the application
along with any recommended action regarding financial
management and grant administration.
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Preagreement Cost Approval (If applicable). Preagree-
ment costs are those incurred prior to the first day of
the official grant period of the grant. These costs
must be incurred pursuant to the negotiation and in
anticipation of the award of the grant where such incur-
rence is necessary to comply with the proposed delivery
schedule or period of performance and are specifically
identified in the application. These costs are allowable
only to the extent that they would have been allowable if
incurred during the grant period of the award and only
with the prior approval of LEAA.

1l Authority to review and approve preagreement costs is
delegated to the Comptroller in accordance with para-
graphs 3 below. Reimbursement of these costs is con-
tingent upon the award of the grant.

2 It is the policy of LEAA to discourage pre-agreement
costs,
3 Pre-agreement costs will not be considered unless the

application (original or continuation) in which such
costs are requested, is received by LEAA at least
ninety (20) days prior to the anticipated beginning
date of the grant period. Grant applications
received LESS than ninety (90) days prior to the
anticipated beginning date of the grant period will
require the negotiation of a new beginning date.
After notification by FMGAB that the receipt date is
less than ninety (90) days prior to the anticipated
beginning date, the responsible grant manager will
negotiate a new beginning date allowing LEAA at least
ninety (90) days to process the grant application.
Any deviations from this policy must be approved by
the Administrator with the recommendation of the
Comptroller.

The grant application (latest revised copy).

Other program office(s), and SPA comments, if received.

A-95 Certificate, if required, and SPA Certification,
if required.
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FINAL CLEARANCE.

Q.

Program Office Head. The grant manager shall forward the pre-award
application package to the program office head for review and
approval. If the program office head concurs with the recommenda-
tion of the grant manager, this person shall complete and sign

the Office Head Certification (Appendix 22). After concurrence is
obtained from the program office head, the application package

must be handcarried to FMGAB for final administrative review and
Comptroller certification.

Administrative Review. FMGAB shall perform an administrative
review of the application package to assure compliance with regu-
latory and LEAA administraticn requirements. Upon completion of
this review, one of the following actions occurs.

(1) If there is missing documentation, a reguest shall be made
to the grant manager to provide the missing material.

(2) The application package is returned to the grant manager for
resolution of the problems noted by FMGAB.

Comptroller Certification. Upon completion of the FMGAB adminis-
trative roeview, the pre-award binder is certified by the Comp-
troller to assure the pre-award binder oonforms with agency policy
and procedures over which the Comptroller has delegated authority
or responsibility. If the Comptroller is unable or unwilling to
certify the pre-~award binder, it will be retruned to the cognizant
office head for resolution of any problem(s) noted by the Comp-~
troller. Pre-award binders that are not certified by the Comp-
troller shall not be forwarded to the Grant Contract Review

Board or the Administration, whichever is appropriate.

Post Certification Sequencing. Selection and sequencing of pre-
award binders for review and/or approval is performed by OPM.
Two full work days are required by FMGAB to clear the pre-award
binder prior to submission of the GCAB meeting. This clearance
includes administrative review and Comptroller certification.

Forwarding Pre~Award Binders.

(1) Applications in excess of $300,000 or any application desig-
nated by the Administration shall be forwarded to the Grant
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Contract Action Board.

(2) Applications of $300,000 or less shall be forwarded directly
to the Administration.

(3) Applications shall be forwarded to the cognizant office head
for signature in those instances wherein signature authority
is delegated to the 0ffice Head.

APPROVAL OF THE ADMINISTRATOR. Upon receipt of the recommendation of

the GCAB or a pre-award binder sent directly to the Administration,
the Administrator of LEAA will make the final decision on the appli-
cation. If the decision is favorable, the Administrator will sign
the award. Note exception in paragraph 52b (3).

SECTION 8: NOTIFICATION

NOTIFICATION OF GRANT AWARD.

a.

Upon approval of the gfant award by the Administration, it shall
be handcarried to the Control Desk, FMGAB.

FMGAB will assign grant award number, date and official grant
period to grant award. The award date will be five (5) FULL
WORKING DAYS after the grant is signed, not including the date of
signature or the award date. A copy of the project summary
(showing grant award number, date and official grant period) will
be handcarried to the Congressional Liaison Office (CLQ) for
their information and action.

Upon approval of the initial LEEP and Internship grants for an
academic year, OCJET is responsible for providing a copy of the
award lists to the Office of Congressional Liaison FIVE (5) FULL
WORKING DAYS before the effective date of the award.

CLO/PIO is responsible for and has FIVE (5) FULL WORKING DAYS to
notify the Congress and media of the award prior to notification
to grantee.

FMGAB is responsible for grant notification to the State Central
Information Reception Agency (SCIRA) and area clearinghouses, if
applicable. WNotification to SCIRA must be made within SEVEN (7)
WORKING DAYS after final action on an application. Section III
of SF-424 is used for this purpose.
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55. AWARD DISTRIBUTION -~ FMGAB.

a.

56 - 74.

Prepares and sends transmittal letter (signed by Administrator) to
grantee enclosing a set of the grant award documents (award

letter, swecial conditions if applicable, and project summary);
copies o. the narrative report, Form 4587/1; copies of the H Series
of financial reports; a copy of the effective edition of Guideline
Manual M 4500.1, Discretionary Grant Manual, if applicable; and

the effective edition of the Manual for Financial Management for
Planning and Action Grants, M 7100. 1.

Sends a copy of transmittal letter and grant award documents to

applicable grant manager and State Planning Agency.

Sends a copy of grant award documents and application to the LEAA
Reading Room NCJRS.

Sends copy of grant award to the Accounting Division through the
Budget Division, OC.

Sends copies of LEAA Form 4000/8, Grant Project Summary to all
SPAs on a monthly basis.

OCJET prepares and sends a copy of the transmittal letter and crant

award document to the grantee institution.

RESERVED.
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CHAPTER 4. GENERAL PROJECT ADMINISTRATION
SECTION 1: GENERAL

75. ©PURPOSE. Grantees are required to meet certain financial and adminis-
trative standards in the operation of their projects. Administrative
conditions are genemrally stated in the terms of the grant. Financial
standards are given in the effective edition of Guideline Manual M7100.1,
Financial Management for Planning and Action Grants and, where applicable,
the effective edition of Guideline Manual M5200.1, Law Enforcement

d Education program.

76. APPLICABILITY. The effective edition of Guideline Manual M7100.1,
- shall serve as a basic reference source and guide for all financial
questions arising in the management of ALL LEAA grant programs, except
LEEP., This Handbook will perform the comparable task for all adminis-
trative questions arising in the management of LEAA CATEGORICAL GRANTS.

SECTION 2: USE OF THE FINANCIAL MANAGEMENT
GUIDELINE MANUAL (M7100.1)

ponsible for project management according to the standards discussed
in this section, and more specifically provided in the effective edi-
tion of M7100.1. When the grantee is the State Planning Agency, it
shall be responsible for assuring proper administration of subgrants
including responsibility for:

‘ 77. GRANTEE MANAGEMENT RESPONSIBILITIES. Project directors shall be res-

a. Proper conduct of the financial affairs of any subgrantee or
contractor insofar as they relate to programs or projects for
which grant funds have been made available; AND

b. Default in which the State Planning Agency may be held account-
able for improper use of grant funds.

78. GRANT ASSURANCE. Grantees are required to make the grant assurances
contained in Part V of SF 424 and LEAA Form 4000.4. These assurances
include agreement to comply with Circulars OMB A-95, A-110, FMC-74-4,
and A-102. Procedures for compliance with A-102, A-110 and 74-4
are included in the effective edition of M7100.1l. Procedures for com-
pliance with A-95 are referenced in this Handbook. All grant assurances
should be reviewed carefully by the applicant.

79. COSTING PROCEDUDNES AND ALLOWABILITY. Allowable costs include those
which may be legitimately charged to an LEAA-funded project. The
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allowability oi costs incurred under any grant shall be determined

in accordance with the general principles of allowability and stand-
ards for selected cost items set forth in Office of Management and
Budget Circular OMB A-102., "Cost Principles Applicable to Grants and
Contracts with State and Tiocal Government;" OMB Circular A-110, "Grants
and Agreements with Institutions of Higher Education, Hospitals, and
Other Non-Profit Organizations;" and in the effective edition of LEAA
Guideline Manual M7100.1, "Financial Management for Planning and Act on
Grants".

a. Each individual project supported under a categorical grant proyram, .
will, unless otherwise provided in program specifications, be sub-
ject to a separate grant application ‘.o the Administration incor-
porating a detailed budget of proposed project costs. -

b. The budget narrative will set forth the details of cost items spec-
ified in the effective edition of M7100.1 as requiring specific
prior approval.

c. Award of a categorical grant will constitute approval in each
instance of specified cost items and therefore "prior approval"
items will receive consideration and subsequent approval or dis- ‘

approval as part of the award process.

d. Changes among items within one of the budget categories may be
made by the grantee without prior approval but remain subject to
M7100.1 cost allowability and budget reguirements and may not

constitute a change in the scope or objectives of the approved
project.

e. Limitations of travel and subsistence charges by grantee personnel
who are in travel status on official business incident to a grant
program shall be consistent with those normally allowed in like
circumstances in the non-federally sponsored activities of the gran-
tees. (See LEAA Guide G7100.3, effective edition, Principles for
Determining Travel Cost Applicable to LEAA Grants for further ex-
planation of the LEAA travel policy).

f. Grants to nonprofit organizations are subject to GSA and OMB
Management Circulars setting forth cost principles for such or-
ganizations.

g. Upward revisions of provisional indirect cost rates which cause
expenditures of grant funds in excess of the amount obligated by
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LEAA will normally be absorbed by grantee in lieu of supplementary
awards by LEAA.

80. PAYMENTS. The following supplemental procedures are given in the ef-
fective edition of the Financial Management Guideline Manual, M7100.1
for the payment of grant funds:

a. As grant applications are approved by the Administration, grantees
will receive formal statements of award evidencing such action
and indicating the amount and type of grant and any special con-
ditions of the grant.

b. State Planning Agencies which are grantees will be obligated to pro-
ceed promptly to award subgrants for execution of the project
by intended implementing agencies. Exceptions to this require-
ment must be negotiated with the LEAA awarding office. Grant managers
shall insure the provisions of the subparagraph are implemented
by the grantee.

¢. Payments of Federal grant funds under the discretionary grant
program will be through the Letter of Credit procedure currently
in existence with the State Planning Agency or on a Treasury
check issued basis. Grantees whose annuval fund requirement Ffor
all types of grants is less than $120,000 will receive Federal
funds on a check issued basis. In most instances grantees whose
annual fund requirements for all types of grants exceeds $120,000
will operate under a letter of credit procedure. Procedures for
both funding instruments are provided in the effective edition of
M7100.1. :

d. Recipients of subgrants will make all applications for Federal
funds to the State Planning Agencies through which the discretion-
ary grant application was processed and the grant was awarded, and
such applications will be in accordance with normal subgrant regu-
lations and procedures of the State Planning Agency.

e. Obligation of funds. Categorical grant funds will be obligated
within the specific grant period indicated on grantee's statement
of award. Categorical grant funds which have been obligated on
or prior to the last day of the grant period will have 90 days
in which to be liguidated (expended). Funds which are not lig-
uidated at the end of the 90 day period shall be deobligated.

81. ADVANCES AND REIMBURSEMENTS. LEAA Form 7160/3, the Request for Ad-~
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vance and Reimbursement (H-3) shall be used to request funds by grant-
ees who are not operating under a letter of credit (See Appendix 7).

A separate form, submitted on a monthly basis, must be used for EACH
grant when requesting funds.

a. The Original and two copies of the form are to be submitted to the
Control Desk, OC. Only the Original H-3, after approval by the
cognizant LEAA Program Office will be forwarded to the Accounting
Division, OC for payment. Refer to paraagrzph “"b for detailed
instructions.

b. Instructions for completion of the Request for Advance or Reim-
bursement are given in Chapter 6, paragraph 32 of the effective
edition of M7100.1.

82. POSSIBLE INAPPLICABILITY OF THE FINANCIAL MANAGEMENT GUIDELINE MANUAL. -
In the event that grant managers determine that the effective edition
of M7100.1 Guideline Manual policy should not be or cannot be applied
to a program or project, or to a particular clrcumstance of a program
or project, a formal request for policy deviation shall be submitted
to the Office of the Comptroller. This request should specify: the
provisions of the guideline manual policy that are consldered inappli-
cable to the project, program or circumstance; the reasons why they
are consldered inapplicable; and the provision that is intended to be '
|

substituted. Action shall not be taken to implement the proposed
policy deviation until authorization has been received from the Office
of the Comptroller.

83~85 RESERVED.
SECTION 3: CHANGES IN PROJECT

86. GRANT ADJUSTMENT POLICY AND PROCEDURES. All requests for program or
budget changes must be handled in a timely manner by the grant manager
in coordination, if appropriate, with the Grant !lanagement Specialist
(FMGAB) . All requests for changes from the approved plan
or budget should be carefully reviewed for both consistency with
M7100.1, Financial Management for Planning and Actlon Grants, and their
contribution to project goals and objectives. Project changes should be
approved only if they conform to the above criteria.

a. Types of Project Changes. There are several types of project
changes and/or modifications which require formal approval of
LEAA and subsequent issuance of a Grant Adjustment Notice. Ex-
amples of such changes are:
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Budget revisi~ns when:

(a) The grant budget is over $100,000 and the cumulative
amount of transfers among direct cost object class
exceeds or is expected to exceed $10,000 or 5% of the
budget, whichever is greater; or

{b) The grant budget is $100,000 or less and the cumulative
amount of transfer among direct object class budget
catagories exceeds or is expected to exceed 5% of the
grant budget.

Change in scope of work or objective:

Change in project site;

Change in project period; such as an extension of the project
period and/or extension of the expenditure deadline;

Changes which increase or decrease the total cost of the pro-
Ject;

Change in or temporary absence of the project manager/direc-
tor;

Transfer of grant;
Successor in interest and name change agreements;
Transfer for contracting of grant supported activities;

Addition of an item to the grant budget requiring prior
approval;

Change of grant managexr;

Special conditions attainment, if required.

Consult the effective edition of the Guide for Discreticnary Grant
Programg, M4500.1, for the adjustments the SPA is authorized to
make for those grants awarded to it.

Notification. All grantees must give prompt notification in

writing to the grant manager of events or proposed changes which
may require an adjustment/notification such as those set forth
in paragraph 86a. In requesting an adjustment, the grantee must
set forth the reasons and basis for the proposed change and acy
other data deemed helpful for LEAA review.
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Processing. The following procedures will be used in processing a
request for grant adjustment.

(1)

(2)

(3)

(4)

(5)

The Program Office shall review the request for adjustment and
either approve or disapprove the request where it possesses
the delegated authority. Should the request for adjustment
require a financial review, analysis or opinion, the program
office must forward the package to FMGAB for review and
recommendation. The written recormendation of FMGAB with
respect to any financial aspect of a grant adjustment must be
considered in approving or disapproving such requests.

If the program office approves the request, it shall prepare
a MEMORANDUM OF PROJECT CHANGE setting forth the reason,
basis, and circumstance which justify the changes to a grant
which shall be formalized by utilizing Grant Adjustment Notice
LEAA Form 4040/2 (APPENDIX 8) which shall be slgned by the
appropriate Assistant Administrator or Grant Manager i1f this
person has the authority *o sign grant adjustments.

The Program Office shall forward the Adjustment Package (grantee
written request, original, Memorandum of Project Change, and
Grant Adjustment Notice) to FMGAB for numbering, State Clear-
inghouse Notification, data input into the accounting and
PROFILE systems, filing and mailing of approval to the grantee.

If the Program Office disapproves a request for project ad-
justment/modification, a written response to the grantee must
be prepared with an explanation of the reasons for denying
the request. Denial package (grantee request, original, and
denial letter) shall be forwarded to FMGAB for filing and
mailing of denial to the grantee.

Processing time for grant adjustmenrts is limited to ten (10)
working days beginning with the date the adjustment request

is received and logged by the program office. For those
adjustment requests which require approval of the Administration,
an additional five (5) working days is allowed.

Distribution. The following distribution shall be made by FMGAB of

the grant adjustment:

(1)

Copy to grantee and a courtesy copy to subgrantee, if appli-
cable.
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(2) One copy to the grant manager;

(3) Three copies to the Control Desk, FMGAB (official grant file,
Accounting Division, Profile input);

(4) Refund checks that accompany a Grant Adjustment Notice will
be forwarded directly to the Accounting Division, Office of the
Comptroller by the Control Desk, FMGAB. The grant number shall
be written on the upper right-hand corner of the check.

SCIRA NOTIFICATION. The following procedures shall be used to report in-
formation concerning LEAA grants and other types of financial assistance
awarded in the various states in accordance with Section 201 of the
Intergovernmental Cooperation Act of 1968 and Department of Treasury
Circular No. 1082, ©Notification, by Standard Form 424, must be made

to the appropriate State Central Information Reception Agency (see Appendix
9 for a list of these agencies) within seven (7) working days. Re-
gquirements of this paragraph do not apply to LEEP and Internship grants.

a. Applicability. Basic reporting requirements apply to all grants
made to a State or a political subdivision of a State. Excepted
from this requirement are awards made directly to individuals
(for example, fellowships) and research and development awards.

b. Types of Transactions. Reporting is required for each notice of
grant award or other official notification which accomplishes any
of the following actions:

(1) Grants. Awards, rejections, and withdrawals.

(2) Grant dollar amount changes. For categorical grants
notification should not be made for dollar adjustments
of less than 10% of the original award or under $1,000
whichever is higher. For block and formula grants noti-
fication applies to adjustments of $10,000 or more. De-
obligations regardless of amount should not be reported.

(3) Changes in the grant period that increase or decrease a grant
period by more than 3 months from the originally approved
grant period (the period of award specified on the Grant Award
Document) .

SUSPENSION AND EARLY TERMINATION OF GRANTS. There are two cases in
which a grant may be suspended or terminated before its originally
authorized end date. The nature of and procedures for each case are
described below:

Chap 4 Par 86
Page 45




AN

HB 4500.2A

JEC 2 977

Suspension and Termination for Cause. When a grantee has failed
to comply with the terms and conditions of a grant, LEAA and/or
the SPA may (a) recommend suspension of the grant, (b) recommend
termination of the grant for cause, or (c) take such other action
as may be legally availlable and =zppropriazte under the cirvcum-
stances.

(1) The decision to terminate or suspend a grant is a serious
judgment that must be based on a thorough analysis of all
relevant factors. Initially, LEAA and/or the SPA must
determine that the grantee has failed to comply with one
or more of the terms and conditions of the grant. Addi-~
tionally, it must be determined that such non-compliance is
of sufficient magnitude to warrant the termination or sus-
pension of grantee or sub-grantee support.

(2) LEAA prefers that deficiencies be corrected whenever prac-
ticable. Therefore, recommendations by LEAA and/or the SPA
to suspend or terminate a grant shall be taken only after
grantee has been informed of the deficlency and given suf-
ficient time to correct it.

(3) When conditions are identified which are sufficiently ser-
ious for LEAA and/or the SPA to consider termination or sus-
pension of a grant, LEAA and/or the SPA shall advise the
grantee by letter of the nature of the problem and that fail-

‘ure to correct the deficiency may result in termination or
suspension. The grantee must respond in writing within 30
days of the date of such letter, describing the action taken
or the plan designed to correct the deficiency.

(4) If a satisfactory written response to the letter described
in (3) above is not received within 30 days of the date of
such letter, the SPA shall inform the cognizant LEAA office
of its recommendation to suspend or terminate a grant. Such
notice shall fully set forth the reasons for the action.

(5) The LEAA program office shall inform the Office of General
Counsel of its recommendations to suspend or terminate a
grant., Such notice shall fully set forth the reasons for
the recommended action. No further action shall be taken
by the program office until lagal advice from 0GC is received.

When the SPA wishes to terminate its administration of a subgrant,
it shall provide written notification to LEAA setting forth the

reasons for such termination and the effective date. This notifi-
cation must be forwarded to the Control Desk which shall refer the
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notification to the cognizant program office. Thereafter, LEAA
will decide as to the action to be taken.

(1) Where the SPA is authorized to terminate a grant, such
action must be in accord with the States hearing, and
appeal procedures.

(2) Where LEAARA takes direct action to terminate, such action
must be in accord with LEAA's Hearing and Appeal Procedures.
The cognizant LEAA Program Office will be responsible for
forwarding the information to the Control Desk, FMGAB, for
dissemination to all parties concerned.

DATE CHANGES. The cognizant LEAA program office may give prior ap-
proval for extensions of grants for up to 12 months, if the resultant
grant period does not exceed 24 months. Where extensions result in
grant periods exceeding a total of 24 months, prior approval from the
Administrator is required. In either case, requests for change or
extension of the grant period should be made at least 90 days in ad-
vance of the end date of the grant. Date changes shall be processed
in accordance with the requirements of paragraph 86d and 86e.

CHANGES IN SCOPE OF THE PROJECT. The project director may make minor
changes in methodology, approach or other aspects of the project to
expedite achievement of the project's objectives. Major changes in
scope, duration, or training, or other significant areas must be ap~
proved by the cognizant LEAA Program Office. Changes in the scope of
the project shall be processed in accordance with the requirements of
paragraph 86d and 86e.

TEMPORARY ABSENCE OF THE PROJECT DIRECTOR. Whenever absence of the
project director is anticipated to exceed a continuous period of three
months, the plans for the conduct of his/her duties during such absence
must be approved by the cognizant LEAA Program Office. This information
must be provided in a letter signed by an authorized representative

of the grantee, at least 30 days before departure of the project dir-
ector, or as soon as it is known he/she shall be absent. This request
must be sent to the Control Desk which shall refer the request to the
cognizant program office. The grant may be terminated if arrangements
made are not approved by LEAA.

WITHDRAWAL OF OR CHANGE IN PROJECT DIRECTOR. If the project director
relinquishes or expects to relinguish active direction of the project,
the cognizant LEAA program office must be notified immediately. In

such cases, if the grantee wishes to terminate the project, LEAA will
forward procedural instructions upon notification of such intent. If
the grantee wishes to continue the project under the direction of another
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individual, a biographical sketch and necessary additional details

as requested should be sent to the cognizant LEAA Program Office for
review and approval. The grant may be terminated if the qualifications
of the proposed individual are not approved. (See paragraph 86d and
86e for grant adjustment review and approval procedures.)

ADMINISTRATIVE CHANGE IN GRANTEE INSTITUTION. LEAA may authorize

a change in the grantee institution administratively responsible

for the conduct of a grant-supported activity, provided that the
project will be performed at the same site, be for the same purpose,
and benefit the same population or geographic area, and provided that
the change is agreed to by both organizations. If any of the above
conditions are not met, a new application will be required. This
action is accomplished by issulng a grant award and must be signed
by the Administrator.

CONTRACTING FOR OR TRANSFERRING OF GRANT-SUPPORTED EFFORT. None of

the principal activities of the grant-supported effort shall be con-
tracted or transferred to another organization without specific prior
approval by the cognizant program office. All such arrangements should
be formalized in a contract or other written agreement between the par-
ties involved. Coples of the proposed contract or agreement must be
submitted for prior approval at the earliest possible time, preferably
with the grant application. The contract or agreement must at a
minimum state the activities to be performed, the time schedule,

the policies and procedures to be followed, the dollar limitation

of the agreement, and the cost principles to be followed in determining
what costs, both direct and indirect, are to be allowed. The contract
or other written agreement must not affect the grantee's overall res-
ponsibility for the direction of the project and accountability to

the government.

SUCCESSOR IN INTEREST AGREEMENTS. As a result of legislative or other
legal action affecting the status of a grantee institution, such as

a merger, divestiture, or other corporate change, LEAA may recognize

a third-party or new grantee organization as the successor through a
formally documented Successor in Interest Agreement executed by LEAA,
Transferor and the Transferee. When it is in the interests of LEAA to
recognize a successor in interest to a grant, the cognizant LEAA Pro-
gram Office shall execute such agreement, subsequent to the grantee's
submission of any of the following documents appropriate to the
situation.

a. A properly authenticated copy of the instrument by which the trans-
fer of assets was effected, for example, a bill of sale, certificate
or merger, or decree of court;
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b. A certified copy of the resolutions of the Boards of Trustees
of the grantee institutions authorizing the transfer of assets;

c. A properly authenticated copy of the certificate and articles of
incorporation of the Transferee if such corporation was formed

for the purpose of receiving the assets involved in the perform-
ance of the grant.

d. An opinion of counsel for the Transferor and the Transferee that
the transfer was properly effected in accordance with applicable
law and the effective date of transfer;

e. A new application face page for each grant, showing new name of
institutions and new principal officers if any change occurred;
and;

f. A new IRS identification number for each grantee.

NAME CHANGE AGREEMENTS. When only a change of name is involved which
does not affect the rights and obligations of the grantee, a name
change agreement snall be executed by the grantee and approved by the
program office. A name change agreement will consist of the grantee's
submission and LEAA's receipt of the following documents:

a. A copy of the instrument which effected the name change, authen-
ticated by a proper offlcial of the State having jurisdiction;

b. An opinion of counsel for the grantee that the change of name
was properly effected in accordance with applicable law;

c. A list of all grants accompanied by a new application face
page for each grant showing new name of institutions and
new principal officers if any change occurred; and

d. A new IRS identification number for each grantee.

SECTION 4: GRANTEE REPORTS

Reporting Responsibilities

a. PURPOSE. This paragraph covers the types of reports, both
brogrammatic and administrative, which are to be submitted to LEAA
by grantees. In the process of managing LEAA grants, it is nec-
essary to obtain information which will be useful to those res-
ponsible for monitoring project activities and expenditures.
During the life of the grant, the grantee will be asked to prepare
and document various aspects of the grant which relate to overall
performance and progress in operating the project. There are var-
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ious ways in which this can be achieved; but, in most cases, grantees
will prepare standard report forms for submission to LEAA. In

other instances, Grant Managers or other Agency personnel may ob-
tain information from a grantee through informal channels, such

as telephone conversations or site visits. The purpose of this
paragraph is to provide a digest of the types of programmatic

and administrative reports which are required of the grantee; how
the grantee should prepare the documents, and when the grantee

will be required to submit these reports to LEAA,

GRANTEE, AWARENESS AND RESPONSIBILITIES. It is the ultimate res-
ponsibility of the grantee to comply in full with all grant re-
porting requirements and to submit such reports in a timely manner.
The grantee should refer to all applicable Agency regulations as
well as all general and special conditions contained in the grant
agreement pertaining to report requirements. This is especially
important since some reports apply only to certain grant programs
while others apply agency-wide.

GRANT MANAGER REPONSIBILITIES. Grant Managers shall insure that
grantees are fully aware of their responsibilities regarding LEAA
report requirements. In some instances, it may be necessary to

provide technical assistance to the grantee so that the reports

are properly prepared and submitted to LEAA on time. Continuous

monitoring of the grant by the Grant Manager should be done to

insure that reports are submitted on time and are accurate to the

best knowledge of the grantee and the Grant Manager.

REFERENCE MATERIALS. LEAA guidelines handbooks, instructions
and other external reference materials apply in whole or in part
to grantee reporting requirements and should be closely examined
by Grant Managers. These materials are listed below:

(1) Guideline Manual for Financial Management for Planning and
Action Grants, M7100, effective edition;

(2) +uideline Manual, Guide for Discretionary Grant Programs,
M4500, effective edition;

(3) Program Announcements published by operating component
(NILECJ, OCJET, etc.).

(4) Office of Management and Budget (OMB) Circular A-102, Uni=-
form Administrative Requirements for Grant-in-Aid to State
and Local Governments;
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(5) Office of Management and Budget Circular (OMB) A-110, Grants
and Agreement with Institutions of Higher Education, Hospitals
and other Non-Profit Organizations.

PROGRESS REPORTS. Progress reports, concerning project accomplishments,
are prepared quarterly except *“n evcepiL’~ral cases, otherwise specified
as a special condition in the grant agreement.

a. Quarterly Progress Report. Quarterly Progress Reports, regarding
progress achieved in relation to project milestones, are required
for all LEAA categorical grant programs. Quarterly Progress Reports
are processed as follows:

Comptroller (FMGAB) Timely Submission from grantee,
logging, dissemination to Program Office.
Program Office Timely Review, Analysis, Acceptance,
Monitoring.
b. Final Progress Report. An acceptable Final Progress Report,

documenting all relevant project activities initiated during the
entire period of grant support, is required for all LEAA categor-
ical grant programs. Final Progress Reports are processed as follnwa:

Comptroller (FMGAB) Timely submission from grantee, Logging,
System Input, Assignment to Program
Office.

Program Office Timely Review, Analysis, Acceptance,
and Timely submission of the Assessment
. Report.
c. Interim Progress Reports. Grant Managers are responsible for
advising grantees on the content, structure, and frequency of
Quarterly and Final Progress Reports.

d. Monitoring and Reporting Project Performance. Progress reports
are primarily designed to aid program and grant managers in carrying
out their responsibilities for monitoring grant supported acti-
vities. Grantees are responsible for the management of day-to-day
operations of the project activity. It is necessary for grantees
to constantly monitor the progress and performance under the grant
to assure compliance with established grant conditions. Grantees
must keep adequate records of their monitoring activity. The grantee's
review of the project, its functions and activities, shall be set
forth in the progress report to LEAA. Generally, progresf reports
are brief (normally less than five pages) are either in c¢™ vt or
narrative form or both. The major focus of the report i.. THE
PROGRESS ACHIEVED ON EACH TASK IN RELATION TO THE APPROVED SCHEDULE
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AND PROJECT MILESTONES FOR THAT REPORTING PERIOD. In addition, gran-
tees shall inform the Grant Manager as soon as the following condi-
tions become known:

(1) 2any problems, delays, or adverse conditions which have (or
will) affect the ability of the grantee to attain project
objectives;

(2) Pavorable developments or events which enable the grantee to
meet time schedules or milestones sooner than anticipated;

(3) Any major changes in the overall project, its obijectives,
time schedule, organization, or staffing for the period;

(4) 2Any major changes in the overall budget for the project,
including a presentation of current and projected project
expenditures;

(5) Other pertinent information including, where appropriate,
analysis and explanation of cost overruns or high unit costs.

Final Reports. Final reports are required for all categorical grants
except LEEP. Five reproducible copies of an acceptable final report
must be submitted to the Grant Manager, who is responsible for the
following actions:

(1) Filing one copy of all acceptable final reports with the
LEAA Library and the LEAA official grant file.

(2) Reviewing final reports and determining their acceptability
in terms of their technical and programmatic value and their
overall compliance with established reporting requirements;

(3) Determining 1f final reports will be prepared for Agency pub-
lication and notify the grantee of all related publication
procedures affecting such decision.

Documentation of Project Activities/Achievements. An acceptable
final report shall document project activities, including a com-
plete description of the achievements made under the grant with
respect to stated objectives and planned project milestones. All
technical aspects of the project, both positive and negative, shall
set forth in complete detail, such as the following items:
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(1) The grantee's findings and conclusions relevant to stated
project objectives and goals;

(2) Project results and overall accomplishments with respect to
key project milestones;

(3) An analysis of the technical effectiveness and economic
feasibility of the methods or technigques investigated or
demonstrated;

(4) Grantee recommendations based upon project experiences re-
levai.t to future actions or implementation of demonstrated
methods and/or techniques; and

(5) Other relevant data or information which supports a complete
documentation of project activities.

ADMINISTRATIVE REPORTS. This paragraph discusses administrative re-
ports which the grantee is required to submit to LEAA in accordance
with the conditions of the grant award. These administrative reports
include Financial Status Report; Request for Agdvance or Reimbursements
Property Report and Project Invention Report.

a. Financial Status Report (LEAA Form 7160/1) OQuarterly and Final (H-1).
Financial Status Report is required for all nonconstruction categor-

ical grant projects except LEEP. This report shall be submitted

by the grantee to LEAA within 45 days after the end of the quarter.
Final Reports are due 90 days after the end of the grant period or
after completion. This report shall be sent to FMGAB/GCMD/OC which

is responsible for obtaining, verifying and disseminating this report

to the Accounting Division. FMGAB/GCMD/OC shall insure this report
is financially correct prior to submitting it to the program office.

b. Request for Advance or Reimbursement LEAA Form 7160/3 (H-3). The
request for advance or reimbursement is a standard voucher used for
LEAA categorical grants when the letter-of-credit advance method of
payment is not used. Grantees are authorized to submit reguests
for advance or reimbursement no more fregquently than monthly. This
report is processed as follows:

(1) FMGAB/GCMD/0C. This Office is responsible for obtaining,
logging, verifying and disseminating this report to the
Accounting Division and Program Offices.

(2) Program Offices. This Office is responsible for reviewing
and approving the report. Program Office must reburn the
Request for Advance or Reimbursement with approval to FMGAB
within three (3) days of receipt of the report.
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c¢. Further Information. H~Series financial reports are discussed
in detail in the effective edition of LEAA Manual M7100.1, Financial
Management for Planning and Action Grants.

d. Property Report. Within ninety (90) days prior to the termination
date of the categorical grant, the grantee must submit to LEAA a
complete inventory of all property for which the grantee is ac-
countable. Information provided in this inventory listing shall
indicate item description, date of purchase of the property, con-~
dition (serviceability) of the property and total cost of the pro-
perty. Grantee shall forward the inventory listing to FMGAB, which

“will log and disseminate the inventory report to the program office.
Upon receipt of the inventury listing, the program office will Fformally
advise the grantee of the disposition of grant property (see Guide-
line G73&J, Standards for Property Acquired with LEAA Grant Funds)

a copy of the letter of disposition and the inventory listing shall
be forwarded to FMGAB for inclusion in the official corant file.

e. Project Invention Report. Upon conclusion of the grant period
of award, the Project Monitor will inform the grantee that it is
required to submit tn LEAA a final invention report listing
all inventions required to be disclosed under the grant. (Any
invention, discovery development (whether or not patentable) made
in the course of the grant must be promptly and fully reported by
the grantee. If, to the best knowledge of the grantee, no inven-
tions have resulted from the grant-supported activity, the grantee
will so certify to the Project Monitor as a negative report. The
Invention Report must be submitted to LEAA (FMGAB) no later than
ninety (90) days after completion of the grant period.

SECTION 5: ADDITIONAL GRANT REQUIREMENTS

PRINTING. The term printing shall be construed to include and apply
to the process of composition, plate-making, presswork, binding, and
microform; the equipment as classified in the tales in Title ITX of the
Government Printing and Binding Regulations, published by the Joint
Committee and Printing, Congress of the United States, and as used in
such processes, or the end items produced by such processes and equip-
ment. Pursuant to the Government Printing and Binding Regulations,

no grant may be awarded primarily or substantially for the purpose of
having material printed for LEBA. The Government Printing and Binding
Regulations allows:
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Issuance.

The issuance of a grant for the support of non-government public-
ations, provided such grants were issued pursuant to an authori-
zation of law and were not made primarily or substantially for
the purpose of having material printed for LEAA.

Publications.

The publication of findings by grantees within the terms of their
grant provided that such publication is not primarily or substan-
tially for the purpose of having such findings printed for LEAA.

Initiation.

The initiation of the procurement of writing, editing, prepara-

tion of related illustration material from grantees, or the internal
printing requirements of the grantee necessary for compliance

with the terms of the grant. However, the printing of such mat-
erial for the Government must be accomplished in accordance with
printing laws and regulations.

Duplication.

A requirement for a grantee to duplicate less than 5,000 units
of only one page, or less than 25,000 units in the aggregrate

of multiple pages of its findings for LEAA will not be deemed

to be printing primarily or substantially for LEAA (e.g. 5,000
copies of one page, 500 copies of 50 pages, etc.). For the pur-
pose of this paragraph, such pages may nct exceed a maximum
image size of 10 3/4 by 14 1/4 inches.

Production.

A requirement for a grantee to produce less than 250 duplicates
from original microform will not be deemed-to be printing primarily

-or substantially for LEAA. Microform is defined as one roll of

microfilm 100 feet in length or one microfiche.

PUBLICITY. Project Directors should be encouraged to make the results
and accomplishments of their activities available to the public. Priox
LEAA approval is not required for publishing the results of an acti-
vity under a grant. Responsibility for the direction of the activity
should not be ascribed to LEAA. However, an acknowledgement of support

must be made through use of the following or comparable footnote:
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This project was supported by Grant No. . . . . .

awarded by the Law Enforcement Assistance Administration
The contents do not necessarily reflect the views and
policies of the Law Enforcement Assistance Administration.

In the event that the grantee organization wishes to join with LEAA
in a simultaneous news release announcing the results of a project,
the action should be coordinated with the LEAA office administering
the grant and the Public Information Office. Three reprints of

publications resulting from work performed under an LEAA grant-supported
project should be submitted to LEAA.

COPYRIGHT. Except as otherwise provided in the conditions of the
award, the author is free to arrange for copyright without approval
when publications or similar materials are developed from work under
an LEAA grant-supported project. Any such copyrighted materials shall
be subject to = royalty-free, nonex=zlusive, and irrevocable license
to the Government to reproduce them, translate them, publish them,
use and dispose of them, and to authorize others to do so for Govern-
ment purposes. In addition, communications in primary scientific

or professional journals publishing initial reports or research or
other activities supported in whole or in part by LEAA grant funds
may be copyrighted by the journal with the understanding that in-
dividuals are authorized to make, or have made by any means available
to them, without regard to the copyright of the journal, and, without
royalty, a single copy of any such article for their own use.

CONFLICT OF INTEREST. Personnel and other officials connected with
LEAA funding programs shall adhere to the requirements given below:

a. Advice. No official or employee of a State or unit of local govern-
ment or of non-government grantees shall participate personnally
through decision, approval, disapproval, recommendation, the ren-
dering of advice, investigation, or otherwise in any proceeding,
application, request for a ruling or other determination, contract,
grant, claim, controversy, or other particular matter in which LEAA
funds are used, where to his knowledge he or his immediate family,
partners, organization other than a public agency in which he is
serving as officer, director, trustee, partner, or employee or
any person or organization with whom he is negotiating or has any
arrangement concerning prospective employment, has a financial
interest.

b. Appearance. In the use of ,EAA grant funds officials or employees
of State or local units of government and non-government grantees

shall avoid any action which might result in, or create the appear-
ance of:
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(1) Using his or her official position for private
gain,

(2) Giving preferential treatment to any person,
(3) Losing complete independence or impartiality,

(4) Making an official decision outside official
channels, or

(5) Baffecting adversely the confidence of the public
in the integrity of the Government or the program.

PATENTS AND INVENTIONS. If any program or project produces patents,
patent rights, or inventions, in the course of work aided by an LEAA
grant or SPA grant, such facts will be promptly and fully reported to
LEAA, LEAA shall determine whether protection on such invention or dis-
covery (including rxights under any patents issued thereon) shall be
disposed of and administered in order to protect the public interest
congistent with "Government Patent Policy" (President's Memorandum

for Heads of Executive Departments and Agencies, August 23, 1971,

and statement of Government Patent Policy as printed in 36 P.R. 16889).

PROCUREMENT STANDARDS. Grantees and subgrantees may use their own
procurement regulations which reflect appliszable state and local law,
rules and regulations provided that procurements made with Federal
grant funds adhere to the minimum procurement set forth in the effective
editions of OMB Circulars A-102 and A-110 and latest LEAA Guideline
Manual M 7100.ZI.

PROPERTY STANDARDS. Policies and procedures with respect to the
acquisition and disposition of property acquired with grant funds must
give affect to three primary considerations: the function of the
property in facilitating the successful execution of a project; the
necessity for insuring that grant funds are properly used and accounted
for; and the desirability of minimizing administrative accounting and
reporting requirements. All grantees utilizing grant funds for the
acquisition of property are responsible for establishing and maintaining
systems for the effective management of such property. Grantees are
expected to apply to property acquired with LEAA funds the same policies,
procedures, and controls nnrmally applied to all of their other property
provided that they meet the minimum management standards contained in
the Standards for Property Acquired with Federal Funds, OMB Circulars
A-102 and A-110,

DISEMMINATION OF REPORTS BY THE NATIONAL CRIMINAL JUSTICE REFERENCE
SERVICE. This paragraph identifies the options available for the
announcement and/or dissemination of LEAA technical reports by the
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National Criminal Justice Reference Service (NCJRS). NCJIRS, as LEAA's
international criminal justice information clearinghouse, offers services
to selectively announce and disseminate information to the criminal
justice communitv.

a. Scope. The requirements of the paragraph apply to published
LEAA reports such as:

(1)
(2)

(3)
(4)

Reports produced under categorical grants.

Reports produced by in-house research projects of
LEAA components.

Reports produced under LEAA contracts.

Reports of third-party evaluation of LEAA programs
and projects.

b. References

(1)

(2)

I 1431.1a, sSubmission of LEAA Grant, Contract, or in-house
Research Project Reports to the National Criminal Justice
Reference Service.

I 1441.1B, LEAA Mailing Lists and Categories.

¢. Method of Announcement and Dissemination

(1)

(2)

(4)

Initial mass mailings of LEAA grant, contract, and in-house
reports which are published through government printing
facilities are made by the Department of Justice Distribution
Unit. Coordination of such mailing is the responsibility of

the Printing and Publications Branch, Audiovisual Communications
Division, Office of Operations Support.

Selective announcement and dissemination may be made throuh

the NCJRS and its Selective Notification of Information (SNI)
program. Requests for use of the selective announcement and
dissemination capabilities of NCJRS should be directed to the
Government Project Monitor in the Office of Development Testing
and Dissemination, NILECJ, who is responsible for coordinating
LEAA and NCJRS contractor interaction.

Selective distribution of documents may alsp be made tivoujh
NCJRS. Requests for selective document distribution should
be coordinated with the GPM or NCJRS and the Printing and
Publications Branch, 00S.

Offices will follow thelr own internal procedures for the
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preparation review and approval of reports for publications
prior to submitting them to the Printing and Publications
Branch, 0O0S.

108. SUBMISSTON OF LEAA GRANT, CONTRACT, OR IN-HOQUSE RESEARCH PROJECT

REPORTS TO THE NATIONAL CRIMINAL JUSTICE REFERENCE SERVICE.

a.

Reports affected. Procedures for submission to NCJRS, given to

subsequent subparagraphs, apply to the following reports:

(1) Reports produced under LEAA categorical grants. If published;
dissemination copies are not produced, LEAA Form 4587/1,
Discretionary Grant Progress Report (final narrative only)
should be submitted.

(2) Reports produced as in-house research projects by an LEAA
component. IFf published dissemination copies are not pro-
duced, final manuscript copies should be submitted.

(3) Reports produced under LEAA contracts (non-administrative).
Final reports of all LEAA research or system development
contracts should be submitted. Reports should not be submitted
until the Government Project and the Contracting Officer have
agreed and acknowledge that the reports are in fianl form.

(4) Reports of third-party evaluations of LEAA categorical programs
and projects. Final reports of third-party evaluations of
LEAA programs and projects shall be submitted.

Copy Requirements. To support the activities of NCJRS and its
data base of substantive research information, five coples of
final progress reports and/or products {(two copies of audio-visual
materials) whether published and disseminated or unpublished,
should be sent to NCJRS, Attention: Acguisitions Librarian, for
consideration as NCJRS data base entries.

Forms of Reports, Special formating beyond that suggested by
either LEAA Guideline 1432.2 or LEAA Form 4587/1 is not required
for submitting reports to NCJRS. Some reports may only be
summaries, narrative or formal publications. However, all final
reports are to be submitted to NCJIRS.

Exceptions. Documents issued under the LEAA directive system,

such as Instructions, Notices, and Handbooks, which are administra-
tive in nature of zonfidential reports which should not be dis-
seminated beyond a grantee or documents which are not issued as
part of a grant, contract, or in-house study project, are not
subject to this instruction.
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Uses of Submitted Reports.

(1) All LEAA reports processed into the NCJRS data base will be
abstracted, indexed, microfiched and entered into the
Document Loan Program. Copies of all NCJRS holdings will be
maintained in a permanent file for use by the criminal justice
community throughout the nation.

(2) All LEAA grant, contract and in-house reports which are
published through government printing facilities are initially
disseminated through the Department of Justice Distribution
Unit. However, subsequent dissemination of these reports, in
response to requests, may be made through NCJRS which will
furnish or loan either paper or microfiche copies to requestors
from supplies on hand or refer requestors to the Government
Printing Office for purchase. Dissemination or other than
microfiche copies of reports will be limited to those reports
which have been approved for publication and dissemination by
LEAA.

Responsibility for Report Submission. Submissions of reports under
this instruction will be considered an administrative requirement
for each grant manager.

to reallocate funds to another office and, in so doing, to alter the
Part C Discretionary, Technical Assistance, office allocation shall prepare a
memorandum of justification which covers the following:

a.

Program Objective from which funds are to be reallocated and the
expected impact.

Program Objective to which reallocated funds are to be applied and
the expected impact.

Statement of concurrence or non-concurrence by affected office
head.

Statement from the Budget Division that the funds are available
to meet the reallocation request.

Upon completion of all staff work, the request shall be delivered
through the Office of Planning and Management to the Administratoxr
for his approval/disapproval.

Following the Administrator's decision, the memorandum shall be
routed to the Budget Division (0OC) for finalizing the reallocation
of funds in the budget of each office or offices involved. The ’
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Budget Division will make the necessary adjustments to the current

operating plan(s).

g. Cognizant MBO Program Managers should be kept informed with infor-
mation copies of all correspondence.

110.-112, RESERVED
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CHAPTER 5: MONITORING

POLICY.

a.

LEAA Office Heads will not approve or recommend for approval
grant applications that do not include clear objectives and a
well-defined implementation plan which conforms with application
preparation instructions contained in the effective edition of
M 4500.1.

IEAA Office Heads and Grant Managers will assure that grants
under their supervision are monitored in accordance with this
instruction and that problems of grantees are promptly recognized
and corrective action taken. If corrective action cannot be
promptly effected, a report concerning the problem and recommend-
ed action shall be filed with the immediate supervisor of the
grant manager and the responsible program manager. Problems and
issues which cannot be resolved promptly by an office head will
be reported to the Administration.

OPM will monitor and report on implementation of these policies
and procedures. OPM'will provide, upon request, technical
assistance to program offices concerning monitoring technigues.

PROCEDURES.

a.

Basis for Monitoring. To be effective, the monitoring process
must have a basis for determining grant progress or the lack of
it. The basis to be used in monitoring LEAA categorical grants
shall be the grant's implementation plan. All LEAA categorical
grant applicants are required to develop a detailed implementa-
tion plan and incorporate it into Part III and IV of their
application. The effective edition of M 4500.1 provides
applicants with both instructions and format for accomplishing
this.

Determining Planned Progress. The grant's implementation plan
is used in the monitoring process to determine what activity
should be taking place in the grant at any point in time. This
information (e.g., planned progress) is compared with activity
that is actually occuring within the grant, and a judgment is
made as to whether the grant is or is not progressing as planned
and scheduled.

Determining Actual Progress. LEAA's monitoring system provides
several methods for determining actual grant progress. These
methods include:

(1) Grantee Reports. LEAA grantees, including SPAs, are
required to report actual grant progress on a calendar
quarterly basis. Two reports are required each calendar
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quarter, a Financial Status Report (Appendix 10) and a
(program) Categorical Grant Progress Report (Appendix 11).
Both calendar quarterly reports address progress in terms of
the grant's implementation plan.

Desk Monitoring. OMB Circulars Al02 and AllO prohibit IEAA
from requiring grantee progress reports more frequently then
quarterly. To determine progress between quarters, grant
managers are encouraged to monitor by telephione. That is,
to make periodic telephone calls to their grantees which are
designed to address specific progress issues/or problems
relating to the grant implementation plan. A copy of this
report must be included in the official grant file
maintained by the Office of the Comptroller.

Site Monitoring. There are two types of site visits which
can be used to determine actual grant progress.

(a) On-site Visits. The LEAA grant manager visits the
grantee at the project site, discusses specific issues
related to implementation progress, observes grant
activity, and makes judgments about planned versus
actual progress.

(b) Off-site Visits. The grant manager meets with the
grantee at some place other than the project site to
discuss specific implementation issues and to obtain
information about grant progress which will enable a
judgment to be made about reported versus actual
progress. There are two basic forms of off-site visits.

1l Group Monitoring. A number of grantees are called
to a central location where the grant manager meets
with them as a group to discuss specific progress
issues. This type of off-site visit 1s most
effective when there is‘a programmatic relationship
between the grants involved.

oo

Grantee Visits to LEAA. The grantee is »alled to
LEAA by the grant manager for a meeting on specific
program issues.

(c) Site visits of either type are not to be "fishing expe-
ditions" without specific issues to be addressed.
Before conducting a site visit the grant manager must
develop a site visit plan which identifies what issues
will be addressed. This plan must be keyed to the
grant's implementation plan.
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Using Progress Information. Grant progress information which is

obtained by quarterly progress reports, quarterly financial
reports, telephone contacts and site monitoring has three
principal uses within LEAA:

(1)

(2)

(3)

Grants Management. The grant manager uses progress
information to track grant progress and to determine what
corrective action must be taken when the grant is not
progressing according to plan or schedule.

Program Management. A program manager is the LEAA pro-
fegsional who is in charge of a multigrant effort where

all grants are contributing towards the achievement of the
same goal or goals. Progress information is used by the
program manager in the same manner as it is used by the
grant manager. This is, to determine whether or not the
program is progressing as planned and scheduled and, when

it is not, whether prompt corrective action is being taken
to restore the plan and schedule. To facilitate the program
manadgement process, LEAA grant managers are required to
provide gquarterly monitoring reports to the program manager.
Appendix 12 provides instructions for preparing and sub-
mitting this report. The format provided for in these
instructions must be followed. It is important to note that
grant managers shall not wait until time for the next
guarterly report to inform program managers of significant
grant problems. Such problems shall be brought to the
program manadger's and immediate supervisor's attention as
soon as possible, either in writing or orally, whichever is
appropriate.

Program Development. An important use of progress
information is its application to program development.
Monitoring information is of particular importance to
continuation grants. This information is essential to
determining whether or not continuation is programmatically
jugtified, whether program refinements are needed and
whether or not the grantee has demonstrated the capability
for effectively utilizing the next year's funding. Monitor-
ing information is equally important to the develoupment of
new categorical programs, particularly regarding decisions
relating to LEAA's expanded involvement in a particular
program area, the selection of grantees, and the assessment
of implementation design prior to award. Three reports are
required as input to the program development process. Grant
managers are required to prepare a "Grant Assessment Report"
within 120 days of the close of a grant.
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This report assesses how well the grantee performed. The
instructions and required format for this report are con-
tained in paragraph 122 (b3), and (b5). Another report
required as input to the program development process is the
program manager's midyear "Grant Program Status Report". This
report assesses grant program performance and progress half-
way through the program year. Instructions and required
format for this report are contained in Appendix 14. Finally,
the Office of Planning and Management is required to prepare
an annual report which assesses LEAA monitoring during the
previous year and distills from it recommendations for im- v
proving both the monitoring and program development processes.

treparaticon of a lonitoring Plan. Ideally, all LEAA grants s >uld .
Le intensively monitored to enhance the potential for their
success. Practically, however, LEAA lacks the manpower to
accomplish this. Additionally, all grants do not require inten-
sive monitoring. Recognizing this, program office headsz shall
assure that a monitoring workplan is developed for each grant

and that the workplan reflects the grant's importance in terms of
LEAA's mission and the grant's need for monitoring. Appendix 15
is a suggested method for priortizing a grant and developing a
workplan.

Program Office Monitoring Responsibilities. Program managers are
the individuals accountable for management of categorical grant
programs, projects and contracts within thelr program areas. Other
activities of an information gathering nature, audits, project and
program reviews shall be conducted by the Office of Audit and
Investigation (OAI) to support grant management in accordance

with policy specified by I 4500.4, Coordination of Program Review
Activities of the Office of Audit and Investigation.

SPA Monitoring Responsibility. SPAs are responsible for both
programmatic and financial monitoring of the grants awarded to
them. With the exception of LEAA quarterly progress reporting
requirements, SPAs establish their own internal grant monitoring
and reporting procedures. SPAs will submit to LEAA on a quarterly
basis for each grant awarded both a Financlal Status Revort
(Appendix 10) and a Categorical Grant Progress Report (Appendix
11l). Grant managers must contact the SPA to obtailn a copy of SPA
monitoring reports, if such reports are available.
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MONITORING POLICY ASSESSMENT. OPM's annual Grant Implementation
Management Repori will make an overall assessment of LEAA monitoring
at the close of each fiscal year. In addition, in May of each year,
a sampling of grants will be made by OPM with support provided by the
program offices. This sampling will be analyzed to assure that
monitoring procedures are both effective and properly utilized by all
LEAA program offices and that, when grant problems are occurring,
prompt corrective action is taking place. This assessment shall be
coordinate with the assessment of policy governing project and
program reviews by the Office of Audit and Investigation which is
stipulated in T 4500.4, Coordination of Program Review Activities of
the Office of Audit and Investigation.

PROMISING AND EXEMPLARY PROJECT RECOMMEDNATION. If the site visit
indicates that the visited project, having been operational for at
least one year, has produced substantial evidence of having had a
measureble impact in either the reduction of crime or the improvement
of the criminal justice system and if the project shows particular
promise of future success and possibilities for replication elsewhere
the LEAA grants manager after consulting the supervisor (office pro-
gram manager or division director) should encourage its nomination as
an LEAA Promising Project candidate and provide the project with re-
commendation forms for that purpose. Completed forms should be sub-
mitted to the Office of Development and Testing, and Dissemination,
NILECT, which will determine the most appropriate means of further
information dissemination, to include consideration under NILECJT's
Exemplary Project Program. Additional supplies of the nomination
form may be obtained from the Office of Development, Testing and
Dissemination. (Refer to Appendix 13 for a copy of LEAA form 2300/6.
Exemplary and Promising Projects Recommendation.)

RESERVED.
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CHAPTER 6. CATEGORICAL GRANT CLOSE OUT PROCEDURES

PURPOSE. This part of the Handbook provides guidance in the admini-
strative process and responsibilities to close out categorical
grants. The close out process begins with PROFILE advance notice of
grant expiration and concludes with Federal storage record retire-
ment.

SCOPE. The provisions of this part apply to all LEAA personnel
having functional responsibility for any area of the categorical
grant close out process.

POLICY. The timely and proper closing of grants is one of the most
important aspects of grant administration. It provides for the
acceptance of the final product in relation to the funding support
given and the programmatic accomplishment envisioned. Only through
a thorough effort in this area can we achieve our purpose to improve
and strengthen the effectiveness of the criminal justice community
by making available important and meaningful products.

The grant manager in concert with the Grant and Contract Management
Division, OC, is responsible for all detail actions and control
necessary to timely accomplish the grant close out process to the
phase of "Inactive". This point is reached upon the receipt and
acceptance of all required grantee documents, and the completion of
the grant manader's assessment report. The time frame to achieve
this end should be no more than a MAXIMUM of 210 days after the
expiration date of the grant.

The grant manager is responsible for providing the necessary infor-
mation on close-out to GCMD, OC, which will update and close-out the
grant file. Upon receipt of this information 0OC/GCMD shall complete
LEAA Form 1340/4, PROFILE Categorical Status Update (appendix 16) for
each close-~out phase and subphase that is accomplished.

DEFINITIONS.

a. Inactive Phase - Available for Audit. Subject to audit, no
written request received.

b. Inactive Phase - Audit Requested. Written request to Office of
the Audit and Investigation (OAI) identifying significant
problems and raquesting audit.

¢. Inactive Phase - Audit Initiated. OAI begins audit.

4. Inactive Phase - Audit Completed. Audit work completed and Audit
Report isgued.
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Inactive Phase = Audit i"inding(s) Unresolved. Finding (s)
identified in Audit Report and awaiting resolution.

Inactive Phase -~ Audit Finding{s) Resolved. Finding(s) cleared
and Audit Closed.

Close Out =~ The entire process commencing with PROFILE'S advance
notice of grant expiration date to the storage of grant files in
the Federal Records Center, and unexpended or unobligated funds
are decbligated and/or reallocated.

Cumulative Disbursements - Total grantee payments made, less re-
funds received to date.

Deobligation - The procedure by which LEAA officially reduces
the federal grant award.

End Date - Last authorized date in which grantee may incur
obligations for approved grant activities.

Expenditure Deadline Date - The expenditure deadline date is 90
days after the End Date of the grant, unless extended by an
authorized official.

Federal Storage - Grant file is transférred to the Federal Records
Center.

Final Financial Status Report (H-1) - A report designed to reflect
all iqformation (Federal and nonfederal) relating to obligations
and outlays (expenditures) for LEAA grants.

Final Narrative Progress Report - A report providing LEAAR with
complete narrative account of project accomplishments and
problems.

Financial Management Office - This office is the Grants and
Contracts Management Division, OC.

Final Financial Review Performed. Review performed by Financial
Management Office (FMO) to ascertain if all required repcrts and
documentation are in grant file and request additional action as
required.

Grant Close out Checklist - List used by Financial Management
Office to ensure compliance with grant closeout procedure.
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122. PROCEDURES
a. General
The following example provides the outside time parameters and

overview of the chronological flow of the categorical grant cloce
out process.

Close-Out Due No, of Days
Phases Date from End Date

ADVANCE NOTIFICATION OF GRANT

EXPIRATION 7/1/76
ISD printout to grant
managers
END DATE (ISD Code 90) 8/15/76
Expenditure Deadline 11/13/76 90
Grantee Reporting 11/13/76 90

(Final Narrative Progress,

Final Financial Status H-1)

Check List Items 2/13/77 90
{See Appendix 17)

FINAL REVIEW PERFORMED (ISD CODE 21)

Review pexrformed by OC tou

ascertain that all required

docunents and actions are

in the grant file, defi-

ciencies noted, and program

office informed of required

resolutions. 2/13/77 180

INACTIVE (ISD Code 92)

Review by program office of 3/15/717 210
all reports and documents, and

all defincies satisfied

assessment report submitted.

Grant is in an inactive stage

available for audit.

Major Evaluation
(if applicable)
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Close~Out
Phases

Due No. of Days
Date from End Date

Available for Audit (ISD Code 92)

Audit Requested (ISD Code 93)

Audit Initiated (ISD Code 94)

Audit Completed (ISD Code 95)

Audit Findings Unresolved (ISD Code 96)

Audit Findings resolved (ISD Code 97) 1095 *
Federal Storage {ISD Code 99) 11,12/79 -
* Three years from submissicn date of final Financial Status Report or
resolution of audit findings whichever is later. .
b. Detail

(1)

(2)

(3)

Advance Notificatiom of Grant Expiration

The Information Systems Division, OC, will generate a
monthly listing of all categorical grants schedule to
expire during a particular month. This listing will be
produced during the first three working days of the month
preceding the month reflecting grant expirations. For
example, on November lst a listing will be produced
showing all grants scheduled for expiration during the
month of December. This listing will be sent to the
applicable monitoring office for informational purposes.

If the revised .end date is not correct, immediate corrective
action must be taken to preclude the grant from being
automatically placed in a status other than "Active". This
is accomplished by issuing a grant adjustment notice to
correct the end date of a grant.

PROFILE Status Change When Grant Expires
PROFILE will automatically, on a bi-weekly basis, convert
all grants with expired revised end dates to the status

"End Date Passed".

Required Grantee Reports
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Control Responsibility

FMGAB is responsible for the establishment and
maintenance of logs to assure receipt of all required
grantee reports. FMGAB will review each grant upon
expiration of the revised end date to identify any
missing documents required for close-out. FMGAB will
advise the appropriate office, by memorandum, of the
required documents for their follow-up action.

Type, Due Date and Distribution of Reports

The grantee is required :- provide the following
reports after expiration of grant:

1l Final Financial Status Reports (H-1) due -- within
90 days after expiration of grant.

Distribution

Grantee sends original and two (2) copies of the
H~1 to FMGAB which in turn forwards the original to
the Accounting Division for verification. Upon
Completion of the verification process, the
Accounting Division shall notify FMGAB of the
correctness of the Hl, at which time, FMGAB sghall
forward a copy of the H-1 to the grant manager and
file a copy of the H-1 in the official grant file.

o

Final Narrative Progress Report including any
accompanying manuals, handbooks, etc., due --
within 90 days after expiration of grant.

Grantee sends original and copies to FMGAB. Original
to official file. Coples to grant manager by
transmittal memo for review and approval. Trans-
mittal returned to FMGAB noting acceptance. Grant
manager forwards five coples to NCJIRS for data base
along with third~party evaluation, if anhy.

3 Financial Settlement. Contained on the categorical
grant close out checklist (see Appendix 17) are
provisions to calculate the settlement of the
Federal share of costs.
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For detailed procedures in the deobligation
reobligation of funds refer to the effective edition
of I 4040.1, Deobligation, Reallocation and Reocbli-
gation of LEAA Grant Funds.

Distribution =~ The original and one (1) copy of the
checklist should be prepared. The original should
be retained in the grant file and the copy sent to
the Accounting Division, OC for reconciliation. The
copy will be returned to the originating office by
the Accounting Division.

|

jo

Grant Status Update

After all required grantee reports are received and
accepted, and all other considerations satisfied on
the checklist, including the grant managers assess-—
ment report, LEAA Form 1340/4, PROFILE Categorical
Status Update must be prepared indicating the status
code "92".

[

Grant Manager Assegsment Report

Before a grant can be placed in the inactive status,
the grant manager must prepare a narrative assess-
ment report. This report will be entered into the
TEAA Grant Program File (PROFILE) and is intended to
provide the users of PROFILE with information about
the changes made, project results, new knowledge
gained.

PROFILE reports will present both the project sumiary,
which outlines the project objectives, and the assegsment
summary, which indiactes the projects accomplishments or
lack thereof. These reports will be used by criminal
justice planners and LEAA management and staff.

Up to 1,440 characters (approximately 200 words) may be
ugsed. Since the project asgessment summary is brief,
statements must be clear and concise. The brevity also
means that the statements must be selective. The goal is
to summarize for the reader the project's activities,
accomplishments, failures, discoveries, and knowledge
gained.
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The following are the specific components which must be
included in the assessment summary. Depending on the type
of project being assessed, it is possible that some of
the components will not be relevant; however, every effort
must be made to supply, as many components as possible and’
in every case, a summary of what was learned through the
grant must be provided.

(a) Problem Addressed and Main Objectives: Describe briefly the
crime problem or criminal justice system problem addressed by
the project e.g., burglary, stranger-to-stranger street crime,
court case backlog, prosecutorial discretion, etc. Indicate
in MEASURABLE TERMS the major objectives of the project.

This statement of project objectives should be a short,
precise sentence and should begin with the word "to". If
the project had a clearly articulated hypothesis, state
briefly the hypothesis, e.g., stranger-to-stranger street
crime in the central business district can be reduced
significatly by the installtion of high intensity street
lighting in these areas.

{b) Adegquacy of Grant Planning. Describe the competence of the
grantee in managing the grant and the effectiveness of the
grant implementation plan as a tool in implementing the grants
Refer to the specific parts of the implementation plan (e.g.,
Operating Plan, Resources Utilization Plan, etec.) and if
planning was significanlty defective, describe what LE3A can
de in the future to aveid the same type of problem?

(¢) Activities Undertaken: Include a brief statement or
listing of major activities undertaken toward the achievement
of the project cobjective(s) and in testing of the hyphothesis
with which the project was concerned. Were activities under-
taken those described in the Grant Implementation Plan? If
not, why not? These will probably be activities such as
counseling, referring, interviewing, training; include as
many as are important. Also include the following when they
apply to the project objectives:

1l Clientele: Describe the population served; where appro-
priate,include the number, sex, age, or type of group
(e.g., 30 males ages 12-15, 125 male first offenders

primarily under the age of 25), 50 members of the police
department, 35 high school females who have been truant 5

or more times, 6 probation officers, 25 male offenders in
prison 2-10 years)}.

Chap 6 Par 122
Page 73




HB 4500.2A
DEC 2 77

2 Services: Describe the services provided by the project
during the entire period for which the project was in
operation.

(d) Principal Findings: Indicate any conclusion which can be
drawn from the activities which were undertaken during the
course of the project. Care should be taken to state only
those findings that have been verified or if the conclusions
drawn pertain to this project only (given the parameters of
the project), this fact should be so indicated. Discuss
specifically what was learned through the expenditure of
these funds and how this particular grant aided in advancing

the "state of the art." In addition, discuss specific
project results in terms of (a) the achievement of goals and
objectives; (b) results of tests of hypothesis; (c¢) the -

efficacy of activities undertaken and programs and services
provided; (d) the quality of implementation of the project
during its course. IF A FORMAIL EVALUATION OF THE PROJECT
WAS UNDERTAKEN BY AN INDEPENDENT THIRD PARTY, IDENTIFY THE
EVALUATCR AND THE TITLE OF THE FINAL EVALUATION REPORT.

(e) Documents Produced: Describe any documents or other
deliverables produced by the grant (film, pamphlets, etc.)
and indicate where they can be obtained.

Distribution

The original and one copy of the assessment repcrt must
be forwarded to FMGAB -izh —ill xlzze the original in the
official file and transmit the copy to ISD for PROFILE.

NILECJ prepares a fuller assessment of grant achievements

by using the Project Review Form contained in Appendix 18.
The first section of this report titled "Findings and
substantive Quality, Grants Managers Assessment Report" shall
be used to meet the requirements of the Grant Managers
Assegsment Report required by this Handbook.

Grant Evaluations

These instructions are provided to assist the grant monitor in

writing a summary of major evaluation findings for those grants

which have been formally evaluated by an independent grantee/con-

tractor either as a selected project level evaluation or as part

of a national program level evaluation funded by the National

Institute for ILaw Enforcement and Criminal Justice (NILECJ). This

summary contains spenific information on the funding level of the

completed evaluation, the contractor/grantee selected for the

evaluation, the purpose and objectives of the evaluation, the ‘

Chap 6 Par. 122
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the evaluation methodology and the major findings of the
evaluation. Evaluation findings summaries are included in

the LEAA Grant Program File (PROFILE) and they are intended

to make available to the users of PROFILE a concise statement

of the findings of formal project and program level evaluations.
PROFILE reports will present for each grant in the system a
project summary which outlines the project objectives; an
assessment summary which indicates the project's azcomplishments
or lack thereof; and an evaluation findings summary, if the
project did contain a formal evaluation component. These reports
will be used by criminal justice planners and LEAA management and
staff.

The follewing are the specific components which must be included
in the evaluation findings summary. You may use up to 1,440
characters (approximately 200 words). Since the evaluation
findings summary is brief, your statements must be clear and the
points you make must be concise.

The brevity also means that you must be selective about the
statements you choose to include. Your goal should be to
summarize for the reader precisely who conducted the evaluation;
what the purposes and objectives of the evaluation were; what
evaluation methodology was employed; and what the findings of the
evaluation were.

The following components must be included in the evaluation
findings summary:

(a)  Title of the Evaluation:
State the title of the evaluation grant or contract.

(b} Funding level of Evaluation, Selection of Grantee/Contractor,
and Source of Funds:

Describe briefly the funding level of the evaluation, the
source of funding and method for selection of the evaluator.
In particular, specify whether the source of funding was a
percentage earmark of the grant for evaluation with the
contractor selected by the grantee, or whether the evaluation
was conducted under separate grant for LEAA with the grantee
selected by LEAA or whether the evaluation was conducted
vnder contract for LEAA with the contractor selected
competitively by LEAA.

it S 4
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(c) Purpose and Objectives: State Briefly the purpose or
main thrust of the evaluation, i.e. social impact, process,
cost-benefit; and gpecific evaluation objectives. Since
project objectives are sometimes in part not readily
evaluable, briefly state how the specific evaluation
objectives correspond to project/program objectives.

(d) Evaluation Methodology:

1. List indicators and measures used to asses results of
the project against its obhjectives.

2. List sources of data and means of collection.

3. Briefly describe the methods of analysis utilized and .
present a general schema that represents the evaluation
design as is appropriate, for example, for (a) process,
(b) impact and (c¢) cost~benefits evaluation. State
hypotheses tested.

(e) Evaluation Findings:

Briefly summarize the findings of the evaluation in terms
guided by the above considerations and also including
significant "side effects or unitended results" identified.
This should include results especially pertaining to: (a)
tests of underlying hypotheses and (b) the environmental
situation, political support, resources, organization
effectiveness, wid leadership and (c¢) recommendations and
conclasion

(f) Documents Produced: Describe any documents or reports
produced by the evaluation and indicate where they can
be obtained.

7. Grant Inactive Status
{(a) Notice to Grantee

Upon completion and acceptance of the assessment report,
the cognizant grant manager shall notify the grantee that
the file is being placed in an inactive status and the
grantee is required to retain the grant file for at least
three years in accordance with Federal record retention
reguirements. The grantee shall also be informed that the
file is subject to audit during the three year period. A
copy of the correspondence must be forwarded to rFMGaB for
the official grant file.

Chap 6 Par 122
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(b) OFFICIAL FILE CONTENT

PRIOR TO PLACING A GRANT IN THE INACTIVE STATUS, THE GRANT
MANAGER MUST MAKE, AND IS RESPONSIBLE FOR, A REVIEW OF THE
OFFICIAL FILE TO ENSURE THAT ALL DOCUMENTS AND CORRESPONDENCE
PERTINENT TO THE GRANT DURING ITS ENTIRE LIFE CYCLE ARE
PRESENT.

{(c¢) 2Audit of Grant

1. As indicated above, if the grant manager or other
responsible officlal has requested an audit, the
applicable ccde and other information must be provided
on the required form to GCMD for input to PROFILE.

2. The grant manager is respongible for coordinating
with Office of Audit and Investigation and GCMD and
assuring input to PROFILE of the codes "94" AUDIT,
Initiated; "95" AUDIT COMPLETE: "96" AUDIT FINDINGS
RESOLVED: and "$7" AUDIT FINDINGS RESOLCED, when
applicable.

3. Further, the grant manager and FMGAB is responsible for
ensuring that the audit report or applicable parts
thereof, and other pertinent information regarding the
resolution of audit findings on a particular grant are
transmitted to the FMGAB for placement in the official
file.

Federal Storage

The official file shall reamin in the inactive status (IDS Code
92) until the end of the calendzr quarter following the calendar
gquarter in which the date of IDS Code 92 is entered intc the
PROFILE system.

Upon reaching this milestone, the official file is to be sent
to the applicable Federal Records Center, and the appropriate
code entered into PROFILE.

Chap 6 Par 122
Page 77













123.

124,

125.

127,

128.

HB 4500.2A
DEC 2 177

CHAPTER 7. RESPONSIBILITY FOR GRANT INFORMATION

SECTION 1. GENERAL

PURPOSE. 1In order to administer several thousa.d grants, LEAA must maintain

current, accurate, and accessible information about each grant, and
about all changes affecting each grant. The PURPOSE of this Chapter
is to assign responsibility for assuring receipt and processing of
quarterly reports, for providing information to be put into PROFILE,
and for actually putting the information into (updating) the PROFILE
system.

SCOPE. This Chaptur applies to all LEAA categorical grants.

SECTION 2. QUARTERLY REPORTS

QUARTERLY FINANCIAL STATUS REPORTS (H-l's). Grantees are required to
submit H-1's, LEAA Forms 7.160/1, to LEAA within 45 days after the end
of each calendar quarter. Calendar quarters end on March 31, June 30,
September 30, and December 31.

RESPONSIBILITY FOR QUARTERLY FINANCIAL REPORTS - H-1's. H-1's are
submitted by grantees to the Office of the Comptroller. IT IS THE
RESPONSIBILITY OF THE COMPTROLLER TO PROVIDE PROGRAM OFFICES WITH
COPIES OF ALL H-1'S RECEIVED. IT IS ALSO THE RESPONSIBILITY OF

THE COMPTROLLER TO INFORM PROGRAM OFFICES ABOUT DELINQUENT H-1 REPORTS.
The Administration may from time-to-~-time ask the Comptroller to report
on the status of delinquent H-1 reports, and to request program

office heads and/or grant managers to secure timely submission of

H-1 reports from their grantees.

QUARTERLY NARRATIVE REPORTS (DISCRETIONARY GRANT PROGRESS REPORTS).
Grantees are required to submit Discretionary Grant Progress Reports,
LEAA Form 4587/1, to LEAA within thirty-days after the end of each
calendar quarter. Calendar quarters end on March 31, June 30,
September 30 and December 31.

RESPONSIBILITY FOR QUARTERLY NARRATIVE REPORTS. Quarterly narrative

reports are submitted by grantees to the Office of the Comptroller.

It is the responsibility of the Comptroller to provide program offices
with a copy of this report. It is also the responsibility of the

Office of the Comptroller to inform program offices about delinquent
narrative reports. The Administration may from time to time request

the Comptroller to report on the status of delinquent quarterly narrative
reports.

Chap 7/Par 123
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SECTION 3. COMPTROLLER REPORTS TO THE ADMINISTRATION

REGULAR REPORTS. The Comptroller shall report to the Administration

twice annually, listing, by LEAA office and by the grant manager
within each office, all grants for which quarterly financial and/or
narrative reports are more than 90 days late.

DUE DATES. The Comptroller shall deliver to the Administration

reports described in paragraph 129 on May 31 and November 30 of

each year.

SECTION 4. PROFILE UPDATE

OFFICE OF THE COMPTROLLER RESPONSIBILITY. The Office of the Comptroller

is responsible for operating and maintaining LEAA's Automated Grant
PROgram FILE (PROFILE). With the few exceptions described in para-~
graph 133, below, program offices are responsible for providing the
Comptroller with all information necessary for creating and updating
grant files contained in PROFILE. THIS DEPENDENCE UPON PROGRAM OFFICES
FOR INFORMATION DOES NOT IN ANY WAY REDUCE COMPTROLLER RESPONSIBILITY
FOR MAINTAINING PROFILE. In cases when program offices do not provide
accuratbe and timely information to the Comptroller, the Comptroller
shall alert the Administration about such non-reporting.

PROGRAM OFFICE RESPONSIBILITY. Program offices are responsible for

providing to the O0ffice of the Comptroller the information shown in
paragraph 133 for each grant under their jurisdiction. This information
shall be used by the Comptroller to update PROFILE entries for each

grant. Initial grant award documents are used to create the initial
PROFILE records.

INFORMATION PROVIDED BY PROGRAM OFFICES. Program offices are responsible
for providing the following grant informaticn to the Office of the
Comptroller for updating PROFILE:

a. Grant award amount (source: grant award document);
b. Grant award date (source: grant award document);
c. Begin date and end date of project (source: grant award document);

d. LEAA office identifier (for example, OCJP, OJJDP);
e. MBO Code (source: grant manager's meno);

£, Funding history, if the grant is a continuation (source: program
office files);

g. Grant manager's name;

Chap 7/Par 129
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h. Grantee name and address (source: grant project summary
sheet, completed LEAA Form 400Q0/8);

i. Project director's name (source: grant project summary
sheet);

3. Grant summary (source: Item 11 of grant project summary
sheet);

k. Grant assessment (source: Grant manager's final report on

each grant); and

1, All changes in each grant (source: Grant Adjustment Notice,
LEAA Form 4063).

INFORMATION PROVIDED FOR PROFILE BY OFFICE OF THE COMPTROLLER. Using

its own existing internal procedures, the 0ffice of the Comptroller
shall be responsible for providing the following information for each
grant in order to update PROFILE:

a. Grant award number;
b. Grant status (for example, active, closed); and
c. Status of quarterly reports

GRANT ADJUSTMENT NOTICES (GANs). CHANGES IN ANY INFORMATION CONTAINED

IN PARAGRAPH 133 a-1 above MUST BE REPORTED TO THE COMPTROLLER BY

THE PROGRAM OFFICE USING A GRANT ADJUSTMENT NOTICE (GAN). Changes
must be reported -- that is, GANs must be prepared, signed, and

sent to the Comptroller by program offices--~AS SOON AS THE CHANGE
OCCURS. PROMPT EXECUTION OF GANs IS NECESSARY TO MAINTAIN AN ACCURATE
PROFILE SYSTEM.
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APPENDIX 1. GRANT APPLICATIOUN STATUS

1. GRANT APPLIC. NO. 2, GRANTEE 3. PROJECT TITLE
4. DATE APPLIC. REC'D, | 5. APFPLICATION AMT, 6. AWARD NO. 7. DATE AWARDED] 8. AWARD AMT.
3 $
9. GRANTEE IRS NO. 10. GRANTEE ADDRESS (streot, clty, state, =ip code)
4 .
11, PROGRAM MONITOR'S SIGNATURE 12. OFFICE/DIV./BRANCH 73, TEL. EXT.
¥4, FMD REVIEW REQUIRED (check box) 5. SIGNATURE OF RESPCNSIBLE OFFICIAL 6. DATE
[)ves [CIno
17, COMMENTS (Reverae alde may by used)
18, ADDITIONAL DISTRIBUTION 15, ADMINISTRATION ACTION ON APPLICATION
A,DATE SENT |B.DATE RET'D. C.DECISION {check) O.DATE
{J apPrROVED
(CIreJECTED

'LEAA FORM 402071 (REV, 4-76} SUPERCEDES LEAA FORM 4020/2 (1/74)

Page 1
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FEDERAL ASSISTANCE

2. APPLI-
CANT'S

1 TYPE  [7] PREAPPLICATION

APPLI-
CATION

APPENDIX 2. APPLICATION FOR FEDERAL AsSISTANCE (NON-CONGERUCTION) o moats
5 KUMBER 3. STATE 3, NUMBER
APPLICA-
b, DATE nan b. DATE
J Year month day :_?E::n . D Yeor month day
ASSIGHED 19

ACTION (7] APPLICATION

(Mork ep- [} NOTIFICATION OF INTENT (0pt) [ L,avs
oz} [} REPORT OF FEDERAL ACTION | Hlonk

4. LEGAL APPLICANT/RECIPIENT

8. Applicant Name
5. Ocganization Uait B

¢. Street/P,0, Bax H
d. City H
1. State H

k. Contsct Parson {Nams
& telephone No.) :

e, County @
8. 21P Code:

5. FEDERAL EMPLOYER IDENTIFICATION NO,

:no. 8. NUMBER [l fefd 1]

GRAM b TME
{From
Federal
Catalog)

7. TITLE AND DESCRIPTION OF APPLICANT'S PROJECT

8, TYPE OF APPLICAN1/RECIPIENT
A-State H-Commumty Action Agen:
I~ Higher Educstional Imuluhon

B-lnterstate
C~Substate J=1ndisn Tribe
District R-Other (Spacify):

unty

E-City
E:Ecnololl %h"m
necial Purposs
Distriet o Enter appropriate letter D

9. TYPE OF ASSISTANCE

A-Basic Grant D~Insucance
8-Suoplemental Grant E-Other Enter appro-
T-Loan priate letterte)

SECTION 1~ APPLICANT/NECIPIENT DATA

10. AREA OF PROJECT IMPACT (.\'amu of cities, countica,
Statea, #te)

11, ESTlMATED NUM.
R _OF PERSONS
BENEFITING

12. TYPE OF APPLICATION
A-New C~Revision T-Augmentation

8-Renewsl  D-Continuation
Enter appropriate letfer D

13, PROPOSED FUNRDING

14, CONGRESSIONAL DISTRICTS OF:

15, TYPE OF CHANGE (For 1fc or i2e)

A-incresse Dollers F-Other {Specify):

SECTION 1I—CERTIFICATION

s FEOERAL | § .00 | & APPLICANT b. PROJECT B-Decrasse Doflars
L~Incressa Duration
b. APPLICANT .00 g:g.mahscnnuuhm
16, "ROJECT START 17. PROJECT nestiation
& STATE 091 " DATE Year month day DURATION Enter appre 7T
4, LOCAL .00 19 Months priate lelter(s)
#, OTHER 00 | 18. ESTIMATED DATE TO Year month day |19, EXISTING FEDERAL IDENTIFICATION NUMBER
~ BE SUBMITTED TO
f. . TOTAL H .00 FEDERAL AGENCY » 19
20, FEDERAL AGENCY TO RECEIVE REQUEST (Nams, City, Stats, ZIP cods) 21. REMARKS ADDED
] Yes [ No
22, ®, To the bast of my Imawhur_l lnd ballet, § b, It required by OMB Circular A-95 this application was submitted, wuunn£ to in- Nars Reaponas
data In this p ion are truet, therein, w0 ! i and ail (£ apunny attoched
THE trus and ceorrect, the documml has bean
APPUCANT § daly authorized by the govemning body of D D
CERTIFIES | the apohicant nd the spplicant will comply | (1)
THAT b with the attached sssurances f the assist~| () O [}
ance is spproved 3 D D
23. 8, TYPED HAME AND TITLE b, SIGNATURE t DATE SIGHED

CERTIFYING
REPRE-
SENTATIVE

Yeor month doy
i9

24, AGENCY NAME

25, APPLICA: Yesr momih day
RECEIVED 19

28, ORGANIZATIONAL UNIT

27, ADMINISTRATIVE OFFICE

28, FEDERAL APPLICATION
IDENTIFICATION

29, ADDRESS

30, FEDERAL GRANY
IDENTIFICATION

FUNDING

Page 1

g
g 31, ACTION TAKEN | 32 Year month day g:-inrma Yoor month day
'E‘ O AWARDED 9. FEDERAL f $ 00 | 33, ACTION. DATE ). 19 DATE 19
35, CONTACT FOfl ADDITIONAL INFORMA: | 36, th da

% [ b REJECTED b APPLICANT 00 FION  (Mams and teiephons sumbar) 2 NG Yeor mom ¥

D & RETURNED FOR | &, STATE 00 DATE 19
= AMEROMENT 4. LOCAL i 00 37, REMARKS ADDED
g [ 4. DEFERRED ! o, OTHER i 00
Bloge wmorwn Ty oy T 00 L £ Yes (INo

as. 8. In tanng above action, any comments Tectived from clearinghauses werd con- | b, FEDERAL AGENCY A-95 OFFICIAL

FEDERAL AGENCY \lldt:.d&" lu‘nc{“nlmn‘? 1 duv unaey provisiens of Part 1, OMB Circular h-95, (NGme cid talzphone no)

t baen ar g bang made,
A-95 ACTIONM
424-101 STANDARD FORM 426 PAGE 1 (10-75)

Proscribed by GSA, Fadera! Memagemont Cicoular 137
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SECTION IV-REMARKS (Please reference the proper item numbder from Sections I, 1T or IIT, if applicabls)

STANDARD FORM 424 PAGE 2 (10-75)
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2a,
2b.
3a,

3b.
4a-4h

&b,

7.

8.
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GENERAL iNSTRUCTIONS

This is a multi-purpose standard form. First, it will be used by applicants as a required facesheet for pre-
applications and applications submitted in accordance with Federal Management Circular 747, Second, it will
be used by Federal agencies to report to Clearinghouses on major actions taken on applications reviewed by
clearinghouses in accordance with OMB Circular A-95, Third, it will be used by Federal agencies to notify
States of grants-in-aid awarded in accordance with Treasury Circular 1082. Fourth, it may be used, on an
optional basis, as a notification of intent from applicants to clearinghouses, as an early initial notice that Federal
assistance is to be applied for (clearinghouse procedures will govern),

APPLICANT PROCEDUJRES FOR SECTION I

Applicant will complete all items in Section I, If an item is not applicable, write “NA". If additional space is needed, insert
an asterisk *'*"', and use the remarks section on the back of the form. An explanation follows for each item:

Mark appropriate box, Pre-application and applica-
tion guidance js in FMC 74~7 and Federal agency
program instructions, Notification of intent guid-
ance is in Circular A-95 and procedures from clear-
inghouse, Applicant will not use "'Report of Federal
Action” box.

Applicant's own control number, if desired,
Date Section | is prepared,

Number assigned by State clearinghouse, ar if dele-
gated by State, by areawide clearinghause, All re-
quests to Federal agencies must contain this identi-
fier if the program is covered by Circular A-95 and
required by applicable State/areawide clearing.
house procedures. If in doubt, consuit your clear-
inghouse,

Date applicant notified of clearinghouse identifier.

L.egal name of applicant/recipient, name of primary
organizational unit which will undertake the assist-
ance activity, complete address of applicant, and
name and telephone number of person who can pro-
vide further information about this request.

Employer identification number of applicant as as-
zigned by Internal Revenue Service.

Use Catalog of Federal Domestic Assistance num-
ber assigned to program under which assistance is
requested. If more than one program (e.g., joint
funding) write "multiple” and explain in remarks,
it unknown, cite Public Law or U.S, Code,

Program title from Federal Catalog.,'Abbreviate it
necessary.

Brief title and appropnate description of project,
For notification of intent, continue in remarks sec-
tion if necessary to ccnvey proper description,

Mostly self-explanatory, “'City" includes town, town-
ship or other municipatity.

Check the type(s) of assistance requestcd. The
definitions of the terms are:

A. Basi¢ Grant. An original request for Federal
funds, This would not include any contribution
provided under a supplemental grant.

B. Supplemental Grant. A request to increase a
basic grant in certain cases where the eligible
applicant cannot supply the required matching
share of the basic Federal program (e.g., grants
awarded by the Appalachian Regionai Commis-
sion to provide the applicant a matching share).

C. Loan, Self explanatory.

ftem

10.

11,

12,

13,

14a,
Lab,

15,

Page 3

D. Insurance. Self explanatory.
E. Other. Explain on remarks page.

Governmental unit where significant and meaning.
ful impact could be observed, List only targest unit
or units affected, such as State, county, or city, H
entire unit affected, list it rather than subunits,

Estimated number of persons directly benefiting
from project. .

se appropriate code letter. Definitions are: -

A. New. A submittal for the first time for a new
project,

B. Renewal. An extension for an additional funding/
budget period for a project having no projected
completion date, but for which Federal support
must be renewed cach year,

C. Revision. A medification to project nature or
scope which may result in funding change (in.
crease or decrease),

D. Continuation. An extansicn for an additional
funding/budget period for a project the agency
initially agreed to fund for a definite number of
years,

E. Augmentstion, A requirement for additional
funds for a project previously awarded funds in
the same funding/budget period. Project nature
and scape unchanged.

Amount requestcd or to ba contributed during the
first® funding/budget period by each contributor.
Value cf inkind contributions will be included, If
the action is a chkange in dollar amount of an exist-
ing grant (a revision or augmentation), indicate
only the amcunt of the change. For decreases en-
close the amount in parenthases. If both basic and
supplemental amounts are included, breakout in
remarks, For multiple pregram funding, use totals
and show program breaksuls in ramarks. item defis
nitions: 13a, amount requested from Federal Gove
ernment; 13b, amount apglicant will contribute;
13¢, 2mount from State, if applicant ts not a State;
13d, amount from local government, if apphcant is
not a local government; 13e, amcunt from any other
sources, explamn in remarks.

Self explanatory.

The districi(s) where most of actual work will be
accomplished, If city-wide or State-wide, covering
several districts, write “'city-wide’* or “'Stato-wide.”

Complete only for revisions (jitem 12¢), or augmen-
tations (item 12¢).

STANDARD FORM 424 PAGE 3 (10-75)
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Approximate date project expected to begin (usuaily
assoclated with estimated date of availability of
funding),

Estimated number of months to complete project
after Federal funds are available.

Estimated date preapplication/application will be
submitted to Federal agency if this project requires
clearinghouse review, If review not required, this
date would usually be same as date in item 2b.

;3‘1 “

Itom

19, Existing Federal identification number if this is not
a new request and directly relates to a previous
Federal action. Otherwise write "NA"".

20. Indicate Federal agency to which this request is
addressed, Street address not required, but do use
1P,

21. Check appropriate box as to whether Section IV of

form contains remarks and/or additional cemarks
are attached.,

APPLICANT PROCEDURES FOR SECTION i

pleted. An explanation follows for each item:

tem
22h,

23a,

List clearinghouses to which submitted and show
In appropriate blocks the status of their responses.
For more than three clearinghouses, continue in
remarks section, All written comments submitted
by or through clearinghouses must be attached,

Name and title of authorized representative of legal
applicant.

Applicants will always complete items 23a, 23b, and 23c. If clearinghouse review is required, item 22b must be fully com-

item

23b, Self explanatory,

23¢, Self explanatory.

Note:  Applicant completes on'y Saections | and ll, Section

111 Is completed by Fedaral agencies.

FEDERAL AGENCY PROCEDURES FOR SECTION il

If applicant-supplied information in Sections | and |l needs no updating or adjustment, te fit the final Federal action, the

Federal agency will complete Section 1lt only. An explanation for each item follows:

Item
24,

25,
26.

27.
28,
29,
30,
31

32.

33,

Executive department or Independent agency having
program administration responsibility,

Self explanatory.

Primary organizational unit below department level
having direct program management responsibility.

Office directly monitoring the program,

Use to identify non-award actions where Federal
grant identifier in item 30 is not applicable or will
not suffice.

Complete address of administering office shown in
itemn 26.

Use to identify award actions where different from
Federal application identifier in item 28,

Selt explanatory. Use remarks section to amplify
where appropriate.

Amount to be contributed during the first funding/
budget period by each contributor, Value of inkind
contributions will be included, If the action is a
change in dollar amount of an existing grant (a revi.
sion or augmentation), indicate only the amount of
change. For decreases, enclose the amount in pa-
rentheses. |f both basic and supplemental amounts
are Included, breakout in remarks. For multipte pro-
gram funding, use tctals and show program break-
outs In remarks. item definitions: 32a, amount
awarded by Federal Government; 32b, amount ap-
plicant will contnbute; 32¢, amount from State, if
applicant is not a State; 32d, amount from local
government if applicant is not a local government;
32e, amount from any other sources, explain in
remarks,

Date action was taken on this request,
Date funds will become available,

Page 4

item

35. Name and telephone no. of agency person who can
provide more information regarding this assistance,

36. Date after which funds will no longer be available,

37. Check appropriate box as to whether Section 1V of
form contains Federal remarks and/or attachment
of additional remarks.

38, For use with A-95 action notices only, Name and

telephorne of person who can assure that appropri-
ate A~85 action has been taken—If same as person
shown in item 35, write “same'’. If not applicable,
write “NA",

Federal Agency Procedures—special considerations

A

@

o

Treasury Circular 1082 compliance, Federal agency will
assure proper completion of Sections | and 11\, If Section }
is being completed by Federal agency, al! applicable items
must be filled in, Addresses of State Information Recep-
tion Agencies (SCIRA's) are provided by Treasury Depart-
ment to each agency. This form replaces SF 240, which
will no longer be used,

OMB Circular A-95 compliance. Federal agency will as.
sure praper completion of Sections 1, I, and 1if, This form
is required fer rotifying all reviewing clearinghouses of
major actions on all programs reviewed under A-395,
Addresses of State and areawide clearinghouses are pro.
vided by OMB to each agency. Substantive differerces
between applicant’s request and/or clearinghouse recom-
mendations, and the project as finally awarded wil be
explained in A-95 notifications to clearinghouses.

Special note. in most, but not all States, the A-95 Siate
clearinghouse and the (TC 1082) SCIRA are the same
office, In such cases, the A-95 award natice to the State
clearinghouse wilt fulfill the TC 1082 award notice re-
quirement to the State SCIRA, Duplicate notification
should be avoided.

STANDARD FORM 424 PAGE 4 (10-75)
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FORM APPROVED
PART Il OMB NO. 43-R0528

PROJECT APPROVAL INFORMATION

Item 1.,
Does this ossistonce request require State, local,
regional, or other priority rating?

Yes — . No

MName of Governing Body

Priority Rating

ltem 2,
Does this assistonce request require Stote, or local
advisory, educationol or heaith clearances?

— Yes e _No

Nome of Agency or
Board

{Attach Documentation)

ftem 3.
Does this assistance request require clearinghouse
review in accordance with OMB Circular A-957

Yes e No

(Attach Comments)

ltem 4.
Daes this assistance request require State, local,

Name of Approving Agency

regional or other planning approval? Date
Yes No
ltem 5.
Is the proposed project covered by an approved compre- Check ane: State [}
hensive plan? Local 0
Regional [

—_——Yes e No

Location of Plan

Item 6.
Will the assistonce requested serve o Federal
instollotion? Yes —__No

Nome of Federal Instollation
Federal Population benefiting from Projeet e

ltem 7.
Will the assistance requested be an Federal land or
instollation?

Yes No

Name of Fedecal {nstallation

l.ocation of Federal Land —

Percent of Project

ltem 8,
Will the ossistorce requested have on impoct or effect
on the enviranment?

See instructions for additional information to be
provided,

Yes No
ltem 9, Number of:
Will the ossisione requested coyse the displocement Individuols e
of individuals, families, busines ses, or farms? Families oo
Businesses o
—_—Yes No  Farms

ltem 10,
Is there other related assistonce on this project previous,
pending, or anticipated?

Yes No

See instructions for additional information to be
provided,

LEAA FORM 4000’3 {Rev. 5-76)
Attachment to SF.124

{LEAA FORM 4000/3 {(Rev. 8-74) is cbsolate,)
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INSTRUCTIONS

PART Il

Negative answers will jot require an explanation unless the
Federal agency requests more information at a later date.
Provide supplementary data for ail “Yes" answers in the
space provided jn accordance with the following instruc-
tions:

{tem 1 — Provide the name of the governing body establish.
ing the priority system and the priority rating assigned to
this project.

Item 2 — Provide the name of the agency or board which
issued the clearance and attach the documentation of status
or approval,

item 3 — Attach the clearinghouse comments for the appli-
cation in accordance with the instructions contained in Of.
fice of Management and Budget Circular No. A-95, If com-
ments were submitted previously wth a preapplication, do
not submit them again but any additional comments re-
ceived from the clearinghouse should be submitted with
this application,

1tem 4 — Furnish the name of the approving agency and the
approvai date.

{tem 5 — Show whether the approved comprehensive plan
is State, local or regional, or if nane of these, explain the

scope of the plan. Give the location where the approved
plan is available for examination and state whether this
project is in conformance with the plan.

ftem 6 — Show the population residing or working on the
Federal installation who will benetit from this project.

Item 7 — Show the percentage of the project work that will
be conducted on federally-owned or leased land. Give the
name of the Federal installation and its location,

Item 8 —~ Describe briefly the possible beneficial and harm.
ful impact on the environment of the proposed project. f
an adverse environmental impact is anticipated, explain
what action will be taken to minimize the impact, Federal
agencies will provide separate instructions if additional data
is needed.

Item 9 — State the number of individuals, families, busi-
nesses, or farms this project will displace. Federal agencies
will provide separate instructions if additional data is
needed,

Item 10 — Show the Federal Domestic Assistance Catalog
number, the program name, the type of assistance, the sta
tus and the amount of each praject where there is related
previous, pending or anticipated assistance. Use additional
sheets, if needed.

No grant may be awarded unless a completed
application form hos been received.

(Sec. 501, P.L. 93-83)

]

Page 6
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PART il ~ BUDGET INFORMATION

SECTION A - BUDGET SUMMARY

Graet Program,
Function
o
Activity
(3]

Fedaral
Catolog No.

(3]

Eayinatad Unobligated Funds

New or Revined Bodget

Federal Non:Federal
fe} {d)

Faderal
(=}

Non-Federal
(1)

Total
(1]

5. TOTALS

s

3

SECTH-N B - BUDGET CATEGORIES

6. Object Class Categoties

« Grant Progrom, Funcilon or Achivity

(1N

(2

(3)

Total
(5

3, Personnel

H

b, Frnge Benelils

c. Travel

d. Equipment

e. Supplies

§. Contsactual

. Construclion

o0

=

. Other

. Total Ditect Charges

. _Indiect Charges

k. TOTALS

1. Program Income
!

=3

Lo
¥Z "00S¥ €H
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INSTRUCTIONS

PART 1

General Instructions

This form is designed so that application can be made for
funds from one of more grant programs. in preparing the
budget, adheig to any exisung Federal grantor ajency
guidelines which prescribe how and whether budgeted
amounts should be separately shown for different functions
or activities withir. he program. For some programs, grant-
or agencies may require budgets to be separately shown by
tunction or activity. For other programs, grantor agencies
may not require 3 breakdown by function or activity. Sec-
tions A, B, C, and D should include budget estimates for
the whole project except when applying for assistance
which requires Federal authorization i annual or other
funding period increments. in the latter case, Sections A, B,
C, and D should provide the budget for the first budget
period {usually a year) and Section E should present the
need for Federal assistance in the subsequent budget peri-
ods. All applications should ¢ontain a breakdown by the
object class categories shown in Lines a-k of Section B,

Section A, Budget Summary
Lines 1-4, Columns {a} and (b},

For applizations pertaining to a single Federal grant pro-
gram (Federa! Domestic Assistance Catalog number) and
not requiring s functional or activity breakdown, enter on
Line 1 under Column (a} the cataiog program utle and the
catalog number in Column (b}

For applications pertaining to a single program requiring
budget amounts by multiple functions or actities, enter
the name of each actvity or function on each line 1» Col-
umn (a), and enter the catalog number in Column (b). For
applications rertaining to mul/tiple programs where none of
the programs reguire a breakdown by function or activity,
enter the catalog program titie on each fine in Column (a)
and the respective catalog number on each line in Column
(bl.

For applications pertaining to multiple programs where
one or more programs require a breakdown by function or
activity, prepare a separate sheet for each program requiring
the breakdown. Additional sheets should be used when one
form does not provide adequate pace for all breakdown of
data required. However, when more than one sheet 15 used,
the first page should provide the summary totals by pro-
grams.

Lines 1-4, Columns {¢} through (g).

For new applicatons, ieave Columns ic) and {d} blank.
For each hiie entry 1in Columns (2} and {b), enter in Col-
umns {el, (1), and (gi the appropriate amounts of funds
needed to support the project.for the first funding period
fusually a year)

For continuing grant program applications, submit thess
forms before the end of each funding period as required by

the grantor agency. Enter in Columns (c) and {d) the ests
mated amounts of funds which will rémain unobtigated at
the end of the grant funding period only 1f the Federal
grantor agency instructions provide for this. Otherwise,
leave these columns blank. Enter in columns (e} and (f) the
amounts of funds needed for the upcoming peniod The
amount(s} in Column {g) should be the sum of amounts in
Columns {e) and (f).

For supplemental grants and changes 1o existing grants,
do not use Columns {c} and [d). Enter 11 Column (e} the
amount of the increase or decrease of Federal funds and
enter in Column (f) the amount of the increase or decrease
of non-Federai funds. in Column {g) enter the new total
budgeted amount {Federal and non-Federal) which includes
the total previous authorized budgeted amounts pius or
minus, as appropriate, the amounts shown in Cotumns (e)
and {f). The amount(s) in Cofumn {g) should not equal the
sum of amounts in Columns {e) and {f).

Line § — Show the totals for all columns used

Section B, Budget Categories

In the volumn headings {1) through {4), enter the titles of
the same programs, functions, and activities shown on Lines
1.4, Column (a), Section A, When additional sheets were
prepared for Section A, provide similar column headings on
each sheet, For each program, function or activity, fili in
the total requirements for funds {both Federal and non-
Federall by object class categories,

Lines 6a-h — Show the estimated amount for each direct
cost budget {object class) category for each column with
program, function or activity heading,

Line 6i ~ Show the totals of Lines 6a to 6h in each column.,

Line 6j — Show the amount of indirect cost. Refer to
FMC 744,

Line 6k — Enter the total of amounts on Lines 6i and 6.
For all applications for new grants and continuation grants
the total amount in column (5}, Line 6k, should be the
same as the total amount shown in Section A, Column (g},
Line 5. For supplemental grants and changes to grants, the
total amount of the increase or decrease as shown in Col-
umns {1}-{4}, Line 6k should be the same as the sum cf the
amounts in Section A, Columns (e) and {f} on Line 5. When
additional sheets were prepared, the last two sentences ap-
ply only to the first page with summary totals.

Line 7 — Enter the esumated amount of income, if any,
expected to be generated from this project Do not add or
subtract this amount from the total project amount. Show
under the program narrative statement the nature and
source of income. The estimated amount of program in.
come may be considered by the Federat grantor agency in
determining the total amount of the grzat.

Page 8
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SECTION C - NON-FEDERAL RESOURCES

{0) Gront Program (b) APPLICANTY {c} STATE {d) OTHER SOURCES {s) TOTALS
8. $ il s §

%
Mo

1 - B
|12. TOTALS $ e s 3 s
SECTION D — FORECASTED CASH NEEDS

B Totaf for 14t Year 13t Quorter 20d Quariar 3rd Quorter 4th Quortet
13 Federat s s s 3 $

T e

15 TOTAL s s s 3 s

SECTION E - BUDGET ESTIMATES OF FEDERAL FUNDS NEEDED FOR BALANCE OF THE PROJECT
(o) Grant Program FUTURE FUNDING PERIODS {YEARS)

L. .. - . (b} FIRST 1 tersEcoND {d) THIRD {e) FOURTH
18, . 3 s s t]

i7, o

la! i e — —

LA

20, TOTALS ] $ 3 3

SECTION F —~ OTHER BUDGET INFORMATION

(Anoch odditianal Shaets If Necessary)

23. Remarks:

21 Direct Chorgest

22, Indwec) Chorges:

5 330

:
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INSTRUCTIONS

PART {1t
{continued)

Section C. Source of Non-Federal Resources

Line 8:11 - Enter amounts of non-Federal resaurces that
will be used on the grant. If \n-kind contributions are in-
cluded, provide a brief explanation on a separate sheet. {See
Attachment F, FMC 74.7.

Column {a) ~ Enter the program utles identical to Cot-
umn {a}, Section A. A breakdown by function or activity is
not necessary

Column {b) — Enter the amount of cash and in-kind con-
tributions to be made by the appticant as shown in Section
A. (See also Attachment £, FMC 74-7.

Column (c) ~ Enter the State contribution it the appli-
cantis not 3 State or State agency. Apphicants which are a
State or State agencies should leave this column blank.

Column {d) — Enter the amount of cash and in-kind con-
tributions to be made from all other sources.

Column {e} — Enter totals of Columns {b), {c), and {d}.

Lisie 12— Enter the total for each of Columns {b)-{e}. The
amount in Column {e} should be equal to the amount on
Line 5, Column {f}, Section A.

Section D, Forecasted Cash Needs

Line 13 — Enter the amount of cash needed by quarter
from the grantar agency during the first year.

Line 14 ~ Enter the amount of cash from all other sources
needed by quarter during the first year.

LEAA Instructions

Applicants must provide on a separate sheet{s) o budget
narrotive which will detail by budget category, the federal
and nonfederal {in-kind ond cosh) share, The grontee cosh
contribution should be identified os to its source, i.e., funds
appropriated by a state or local unit of government or dona-
ton from o private source. The narrative should relate the
items budgeted to project activities and should provide a
justification and explanation far the budgeted items includ.
ing the criterio ond data used to arrive at the estimates for
each budget cotegory.

Line 15 ~ Enter the totals of amounts on Lines 13 and 14

Section E, Budget Estimates of Federal Funds Needed for
Balance of the Project

Lines 16-18 — Enter in Column (a) the same grant pragram
titles shown n Column {a), Section A A breakdown by
function or activity is not necessary. For new applications
and continuing grant applications, enter n the proper col
umns amounts of Federal funds which will be needed to
complete the program or project cvir the succeeding fund
ing periods (usually 1n years). This Section need not be
completed for amendments, changes, or supplements 1o
funds for the current year of existing grants,

1f more than four lines are needed to list the program hitles
submit additional schedules as necessary.

Line 20 — Enter the total for each of the Columns (b} (e}
When additional schedufes are prepared for this Section,
annotate accordingly and show the overall totals an this
line.

Section F — Other Budget Information.

Line 21 ~ Use this space to explain amaunts for indwidual
direct object cost categories that may appear to be out of
the ordinary or to explain the details as required by the
Federal grantor agency.

Line 22 — Enter the type of indirect rate {provisional, pre
determined, finat or fixed) that will be In elfect during the
funding period, the estimated amount of the base to which
the rate is applied, and the total indirect expense.

Line 23 — Provide any other explanations required herein
or any other comments deemed necessary.

Page 10
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INSTRUCTIONS

PART IV
PROGRAM NARRATIVE

Prepare the program narrative statement in accordance with
the following instructions for all new grant programs, Re-
quests for continuation or refunding and changes on an
approved project should respond to item 5b only. Requests
for supplemental assistance should respond 1o question 5¢
only,

1. OBJECTIVES AND NEED FOR THIS ASSISTANCE.

Pinpoint any relevant physical, economic, social, financial,
institutional, or other problems requiring a solution. Dem-
onstrate the need for assistance and state the principal and
subordinate abjectives of the project. Supporting documen-
tation or other testimonies from concerned interests other
than the applicant may be used. Any relevant dats based on
planning studies should be included or footnoted,

2. RESULTS OR BENEFITS EXPECTED.

Identify results and benefits to be derived. For example,
when applying for a grant to establish a neighborhood
heaith center provide a description of who will occupy the
facility, how the facility will be used, and how the facility
will benefit the general public.

3. APPROACH,.

3. Qutline a plan of action pertzining 1o the scope ang
detail of how the proposed work will be accom-
plished for each grant program, function or activity,
provided in the budget. Cite factors which might ac-
celerate or decelerate the work and your reason for
taking this approach as opposed to athers. Describe
any unusual features of the project such as design or
technological innovations, reductions in cost or time,
or extraordinary social and community involvement,

b, Provide for each grant program, function or activity,
guantitative monthly or quarterly projections of the
accomplishments to be achieved in such terms as the
number of jobs created; the number of people served;
and the number of patients treated. When accom-
plishments cannot be quantified by activity or funce
tion, list them in chronological order to show the
schedule of accomplishments and their target dates.

LEAA FORM 40003 (Rev. 5.76)
Attachment ta SF-424

¢. Identify the kinds of data to be collected and main-
tained and discuss the criteria to be used to evaluate
the results and successes of the project. Explain the
methodology that will be used Lo determine if the
needs identified and discussed are being met and «
the results and benefits identified in item 2 are being
achieved,

d. List organizations, cooperators, consultants, or other
key individuals who will work on the project along
with a short description ot the nature of their effort
or contribution.

4, GEQGRAPHIC LOCATION,

Give a precis¢ location of the project or area to be served
by the propased project. Maps or ather graphic aids may be
attached.

5. IF APPLICABLE, PROVIDE THE FOLLOWING IN-
FORMATION:

a, For research or demonstration assi.tance requests,
present a biographical sketch of the program director
with the following information; name, address, phane
number, background, and other qualifying experience
for the project. Also, list the name, training and back-
ground for other key personnel engaged in the
project.

b. Discuss accomplishments to date and list in chrono-
togical order a schedule of accomplishments, progress
or mileitones anticipated with the new funding re:
quest. If there have been significant changes in the
project objectives, location approach, or time delays,
explain and justify. For other requests for changes or
amendments, explain the reason for the changets). 1t
the scope or objectives have changed or an extension
of time is necessary, explain the circumstances and
justify. If the tota) budget has been exceeded, or it
individual budget itnms have changed more than the
prescribed limits contained 1n Attachment K 10
FMC 74-7  explain and justify the change and its
effect on the project.

¢. For supplemental assistance requests, explain the rea-
son for the request and justify the necd for additional
funding,

Page 11
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PART V

ASSURANCES

The Applicant hereby assures ond certifies thot he will comply with the regulotions, policies, guidelines, and requirements, n-
cluding OMB Circulor No. A-95 and FMCs 74-4 and 74-7, as they relate to the application, acceptance ond use of Federal funds
for this federally assisted project. Also the Applicont ossures and certifies with respect to the grant thot:

1. It possesses legal authority to apply for the grant; that a
resolution, motion or similar action has Jbeen duly
adopted or passed as an official act of the applica'm‘s
governing body, authorizing the filing of the application,
including all understandings and assurances contained
therein, and directing and authorizing the person identi-
fied as the official representative of the applicant to act
in connection with the application and to provide such
additional information as may be required.

2, it will comply with Title VI of the Civil Rights Act of
1964 (P.L. 88-352} and in accordance with Title V1 of
that Act, no person in the United States shall, on the
ground of race, color, or national origin, be excluded
from participation in, be denied the benefits of, or be
otherwise subjected to discrimination under any pro-
gram or activity for which the applicant receives Federal
financial assistance and will immediately take any mea.
sures necessary to effectuate this agreement,

3a. 1t will comply with the prowvisions of 28 C.F.R.
42,101 et seq. prohibiting discriminauion based on
race, colar or national origin by or through its con-
tractual arrangements. If the grantee is an institution
or a governmental agency, office or unit then this
assurance of nondiscrimination by race, color or
national origin extends to discnimination anywhere
in the institution or governmental agency, office, or
unit.

3b. 1f the grantee 15 a unit of state or focal government,
state planning agency or law enforcement agency, it
will comply with Title VI of the Civit Rights Act of
1964, as amended, and 28 C.F.R. 42.201 et seq. pro-
tubittng  discrimination in employment  practices
based on race, color, creed, sex or national ongin,
Additicnally, tt will obtain assurances from all sub-
grantees, contractors and subcontractors that they
will not discriminate in employment practices based
on race, color, creed, sex or nationat origin.

3c. 1t will comply with and will insure campliance by
its subgrantees and contractors with Title 1 of the
Crime Control Act of 1973, Title VI of the Ciwil
Rights Act of 1964 and all requirements imposed by
or pursuant to regulations of the Department of
Justice {28 C.F.R. Part 42) such that no person, on
the basis of race, color, sex or national origin, be
excluded from participation 1n, be denied the
benefits of, or be otherwise subjected to discrimina- |
tion under any program or activity funded by LEAA.

Page 12
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1t will comply with requirements of the provisions
of the Uniform Relocation Assistance ond Real
Property Acquisitions Act of 1970 (P.L. 91-646)
which provides for fair and equitable treatment of
persons displaced as o tesult of Federal ond fed.
erally-assisted programs.

1t will comply with the provisions of the Hatch Act
which limit the political activity of employees.

It will establish safeguards to prohibit employees
from using their positions for a purpose that is or
gives the appecronce of being motivated by u desire
far private gain for themselves or others, particular-
ly those with whom they have fomily, business, or
other ties.

It will give the grantor agency or the Comptroller
General through any authorized representative the
access to and the right to examine oll recards,
books, papers, or documents reloted to the grant.

1t will comply with all requirements imposed by the
Federal grantor agency concerning speciol require-
mants of law, program requirements, and other nd-
ministrative requirements approved in accordance

with FMC 74.7,

It will comply with the provision of 28 CFR Part
20 regulating the privacy and security of criminal
history information systems.

All published materiol and written reports submitted
under this gront or in conjunction with the third
party agreements under this grant will be originally
developed material unless otherwise specifically
provided for in the grant document. Material not
originally developed included in reports will have
the source identificd either in the bady of the report
or in o footnote, whether the matericl is in a vere
batim or extensive pataphrase format., All published
material and written reports sholl give notice that
funds wero provided under on LEAA gront,

Requests for proposal or invitotions for bid issved
by the grontee or a subgrantee to implement the
grant or subgront project will provide notice to
prospective bidders that the LEAA orgenizational
conflict of interest provision is opplicable in that
contractors that develop or draft specificotions,
requirements, statements of work and ‘or RFP's for
o proposed procurement shall be excluded from bid-
ding or submitting o propasal 1o compete for the
award of such procurement.

# U, 5, COVERNMENT PRINTING OFFICE ; 1978 O = 210-837 (1983)
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SPECIAL INSTRUCTIONS FOR LEAA FORM4000/3 (NON-CONSTRUCTION) .

Part

I. (Standard Form 424)

Item No. 6, Federal Catalog Number. The Catalog of Federal
Domestic Assistance program number for LEAA discretionary
grants is 16.501. Only this number should be placed in
block 6.

Item No. 8, Type of Applicant. Applicant here refers to the
State Agency, local government unit, institution or department
or non-profit organization which will implement the proiect
whether as direct grantee or subgrantee of a State Planning
Agency.

Item No. 7, Title and Description. Indicate title and brief
description of project. Also indicate program category (e.g.,
Rural Law Enforcement, Career Criminal, Victim/Witness Assis-~
tance, etc.) from chapter 1-4 of this Manual from which fund-
ing is sought.

Item No. 23, Signature of Authorized Representative. The
signature shown MUST BE that of the individual authorized

to enter into binding commitments on behalf of the applicant
or implementing agency. He will normally be the chief officer
of the agency or governmental unit involved.

III, Budget Information. (Refer to Appendix 6 for an example

of a

(1)

(2)

(3)

properly completed application budget.)

Section A, column (a). Grant applications requesting only one
kind of discretionary funds (either Part C or Part E), should
place the designation "Dk-Part C" or DF-Part E" as appropriate
on line 1. (See Appendix 6) Grant applications requesting a
combination of Part C and Part E funding should place the
designation on line 2.

Section A, column (b). Column (b) will always reflect the
Catalog of Federal Domestic Assistance program number for =~
LEAA discretionary grants, 16.501. This is the same number
that appears in Item 6 of page 1 of the application.

Special LEAA Instructions. Applicants must follow the Instruc-

tions for completing Part III, Budget Narrative and Part IV
Program Narrative contained in Appendix 9 of this manual.

Page 13
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APPENDIX 3. APPLICATION FOR FEDERAL ASSISTANCE (CQESTRUGTION

a. NUMBER . s, NUMBER
FEDERAL ASSISTANCE % APPLL- Somtion
CANT'S APPLICA.
TIoM
1. TYPE Lis b, DATE . .
oF D PREAPPLICATION APP o Year month day 1DENTI b, DATE Year montA day
ACTION {7 APPLICATION CATH FIER ASSIGNED 19
(Mork ap- ] HUTIFICATION OF INTENT (0pL) | Leave
of ) [C] REPORT OF FEDERAL ACTION Blank
4, LEGAL APPLICANT/RECIPIENT 5, FEDERAL EMPLOYER IDENTIFICATION NO.
o, Appticant Name H
b. Organization Unit : 6
o Ste/p0, B PRO: . NuMseR i feld i}
4, City H w County ¢ GRAM b YME
{From
1. State B g UP Cede Federal
N, Contact Persan (Name Catalog)
= & telephone No.) :
.3 7. TITLE AND DESCRIPTION OF APPLICANT'S PROJECT 8, TYPE OF APPLICANT/RECIPIENT
g A-State H-Community Action Agency
o B~t1terstats 1= Higher Educatianal Institution
= Substate 1~ ndian Tnba
.B _ Dutrict K-Othar (Specify)
K3 E-Ciy .
g - Seont Distiet
G-Smacial Pur
Lastrict o Enter appropriate lefter D
; 9. TYPE OF ASSISTANCE
- A-Basic Gnat D-insurance
-1 B-Supplemental Grant  E~Other Enter appro-
E C-Loan priate letter(s)
E]

10, AREA OF PROJECT IMPACT .égM:m“ o/)citiu, counlies,

ales, wic,

11, ESTIMATED NUM.
BER OF PERSONS
BENEFITING

12, TYPE OF APPLICATION
A-New C~-Revision
B-Renewsl  D-Contineation

E-Augmentation
Enter appropriate letter D

13, PROPOSED FUNDING

14, CONGRESS(ONAL DISTRICTS OF:

15, TYPE OF CHANGE (For 12¢ or ISe)

| ! i)
o FEDERRL s o0 | % RPPLICANT 5. PROJECT h-‘ncm.u %oulul.r'\‘ f-Other (Speeify)t
Duration
b. APPLICANY .00 Decresse l;uu{mn .
5 16, PROJECT START 17, PROJECT
£ SIATE 44 ™ DATE Fear month day |+ DURATION e e, [T 11
d. LOCAL .60 Months priate ltter(s)
« OTHER 00 | 18. ESTIMATED DATE TO Year month day | 19. EXISTING FEDERAL IDENTIFICATION NUMBER
BE SUBMITTED TQ
f,OTOTAL |8 o0 FEDERAL AGENCY D 19
20, FEDERAL AGENCY TO RECEIVE REQUEST (Nawms, City, State, Z1P cods) 21, REMARKS ADDED
{1 Yo [ No
22, 8, To the best of my knowledge snd belief, | b, it required by OMB Circular A-95 this spplication was submilted, pursuant to in. Nore- Reaponse
3
o data in ths p Fapplicat e thatein, to approprisle ¢learinghouses and all sesponses are attached: spowse altae
g THE true and correct, the document has besn
E APPLICANY | duly authorized by the governing body of D D
& | CERTIFIES | the sppiicant and tha apoitcant wili comply )
§ THAT B [ with the attached ssaurancns 1 the st | o a O
ance [3 approved. @ D D
23, & TYPED NAME AND TITLE b, SIGNATURE ¢ DATE SIGNED
§ CERTIFYING, Yocr wmonth day
a REPRE. 19
SENTATIVE
24, AGENCY NAME 25, APPLICA: Yver month day
RECEIVEG 19
26, ORGANIZATIONAL UNIT 27. ADMINISTRATIVE OFFICE 28. FEDERAL APPLICATION
x IDENTIFICATION
§ 29. ADDRESS 30, FEDERAL GRANT
E IDERTIFICATION
g 21, ACTION TAKEN |32 FUNDING Year month day | 34, Year wmonth day
STAR
) - AWARDED o, FEDERAL $ .00 | 33. ACTION DATEM 19 DATE“NGN
35, CONTACT FOR ADDITIONAL INFORMA. | 3
0o REJECTED b APPLICANT 00 TION (Name and telephons wumbgr) E:‘DING Year momth day
[ ¢ PETURNED FOR {c, STAIE 00 DATE 19
H AMEKOMENT d. LOCAL .00 37. REMARKS ADDEG
E [ 4. DEFLRRED v OTHER 00
E [ ¢ WITHDRAWN . TomAL s 00 (] Yes {No
as. a1 taking above action, amy comments fecaived from clearinghouses were con. | b, FEDERAL AGENCY A~95 OFFICIAL
sidarsd, 11 sgodcy responsa is dus undar provisiong ol Part 1, OMB Circular A~9%, {Nams and tslephons wo.>
FEDERAL AGENCY | it has been of 13 baing made.
A-535 ACTION

424-101

Page 1

STANDARD FORM 324 PAGE 1 (10-7%3)
Pracerided by GSA, Federal Menagement Circular 147
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SECTION IV-REMARKS (Plccse reference tha proper item number from Sections I, II or 111, if applicable)

STANDARD FORM 424 PAGE 2 (10-~75)
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ftem
1,

2a,
2b,
3a.

3b.
4a~4h

5.

6b,

7.

9.

. HB 4500.23
il k *u/y

e
N &t

GENERAL INSTRUCTIONS

This is a multi-purpose standard form. First, it will be used by applicants as a required facesheet fc- pre-
applications and applications submitted in accordance with Federal Management Circular 74-7. Second, it will
be used by Federal agencies to report to Clearinghouses on major actions taken on applications reviewed by
clearinghouses in accordance with OMB Circular A-85. Third, it will be used by Federal agencies to notify
States of grants-in-aid awarded in accordance with Treasury Circular 1082, Fourth, it may be used, on an
optional basis, as a notification of intent from applicants ta clearinghouses, as an early initial notice that Federal
assistance is to be applieo for (clearinghouse procedures will govern),

-

APPLICANT PROCEDURES FOR SECTION |

Applicant will complete all items in Section 1. If an item is not applicable, write “NA". If additional spacs is needed, Insert
an asterisk '**"”, and use the remarks section on the back of the form, An explanation follows for each item:

Mark appropriate box. Pre-application and applica-
tion guidance is in FMC 74-7 and Federal agency
program instructions, Notification of intent guld-
ance is in Circular A-95 and procedures from clear-
inghouse. Applicant will not use ''Report of Federal
Action” box,

Applicant's own control number, if desired.
Date Section 1 is prepared.

Numbey assigned by State clearinghouse, or if dele-
gated by State, by areawide clearinghouse, All re-
quests to Fedaral agencies must contain this identi-
fier if the program is covered by Circutar A-95 and
required by applicable State/areawide clearing-
house procedures. If in doubt, consult your clear-
Iinghouse,

Date applicant natified of clearinghouse identifier.

Legal name of applicant/recipient, name of primary
organizational unit which will undertake the assist-
ance activity, complete nddress of applicant, and
name and telephone number of person wha can pro-
vide further information about this request.

Employer identification number of applicant as as-
signed by Internal Revenue Service,

Use Caiclog of Federal Domestic Assistance num-
ber assigned to program under which assistance is
requested. If more than one program (e.g., joint-
funding) write “'multiple’" and explain in remarks.
f unknown, cite Public Law cr U,S. Code,

Program title from Federal Catalog. Abbreviate if
necessary.

Brief title and appropriate description of projecat.
For notification of intent, continue in remarks see-
tion If necessary to ccnvey proper description.

Mostly self-explanatory, "City" includes town, town:
ship or other municigality.

Check the tyne(s) of assistance requested, The
definitions of the terms are:

A. Basic Grant. An original request for Federal
funds. This would not include any contribution
provided under a supplemental grant.

B. Supplemental Grant. A request to increase a
basic grant in certain cases where the eligible
applicant cannat supply the required matching
share of the basic Federal program (e.g., grants
awarded by the Appalachian Regional Commis-
sion to provide the applicant a matching share).

C. Loan, Self explanatory.

Page 3

ftemn

10,

11

12

13,

14a,
14b,

15,

D, Insurance, Self explanatory,
E. Other, Explain on rrmarks page.

Governmental unit where significant and meaning.
ful impact could be observed. List only largest unit
or units affected, such as State, county, or city, If
entire unit affected, tist it rather than subunits.

Estimated number of persons directly b2nefiting
from project,

Use appropriate code letter. Definitions are:

A, New, A submittal for the first time for 2 new
project.

B. Renewal, An extension for an additional funding/
budget period for a preject having no projected
completion date, but for which Federal support
must ba renewed cach year.

C. Revision. A medification to project nature or
scope which may result in funding change (in-
crease or decrease),

D. Continuation. An extansicn for an additional
funding/budget perlod for a project the agency
initially agreed to fund for a definite number of
years. . :

E. Augmentation. A requirement for additional
funds for a project previously awarded funds in
the same funding/budget period. Project nature
and scope unchanged.

Amount requesizd or to ba contributed during the
first funding/budget period by each contributor,
Value ¢f in-kind contributions will be included,
the action Is a change in dollar amount of an exist-
ing grant {a revision or augmentation), indicate
only the amcunt of the change, For decreases en-
close the amount in parentheses, If both basic and
supplemental amounts are included, breakout in
remarks, For multiple pregram funding, use totals
and show program breakouts in remarks. Item defi.
pitions: 13a, amaunt requested from Federal Gov.
ernment; 13b, amount applicant will contribute;
13¢, amount from State, if Lpplicant is not a State;
13d, amount from Incal government, Iif applicant is
not a leca! gevernment; 13e, amount from any other
sources, explain in remarks.

Gelf explanatory.

The district(s) where most of actual work will be
accomplished, If city-wide or State-wide, covering
several districts, write “city-wide™ or “'Statc.wide,”

Complete only for revisions (item 12¢), or augmen-
tations (item 12e).

STANDARD FORM 424 PAGE 3 (10-75)




tem
6.

17,

18,

HB 4500.2A

-,

Approximate date project expected to begin (usually
associated with estimated date of availabilit, of
funding).

Estimated number of months to complete project
after Federal funds are available.

Estimated date preapplication/apphication will be
submitted to Federal agency if this project requires
clearinghouse review, if review not required, this
date would usually be same as date in item 2b,

7

itam

19, Existing Federal identification number if this is not
a new request and directly relates to a previous
Federal action. Otherwise write "NA"',

20. Indicate Federal agency to which this request is
addressed. Street address not required, but do use
ZIP,

21. Check appropriate box as to whether Saction IV of

form contains remarks and/or additionai remarks
are attached.

APPLICANT PROCEDURES FOR SECTION I}

pleted, An explanation follows for each item:

ltem
22h,

23a,

List clearinghouses to which submitted and show
In appropriate blocks the status of their responses.
For ‘more than three clearinghouses, continue in
remarks section. All written comments submitted
by or through clearinghouses must be attached.

Name and title of authorized representative of legal
applicant.

Applicants will always complete items 23a, 23b, and 23c. If clearinghouse review is required, item 22b must be fully com-

item

23b., Self explanatory,

23c. Self explanatory.

Note:  Applicant completes only Sections | and 11, Section

{It is completed by Federal agencies.

FEDERAL AGENCY PROCEDURES FOR SECTIONM lil

If applicant-supplied information in Sections ! and 11 needs no updating or adjustment to fit the final Federal action, the

Federal agency will complete Section il only. An explanation for 2ach item follows:

Item
24,

25,
26,

27.

28,

23,

30.

31,

32,

as,

Executive department or independent agency having
program administration responsibility.

Self explanatory,

Primary organizationa! unit below department level
having direct program management responsibility.

Office directly monitoring the program,

Use to identify non-award actions where Federal
grant identifier in item 30 is rot applicable or will
not suffice.

Complete address of administering office shown In
item 26.

Use to identify award actions where different from
Federal application identifier in item 28,

Self explanatory. Use remarks section to amplify
where appiopriate.

Amount to be contributed during the first fundng/
budget period by each contributor, Value of in-kiad
contributions will be included, If the action is a
change in dollar amount ot an existing grant (a revi.
sion or augmentation), indicate only the amount of
change. For decreases, enclose the amount in pa.
rentheses. If both basic and supplemental amounts
are included, breakout in remarks, For muitiple pro-
gram funding, use totals and show program break.
outs in remarks, ltem dehnitions: 32a, amount
awarded by Federal Government; 32b, amount ap-
plicant will contribute; 32¢, amount from State, if
applicant is not a State; 32d, amount from locz!
government if applicant is not a local government;
32e, amount from any other sources, explain in
remarks,

Date action was taken on this request.
Date funds will become available,

Item

35, Name and telephone no. of agency person who can
provide mare information regarding this assistance.

36. Date after which funds will no longer be available.

37. Check appropriate box as to whether Section IV of
form contains Federal remarks and/or attachment
of additional remarks.

38. For use with A-95 action notices only, Name and

tetephone of person who can assure that appropri-
ate A~85 action has been taken—If same as person
shown In item 35, write "'same”. If not applicable,
write "NA",

Federal Agency Procedures—special considerations

A

B

2]

Treasury Circular 1082 compliance, Federal agency will
assure proper completion of Sections | and 1, If Section |
is being completed by Federal agency, all applicable items
must be filled in. Addresses of State Information Recep-
tion Agenci2s (SCIRA's) are provided by Treasury Departs
ment to each agency. This form replaces SF 240, vhich
will no longer be used,

OMB Circular A-95 compliance. Federal agency will as-
sure proper completion of Sections |, 11, and Ul, This form
is required fer notifying 21l reviewing clearinghouses of
major actions on all programs reviewed under A-95,
Addresses of State and areawide clearinghouses are pro.
vided by 0MB to each ag:-cy. Substantive differences
between applicant’s request wnd/or clearinghousae recom.
mendations, and the project as finally awarded will be
explained in A-85 notifications to clearinghouses.

Special note. In most, but not all States, the A-95 State
clearinghouse and the (TG 1082) SCIRA are the same
office, In such cases, the A~95 award notice to the State
clearinghouse will fulfiif the TC 1082 award notice re.
quirement to the State SCIRA. Duplicate naotification
should be avoided.

STANDARD FORM 424 PAGE 4 (10-75)
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BEC 2 1977

U. S, DEPARTMENT OF JUSTICE
LAW ENFORCEMENT ASSISTANCE ADMINISTRATION

fanroved:
OB No.43-R0559

1. State Clesringhouse identifier

APPLICATION FOR FEDERAL ASSISTANCE
(FOR CONSTRUCTION PROGRAMS)

2. hpplicant's Applicarion No.

PART |
3. Federal Grontor Agency 4. Applicont Name
. Grgemizatianal Unit - Daportment Divisian
Admintatrative Office Straet Address - PO, Box
Streat Address - PO, Box Ciy County
City Srate Zip Code Stote Zlp Code

5+ Darceiptiva Name af the Project

6, Federol Caralog No. Te Fedwral Funding Requestad

]

8. Grantes Type

State, County, Civy, Othar (Specity)
% Type of Applicotion or Request

New Cront, [« Y Suppl Othar Chongus {Spacify)
10, Typs of Assistance

Grant, Loan, Other {Specify)
11, Population Directly Bunefiting from the Project 13, Langth of Project
12, Congressional Disrrict 14, Beginning Dare
o
be 15. Date of Application

Té. The applicant certilies that to the bast of his knowledge und belief ths dota In this cpplication are true and coerect, and that he will comply
with the aiteched aswrances if he recetvas the gront,

Typed T
yped nome the Tolophone Mumber

AREA COOC NumItR XT.

Signature of Autharized Representative

For Feders! Uie Qnly

L7ad Term 4000/4(Rev,8-74)  Renlaces edition of é-73 which
is obsclete.
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INSTRUCTIONS

PART |

This form shall be used to apply for Federal assistance for
all construction, land acquisition or land development
projects. Also, this form shall be used to request supple-
mental assistance, propose changes or amendments to ap-
proved grants, and request continuation or refunding for
approved grants originally submitted on this form,

Submit the original and twao copies of the forms. If an item
cannot be answered or does not appear to be related or,
relevant to the assistance requested, write “NA™ for net
applicable, When a request is made for supplemental assis-
tance, amendments or changes ta an approved grant, submit
only those pages which are appropriate.

Itern 1 — Enter the Stite clearinghouse identifier, This is the
code or number assigned by the clearinghouse to applica-
tions requiring State clearinghouse coordination for pro-
grams listed in Attachment D, Office of Management and
Budget Circular No., A-85,

ftem 2 — Enter the applicant’s appfication number or other
identifier, If a preapplication was submitted, show also the
number that appeared on the preapplication, if different
than the application number,

ftern 3 —~ Enter the name of the Federal grantor agency, the
name of the primary organizational unit to which the appli-
cation is addressed, the name of the administrative office
having direct operational responsibility for managing the
grant program, and the complete address of the grantor
agency.

Item 4 — Enter the name of the applicant, the name of the
primary organizational unit which will undertake the grant-
supported activity, and the complete address of the applis
cant,

Item 5 — Enter the deseriptive name of this project.

Item & ~ Enter the appropriate catalog number as shown in
the Catalog of Federal Domestic Assistance, tf the assis-
tance pertains to mora than one catalog number, leave this
space blank and prepare a separate set of Part 11} Forms for
sach catalog number,

itam 7 — Enter the amount that is requested from the Fed-
eral Government in this application. This amount should
agree with the amounts shown in Part 111, Section B, Line
22, For revisions, changes or amandments show only the
amount of the increasa or decrease.

Item 8 — Check one grantee type. If the grantee is other
than a State, county, or c¢ity government, spesify the type
of grantee on the “Other” line. Examples of other types of
grantees are council of governments, interstate organiza-
tions, or special units,

Item 9 — Check the type of application or request, If the
“Other Changes” block is checked, specify the type of
change. The definitions for terms used in item 9 are as
follows:

a. New grant — a request which is being submitted by
the applicant for the first time.

b. Contipuation grant — a request that pertains to tha
continuation of multi-year grant {e.g, the second
year award for a project which wiil extend over five
yaars,}

c. Supplemental grant — a request which pertains to an

increase in the amount of the Federal contribution
for the same period.

d. Other changes — specify one or more of the follow-
ing:
(1) Increase in duration — a request to extend the
grant period.
{2) Decrease in duration —a request to reduce the
grant period,

{3) Decrease in amount — a request to decreasa the
amount of the Federal contribution.

Item 10 ~ Check the type of assistance requested. If the
assistance involves more than one type, check two or more
blocks and explain in Part IV — Program Narrative.

1tem 11 — Enter the number of persons directly benefiting
frory this project. For example, if the project is for the
construction of a neighborhood health center, enter the

i d number of r in the neighborhood that
will use the center,

item 12
a. Entar the congressional district in which the upplicant
is located.

b, Enter the congressional district(s) in which most of
the actual work on the project will be accomplished.
If the work will be accomplished city-wide or State-
wide, covering several congressional districts, write
“city-wide” or “State-wide".

“sem 13 —~ Enter the number of months that will be needed
-0 complete the project after Federal funds are made avail-
able,

{tam 14 — Enter the approximate date the project is ox-
pected to begin,

item 15 — Enter the dat« this application is submitted.

item 16 — Complete the certification before submitting the
report.

Page 6
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oMB NOQ, $0-R0i84

PART 11

PROJECT APPROVAL INFORMATION
SECTION A

ltem 1.
Does this assistance request require State, Jocal,
regional, or othee priority rating?

Name of Governing Body
Priority Rating

Yes No
ltem 2,
Does this ossistance request require State, or local Name of Agency or
advisory, educational or health clearances? Board
— Yes ... No (Attach Documentation)

item 3.
Does this assistance request require clearinghouse review

in accordance with OMB Circular A-95?

(Attach Comments)

—em . Yos No
ltem 4,
Does this assistonce request require State, local, Nome of Approving Agency
tegional o other plonning approval? Dete
——Yes No
Item S.
I's the proposed project covered by an approved Check one: State )
comprehensive plan? Local ]
Regiono! [
e Y8 o __No Location of plan
ltem 6.
Will the assistance requested. serve o Federal Name of Federal Installation
instellation? —Yas__ No Federal Population benefiting from Project
Item 7.

Wil the assistonce requested be on Federal land
or installotion?

—_ Yes__N

o

Nome of Federal Installation
L ccotion of Federal Lond
Percent of Project

ltem 8.
Will the assistance requested have an impact or effect
on the environment?

- Yes_—__No

See instruction for additional information to be
provided.

Itam 9.
¥ili the ossistonce requested ¢ ouse the displacement of
individuals families, businesses, or farms?

Yes No

Number of:
Individual s
Families
Businesses

Farms [ —

ltem 10,
I's there other related Federal assistance un this
project previous, pending, or anticipated?

e Yes

No

See instructions for additional informatica to be
provided,

Page 7
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INSTRUCTIONS

PART Ii ~ SECTION A

Negative answers witl not require an explanation unless the
Federal agency requests more info.mation at a later date,
Provide supplementary data for all “Yes” answers in the
space provided in ‘accordance with the following instruc-
tions.

Htem 1 — Provide the name of the governing body establish-
ing the priority system and the priority rating assigned to
this project.

Item 2 — Provide the name of the agency or board which
issued the clearance and attach the documentation of status
or appraval,

ftems 3 — Attach the clearinghouse comments for the appli-
cation in accordance with the instructions contained in Of-
fice of Management and Budget Circular No, A-95. I com-
ments were submitted previously with a preapplication, do
not submit them again but any additional comments re-
caived from the clearinghouse should be submitted with
this application.

ftem 4 ~ Furnish the name of the approving agency and the
approval date,

Item §'— Show whether the approved comprehensive plan
is State, local or regional, or if none of these, explain the

Page 8

scope of the plan, Give the location where the approved
plan is available for examination and state whether this
project is in conformance with the plan,

Item & — Show the Federal population residing or working
on the federal installation who will benefit from this
project.

ftem 7 — Show the percentage of the project work that will
be conducted on federally-owned or leased land, Give the
name of the Federal instaliation and its location,

Item 8 — Briefly describe *he possible beneficial and/or
hermfut impact on the environment because of the pro.
posed project. If an adverse environmental impact is antici-
pated, explain what action will be taken to minimize the
impact, Federal agenrcies will provide separate instructions
if additional data is needed,

Item 9 — State the number of individuals, famities, busi-
nesses, or farms this project will displace. Federal agencies
will provide separate instructions if additional data is
needed,

Item 10 - Show the Federal Domestic Assistance Catalog
number, the program name, the type of assistance, the sta-
tus and amount of each project where there is related pre-
vious, pending, or anticipated assistance. Use additional
sheets, if needed.
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INSTRUCTION

PART Il - SECTION B

11. SITES AND iMPROVEMENTS: . Notrequired, . Attached as exhibits
Applicant intends to acquire the site through;
Eminent domain, . Negotiated purchase, ——___ Other mieans (specify)
12. TITLE OR OTHER INTEREST IN THE SITE IS OR WILL BE VESTED IN:
. Applicant, ——_______ Agency or institution operating the facility,—____ Other (specify)
13. INDICATE WHETHER APPLICANT/OPERATOR HAS:
— Fee simple title,_____ leasehold interest, —__________ Other (specify)
14, IF APPLICANT/OPERATOR HAS LEASEHOLD INTEREST, GIVE THE FOLLOWING INFORMATION:
a. Length of lease o5 other estate interest ________, and number of years to run }
b. Is lease renewable? Yes No '
¢. Current appraised value of land §
d. Annual rental rate $
15. ATTACH AN OPINION FROM ACCEPTABLE TITLE COUNSEL DESCRIBING THE INTEREST APPLICANT/OPERATOR HAS IN THE
SITE AND CERTIFYING THAT THE ESTATE OR INTEREST 1S LEGAL AND VALID,
16, WHERE APPLICABLE, ATTACH SITE SURVEY, SOIL INVESTIGATION REPORTS AND CQPIES OF LAND APPRAISALS.
17. WHERE APPLICABLE, ATTACH CERTIFICATION FROM ARCHITECT ON THE FEASIBILITY OF IMPROVING EXISTING SITE
TOPOGRAPHY.
18. ATTACH PLOT PLAN.
19. CONSTRUCTION SCHEDULE ESTIMATES: . Not required, Being prepared, Attached as exhibits
Percentage of completion of drawings and specifications at application date:
Schematics . % Preliminary % Final %
20, TARGET DATES FOR:
Bid Advertisement Contract Award
Construction Completion Qccupancy
21, DESCRIPTION OF FACILITY: ________ Notrequired —_____ Attached as exhibits

Drawings ~ Attach any drawings which will assist in describing the project.
Specifications — Attach copies of completed outline specifications.
{If drawings and specifications have not been futly completed, please attach copies or working drawings that have been completed.)

NOTE: ITEMS ON THIS SHEET ARE SELF-EXPLANATORY; THEREFORE, NO INSTRUCTIONS ARE PROVIDED,

Page 9
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OMB NO, 10-RO184

PART il ~ BUDGET INFORMATION — CONSTRUCTION

SECTION A - GENERAL

1. Federal Domestic Assistance Catalog No. «

2. Functional or Qther Breokout + ... .

SECTION B - CALCULATION OF FEDERAL GRANT

Coat Classification

Use only for revisions

Latest Appraved Adjustment
Amourt +or {=)

Torgl
Amount
Requited

1. Administration expense

2. Preliminary expense

3. Land,structures, nght-of-way

4. Architectural engmeénng basic fees

5, Other architectural engineering fees

6. Prajact inspection lees

1. Land development

8. Relocation Expenses

9. Relecation payments to Individuals and Businesses

10, Demolition and renioval

11, Construction and project imptovement

12. Equipment

13, Miscellaneous

14, Tolal (Lines 1 through 13)

15, Estimated Income {if appticable}

16, Net Project Amount (Line 14 minus 15)

17, Less: ineligible Exclustons

18, Add: Conti

13. Total Project Amt. {Excluding Rehabililation Grants)

20. Federal Share requested of Line 19

21, Add Rehabilitation Grants Requested (100 Percent)

22. Tolal Federal grant requested (Lines 20 & 21)

23. Grantee share

24, Other shares

25. Tolal project (Lines 22, 23 & 24)

Page 10
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SECTION C — EXCLUSIONS

Closaification

Ineligible for
Porticipation
[0))]

Excluded from
Contingancy Provision

2

de

o

fo

Q»

Torals 3

3

SECTION D - PROPOSED METHOD OF FINANCING NON-FEDERAL SHARE

21

Grantee Share

$

a. Securities

b. Mortgages

¢. Apprenriations (By Applicant)

d. Bonds

e. Tax Levies

f. Non Cash

g. Other (Exptain)

h. TOTAL — Grantee share

28,

Other Shares

a. State

b. Other

¢. Total Other Shares

A,

TOTAL

SECTION E ~ REMARKS

Page 11




INSTRUCTIONS

PART i

Section A, General

1, Show the Federal Domestic Assistance Catalog Num-
ber from which the assistance is requested. When
more than one orogram or- Catalog Number is in-
volved and the amount cannot be distributed to the
Federal grant program or catalog number on an over-
all percentage basis, prepare a separate set of Part 111
forms for each program or Catalog Number. However,
show the total amounts for all programs in Section B
of the basic application form.

2. Show the functional or other categorical breakouts, if
required by the Federal grantor agancy, Prepare a
separate set of Part 11| forms for each category.

Section B, Calculation of Federal Grant

When applying for a new grant, use the Total Amount
Calumn only, When requesting revisions of previously
awarded amounts, use all columns,

Line 1-- Enter amounts needed for administration ex-
penses including such items as travel, legal fees, rental of
vehicles and any other expense items expected to be in-
curred to administer the grant, Include the amount of in-
terest expense when authorized by program legisiation and
also show this amount under Section & Remarks,

Line 2 - Enter amounts pertaining to the work of locating
and designing, making surveys and maps, sinking test holes,
and all other work required prior to actual construction,

Line 3 — Enter amounts directly associated with the acqui-
sition of land, existing structures, and related right-of-way.

Line 4 — Enter basic fees for architectural engineering
services,

Line 5 — Enter amounts for other architectural engineering
sarvices, such as surveys, tests, and borings.

Line 6 — Enter fees for inspection and audit of construc-
tion and related programs.

Line 7 — Enter amounts associated with the development
of tand where the primary purpose of the grant is fand
improvement, Site work normally associated with major
construction should be excluded from this category and
shown on Line 11,

Line 8 — Eiiter the dollar amounts needed to provide relo-
cation advisory assistance, and the nat amounts for replace-
ment (last resort) hcousing. Do not include relocation ad-
ministration expenses on this Line; include them on Line 1,
Line 9 — Enter the estimated amount of relocation pay-
ments to be made to displaced persons, business concerns
and non-profit organizations for moving expenses and re
placement housing.

Line 10 — Enter the gross salaries and wages of employees
of the grantee who will be directly engaged in performing
demolition or removal of structures from develcoed land.
This line should show also the cost of demolition or re-

Page 12

moval of improvements an developed land under a third
party contract. Reduce the costs on this line by the amount
of expected proceeds from the sale of salvage, if so in.
structed by the Federal grantor agency. Otherwisa, show
the proceeds on Line 15,

Line 11— Enter amounts for the actual construction of,
addition 1o, or restoration of a facility. Also include in this
category the amounts of project improvements such as
sewers, streets, [andscaping and lighting,

Line 12 — Enter amounts for equipment both fixed and
movable exclusive of equiprent used for constryction. For
example, include amounts for permanently attached lab:
oratory tables, built-in audio visual systems, movable desks,
chairs, and labaratory equipment.

Line 13 — Enter amounts for items not specifically men-
tioned above.

Line 14 — Enter the sum of Lines 1-13,

Line 15 ~ Enter the estimated amount of program income
that will be earned during the grant period and applied to
the program,

Line 16 — Enter the difference between the amount on
Line 14 and the estimated income shown on Line 15.

Lina 17 — Enter amounts for those items which are part of
the project but not subject to Federal participation (See
Section C, Line 269, Column (1) ).

Line 18 — Enter the estimated amount for contingencies.
Compute this amount as follows. Subtract from the net
project amount shown on Line 16 the ineligible project
exclusions shown on Line 17 and the amount which 1s
excludzd from the contingency provisions shown 'in Section
C, Line 26g, Column (2}, Multiply the computed ameunt by
the percentage factor allowed by the grantor agency in ac-
cordance with the Federal program guidance, For those
grants which provide for a fixed dollar aflowance in lieu of
a percentage allowance, enter the dollar amount of this
allowance.

Line 19 - Show the total amount of Lines 16, 17, and 18,
{This is the amount to which the matching share ratio pre-
scribad in program legislation is applied.)

Line 20 — Show the amount of Federal funds requested
exclusive of funds for rehabilitation purposes,

Line 21 — Enter the estimated amounts needed for rehabili-
tation expense if rehabilitation grants to individuals are
made for which grantaes are reimbursed 100 percent by the
Federal grantor agency in accordance with program legista-
tion. If the grantee shares in part of this expense show the
total amount on Line 13 instead of on Line 21 and explain
in Section E,

Line 22 — Show the total amount of the Federal grant re-
quested.

Line 23 — Show the amount from Section D, Line 27h,
Line 24 — Show the amount from Section D, Line 28¢.
Lina 25 — Self-explanatory,




HB 4500. 2A

[

L.
-9

.

°

INSTRUCTIONS

PART I}

Section C. Exclusions

Line 26 a-g — identify and list those costs in Column {1)
which are part of the project cost but are not subject to
Federal participation because of program legislation ar Fed-
eral grantor agency instructions. The total amount on Line
q should agree with the amount shown on Line 17 of Sec-
tion B. Show in Column (2) those project costs that are
subject to Federal participation but are not efigible for in-
clusion in the -mount used to compute contingency
amounts as provided in the Federal grantor agency instruc-
tions.

Section D. Proposed Method of Financing Non-Federal
Share

Line 27 a-g — Show the source of the grantee’s share. If
cash is not immediately available, specify the actions com-
pleted to date and those actions remaining to make cash
available under Section E Remarks, Indicate also the period
of time that will be required after execution of the grant
agreement to obtain the funds. If there is a noncash con.
tribution, explain what this contribution will consist of.

Page 13

Line 27 h — Show the total of Lines 27 a9, This amount
must equal the amount shown in Section B, Line 23.

Line 28 a -- Show the amount that will be contributed by a
State or state agency, only if the applicant is not a State or
state agency, If there is a noncash contribution, explain
what the contribution will consist of undar Section E Re-
marks.

Line 28 b — Show the amount that will be contributed
from other sources. |f there is a noncash contribution, ex-
plain what this contribution will consist of under Section €
Remarks,

line 28 ¢ - Show the total of Lines 28a and 28b. This
amount must be the same as the amount shown in Section
B, line 24,

Line 29 — Enter the totals of Line 27h and Line 28c.

Section E. Other Remarks

Make any remarks pertinent to the project and provide any
other information required by these instructions or the
grantor agency. Attach additional sheets, if necessary.
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PART IV

PROGRAM NARRATIVE

Prepare the program narrative statement in accordance with the foltowing instructions for all new grant programs. Requests
for supplemental assistance shculd be responsive to Item Bb onty. Requests for continuation or refunding or other changes of

an approved project should be responsive to Item 5c only,

1, OBJECTIVES AND MEED FOR THIS ASSISTANCE.

Pinpoint any relevant physical, economiz, sexial, financial,
institutional, or other problems requiting a solution,
Demonstrate the need for assistance and state the principat
and subordinate objectives of the project. Suoporting docu.
mentation or other testimonies from concerned interests
other than the applicant may te used. Any relevant data
based on planning studies should be included or footnoted,

2. RESULTS OR BENEFITS EXPECTED,

identify results and benefits 1o be derived. For examrle,
include a description of who will occupy the facility and
show how the facility will be used. For tand scquisition or
development projects, explain how the project wifl benefit
the public.

3, APPROACH,

a. Outline a plan of action pertaining to the scope and
detail of how the proposed work will be accom:
plished for each grant program. Cite factors which
might accelerate or decelerate the work and your rea-
son for taking this approach as opposed to others,
Describe any unusual features of the project such as
design or technolagical innovations, reductions in
cost or time, or extraordinary social and community
involvements.

4

Provide for cach grant program monthly or quarterly
quantitative projections of the accomplishments to be
achieved, if possible, When accomplishiments cannot
be quantitied, list the activities.in chronological order
to show the schedule of accomplishments and their
target dates,

¢. Identify the kinds of data to be collected and main-
tained, and discuss the criteria to be used to evaluate
the results and success of the project. Explain the
methodology that will be used to determine if the

needs identified and discussed are being met and it
the results and benefits identified in item 2 are being
achicved.

d. List each organization, cooperator, consultant, or
other key individuals who will work on the project
along with a short description of the nature of their
effort or contrinution.

4, GEOGRAPHIC LOCATION,

Give a precise location of the project and area to be served
by the proposed project. Maps or other graphic aids may be
attached,

5. IF APPLICABLE, PROVIDE THE FOLLOWING IN-
FORMATION:

a, Describe the relationship between this project and
other work planned, anticipated, or underway under
the Federal Assistance listed under Part |1, Section A,
item 10.

Explain the reason for all requests for supplementat
assistance and justify the need for additional funding.

c. Discuss accomplishments to date and list in chrono-
logical order a schedule of accomplishments, progress
or milestanes anticipated with the new funding re-
quest, If there have been significant changes in the
project objectives, location, approach or time delays,
explain and justify, For other requests for changes or
amendments, explain the reason for the change{s). ¥
the scope or objectives have changed or an extension
of timeis necessary, explain the circumstances and
justify. H the total budget has been exceeded or it
individual budget items have changed more than the
prescribed limits contained in Attachment K, Office
of Management and Budget Circular No. A-102, ex-
plain znd justify, the change and its effect on the
project,

o

Page 14
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PART V

ASSURANCES

A

The applicant hereby assures and certifies that he will comply with the regulations, policies, guidelines and requir 3
Including Office of Management and Budget Circulars Nos. A.87, A95, and A-102, us they relate to the application,
accentance and use of Federal funds for this federally assisted project. Also, the applicant gives assurance and certifies with

Taspect to the grant that:

1, 1t possesses legal authority to apply for the grant, and to
finance and construct the proposed facilities; that a resotu-
tion, motion or similar action has been duly adopted or
passed as an official act of the applicant’s governing body,
authorizing the filing of the application, including all under-
standings and assurances contained therein, and directing
and authorizing the person identified as the official repre-
sentative of the applicant to act in connection with the
spplication and to provide such additional information as
may be requiced.

2. 1t will comply with the provisions of: Executive Order
11296, relating to evaluation of flood hazards, and Execu-
tive Order 11288, relating to the prevention, control, and
abatement of water pollution,

3. It will have sufficient funds available to meet the non.
Federal share of the cost for construction projects, Suffi-
cient funds will be available when construction Is com-
pleted to assure effective operation and maintenance of the
facility for the purposes constructed,

4, It will obtain approval by the appropriate Federal
agency of the final working drawings and specifications be-
fore the project is advertised or placed on the market for
bidding; that it will construct the project, or cause it to be
constructed, to final completion in accordance with the
application and approved plans and specifications; that it
will submit to the appropriate Federal agency for prior ap-
proval changes that alter the costs of the project, use of
space, or functional layout; that it will not enter into a
construction contract(s} for the project or undertake other
activities unti) the conditions of the construction grant pro-
gram(s) have been met.

8. It will provide and maintain cempetent and adequate
architectural engineering supervision and inspection at the
construction site to insurg that the completed work con-
farms with the approved plans acd specifications; that it
will furnish progress reports and such other information as
the Federal grantor agency may require.

6. 1t will operate and maintain the facility in accordance
with the minimum standards as may be required or pre-
scribed by the applicable Federal, State and lgcal agencies
tor the maintenance and operation of such facilities.

7. 1t will give the grantor agency and the Comptroller Gen-
eral through any autharized representative access 10 and the
right to examine all records, books, papers, or documents
related to vhe grant.

B, 1t will require the facility ta be designed to comply with
the “American Standard Specifications for Making Build-
ings and Facilities Accessible to, and Usable by, the Physi.
cally Handicapped,”* Number A117.1.1961, as moditied {41
CFR 101-17.703). The applicant will be responsible for
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conducting inspections to insure compliance with these
specifications by the contractor,

9, 1t will cause work on the project to be commenced with-
in a reasonable time after receipt of notification from the
approving Federal agency that funds have been approved
and that the project will be prosecutad to completion with
reasonable diligence.

10. It will not dispose of or encumber its title or other
interests in the site and facilities during the period of Fed-
eral interest or while the Government holds bonds, which-
ever is the longer.

11, 1t wilt comply with Title VI of the Civil Rights Act of
1964 {P.L. 88-352} and in accordance with Title Vi of that
Act, no person in the United States shalf, on the ground of
race, colar, or natianal arigin, be excluded from participa-
tion In, be denied the benefits of, or be otherwise subjected
to discrimination under any program or activity for which
the applicant receives Fedaral financial assistance and will
immediately take any measures necessary to effectuate this
agreement, If any real property or structure thereon is pro-
vided or improved with the aid ot Federal financial assis
tance extended to the Applicant, this assurance shatl obti-
gate the Applican, or in the case of any transfer of such
property, any transteree, for the period during which the
real property or structure is used for a purpose for which
the Federal financial assistance is extended or for another
purpase involving the provision of similar services or bene-
fits.

12, 1t will establish safeguards to prohibit employees from
using thelr positions for a purposa that is ar gives the ap-
pearance of being mutivated by a desire for private gain for
thiemselves or others, particularly those with wham they
have family, business, or other ties.

13, It will comply with the requirements of Title } and
Title 111 of the Uniform Relocation Assistance and Real
Property Acquisitions Act of 1970 {P.L., 91-646) which
provides for fair and equitable treatment of persons dis-
placed as a result of Federal and tfederally assisted proe
grams.

14, 1t will comply with all requirements imposed by the
Federal grantor agency concerning special requirements of
law, program requirements, and other admimstrative re-
quirements appraved in accardance with Office of Manage-
ment and Budget Circular No, A<102,

15, {1t will comply with the provisions of the Hatch Act
which timit the political activity of employees,

16. 1t will comply with the minimum wage and maximum
hours provisions of the Federal Fair Labor Standards Act,
as they apply to hospitai and aducational institution am-
ployees of State and local governments.

DQJ-1973-08
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APPENDIX 4: FORMAT FOR GRANT MANAGER'S MEMORANDUM

I. PROJECT INFORMATION

A.

Project Summary. This section should provide a summary
description of the project suitable for transfer to the
Grant Project Summary Form (LEAA Form 4000/8) and for
input to PROFILE. The following information should be
covered by the summary in 200 words or less:

- Title of the categorical grant program through which
the grant is to be funded;

- Main problem which the project will address;
- Major objectives of project operations;

- Activities to be undertaken to accomplish project
objectives:

. Sequencing of activities;
. Client groups to be served;

. Resources to be allocated, e.g., special
equipment, facilities, or staff;

Organizational arrangements to implement project;
- Expected products and planned utilization
Statement of the Problem to be Addressed
~ What is the nature of the problem?
- Who is affected by this problem?
- Why does this problem merit LEAA's attention? MBO subprogram
addressed.
State~of~the-Art
- Discussion of what has been done in project area.

- TFor continuation grants, discussion of accomplishments
under earlier grants

Page 1
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D. Description of Propoused Approach

- Nature of the Project (study, pilot, test, cdemonstration,
implementation, etc., and if applicable stage in APDP)
and description of what they will do
- Scope and methodology of preject ang nrohah:11ty of success
.- TFollow-on efforts envisioned )

E. Deliverables Defined/Workplan

~ What to be accomplished?

- Major milestones and deliverables

~ How are the products or results to be utilized by the
criminal justice community (assuming no fyyther LEAA support)

F. Summary of Coordination Activities

- With related LEAA projects
~ With related (other federal agency) projects
- With related developments in industry

G. Evaluation and Monitoring

- For continuation grants, discussion of any evaluations
of previous efforts
- Evaluations planned for this project
- Monitoring Planned
Monitoring priority assigned using scoring
procedures detailed by HB 4500.2A, Appendix 15.
Level of monitoring effort to be committed to grant.

H. Other Considerations

- Civil Rights
~ Environmental

IT. APPLICANT INFORMATION

A. Criteria for Choice of Applircant

Describe the procedures and criteria used to select the applicant
to conduct the work contained in the application.

Page 2
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B. Applicant's Capability

-~ Provide information which shows the applicant has the staff and
managerial capability and fiscal integrity to conduct the grant work.
- For countinuation grants, discuss difficulties encountered
achieving milestones of previous plan, GAN's, indications
of problems. Discuss how these considerations will affect
project objectives during continued funding. Describe
close-out status of existing grant.

ITI. FINANCIAL INFORMATION

A, LEA: Continuation Obligations

. - Amount and number of years
- Can the project eventually be self-supporting (state/local
assumptions of costs)?

B. Impact on Awarding Office's Budget

Show what impact the application will have on the awarding
office's budget, as follows:

’ MBQ Subprogram Budget

Total allocations for MBO $100,000
subprogram
obligated to date for 25,000
MBO subprogram
this grant application 10,000
Percent of budget to be used for 107
this grant

IV. OTHER INFORMATION

Provide any relevant information concerning the application not
already contained in the Grant Manager's Memorandum

V. GRANT TECHNICAL REVIEW CHECKLIST (See Attachment A)

VI. SIGNATURE BLOCK

When recommending applications for approval, signatures of the
grant manager, division director and office head are required.

@ Other signatures may be included.

Page 3
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Attachment A

GRANT TECHNICAL REVIEW CHECKLIST

Problem which the grant is to address is documented by data.
Yes No# NA

Documentation submitted justifies the appropriateness of the
site for the project.

Yes No## NA
Target groups for project operations are defined explicitly.

Yes Special Condition* NA

Project objectives specify key results to be accomplished.

Yes Special Condition® ‘ NA

Planned project tasks represent a logically conceived
method for accomplishing all stated project objectives.

Yes Special Condition®* NA

Information required by LEAA policy to monitor and review
the project is provided. (I 4500.4, Paragraph 9a)

Yes Special Condition* NA

Milestones are established to track progress toward all
project objectives and a timetable has been set.

Yes Special Condition* NA

Resources allocated are adequate to achieve the project
objectives stated.

Yes Special Condition® NA

Measures selected to assess achievement of project milestones
and objectives are understandable.

~ Yes Special Condition®* NA

Accurate and reliable information can be ~btained for the
measures selected.

Page 4
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Yes Special Condition¥* NA

Data sources, collection, processing, and filing arrangements
are indicated for the measures selected.

Yes Special Condition¥® NA
Plans for measurements, data collection and reporting are
coordinated to support assessment of performance targets

set for project milestomes.

Yes Special Condition¥® NA

Provide a short explanation
Specify Special Conditions by number

Page 5
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APPENDIX 5. SAMPLE AWARDS TO GRAMTEE

‘ . . _

51&6 U.S, DEPARTMENT OF JUSTICE GRANT AWARD Vw2
LAW ENFORCEMENT proe 1 or

*Lnﬂ. ASSISTANCE ADMINISTRATION _—

I.GRANTEE NAME AND ADDRESS (including Zlp Code) 4, GRANT NUMBER

Council on Crime and Delinquency 750F-99-0000

S,GRANT PERIOD

Frow 10701777 ™ _9/30/78

6.AWARD DATE" [7. ACTIOR
A GRANTEE IRS/VFRNOR NO.: 9/20/77 5 AL
2,SUBGRANTEE NAME AND ADDRESS (Including Zip Codo) 6.SUPPLEMENT NUMBER
— 7] suPPLEMENTAL
9,
PREVIOUS GRANT ¢ -0~
AWARD AMOUNT
10.
2 " MOUNT OF
A SUBGRANTEE IRS/VENDOR NO.: | :-ng/«mgw A 1 5000 5000
3. PROJECY TITLE ) H,
TOTAL s
GRANT
1,000,000

2, GRECIAL CONDITIONS (Check, Il applicalin)

D THE ABOVE GRANT PROJECT IS APPROVED SUBJECT TO SUCH CONDITIONS OR LIMITATIONS A5 ARE SET FORTH
ON THE ATTACHED PAGE(S).

13, STATUTORY AUTHORITY FOR GRANT

X_j TITLE | OF THE OMNIBUS CRIME CONTROL AND SAFE STREETS ACT OF 1968,
42 U.S.C, 3701, ET, SEQ,, AS AMENDED.

::} TITLE Il OF THE JUVENILE JUSTICE AND DELINQUENCY PREVENTION ACT OF 1974,
42 U.5.C. 5601, ET. SEQ., AS AMENDED,

[} OTHER (Specify):

14, ML THOD OF PAYMENT

THE GRARTEE,WILL RECEIVE CASH VIA A LETTER OF CREDIT OJves % wo

g LEAA APPROVAL [T GRANTEE ACCEPTANCE [T

AssTstant Administrator
Office of Planning and Management

U B i
ﬁAMfg N E A D T';‘ﬁE‘OCGPPROV'NG LEAA OFFICIAL 17. TYPED NAME AND TITLE OF AUTHORIZED GRANTEE OFFICIAL

16, SIGNATURE OF APPROVING LEXA OFFICIAL 18. SIGNATURE OF AUTHORIZED GRANTEE 10A. DATE
OFFICIAL

ae e N T LEAA USE ONLY [T

19, ACCOUNTING CLASS'FICATDON CODE 20, DOCUMENT CONTROL NUMBER

FISCal  FUND  BUD. oIV,
YEAR CODE ACT. OFC. REG. 5UB. MBO
LEAA FORM 4000/7 (REV. 5~77) PREVIOUS EDITIONS ARE OBSOLETE. DOJ

Page 1
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\ . . S e e
U S. DEPARTMENT OF JUSTICE
LAY ENFCRCEMENT

ASSISTANCE ADMINISTRATION

GRANT AWARD

PAD!_J___OP [

1.GRANTEST NAME AND ACDRESS (Including Zip Code}

Action Group, Inc.

4, GRANT NUMBER

7655-99-0000

S.GRANT PERIOD

FROM 8/'[ 5/77

-

9/14/78

1A,
GRANTEFE (AS/VENDOR NO.-

6.AWARD DATE"

9/15/77

7. ACTION

3 mamiaL

2. SUBGRANTEE NAME AND ADDRESS (Inciuding Zip Code)

8.SUPPLEMENT NUMBER

7655~99-0000(S-1)

X supPLEMENTAL

9

PREVIOUS GRANT

AWARD AMOU

s 1,000,000

NT

A,
SUBGRANTEE IRS/VENDOR N(.:

AMQUNT OF
THIS AWARD

900,000

3. PROJECT TITLE

TOTAL
GRANT
AWARD

1,900,000

12, SPECIAL CONDITIONS (Chock, il applicabis)

ON THE ATTACHED PAGEIS).

D THE ABOVE GRANT PROJECT 15 APPROVED SUBJECT TO SUCH CONDITIONS OR LIMITATIONS AS ARE SET FORTH

13, STATUTORY AUTHORITY FOR GRANT

- 42 U.5.C, 3701, ET. SEQ., AS AMENDED.

42 U.8.C, 5601, ET, SEQ., AS AMENDED.,

T OTHER (Specify):

{z} TITLE | OF THE GMNIBUS CRIME CONTROL AND SAFE STREETS ACT OF 1968,

D TITLE 1§ OF THE JUVENILE JUSTICE AND DELINQUENCY PREVENTION ACT OF 1974,

S
13 'L THOD OF PAYMENT

THE GRANTEE WILL RECE'VE CASH VIA A LETTER OF CREDIT

2 ves B no

i LEAA APPROVAL

-

; GRANTEE ACCEPTANCE

Office of Planning & Management

(N TYHED NAME AND TITLE OF APPROVING LEAA OFFICIAL 17, TYPED NAME AND TITLE OF AUTHORIZED GRANTEE OFFICIAL
JAMES 4 H, GREGG !
Assistant Adminiatrator

16, SIGNATURE OF APPROVING LEAA OFFICIAL

13. SIGNATURE OF AUTHORIZED GRANTEE

OFFICIAL

S8A. DATE

L i 4 LEAA USE ONLY "

713- ACCOUNTING CLASSIFICATION CODE

L

F13CAL FUND oy, 0iv,
YEAR cong ACT. OFC. REG., 3UB, MBO

20, DOCUMENT CONTROL NUMBER

LEAA FORM 4000/7 {REV. $-77)

Page

2

PREVYIOUS EDITIONS ARE OBSOLETE,
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APPENDIX 6. SAMPLE SPECIAL CONDITIONS

Ty, U.S. DEPARTMENT OF JUSTICE GRANT AWARD —
i } LAW ENFORCEMENT - PAGE D _ OF D
“ASSISTANCE ADMINISTRATION CONTINUATION SHEET '
GRANT NUMBEF AWARD DATE
75DF~99-0000 9/20/77

L.

Grantee:

SPECTAL CONDITIONS 7 ;

Council on Crime and Delinguency

Grant Number: 75DF=-29-0000

In addition to the General Conditions contained in the applicatio
to which this grant is subject, it is also conditioned upon and
subject to compliance with the following conditions:

=)

Grantee agrees to insure adherence by subgrantee to (1'
general and specifications and/or requirements and suc)
reporting requirements for guarterly and financial and
narrative reports as set forth in Guideline Manual for
Discretionary Grant 'Programs, M4500.1D and (ii) financial
administration reguirements as set forth in the Guideline
Manual for Planning and Action Grants, M7100.13.

All published material and written reports submitted
under this grant or in conjunction with contracts under
the grant must be originally developed material unless
otherwise specifically provided in the grant or contrac-

.document. When material, not originally developed, is

included in the report, it must have the source identi--
fied. This identification may be in the body of the
report or by footnote, this provision is applicable W =n
the material is in a berbatim or extensive paraphrase
format.

Grantee must summit to LEAA seven (7) copies of any
handbook, manual video tape and/or any final product
upon termination of grant.

The grantee must submit to LEAA, a listing of nonexvend-
able property to include the cost of each item, 90-dayvsz
prior to the termination date of the grant award. Sub-
mission of this.listing and disposition of such property
shall be in accordance with LEAA Guideline G7380.2,
Standards for Property Acquired with LEAA Grant Funds,
dated August 30, 1976. (For all direct categorical
arants)

LEAA FORM 4000/7A {5-77) Doj

Page 1
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APPENDIX 7. REQUEST FO

977

R ADVANCE OR REIMBURSEMENT

APPROVED OMB NO. 43-R0%30

port 1a completed and

. as required by existing
9?;) nd regufations ()4 CFR

? (Ses instryctions on back)
3. Federo! Sponsoring Agency and Organizotional Elemens To Which

3 NOTE: No lurther montaa ot |1, a: **X" one, or bath boxes  |2. Basie of
RE ST FOR ADYANC or bens, D : u
Ok REIMBURSEMENT Sl ind e opntiniess| Tron of |ClovweeClimppunse: | 001 Poae

oyment
R-q';:’ut- b, ''X’" the applicable box Cleasn of

ACCRUAL
[DIFiNAL [IPARTIAL - Poges

Report |s Submitted:

U.5. Deportment of Justice, LEAA

4. Faderal Grant or Other Heniily, |5. Barngl Fayment Request Numb
Ung No. Assigned by Faderol Ageney | For Thix Request o oo

6. Employer Identification No. 7. Racipisnt's Acct, No. ot Identis
tying N

N’A

g Na. [FROW ratonth, day, yeaty

a, PERIOD COVERED BY THIS REQUEST

TO (Month, day, years

9. Racipient Orgonizetion

10, Payes (Whate check is lo be senr is dilfereni than iicm 9

Name : Name B

Number Numbee

& Street & Stroat *

City, State City, State

& Zip Code & Zip Code:
1t COMPUTATION OF AMDUNT OF REIMBURSEMENTS ADYANCES REQUESTED

, ] W ie)
PROGRAMS ‘FUNCTIONS!
ACTIVITIES L ToTAL

N di
" e, (os ot g s $ s

b, Less: Cumulatixe progrom
income

©» Ned program cutlays (Line &
minux [ine b}

d. Estimated nat cash outloys for
odvance pariad

v, Toto!l (Sum of lines ¢ & o

fo NonsFederol share of omount on

'S rudnml shore of omount on
ine e

h, Fedwral payments previcusly
requested

i, Federal share now requasted
tLine ¢ minua line h}

j« Advences required st Month
by m::néh‘; wén o
Srantor u{nnc’y for 2nd Month
use in making pre
schaduled adyances. 3rd Manth

12, ALTERMATE COMPUTATIO

N FOR ADVANCES ONLY

o, Estimoted Federal cosh outlays that will be mode duting period covered

by the advonce s

b Latst Estimoted balonce of Federal cash on hand o of beginning of odvonce perind.

¢. Amount requested [Line ® minus b)

H

13, CERTIFICATION

SIGNATURE OF AUTHORIZED CERTI
i certify that to the best of iy
knowledge and belief the data
above are correct and that all

FYING OF FICIAL DATE REVIVEST SUDMITTED

ance with the grant conditions
or other agreement and that
payment is due and has not

outlays were made in accords {TYFED OR PRINTED NAME AND TITLE

been previously requested. TELEPHONE

Atea Code Number Extensfon

SPACE BELOW IS FOR

AGENCY USE ONLY

GRANT MANAGER'S SIGNATURE [oATE
w
v
% APPROVED
= FOR FINANCIAL MANAGEMENTY OFFICE DATE
w FAYMENT
-l
[

BATCH NUMBER CATE PROCESSED

INITIALS

LEAA FORM 7160/3 IREV, 10-77)  EDITION OF 6:76 15 OBSOLETE,

Page

COPY 1 « OFFICIAL GRANT FILE
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INSTRUCTIONS

Pleasa type or print legibly. Items 1, 3,4, 5,9, 10, 11c, 11e, 11f, 11g, 11h, and 111, afe self~explanctory;

specific instructions for other items are as falflows:

ltem Entry Item Entry

2 Indicate whether roquest is prepared on cash or MNe Enter In “as of date"’, the month, day, ond year of the
accrued exponditure basis. All requests for ad~ anding of the cccounting period 1o which this amount
vances sha!l be prapared on o cash bosis, applies, Enter program outlays to date (nat of refunds,

rebatas, and discounts), in the apprapriats columns.

6  Enter the nmpluYor identificotion number assigned by For requests prepored on o cash basis, outlays ore the
the U.S. Interna Revenua Service, or the FICE (insti. sum of actual cash disbursements for goods and servs
tution) cods If requested by the Federal agency. ices, the amount of indirect expenses charged, the vale

ue of in-kind contributions applied, ond the amount of

7 Not applicuble, cush odvances and poyments made to subcontroctors

and subracipients, For requests prepared on an oce

8  Enter the month, doy, ond year for the beginning and ctued sxpenditure basix, sutlays are the sum of the
ending of the periad covered in this requast, If the actuol cash disbursements, the amount of indirect ex=
requess ia for an zdvonce or for both an advance and penses incurred, and the net increase (or decreass) in
reimbursement, show the period that the advance will the cmounts owed by the recipient for goods ond other
covor. If the request is for raimbursement, show the property teceived and for secvices performed by eme
perlod for which the reimbursement Is roguested. ployses, controctors, subgrantecs and other payeos,
Note: The Fedasol sponsoring agencies have the 1tk Entér tha cumulative cash income recaived to dote, if
option of requiring recipionts to complete Items 11 requeats ore prepored on o cash basis. For requests
or 12, but not both, [tem 12 should be used when only prepared on an accrued expanditure basis, enter the
@ minimum omount of information is naeded to make cumulotive income earned to date. Under either basis,
an advence and outlay infermotion contolned in item anter only the a aunL opplicable to progtam lacome
11 can be obtoined in a timely monnet from other at was raquim’g to be used for the project or program
reparts. by the terms of the grant ar othet agreament,

11 The purposs of the vertical columns (o}, (b), and (c), 11d Only when making requests for advance poymants, ens
is to provide 3pace for separate cost braakdowns tor tha total extimated omount of cash outlays thet
whan o project has been plonned and budgeted by will be made during the patiod covered by the advonce.
progrom, function, or o:ﬂvh}. {f edditional columns
are needod, use as many odditional forms as needed 1 Do not use thiz section,
and indicute pogs number in space provided in upper
right; however, the summary totals of all programs, 12 Do not usa this section unless spacifically authorized
functions, or octivities should be shown in the *'to- in writing by the cognizont LEAA office.
tal** column on the first page.

13 Complote the cartificate bafore submitting thls re«

ADDITIONAL INFORMATION

quast,

A, Al} credit figures will be shown in parenthesis { ).

B, Submission on o monthly basis, as needed, Advances
shall be requested for only o one month period,

C. Distribution: Original, yellow ond pink copies to
U.S. Department of Justice, LEAA
Office of the Comptroller - Control Desk
Washington, D.C. 2053}

Green copy to be refoined by SPA or other grantee,

Page 2




| HB 4500.2a
R S 1N

APPENDIX 8, GRANT ADJUSTMENT NOTTCFE

f"' LAW ENFONCEMENT PAGE oo OF o
? ASSISTANCE AUMINISTRATION NQTICE

‘Q U.S. DEPARTWENT OF JUSTICE GRANT ADJUSTMENT

1, GRANTEE NAME AND ADDRESS iv fudnig o1ps Conter 3. GRANT HUMBER

4, ADJUSTMENT NUMBER

1o, GRANTEE [R5 VENDOR NUMBER

5. DATE
2, PROJECT TITLE

6. GRANT MANAGER

SECTION |, DEQOBLIGATIONS & REOELIGATIONS

7. ACCOUNTING CLASSIFICATICN CODE PREVIOUS GRANT

FISCAL FUND BUD. AWARD AMOUNT $

DIY,
YEAR CODE ACT, OFC. REG, SUB. MBO

10. DEQBLIGATION GR
REOBLIGATION AMT,  §

B. DOCUMENT CONTROL NUMBER N ADJUsTED

AWARD AMOLNT $

SECTION I, CHANGES

12. CLHANGE GRANT MANAGER  FROM 10

13,
CHANGE GRANT PERIOD: FROM TO

" . SECTION . OTHER ADJUSTMENTS & INFORMATION

15, TYPED NAME AND TITLE OF AUTHORIZED LEAA 16, SIGNATURE OF AUTHORIZED LEAA DOFFICIAL
OFFICIAL

LEAA FulvM 423172 IREV, 3477} HECLACES LEAA FURV $GB1/1 WHICH IS OBSOLETFE. nul

Page 1
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GRANT ADJUSTMENT NOTICE (GAN} INSTRUCTIONS

This fo'm is to be used for adjustrents to all grants awarded by the Law Enforce-
ment F.sistance Administration (LEAA). Only one grant may be adjusted by a
single G,

If additional room is needed, use LEAA Form 4040/2A, Grant Adjustment Motice -
Continuation Sheet.

[tems 1 thru 3 are self-explanataory.

Item 4. Enter the nurber of this grant adjustment. If a previous GAN is being
revised, DO HOT enter the previous adjustment number followed by "REVISED."
Instead enter the appropriate next sequential adjustment number.

Item 5. Enter the date of this GAN.
Item 5, Enter the name of the grant marager,
the grant manager (Item 12), enter the name of the new manager.

Section I must be completed if a deobligation or a reobligation is being pro-
cessed. (A reobligation is a cancellation of a current fiscal year deobligation.)
In all other cases, none of the items in Section I are completed.

Item 7 is completed for all deobligations and reobligations.

Item 8. If a deobligation or a reobligation is being processed for a CURRENT
FISCAL YEAR grant (i.e., current fiscal year document control number (DC#) on the
grant award) then a DC# must be assigned to the GAN by the operating plan holder
or his designea. In all other cases, a DC# is not assigned.

Item 9.

a. If the most recent modification to the amount of the grant was an AWARD
(initial or supplemental), then the amount in Item 9 must be the same as the
amount in block 11 of the most recent Grant Award (LEAA Form 4000/7).

b, If the most recent modification to the amount of the grant was a DEOBLIGATION
or a REOBLIGATION, thon the amount in block 9 must be the same as the amount
in block 11 of the relevent GAN.

Jtem 10. Enter the amount of the deobligation or reobligation. A deobligation
should appear in brackets, e.g., ($10.00).

Item 11.

a. If the purpose of this GAN is to process a DEOBLIGATION, subtract the amount
in block 10 from the umount in block 9 and enter the result.

b.  If the purpose of this uiN is to process a REOBLIGATION, enter the sum of
the amounts in blocke 2 and 10.

Items 12 through 16 arc self-explanatory.

Page 2

If the purpose of the GAN is to change




HB 4500.2A
Dec. 2, 1977

APPENDIX 9

Addresses for mailing Reports of Federal Actign
to State Clearinghouses (A-95) and

State Central Information Reception Agencies (TC-1082)

) In order to reduce duplicate mailings, each State (except Illinois)
has provided a single address for Reports of Federal Action (SF 424).
Thus a single report mailed to this address can meet both the Treasury
Circular TC 1082 requirement for notifying the State Central Information
Reception RAgency (SCIRA) and the A-95 requirement for notifying the

{NOTE:

State Clearinghouse.

These common addresses do not serve the

local area-wide clearinghouses that A-95 requires to be notified of

Federal actions.)

Alabama .
Alabama Development Office
State Office Building
Montgomery, Alabama 36104

Alaska

Office of the Governor
Pouch AD, State Capitol
Juneau, Alaska 99801

Arizona

Office of Economic
Planning and Development
Arizona State Clearinghouse
1700 W. Washington St.

Room 505

Phoenix, Arizona 85007

Arkansas

Department of Local Service
State Planning and Development
Clearinghouse

lst National Building, Suite 200

Little Rock, Arkansas 72201

California

Office of the Governor

Office of Planning and Researcrh
1400 Tenth Street

Sacramento, California 95814

Colorado

Office of State Planning
and Budgeting

Non-State Funds Section
617 State Services Building
Dpenver, Colorado 80203

Page 1

Connecticut

State Clearinghouse

Office of Intergovernmental Programs
340 Capitol Avenue

Hartford, Connecticut 06115

Delaware

State Planning Office
Thomas Collins Building
530 S. Dupont Highway
Dover, Delaware 19901

Florida

Bureau of Intergovernmental
Relations

Division of State Planning

Department of Administration
660 Apalachee Parkway
Tallahassee, Florida 32304

Georgia
Office of Planning and Budget
Attention: Clearinghouse

270 Washington Street, S.W.
Atlanta, Georgia 30334

Hawaii

State Clearinghouse:
Department of Planning and
Economic Development

P. O. Box 2359

Honolulu, Hawaii 96804

Idaho

Division of Budgekt, Policy
Planning and Coordination
State House

Boise, Idaho 83720
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Jdlinois (2) Massachusetts
(1) State Clearinghouse: Office of Federal/State Resources
State Clearinghouse Room 529
Bureau of the Budget Statehouse
524 S. 2nd St., Suite 315 Boston, Massachusetts 02133
Springfield, Illinois 62706
(2) SCIRA: Michigan
State of Illinois Department of Management and
Commission on Intergovernmental Budget
Cooperation Ocfice of Intergovernmental Relatior .
721 State Office Building Federal Aid Management Division ~
Springfield, Illinois 62706 Lewis Cass Building

Lansing, Michigan 48913
Indiana Minnesota .
State Budget Agency State Clearinghouse
212 State House State Planning Agency
Indianapolis, Indiana 46204 Capitol Square Buildi.g, Room 10l

St. Paul, Minnesota 55101
Iowa Mississippi
Office of Planning and Programming Coordinator Federal-State Programs
523 Bast 12th Street office of the Governor
Des Moines, Iowa 50319 400 Watkins Building

510 George Street
Jackson, Mississippi 39201

Kansas Missouri

Division of Planning and Research Office of Administration

Department of Administration State Planning and Analysis Division

State Office Building P. O. Box 809

Topeka, Kansas 66612 State Capitol Building
Jefferson City, Misscuri 65101

Kentucky Montana

State Clearinghouse Montana State Clearinghouse

Office for Policy and Management Office of Budget & Programming

Capitol Annex, Room 209 Capitol Station

Frankfort, Kentucky 40601 Helena, Montana 59601

Louisiana Nebraska

Office of Intergovernmental Relations Office of Planning and Programming

P. 0. Box 44455, Capitol Station Box 94501, State Capitol

Baton Rouge, Louisiana 70804 Lincoln, Nebraksa 68509

Maine Nevada

Executive Department State Clearinghouse

Maine State Clearinghouse State Planning Coordinator

184 State Street State Capitol Building

Augusta, Maine 04333 Carson City, Nevada 89701

Maryland New Hamyshire

Department of State Planning Coordinator of Federal Funds

301 W. Preston Street State House

Baltimore, Maryland 21202 Concord, New Hampshire 03301

Page 2
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New Jersey

State Clearinghouse

Bureau «f State and Regional Planning
Departmert of Community Affairs

329 W, State Street

P. O. Box 2768

Trenton, New Jersey 08625

New Mexico

State Planning Office
State Capitol

Sante Fe, New Mexico 87501

New York

Federal Relations Unit

State Division of the Budget
State Capitol

Albany, New York 12224

North Carolina

Office of Intergovernmental Relations
116 W, Jones Street

Raleigh, North Carolina 27603

Noxrth Dakota

State Planning Division
State Capitol - Ninth Floor
Bismarck, North Dakota 58501

Ohio

Office of Governor

State Clearinghouse

State Office Tower

30 E. Broad Street, 24th Floor
Columbus, Ohio 43215

Oklahoma

State Grant-in-Aid Clearinghouse
5500 N. Western

Oklahoma City, Oklahoma 73118

Oregon

Federal Aid Coordinator
Intergovernmental Relations Division
240 Cottage Street

Salem, Oregon 97310

Pennsylvania
State Clearinghouse

Intergovernmental Relations Division
Governor's Office of Budget

., 0. Box 1323

Harrisburg, Pennsylvania 17120

Page 3
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Rhode Island

Statewide Planning Program
Department of Administration, Rm. 201
265 lelrose Street

Providence, Rhode Island 02907

State of South Carelina

Office of the State Auditor
Contracts and Grants Reyiew Division
P. 0. Box 11333

Columbia, South Carolina 29211

South Dakota

State Planning Bureau
Statre Capitol

Pierre, South Dakota 57501

Tennessee

State Planning Office
Grant Review Section

660 Capitol Hill Building
Rashville, Tennessee 37219

Texas

Governor's Budget and Planning
Office

Executive Office Building

411 West 13th Street

Austin, Texas 78701

Utah

State Planning Coordinator
118 State Capitol Building
Salt Lake City, Utah 84114

Vermont

State Clearinghouse:
State Planning Office
Pavilion Office Building
Montpelier, Vermont 05602

Virginia

Department of Intergovernmental Affairs
Division of State/Federal Relations
205 North Fourth Street

Richmond, Virginia 23219

Washington
Office of Governor

Program Planning and Fiscal Management
House Office Building
Olympia, Washington 98504
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West Virginia Trust Territor
Grant Information Department FEHE?ET_CFEHTEXCoordinator
Office of Federal-State Relations Office of the High Commissioner
State Capitol Building Trust Tervitory of the
Charleston, West Virginia 25305 Pacific Islands

Saipan, Mariana Islands 96950

Wisconsin
State Clearinghouse/SCIRA -
Department of Administration
Room B-158, State Office Building
1 West Wilson Street
Hadison, wisconsin 53702 i

Wyoming

State Planning Coordinator
Office of the Governor
Capitol Building

Cheyenne, Wyoming 82001

District of Columbia

Office of Budget and Management
Systems

District Building

14th and E Streets, N.W.
Washington, D. C. 20004

Puerto Rico

Planning Board of Puerto Rico

P. O. Box 41119, Minillas Station
Santurce, Puerto Rico 00940

Virgin Islands

Office of the Governor
P. 0. Box 599
St. Thomas, Virgin Islands 00801

Guam
Governor of Guam
Agana, Guam 96910

Samoa

Planning and Budget Office
Govermnent of American Samoa
Pago Pago, American Samoa 96799

Page 4
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FINANCIAL STATUS REPORT (H-1)

APPROVED: OMB KO, 43-R0O532

No further monies or othsr benaetits may bs 1. Fodural Agéncy snd Organizations! Element 2, Federat Grant No, or Other ident, No.
]NANCIAL paid out undéar this program uniess this report U.S, Oepartment of Justice, LEAA
F
d i1} K Is completed and fited 83 requirad by existing
K STATUS REPORT (H-1) taw and regulations (34 CFR 258}
3, Name snd Addrem of Grantes Organlzation 4, Employer ldentification No, 3. Graatss Acet. No. or igant, No, | 8. Finel Report 7. Basls of Rapory
[J Yes (Complete 12b(3) below} | C]Camh
No Accrusd Expendltures
8, Project Period {Mo., Day, Yr.} 9. Report Parlod {Mo,, Day, Yr.)
FROMY 1 T0 7 FROM 10 7 l l
10. STATUS OF FUNDS PROGRAMS — FUNCTIONS — ACTIVITIES
[§1] (2) 31 {4) (8) [(3] TOTAL
3, Total outlays previcusly reporied
{LIne 102 from previous rept} . . .
b. Taot, program outlays thiz petiod .
c, Lem: Program income credits ., . .
d. Net program outlsys this perlod
(Linebminus Linse) .....,..
o, Tat. program outlsys 1o date
(Sumof Lineswandd) .,.....
f. Less: Non.Federsl share of
QrOGrAM OUtIBY® + o v v s v avran
9. Tot, Federal shars of pragram out
fays {Uins s mines Line €} ...,
h. Total unpaid cbligations . ..., .
L. Less: Non.Federal shary of
unpald obligations .., ....¢..
§. Fed, share of unpald obligations
(Lineh minus Linel) ... .. ..
%. Tot, Fed, share 0f outiays and un-
pald abligstions {Lins g plus line )
I, Tou Fed, tunds ired ... .
m, Unobligated balance of Fed. funds
{line | minus line k) ... fees
11, Indirdet Exgeiss: w 1y.0 7! "m*s (Mark box) 12. REMARKS {Attach additional thests I nacessary) - Ses [nstructions.on Revarse.
Or | Oe | DFinel CIFixed
b, Rate c. Bave
d. Totat Amount «. Fadersl Share 12a, Planning Grants 12b{1). Block Action Grants
1 c Part Pasa
13, CERTIFICATION — | cortity thst to the bast of my knowlsdge and betisf Services $ c $ Through $,
this raport ls correct snd camplete and that all outiays and unpaid abligatians {2) Puss Part Pass
are for the purposes set forth in the grant award documants. Through § E S Through 3,
Name end Title = TEL Pass
Te
Sode Number Ext, 3300 $ Thiough $
. X . K B v - Pt G . Catsgorical Granm . Pt, C
{Signature of Authorlzed Offlcial Oate Rept, 11 Submiteg 125(2). Buy-tn 12(3), Block-Fins H-1 Rept. - F1. € 12, Caragorical Gran
Totsl
$ Totol Personnal  §

LEAA Farm 7160/1 {Rev, 10/77)

Replaces adition of 6:76 which is obsolete.

Page
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INSTRUCTIONS FOR PREPARING THE FINANCIAL STATUS REPORT

Item 1 - Enter the nsme of the cognizant LEAA
Canteal Otfice.

Item 2 - Enter the Fedaral grant number.

ftam 3 ~ Enter the name and complete maing eddress including
the ZIP code for the SPA or other grantee orgamization.

fteam 4 —~ Enter the employer identification number sssigned by the
U.S. Internal Ravenue Service.

Item § ~ Enter "NA™ for not applicable.
1tems 6 and 7 ~ Mark the appropriate block.,

ttem B ~ Enter the month, day, and yesr of the beginning and
ending period of the grant. The ending period should reflect any
approved axtension date.

itsm 9 ~ Enter the month, day, snd year of the beginning and
ending dates of the quarter {or which this raport 1s prapared.
Htom 10 —

Line 3. Enter the total outlays reported on Line 108 of the

previous report. Show zero, if this is the initial report for the
grant.

Lina k, Enter the sum of the amounts shown on Lines g and j. If
the report i final, the report should not consain any unpaid
obligationy.

Line ), Entar the total amount of the federal grant.

Line m. Enter the unobligated batance of Federal funds. This
amount should be the difference batween Lines t and k,

Item 11 — INDIRECT EXPENSE
8, Type of rate — Mark appropriate block.
b. Rats ~ Enter the rate in effect during the quarter.

¢, Base — Enter the amount of the base to which the rate was
applied.

d. Total Amount ~ Enter the total amount of indirect cost
charged during the quarter.

8. Federal Share — Enter the amount of the Federal shara
charged during the report period.

{When reporting on Planning or Block Action Grants, complete anly
items d and e. Enter “N/A" for items a through c.}

if mote than one rate was apphed duning the project period, include

Lins b. Enter the total gross program outlays for this report
penod, including disbursements of cash realized a3 program
income, Far reports which are prepared on a cash basis, outlays
are the sum of the subgrantees actual cash disbursernents for
goods and services, the amount of indirect expense charged, the
value of inkind contributions applied, and the amount of cash
advances and payments made to contractors, For reports pre-
pared on an accriad expenditure basis, outlays are the sum of
the subgrantees acwal cash dist.arsements, the amount of

8 separate schedule which shows the basis against which the indirect
cost rates were applied, the respective indirect rates, the month,
day, and year the indirect rates were 1n effect, amounts of indirect
expense charged to the project, and the Federal share of indirect
expense charged to the project to date. {See Federal Management
Circular 744 which contains principles fordetermining allowable
costs of grants and contracts with State and jocal governments.)

ltem 12 — Provide the following information, if applicable:

indirect expenie incurred, the value of in-kind contributions
applied, and the not increase (or decrease) 1n the amounts owed
by the subgrantee far goods and other property received and for
services performed by emplayees, contractors, and other payees.
Outlays {or Pisnning Grants include both the autlays made by
the SPA for its own oparation and outlays reported by the sub-
grantees.

Line ¢, The report prepared on a cash basis, enter the amount of
cash income received during the quarter which is to be used in
the project or program in accordance with the terms of the
grant. For reports prepared on an accrual basis, enter the amount
of tha net increase {or decrease) in the anwunt of accrued
tncome since the beginning of the report period,

Lins d. This amount should be the difference between amounts
shown on Lines b and c.

Line ¢, Enter the sum of amounts shown on Lines @ and d above.
This amount represents the cumulative cutlays 1o date of both
Fedoral and non-Federal funds.

Line t, Enter the cumulative non-Federal share ["Match®) of the
program outlays included i the amount of Line e.

Line g, Enter the cumulative Federal share of program outlays.
The amount should be the diffarence between Lines e and f.

Line h, For reports prepared cn a cash basis, enter the total
amount of unpaid obligations for this grant. Unpard abligations
for Planning Grants consist of unpaid obhigations of the SPA for
its own operation plus unpatd obligations reported by the sub-
grantees. For reports prapared on an accrued expenditure basis,
enter the amount of undehvered orders and other cutstanding
obtigations. Do not include any amounts that have baen inciuded
on Lines a through g. On the final report, Line h should havs a
zero balance,

Line i. Enter the non-Federsl share of unpaid cbligstions in.
g:lded on Line h. On the final report, Line i should have a zero
ance.

Line j, Enter the Foderal share of unpaid obligations included on
Line h. The amount shown on this hine shouid ba the differsnce
between the amounts on Lines b and |. On the final report, Line
1 should have a zeto balanca,

Page

a. Planning Grants

{1} Consultent services — the amount included in Line k for
consultant services.

{2) Pass-through ~ the cumulative amount of awards to sub-
grantees,

b. Block Action Grants — Parts C, E, and JJDP

(1} Pass-through — the cumulative amount of Federal funds
subgranted to local units of government. This amount
should include subgrants to units of state government for
the benefit of local units of government when such a
waiver has been granted,

{2} Buy-in — the cumulative amount of State funds provided
to local units of government to be used as part of the
grantee contribuuon,

{3) One-thicd P Limi — the amount
of Fedara! funds outlayed for compensation of police and
other regular law enforcement personnel. This 18 only
required to be shown on the final H«1 report.

c. Categorical Grants — Pert C

One-third P i Limitation ~ the amount of

Federat funds outlayed for compensation of police and other

regular lew enforcement personnal.

Item 13 ~ Tha contents of this item are self-explanatory,

ADDITIONAL INFORMATION
A, One form 716071 required for each grant award,

8, Altcredit figures w'll be shown in parenthesis ().

C. Due Dote: Quartetly, within 45 days after end of quarter,

Final repotts are due 90 days after end of grant period or
aftec completion.

0. Distribution: Criginal, yeliow and pink copies to:

U.S. Department of Justice, LEAA
Qffice of the Comptrolier - Control Desk
Washington, D.C, 20531

Green copy to be retained by SPA of other grantee.
Saimon copy {Information Copy)

2
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PENDIX 11. Discretionary Grant Progress Report

A U. S. DEPARTMENT OF JUSTICE

AN DISCRETIONARY GRANT

[C] FINAL REPORT

W f'' LAY ENFORCEMENT ASSISTANCE ADMINISTRATION PROGRESS REPORT
SRANTEE LEAA GRANT NO, DATE OF REPORT REPORT NO,
IMPLEMENTING SUBGRANTEE TYPE OF REPORT
[ reEGULAR [C)seeciau REQUEST

ISHORT TITLE OF PROJECT GRANT AMOUNT

REPORY IS SUBMITTED FOR THE PERIOD THROUGH

SIGNATURE OF PROJECT DIRECTOR

TYPED NAME & TITLE QF PROJECT DIRECTOR

COMMERCE REPORT HERE (Add [ tion pagdea as required,}

RECEIVED BY GRANTEE STATE PLANNING AGENCY (Ollicial)

DATE

LEAA FORM 4587/1 {REV. 10-75} REPLACES EDITION OF 1-73 WHICH IS OBSOLETE.

Page 1
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PROGRESS REPORTS--INSTRUCTIONS FOR LEAA DISCRETIONARY GRANTS

Grantees are renuired to submit Progress Reports on project activities and accomplishments, No fixed requirements as to
length or detail have been established, although some general guidelines appear below. It is expected that reports will include
data appropriate tc the stage of project development and in sulficient detail to provide a clear idea and summary of work and
accomplishments to date. The following should be vbserved in preparation and submission of progress reports;

3.

Ce

(.2

Reporting Party, The party responsible for preparing the repart will be the agency, whether grantee or subgrantee,
actually implementing the project, Thus, where a State Planning Agency is the grantee but has subgranted funds to
a particular unit or agency to carry on the project, the report should be prepared by the subgrantee.

Due Date. Reports are submitted by the subgrantee to its State Planning Agency on a quarterly basis (i.e., as of
June 30, September 30, December 31, and March 311 and are due at the cognizant Regional Office on the 30th day
following the close of the quarter {unless specified otherwise by LEAA), The lirst report will be due after the close
of the first full quarter following approval of the grant (i.e,, for a grant approval on May,} the first report will be
due for the quarter ending September 30. It will cover the [ive month period May through Septemb‘er). The award
recipient's final progress report will be due 90 days following the close of the project or any extension thereof,

Form and Execution. Three (3) copies of each report should be submitted. However, five (5) copies must be sub-
mitted for all final reports, (If the grantee wishes to submit the same report to several agencies it may utilize LEAA
Form 4587/ (Rev. 9-75) as a face sheet completing all items and attach the report to it.} [f continuation pages are
needed, plain bond paper is to be used. It should be noted that the report is to be signed by the person designated

as project director on the grant application or any duly designated scccessor and reviewed by the cognizant State
Planning Agency,

Reporting Reguirements. The reporting requirements noted in this section are designed to provide information
which permits determination of the extent to which LEAA Discretionary Fund projects are contributing to the overall
goals and objectives of the Agency. Reports will be submitted on a quarterly basis, unless otherwise directed. The
first report will include, as concisely as possible, the following information elements:

1. Statement of project goals or objectives in tangible, measurable terms. The goals or objectives should denote
the project's impact on the reduction of crime and delinquency, or the improvement of the criminal justice sys
tem, or both. Project goals or objectives should be consistent with LEAA's ""Management-By-Objectives"
planning concepts.

2. Statement of the problem in measurable terms.

3. Statement of hypotheses and working assumptions which provide the conceptual foundation and thrust (or the pro-
Ject,

4, Statement of speciflic indicators and measures to be usedtoassess the results of the project in terms of both 1
above and intermediate project outputs, Data sources and appropriate collection metheds will be noted in this
paragraph,

5. Statement of the rasults achieved by the project during the first reporting period, utilizing the indicators developed
in 4 above,

6. Statement of significant administrative, budgetary, und programmatic problems confronting the project during the
first reporting period. Obstacles to progress arec to be noted in concise, frank terms. Major administrative,
budgetary, and programmatic developments which are expected to affest the ultimate course and substance of the
project will be described as precisely as possibie.

Subsequent progress reports will be required to address, as appropriate, the information elements contained in para-
graphs 4 through 6 above, with the exception of that pertion of paragraph 4 dealing with data sources and appropriate
collection methods, Special reports, cvaluation studies, and publications or articles related to the project wh'ch
were issued during the reporting period should be attached to the progress report,

Dissemination, All three (3) copies of regular progeess reports and all five {5) copies of final reports should be sub-
mitted to the subgrantee's State Planning Agency, After review the State Planning Agency will forward two (2} copres
of the report and four (4) copies ol the final report to the cognizant LEAA Regional Office. The Regional Office witl
route the reports to all intercsted LEAA units, Copies should,also be provided to other agencies cooperating in or
providing services to the project.

Special Reguirements, Special reporting requirements or instructions may be prescribed for discretionary projects
in certain program or experimentat areas to better assess impact and comparative affectiveness of the overall dis-
cretionary program, These will be communicated to affected grantees by LEAA,

Page 2
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APPENDIX 12. FORMAT FOR LEAA QUARTERLY MONITOR REPORT

Part 1 - Heading and Identification (Complete the following blanks)

Grant Name Date

Grant Number

Grantee Subgrantee

Grant Monitor

Part 2 -~ Progress Summary

Based on the grant's implementation plan, briefly assess grant progress.
Are program steps, goals and budget expenditures and obligations progressing

as planned and scheduled?
Part 3 - Schedule Difference/Action Taken

State why the grant is ahead or behind plan and/or schedule and tell what
eorrective action is being taken. Indicate when the corrective action
started and when it will be completed and the effect that the action
will have on project goals and the remaining planned and scheduled. A sample
sta.ement follows it is modeled after a crime analysis project which
has experienced a staffing delay:
'The project is one month behind schedule due to a lag of one
month in staff'recruiting. Staff are now on board, are trained,
operational and have already produced two crime analysis reports

which have been used to deploy patrol units.

Page 1
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"Because of the staflfing delay and its result on personnel com-
pendation, the project is behind its budget projection by
approximately $10,000.

"To resolve the schedule problem oun June 30, 1976 the grant
period was extended one month. No change in the existing grant
budget will be necessary to adjust to the time extension.

This action will not affect project goals."

Part 4 - Current Status of Performance and Impact Goals Achievement

State what progress or lack of progress has been made toward performance
and impact goals. If goal achievement is behind schedule indicate
why, what action is being taken, when the action will be completed

and what the effect will be upon future goal achievement.

An example taken from the same crime analysis project model follows:

"The performance goal 'based on current crime analysis reports,
deploy patrol units against the three target crimes in districts
one, two and three by the end of the 6th project month' has been

achieved,

"The impact goal 'reduce rape, purse snatching and armed robbery
in districts one, two and three by 2% by the 9th project month!'
is not completely on schedule. To date, two of the target crimes,
rape and purse snatching, are decreasing as anticipated. The

third target crime, armad robbery, is not declining as anticipated
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but it has also not increased above average rates, The erime

analysis unit, with patrol unit input, is addressing the armed robbery
rate by reviewing current and alternative deployment strategies.

One of these strategies will be selected and used to deploy

units during the Tth project month. The effect upon the armed

robbery rate should be felt by the end of the 8th month but even

if successful, a 2% decrease in this rate cannot be achieved by

the 9th month as planned. The revised goal is for a 2% decrease

in the armed robbery rate to occur by the 1lth project month."”
Part 5 - Comment

Discuss pertinent information about grant progress or performance not
covered in other sections of this report which may be relevant to grant/
program management and/or program development within LEAA. For example,
identify any unexpected effects that the project is having on the eriminal

Justice system, ecte.
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APPENDIX 13. EXEMPLARY AND PROMISING PROJECTS RECOMMENDATION

SE3-R0578
EXEMPLARY AND

PROMISING PROJECTS RECOMMENDATION
1. Froject Description

| Name of the Pragram
2. Type of Program (ROR, burglary prevention, ¢tc.)
3. Nome of Areia or Comnienity Served
{a) Approxamate total pepulition of ares or commuinity served

(b) Target subset of this population served by the project (if appropriate)

No. Served Period Population

4, Administering Agency (v ull title und address)

(1) Project Director (nume and phone number: address onls if ditferent from 4
above.)

{b) Individual responshie for day to day program operations {name and phone number)

5, Funding Agencyis) and  Grant Number fagency name and address, staffl contact
and phone aumber)

6. Project Duration {gmive dite project began rather thun dute LEAA funding, if any,
began)

LEAA I'ORM 2300/6 t14.75)
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7. Project Operating Costs (Do not include costs of formal evaluation if one has been
performed, See Item 8)

Breakdown of total operating costs, specify time period:
Federal:
State:
Local:
Private:
Total:

Of the above total, indicate how much is:
(a) Start-up, one time expenditures:
(b) Annual operating costs:

(A complete budget breakdown should be included with the attachments to this form)

8. Evaluation Costs (Indicate cost of formal evaluation if one has been performed)

Total Cost Time Period Principal Cost Categories ‘

9. Continuation. Has the project been institutionalized or is it still regarded as experi-
mental in nature? Docs its continuation appear reasonably certain with local funding?

Page 2
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1. Attachments. Please attach the following:
Attachment A - Program Reaview Memorandum

This memorandum should contain the following elements:

1. PROJECT SUMMARY - brief statement of the project's objectives and methods of
aperation.

2. CRITERI4A ACHIEVEMENT - cxplanation of the degree to which the project meets
cach of the (ive Exemplary Project criteria listed below. Be as specific as possible,
using the questions that {ollow cach criterion as a guide,

(a) Goal Achievemens. The project must demonstrate overall effectiveness in the
achievement of significant criminal justice objectives,

(1) Has the project contnibuted sigmficantly to the reduction of a specific crime
or crimes, or produced measurable improvement in the operations and quality
of the crimunal justice system?

Note' To respand 10 this criterion, please list each project goal. Under
each, cite what vou consider to be appropriate evaluation measures. Then
desershbe what  evidence  actually exists to support your achievement in this
areat, tor example

Goal: To increase the employment prospects of employees.

Meinures: Novw of anticipated job placements
Percentage of nime employed during the first year after release,

Outenmes Number of actual placements.
Number employed full time for the first year
Number employved for 50 percent of the firsg year, ete,

(2} To your knowledge has the project been generally more successful than
other projects which address the same problem?

th) Re;pﬁcuhllilr. The project must he applicable and adaplable to jurisdictions
other thin the ane in which it iy operating.

{1 Does the project address i problem of reasonably common concern?

{2) Does adeyuate documentation exist to permit a general understanding of
the project's methodology and operations?

{3 Are there spectal foatures that appear principally responsible {or the proj-
cet’s  snevess, e, enncept.  methadology,  administrative  expertise,  staff
commumett? It superior adounistration and commutment are the chief fac-
tors, o what extent s the program hkely to be replicable without these
tictors”
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(4) What are the restrictions, if any, on size and type of community (e.g., urban
vs. rural) for which the program would be appropriate?

¢) Measurability. The achievements of the project must be capable of being objec-
tively measured.

(1) Is the praject still in operation and has it b.cz cperating for a long enough
time to test its utility? (e.g., at least one year).

(2} Has the project been evaluated? Please list all efforts, both prior and cur-
rent, as well as those in the planning stages:

Evaluation Available
Activity Evaluator Duration Documents
Priar
Current
Planned

13) If there is no formal evaluation procedure, is there objective evidence that
the program’s goals a1~ being achieved? If so, what is the evidence?

(d) Efficiency. The costs of the project must be reasonable,

(1) Is there evidence that the project has been cost beneficial, 1.c., did the benefits
derived from the project jusufy the expenditures of time, money, and man-
power that went into 1t?

(2) Were ather, cheaper, or more expensive projects considered as ways of ad-
dressing the problem?

(¢) Accessibility. An outside group of validators must be able to examine the
project in detail. If the project 15 designated exemplary, law enforcement and crim-
inal justice personnel from other locales who may be interested in undertaking
simifar programs must be able to visit the project and to consult with responsibie
project staff,

(1) Is the agency agreeable to having the project submitted for evaluation, pub-
licity, and visitation?

(2) Is it reasonably certain thuat the project will continue to exist so that eval-
uators mity collect data: the project can be publicized; and the project cun be

visited by those who learn of it through the Exemplary Projects Program?

3. OUTSTANIDMNG FEATURES - indication of the most impressive feature(s) of the
project.
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4, WEAKNESSES - frank statement of thosc areas of project operation that could be
improved. (It 1s assumed that a project will not be recommended if there are critical
program weaknesses).

5. DEGREE OF SUPPORT - indication of the degree of local support, e.g., criminal
justice officials, local government officials, citizen groups, the rews media,

Atiachment B - Endorsements

Each LEAA funded project should have a written endorsement from the appropriate
SPA and LEAA Reginnal Qffice. Endorsements from other sources may be attached if
available.

Attachment C
For LEAA funded projects, attach a copy of the grant application(s), all an-
nual progress reports, and the most recent quarterly reports. if a formal evalua-
tion has been underaken, this report should also be attached.

For non-LEAA funded projects attach a complete budget breakdown and such
progress and evaluation reparts as may be available.
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APPENDIX 14. GRANT PROGRAM STATUS REPORT

Report Date:
LEAA Program:
Program Manager:

Individual Grants in Programs

Grant Name Budget Project and Financial Monitor
1.
2,
3.
b,

Program/Progress Accomplishments: (Briefly assess the program's projress
and its impact/accomplishments to date. TIdentify any unexpected effect

that the program is having on the criminal justice system.

Implementation Problems: (What significant implementation problems
are being or were experienced by the program? What is or has caused
these problems? What action is or has been taken to solve them? %hat

is the present status of each problem?}

Upecoming Events: (Significant eveats or products, ete.)
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APPENDIX 15, GRANT PRIORITIZATION/MANPOWER ALLOCATION

GRANT PRIQRITIZATION/MANPOWER ALLOCATION -~ LEAA does not have the staff

to intensively monitor every categorical grant. Resognizing this,

LEAA offices should prioritize monitoring workload and allocate monitor
staff accordingly. A methodology for prioritizing workload and allocating
manpower according to each grant's need for monitoring and its program
importance follows:

a. Prioritizing Workload. Utilizing the following list of "monitoring

need" and "program importance" criteria, weigh each grant to be
monitored. These criteria follow:

1. LEAA Program Priority - on a scale from 1

to 10, 10 being the highest priority, how
important is the grant within the context
of the awarding office's and LEAA's goals
and objectives?

2, 8ize of Grant ~ on a scale from 1 to 10,

10 being the highest score, assign one
point for each $50,000 of first or
continuation yzar grant budget.

3. Grantee's Need for Assistance - on a

scale from 1 to 10, 10 identifying a

grantee who will most likely need assistance
and 1 identifying a grantee who will most
likely be able to carry out the grant with-
out LEAA's assistance, estimate the grantee's

probable need for asaistance.
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4, pProgram Potential for Implementation Pro- I
blems - on a scale from 1 to 10, rank the
grant according to its potential for
implementation problems, 10 being the
highly complex grant with the greatest

potential for problens.

Total Height

The total weignht assigned a grant represants its priority in the office's

total workload.

Allocating Staff. The first step in allocating staff according to

workload priority is to determine what level of monitoring

effort each grant requires. Five levels of monitoring effort have
been established and related to grant priority. Each suggests

the monitoring effort which should be undertaken by the grant

monitor in tracking grants in that category.

Level 1 Monitoring - quarterly on-site visits, monthly telephons
surv ¢s of grantee progress.

Level 2 Monitoring - first and third guarter on-site visits,
mid~quarter telephone surveys of grantee progress.

Level 3 Monitoring ~ first quarter on-site visit, third quartec
visit to LEAA by grantee (or group monitoring visit), mid quarter
telephone surveys,

Level 4 Monitoring - grantee vislit to LEAA in first quarter,

mid quarter telephone sucveys.

Level 5 Monitoring - mid guarter telephone surveys.

The last step in the process, staff allocation, can be
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accomplished by matching the grant's total weight with the

associated level of monitoring.

The following chart lacilitates this process.

Monitoring Level Grant Weight
Level 1 Monitoring 36 - U0
Level 2 Monitoring 30 - 35
Level 3 Monitoring 20 - 29
Level U4 Monitoring 10 - 19
Level 5 Monitoring 0~ 9

4 grant with a total weight of 23 for example would receive Level 3

Monitoring.

Office heads should be wary of the tendency for all grants in their
workload to receive a high priority rating and should be prepared to
defend such ratings should their resources be inadequatz to handle them.
Office heads with inadequate staff to accomplish the level of monitoring
requiraed by their workload priorities should notify the Deputy
Administrator for Administration so that a review.of their staff allocation

can be made.
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RPPENDIX 16. PROFILE CATEGORICAL STATUS UPDATE

U.S. DEPARTMENT OF JUSTICE
Law Enforcement Assistance Administration RESPONSIBLE CONTROL DESK
CATEGORICAL STATUS UPDATE
WEEK OF
TRANS | STATUS DATE OF
PROJECT NUHBER TYPE | CODE | STATUS CHANGE
MO/DASYR!
i 12]13 1afs 20
PROJECT STATLS CODES
" UG
CODE  STATUS
uec 60 acTive
€5  TerMINATED
- ue 89 C/1AA Pexoine CrosEout
90 Eno DaTe Passeo
UG 9 FinaL Revicw PerForMeD
92 INACTIVE-AVAIL FOR AuDiT
UG 93 INACTIVE-AUDIT REQUESTED
94 INACTIVE-AUDIT INITIATED
UG 95 INACT (VE-AUDIT CompLETE
96 INACTIVE-Aup 1T FIND UNRESOLVED
UG 97 InacTive-AupiT Fino Resolveo
99 FEDERAL StoRAGE
UG
UG
uc
uc
UG
UG
UG
uc
UG
UG
UG
8¢}
uec
UG
U
UG

UG
teaa FoRm 13a04 (Rey,2.77) Previous edition of 5-74 is obsolete.
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APPENDIX 17, @HLCKLIST FOR CATEGORICAL GRANT CLOSE-QUT

Grant No.
Title:
Monitor:
1. Final Progress Report
2. Final Progress Report/Mandbooks/Manual
to Library: To NCJRS
3. A1l Special Conditicns Satisfied
4. Finral Assessment Report by
Project Moniter
5. Disposition of Equipment
6. Final Financial Documents
A. Net Obligations (Award &
GAN's)
B. Net Disbursements (H-2
or H-3 Report) $
C. Net Expenditures {H~1
Report) $
D. Match Reported (H-1 “
Report) $
E. Deobligation $
F. Refund $
7. Memo to Project Monitor advising of
missing required documents
8. Reminder to grantee of Federal/State
record retention requirements
9. Grant Referred to OAI for auditing
(if requested by PM)
10. Response from OAI
11. File Labelled "Inactive and dated for
Storage (3 years after date of last
financial report) DATE INACTIVE
12. Project Monitor Advised File is

Inactive

Date Placed

Required (x)

DATE TO RETIRE

Prepared by:

Page 1
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APPENDIX 18
NATIONAL INSTITUTE OF LAW ENFORCEMENT AND CRIMINAL JUSTICE
PROJECT REVIEW FORM
Grant/Contract #

Grant/Contract iitie Grantee/Contractor Name and Address

Project Director, Address & Phone # Funding Level This Phase | Total Level

Project Period This Phase] Total Period

Products

Title & Author Date Submitted

Project Monitors

1. From To
2. From To
3. From To

Outside Reviewers

Name and Title
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Staff Reviewers
1 3.
2 4,

PUBLICATION RECOMMENDATIONS & APPROVAL

Project Reviewer Date b
Division Director ) . Date
Office Director Date
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I. FINDINGS AND SUBSTANTIVE QUALITY

Grant Managers Assessment Report

Provide a narrative assessment not to exceed 200 words describing
the following: problem addressed and major objectives, accom-
plishments, activities undertaken, principal findings and
documents produced. This report will be entered into the LEAA
Grant Profile File {PROFILE) to be used by criminal justice _
planners and LEAA management and staff. For further clarification
of the requirements, see LEAA Handbook HB Procedures for
Administration of Categorical Grants, chapter 6.

- Page 3
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Attach a copy of the executive summary of the project.

the major findings and recommendations,
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Evaluate the report in terms of the soundness of the methodology,
the validity and relfability of the date, the quality of the
analysis and the appropriateness of the conclusions and recom-
mendations. How do the results relate to other research results
of which we are aware (e.g., do they contradict, modify,
reinforce, etc.?).
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4. Summarize the outside reviews and address any differences between
your assessment and those of the reviewers.

5. List the members of the Research Utilization Committee.
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Taking the views of the Research Utilization Committee into
consideration as well as others who reviewed the report,
discuss the usefulness of this report in terms of the following

{ssues:

a. What implications does the report have in terms of
future research efforts?

b. What are the implications in terms of future NILECJ
program planning? (i.e., technical assistance packages,
prescriptive packages, training, further testing and ,
demonstrations?)

¢. Are there implications for operating agencies? If so, what

strategy or strategies should LEAA employ to:

1. make appropriate agencies aware of these implications?

2. assist these agencies in deciding whether to implement
the findings?

3. 1implement the findings?

Page 7
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IT. GRANTEE PERFORMANCE

Do the products listed on page 1 meet all of the grant’s objectives
as presented in the proposal or as officially modified during the
course of the grant?

YES NO Please explain any discrepancies

Rate the grantee/contractors compliance with the administrative re-
porting requirements of the grant/contract (submission of fiscal
and progress reports, etc.)

Excellent, attentive to requirements

Adequate performance

Inadequate - freuent difficulties encountered {Explain)

Rate the project director's overall management of the project and
the staff independently from the LEAA reporting requirements
in #2 above.

Excellent
Adequate - average number of problems

Inadequate - serious and persistent problems encountered
(Please explain nature of problems on attached
sheet, e.g., lack of coordination, frequent
delays, excessive start-up time, lack of
cooperation)

Is there anything about the performance of the grantee/contractor
in accomplishing either the administrative or substantive require-
ments of the project that should be taken into account by LEAA
staff in planning future projects with this grantee/contractor?

Page 8
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PRODUCT DISSEMINATION

Grant/Contract No.

1. List all written reports produced by the contractor/grantee intended for
dissemination and write in next to each all the letters corresponding

to the appropriate dissemination activities using the codes below.

all that apply.
CODE I

Availability and Pubifcation
of Report by Government

CODE II

Private Publication

by Grantee

A. Reading Room

B. NCJRS Data Base (includ-
ing Document Loan Program
and Microfiche)

C. Printing of Enough Copies
for Direct Mailing to
Specific Persons or
Groups {no extra copies
for sale)

D. Printing of Sufficient
Copties for Direct Mailing
and NCJRS Distribution

E. Printing and Sale

Report Title
1.
2.
3.
4.

— I o

Commercial Printing
Publication by
Research Firm
Journal Article
Article in Magazine
or Periodical

Note

CODE 111

Methods of Publicizing

Report and Findings

— o &
. L

< C—HNBOVO ===
e a4 e & s e @ . .

SNI

Flyer

Personal transmittal
letter with direct

mail copy

LEAA Newsletter Article
Propose Press Release
to P10

Press Conference
Briefing of Director
Institute Seminar
National Conference(NILECJ
Prescriptive Package
Training Workshop
Program Field Test
Other (Specify)

Proposed Dissemination Activities

2. For each report above for which only A (reading room) was recommended, briefly
summarize the reasons for that recommendation.

3, For each report above for which C,D,E,K was recommended, please 1ist mailing
categories and number of copies required for each per LEAA mailing list.

(Instruction 1441,1B, September, 1975).

recommended, indicate number and attach mailing labels.

Page 9
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Are there any articles or privately published reports currently
available or soon to be available which were produced under this grant.

Nu

Yes (if book) publisher's name:
address:
Yes (if article) Name of Publication:

Volume # and Date
of Publication

Is any further editing/revising required for the reports 1isted on
p. 7 {If so, indicate the name(s) of the report and the nature of
the editing, Has 1t been discussed with the grantee? How shouid
the editing best be accomplished?
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APPENDIX 19.

GRANT PROJECT SUMMARY - GUIDE FOR

WRITING A PROJECT SUMMARY

U. S. DEPARTMENT OF JUSTICE

LAW ENFORCEMENT ASSISTANCE
ADMINISTRATION

GRANT PROJECT SUMMARY

GRANT NUMBER

PREVENTION ACT OF 1974.
OTHER:

THIS PROJECT |5 SUPPORTED UNDER TITLE | OF THE OMNIBUS CRIME CONTROL ACT OF 1973,

D THIS PROJECT IS SUPPORTED UNDER TITLE 11 OF THE JUVENILE JUSTICE AND RDELINQUENCY

1. STAFF CONTACT (Name, address & talophone number)

2, PROJECT DIRECTOR (Name, addeess & to! “ono number}

3. TITLE OF PROJECT

4. NAME & ADDRESS OF GRANTEE

5. NAME & ADDRESS OF SUBGRANTEE

6. AMOUNT OF AWARD

7. PERIOD OF AWARD

3, TOTAL PROJECT AMOQUNT

S. TOTAL PROJECT PERIOD

10. DATE OF AWARD

1. SUMMARY ﬁESCRIPTioN OF PROJECT

LEAA FORM 4000/8 [REV, 11.75)

REPLACES EDITION OF 6-74 WHICH IS OBSOLETE,

Page
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fiyide for Writing a Project Summarv

This quide is nrovided to assist the arant manager in writing a project surmary
from the information uritten bv the annlicant. The project summary convevs
information about the patura of the activities of the arant and is included

in the LEAA firant Prearam File (PROFILE). It should orovide an understanding
of the project goals and how those goals will be accomnlished. The following
is a series of statemants tn be made about the project in order to cormunicate
the most imnortant information concisely,

Since there are several different nurposes for LEAA grants (e.g., to nrovide
services, purchas? eouinment, hire staff, conduct research) some of the tanics
will not be applicable for inclusion in evervy project surmary. However, you
should alwavs include the first three points; the remainder are important for
projects which provide services and should be addressed directlv. For other
types of projects, these remaining points should be included or excluded
depending on the tvne of oroject being described, You can use up to 1,440
characters (apnroximatelv 200 words), Remermber: Be specific, concise, c¢lear,
informative, When PROFILE renorts are prepared, these project surmaries are
read bv such peonle as criminal justice planners, program evaluctors, LEAA
managers and staff, members of Conqress, other county, state and federal
officials, and journalists,

The specific points to be included are:

1. Main obiective statement: In a single short, clear and precise vhrase
describe the primarv aim of the project. It should begin with the word "7o¥,

2. Tvne of nroject: Indicate one of the following (this might be included in
the main objective statement):

. On-going - those projects which are a nart of the agency or department
under which, or for which, they onerate (most projects will fall into
this cateqory).

. Short-term - projects that are temporarv in nature, e.q., hiring staff,
purchasing eauipment, renovating or constructing a building (these
would usually run for a year or less).

. Experimental/Demonstration - projects that are being tried for the first
time or that demonstrate that an idea, technique or product works,

. Research/Evaluation - projects that study a specific aspect of the crim-
inal justice field or that evaluate an LEMA project or collection of
projects.

3. Methods: Nescribe what methods the oroject will use to accomplish its aims.
This will be the largest part of the surmary and shauld specifically de-
scribe what will hannen during the project period (e.q., referring first
offenders to social services proaram, providina volunteers to aid families
of inmates, installing street lights, securing jobs and transportation for
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offenders in a pre-release orogram, inplementing a videotape system, pro-
viding a survival nronram for 12-15 vouths for 4 weeks). When a project

uses more than one method of operation, those methods that are most sig-

nificant should be included (see sample summaries).

Points to be included when apnronriate are (as indicated in the last example
above, these rav be included in methods statements):

4, Client group: Indicate what recioient groun will benefit most from the
nroject (2.q., juveniles, ex-offenders, drug abusers, the police depart-
ment). If it is known, indicate how many people will be served.

5. Emplovees: Describe the kind of personnel who will be emploved and ithat
They vi1T do (this should be general, not a 1ist of the staff). It might
be important to include how the project is organized,

6. Relation to other agencies: Indicate how the project interfaces with other
agencies or services, '

7. Expected products: In some cases a project plans to publish & report or
pamphiet or to make a film; this should be indicated and identified.

8. Qther details: Include anv other statements which will provide addjtiuna]
understanding of who's who and what's what in the day~to-day operation of
the project.
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SAMPLE PROJECT SUMMARIES

Sample 1:

To reduce arr»3sts and incarcerations of teenage runaways by providing a
16-bed runaway house for youths in crisis, and to prevent recidivism by
providing a variety of counseling and referral services. Bridge for
Runaways, an on-going project, is a temporary home for eight boys and
eight girls staffed by an executive director, assistant director,
secretary, two counselors, and 24-hour-a-day house parents, Runaway
youngsters, who either find the center themselves or are referred by
their parents, by police, schools, courts, or other agencies, eat and
sleep in the center until the staff reconciles the teenager and his
family or finds other permanent living arrangements, Treatment of the
youngster in crisis includes individual and group counseling, referral
to other agencies and to psychiatrists, follow-up family counseling, and
short-term post-termination counseling, as well as Jjob placement and
vocational rehabilitation. The various services available are intended
to keep runaways out of the county juvenile home.

Sample 2:

To continue intensive, after-hours, community-based probation services
in a high-crime area where many public cffenders reside by establishing
a center staffed with full-time professionals and volunteers. The
Athens Sub-Community Center was initjally a demonstration project and is
now a program in the Despartment of Corrections. It was established to
provide approximately 300 probationers and parolees with evening
programs, A full-time staff, including a Probation-Parolee Supervisor
and a Correctional Caseworker Aide, is assisted by volunteers. The
center is open every day for after working-hours programs in which the
clients enroll vcluntarily. rograms include individual guidance
counseling, group social interaction sessions, community awareness
programs, crisis intervention, educational programs, therapeutic skill
programs, and recreational involvement. Probationers and parolees
usually participate in the programs for the last two years of their
sentence. The staff makes contact with the clients about four times per
month on the job or a% home. Clients are expected to attend the
programs and are contacted additionally if they do not report.

Sample 3:

To protect small businesses from burglary by installing and evaluating
an on-going system of police-monitored, low-cost, silent burglar alarms.
The system consists of simple mechanical switches (an average of seven
per location including holdup buttons) connected to the police station
through phone lines. The cost is less than $200 for inatallation and
$6.50 per month rental for the phone line., The police are operating the
system on a self-supporting basis with users paying an additional $6
monthly fee for maintenance and monitoring by the police department.
Much of the system's cost is believed to be offset by savings in police
investigative time.

Page 4




HB 4500.2a
ol 0 877

Sample U:

To construct a humane and safe correctional facility for the county
which will reduce the rate of recidivism by providing an atmosphere
conduci~  to rehabilit-tion., This is a one time only project funding
the construction of the county's first meodular jail. When completed,
the jail will meet all minimum standards set forth by state and federal
law, The 9,000-square-foot facilibty will have a one-~level design and
will be built in accordance with the architectural plan developed by the
National Clearinghouse for Criminal Justice and Architecture of the
University of Illinois. The cells, approximately twice the size of the
previous Jjail cells, will have narrow, ultra-tough plexiglass windows,
approxiwately fiv~ feet high, instead of Jjail bars., The new jail will
provide recreational facilities and 2n exercise area for prisoners. The
facility is expected to serve as a state and national model.

Sample 5:

To gather data from the state penitentiary as a basis for improving
rehabilitation programs and sharing information with other correctional
agencies in the state and the nation. A research team consisting of a
prison staff psychologist, a researcher, a consultant statistiecian, and
a computer specialist will issue the following computer summaries,
moncgraphic surveys, and research reports:

. Monthly computer-based prisoner summaries and personnel rosters.

. Comprehensive, computer-based blannual booklet collating inmate
statistics, containing 70 items for each of 1,000 inmates.

. Inmate studies and evaluations, corducted for prison management,
predicting which inmates will succeed in various rehabilitation
progranms,

. Monthly reports. One prison problem will be researched each month;
the resulting report will include information gathered from this and
other prisons on remedial solutions, a literature search, and
recommendations for rehabilitative programs.

All information gathered will be made available to management personnel
in the state prison, and, in summary form, to inmates as well.
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APPENDIX 20. APPLICANT'S ENVIRONMENTAL EVALUATION
APPROVED: OMB NO. 43-R0563

APPLICANT'S NAME:
1. Project Description
a. Type of grant.
b. Type of project.
c. Size of project (construction projects only)
’ (1) Cost.
(2) Square feet (floor area).
(3) Number of occupants (if applicable)

d. Location of project.
(1) Location in city.
o (2) Miles from nearest city.
(3) Location map.
e. Surrounding area.

(1) Land use and zoning.

(2) Density.

2. Does the proposed action conform to all local, state and Federal plans,
policies and controls for the affected area, including the Clean Air

Act and the Federal Water Pollution Act of 19727

3. What alternatives are there to the proposed action.
a. Change in Tocation.
b. Change in program.

c. Postponing action.

4, Environmental effects. Will the implementation of the proposed projects

or programs produce the following effects:
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APPENDIX 20. (CONT'D)
a. Lead to a significant increase in air pollution.
b. Lead to a significant increase in water pollution.

(1) What is the ability of waste water system to meet demand
without degrading water quality?

(2) How will water supply be affected?

c. Lead to a significant increase in ambient noise Tevel for a
substantial number of people.

d. Lead to poor incompatible Tand use, soil erosion or soil pollution.
e. Destroy or derogate from an important recreasion area.

f. Substantially alter the pattern or behavior of wildlife or
interfere with important breeding, nesting, or feeding grounds.

g. Disturb the ecological balance of land or water area, or impact O
critical areas such as flood plains, wetlands, beaches and dunes
unstable soils, steep slopes and aquifer recharge areas.

h. Have significant effect upon areas of historical significance,
archaeological significance, cultural significance or educational
scientific significance.

i. Have an adverse aesthetic or visual effect.

J. Have a detrimental effect on the safety of the community.

Is there opposition to the proposal?

a. Who?

b. Why?
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To be completed by the Regional Clearinghouse (check one).

[ ]

L]

[ ]

[ ]

We have reviewed this assessment and agree that no adverse
environmental impact is probable.

Our comments upon the environmental impact are attached.

Date Signature

Regional Clearinghouse

To be completed by the State Clearinghouse or the appropriate
State agency (check one).

We have reviewed this assessment and agree that no adverse
environmental impact is probable.

Our comments upon the environmental impact are attached.

Date
Signature
State Clearinghouse or
appropriate agency
Date

AppTicant

After evaluation of the above questions it has been determined that:

[ ] There are no significant environmental impacts.
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APPENDIX 20. (CONT'D)

[ ] There may be significant environmental impacts and an environmental
statement should be prepared.

Applicant Signature

SPA Signature

LEAA Official Signature
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APPENDIX 21. NEGATIVE ENVIRONMENTAL DECLARATION

In accordance with ine procedures for the preparation of environmental
impact statements, 28 C.F.R. 19, an environmental review has been
completed on the proposed agency action below:

"Project Description - [A paragraph will be sufficient to
describe the project]

The environmental evaluation forwarded by the applicant does not indicate
a significant environmental impact. Accordingly, based upon this review,
I hereby find that implementation of the proposal in this grant request
will not significantly affect the environment. The proposal does not,
therefore, require a detailed environmental impact statement.

The environmental evaluation and supporting material is on file at the
above office and is available for examination upon request.

SIGNATURE

TITLE (Appropriate LEAA Office Head)

Page 1







HB 4500.23
‘ DEC 2 ¥

APPENDIX 22
OFFICE HEAD CERTIFICATION
The following certification shall be made by the office head for each

categorical grant, RCA, TAA, and sole source procurement undertaken by
the office.

I assure and certify that this *

@

————— — b

# , complies with all LEAA

» PR — -

regulations, policies, guidelines and requirements as they relate

to my delegated responsibilities for the action being undertaken.
. The action lias merit and relevance to the LEAA program.

. The technical quality of the supporting documentation

is sufficient to support the planned level of evaluation,
monitoring or assessment.

. Funds to be awarded are consistent with the program plan and

budget allocated and approved by the Administration.

. All necessary coordination and clearances with all other appropriate

LEAA program and support offices have been obtained.

I certify that I have personally reviewed this *

and that to the best of my knowledge there are uno issues which should
be brought to the attentir.. of the Administration other than those

discussed by the memorandum supporting the action recommended.

Signature: Date:

% Enter type of action
@® Enter title of grant, RCA, IAA, or sole source procurement
# Enter OC file number for the action
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PPENDIX 23. OFFICE OF THE COMPTROLLER CERTIFICATLCN

This office has reviewed the financial and grant administration
aspects of the attached grant application in accordance with HB
4500.2, Procedures for Administration of Categorical Grants. I
certify the financial and grant administration aspects of the
application over which this office has cognizance is complete and
meets the standards outlined in the referenced Handbook.

Program Office Heads and other personnel involved in the program-
matic review of the application have certified the application meets
required program standards, policies and procedures by completing the

0ffice Head Certification and Grant Manager's Memorandum.

Signature Date
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APPENDIX 24: PRIVACY CERTIFICATION

Eu\'_a.m-v.vmnn-. FId" W 1 bdd o WA C 2 D hin v @

SUGGESTED FORMAT--SAMPLE OHLYE

Al 23 A IS QRERA porons,

PRIVACY CERTIFICATION

Name of Grantee

The Privacy Certification should contain the following information:

I.

I.

I,

A description of the Research/Statistical component
of project (or if this information is contained in
the grant proposal, a notation of where in the grant
proposal the {nformation is located). If question-

naires are to be utilized, attach copy.

A Justification for collection andfor maintenance of
data in {dentifiable furm and description of procedures

to be followed to preserve anonymity of private persons

as required by Sec. 22.23(b)(7).

A description of physical and/or administrative proce-
dures to be followed to {nsure the confidentiality of
data (including procedures for notification of staff

and sample staff notification agreement as required by

Sec. 22.23(b)(2)).
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v,

VI.

HB 4500.2A
®

A description of the procedures to be used for notifi-

cation of subjects as required by Sec. 22.23(b)(4), or
{f such notification i{s to be waived, pursuant to Sec.

22.27(c) a justification therefore.

Where identifiadle information is to be used for non-
research or statistical purposes, a sample or description

of the Consent Statement to be used, shall be attached.

A sample of the Transfer Agreement to be used for trans-
fer of data {n identifiable form. Indicate the name and

title of the Individual with the authority to transfer data.

Also cescribe any institutional limitations or restrictions

applicable to such transfers.

A description of procedures to be followed for final dis-
position of data, and where a namg index is to be maintained,
a description of procédures to secure the index as required
by Sec. 22.25(b). Indicate the name and title of the indi-
vidual authorized to determine the final disposition of

data.
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The Certification should also contain an assurance such as the following:
Grantee certifies that:

(1) the information contained above is correct and that

the procedures noted above will be carried out{

{2) the project will be conducted, consistent with all
requirements of Sec. 524(a) of the Omnibus Crime
Control Act of 1968, as amended, and Regulations
promulgated thereunder contained {n 28 CFR Part 22;

{(3) LEAA will be notified of any material changes in

any of the {nformation supplied ebove.

Signature of person authorized to sign
for grantee

Signature and title of project director
or other official primarily respensible
for use and mainteénance of confidential
data-(if sar.2 as above, indicate)

Date
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SUGGESTED FORNMAT--SAMPLE ONLY

Information Transfer Agreement

Title of Project for which informa- Neme of Individual or Crganization

t{ion was originally compiled, obtalned, to which fnformation is being trans-

or used ferred

LEAA Grant or Contract Nunber = Title of Project for which v

data will be used
Yhe transfer agreement should contain the following information:

1. A description of the Research/Statistical component
of the project and a statemant of how the project
plan wiil be designed to preserve the anonymity of
private persons to whom the {nformation relates.

II. An assurance that the recipient of data is familiar
with the Department of Justice regulations, (28 CFR
Part 22), and agrees to comply with them,

IIl. An assurance that information {dentifiable to a private.
person that {s transferred pursuznt to this agreement ﬁ
will be used for research.and statistical purposes only
and’will not be revealed except as allowed under 822.24(b),
(e) of the regulations--project findings and reports pre-
pa:gd for dissemination will alco not contain such infor-
m v on.

IV, A description of the adninistrative and physical pre-
cautfons that will be taken to assure security of
information cobtafned.

VY. An assurance that the final disposition of the informa-
tfon transferred has been determined by the parties to
this agreemant and is in.accord with §22.24(h). This should
fnclude a description of the procedures.

The recipfent agrees that any violation of thfs agreement will constitute
a v;olatfon of the Department of Justice regulations, and be punishable as
such,

>ignalureé of person authorizéd to STgnature of person recelving cata and
transfer this data assuning responsibility for its confi-
dentfality and security
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