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I<'OREWARD 

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

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

3. 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 who ceal 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 "hi .. mdbooks" and "program guides n 

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

4. POLICY DEVIATIONS. In the event an LEAA manager determines 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 i and the prl)vision 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. 

5. PLAN OF THE HANDBOOK. This Handbook is divided into seven chqpters, 
with each chapter providing procedures for an aspect of grant admini­
stration. 

a. Chapter 1 Pi")vJ..des an overvie\'J of the px:eapplication/applicatlon i:'\,nd 
grant management process. 

b. Chapter 2 provides procedures fer the preparation, submission, 
review and award of categorical grants. 

c. Chapte~ 3 provides procedures for preparation, SUbmission, process­
ing, review and award of applications for categorical funds. 

d. Chapter 4 describes the role of the Financial Management Manual 
and pr~wides adntinistrative requireme~t~ reqardinq cl}anqe in the 
parameters of a project, subs~quent to award. 
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HB 4500.2A 
DEC 2 1977 

e. Chapter 5 provides procedures for monitoring ongoing projects 
funded through categorical grants. 

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

g. Chapter 7 assiqns responsibility for providing information into 
PROFILE. 

6. MAJOR TEXTUAL CHANGES. The following major changes are incorporated 
in this handbook.t 

a. Chapter 1 paragraph 7c. Grants Contract Action Board will review • 
all categorical grants in excess of $300,000. Grants $300,000 or 
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, paragrc ~ 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, paragraph 49c. Establishes new requ~rement for Equal 
Employment Opportunity. 

f. Chapter 3, paragraph 49d. 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 SOc. Estabiishes a n,,!'1,l requirement for 
integrity/capability review. 

1. Chapter 3, paragraph 52a. Requires Office Beads to certify all 
grants. See Appendix 22 for a sample of the Office Head Certifi­
cation. 

j. ~C~h~aAP~t_e_r~3~,~p~a~~~·a~g~r~a~p~h~5~2~c~. Requires the Comptroller to certify all 
categorical grants. Note: if the Comptroller is unable or 
unwilling to certify a grant, the grant is ret\""ned 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. Requires the grant manager to 
prepare a memorandum of project change which sets forth the rea~on, 
basis and circumstance which justify the change and requires the 
grant manager to forward the adjustment paGkage to FMGAB for 
numbering, daota input to PROE'ILE 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. Cl\NCELLATION. Handbook 4500.2, Procedures for Administration of 
Categorical Grants dated February 8, 1977 is cancelled. 

8. FURTHER GUIDANCE. Offi~e of the ComptLoller, 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 cali help considerably to build this 
handbook into a superior ~~rking tool for discharging grant admini­
stration responsibilities. 

k ~ I ~~ ~.II. , 
f James M. H. Gregg « 
"\" Assistant ° Administrator 

Office of Planning and Management 
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CHAP'1'ER 1: OVERVIEW OF PREAPPLICATIorlS/.1\PPT,IC7\TWN/GPANT 
l-1ANAGEMENT PROCESS 

SECTION 1: FUND TYPES I\ND STIV-;ES OF PROCESS 

1. TYPES OF CATEGORICAL FUNDS. LEAA ::::ategorical 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 cateqory are: 

Community Anti-Crime (CA) 
Discretionary, Part C and E (DF and ED) 
Internship (IN) 
Juvenile Justice (IN,JS, and JC) 
Law Enforcement Education Program (LP) 
Research, Development, and Evaluation (NI and CD) 
Systems and Statistics (5S) 
Technical Assistance (TA) 
Training (P'1' and TN) 

2. BASIC STAGES IN THE MANAGEHENT 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 obiectives 
and discourage grant applications for proiects which would not con­
tribute to LEAA's objectives. General preapplication standards are 
given in Chapter 2. 

b. ;='PPLICA'I'ION RECEIPT I 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. 

c. GRANT ADMINISTRATION. Upon the awurd 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 F'inancial 
Management", M7100.1 for determination of and adherence to financial 
standards and provides procedures for administrative changes in a pro­
ject. Grantee reportinq requirements are also covered in this 
Chapter. 

Chap 1 
Page 
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d. Grant Monitoring. Upon the award of a categorical grant, the grant 
manager becomes responsible for monitoring the grant and reporting 
on the results of his/her monitoring. Chapter 5 deals with the 
LEAA categorical grant monitoring policy and procedures. 

e. Grant Close-Out. Upon termination of a categorical grant, the grant 
manager and the Financial Management and Grants Administration Branch 
(FMGAB) have functional responsibilities for the timely and proper 
closing of grants. Chapter 6 deals with the LEAA policy and p~o­
cedures for closing a grant. 

FIGURE 1-1. SUMMARY OF THE GRANT PROCESS* 

Process Stage 
Functions of 

Applicant/Grantee 

1. Preapplication/ *Concept development 
concept papers/ 
outlines 

2. Application 
Receipt, Review 
and Admini­
stration 

3. Grant Admini­
stration and 
Monitoring 

*Possible submission of 
preapplication, concept 
pap~r, outline, etc. 
(Chapter 2) 

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

*Haking 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 5) 

Chap 1 Par 2 
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FUJ"lctions 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) 

• 
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*Submission of final 
reports (Chapter 6) 

*Record Retention for a 
minimum of three years, 
following submission of 
FINAL Financial Status 
Report. 

*Close-out procedures 
Chapter (6) 

*Maintenance of records 
in an inactive file. 
(Chapter (6) 

SECTION 2: GRANTS ADMINISTRATION RESPONSIBILITIES 
AND FUNCTIONS 

3. RESPONSIBILIT~ OF OFFICE HEADS. 

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

b. 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. 

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

4. 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. 

5. THE OFFICE OF THE COMPTROLLER. In the area 9f 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; 

b. Supervision of all procurement activity; 

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

d. Maintenance of official application and grant files; 

Chap 1 Par 2 
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e. Performance of all specific procedures asc:dbed to the Office of 
the Comptroller in subsequent chapters; and 

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

6. PROGRAM OFFICES 

a. LEAA Program Offices include~ all offices with authority to recommend 
grant applications for approval. 

b. Processing. Program Offices shall review applications for gran~~. 
A grant manager will be assigned to each application and he/she 
will have primary responsibility for the cognizant program office's 
review (See Chapter 3). 

c. Monitoring. Grants shall be monitored for compliance witl~ 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. 

d. Program Hanagement. Many grants will be part of integrated programs 
designed to contribute to L. 'AA' s objectives. Program Office Heads 
shall be responsible for the proper admi~istration of all such pro­
grams within their jurisdiction. 

7. THE GRANT/CONTRACT ACTION BOARD. 

a. Membership. The Grant/Contract Action Board consists of the 
following members: 

(1) Assistant Administrator, OP~, Chairman; 
(2) Associate Administrator, OJJDP, Member; 
(3) Comptroller, OC, Member; and 
(4) Program Office Representative, Member. The Program Office 

Representative will be selected from a panel consisting of 
Assistant Administrators and other senior staff from 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 
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 
predesignatec 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) The proposals' relationship to or impact on LEAA activities, 
policies, and priorities; 

(2) The degree to which the instrument(s) (grant, contract, inter­
agency agreement) support agency goals and objectives; 
and, 

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

c. Grant Review Responsibilities. The Board will review ALL 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) Approve the instrument; 
(2) Approve 'I:':e in3tr~me;d:. ',~L, .:pp.c:!al Conditions; 
(3) Return the instrument to program office for more information; or 
(4) 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 binder.s, the Grant/Contract 
Action Board shall be responsible for reviewing the following 
actions. 

(1) nll Requests for Contract Action; 

(2) 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; 

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

(4) Interagency Agreements which amounts exceed $10,000. 

Chap 1 
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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). 

c. 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 organizations, using 
either the contract or grant instrument as the means for defining the 
terms r cf)nc~;_ t~_ons an 1 l:,'.-!e m" tlJy:e 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 LEAA 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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a. 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. 

b. 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 requirement 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 ins'trument 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 grant.ee's 
own autonomy; 
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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 9nly b~ 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 a?ply the above guidelines. It 
is subject to general review by the Grants/Contract Review Board 
and/or the Administrator. 

10. 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 

11. DEVELOPMENT OF THE OFFICIAL FILE. This section concerns the establish­
ment and use of the official 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 
rec0rds 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 O-ustice 
Education and Training (OCJET) will establish and maintain the official 
files for LEEP and Internships applications and grants. Refer to 
paragraph lIe and lId for contents of LEEP and Internship qrant f~ ~-,'s. 

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

(1) Application Receipt Checklist. 

(2) Original Grant Application. 

(3) Acknowledgement Letter tel Applicant. 

(4) Budget Reviews. 

(5) Financial Capability Request and Response. 

(6) Transmittal Memo Requesting Review and Comment (SPA and 
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Program Offices) . 

(7) SPA and A-95 Certifications and comments. 

(8) Environmental and Relocation statements, if applicable. 

(9) Pre-l'greements Cost Memorandum, if applicable. 

(10) Grant Manager's Hemorandum. 

(11) Suspension and Rejection letters, if applicable. 

(12) Final Submission Checklist, LEAA Form 4560/5. 

b. 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) contents of application file (as defined in paragraph 11 (1) 
through 12) . 

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

(3) Notifications of Grant-In-Aid Action (SF-424). 

(4) Grant project Summary (LE~A Form 4000/8). 

(5) Grant Adjustment Notices (LEAA Form 4040/2) and all backup 
correspondence, 1. e., letter requ.esting change, grant manager; 
letter, etc. 

(6) Progress reports-originals (LEAA Form 4587/1) • 

(7) Financial Reports-(LEAA Form 7160/1 and 7160/3, if applicable). 

(8) Miscellaneous correspondence concerning grant. 

(9) Site visit reports (original). 

(JO) Correspondence concerning disputes and appeals. 

(11) Formal letter of termination, if applicable. 

(12) General Counsel opinions, if applicable. 

(13) Final Produ0ts under Grant. 
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(14) Disposition of Equipment Decision. 

(15) Grant Manager Assessment Report. 

(16) Evaluation Findings Summary, if applicable. 

(17) Notice of Record Retention to Grant~e. 

(18) Close-Out Checklist. 

(19) Reg'.lests for Audit, if applicable. 

(20) Audit Report, if applicable. 

(21) Correspondence related to audit reports and resolution of 
audit fundings, including final clearance memorandum. 

c. Law Enforcement Education Program (LEEP) Grant File 

(1) Concept Paper. 

(2) Application (original). 

(3) Terms of Agreement. 

(4) Grant Award Document. 

(5) Grant Adjustment Notices and Backup Correspondence. 

(6) Miscellaneous correspondences concerning grant. 

(7) Financial Report(s) . 

(8) Correspondence concerning disputes and appeals. 

(9) Formal Letter of termination. 

(10) ~equest for Audit. 

(11) Audit Report. 

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

(13) General Counsel Opinions. 

Chap 1 Par 11 
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Internship, (IN) Grant Files. The file should contain a copy 
of the following: 

(1) Concept Paper. 

(2) Institutional Application. 

(3) Student Application. 

(4) Grant Award Document. 

(5) Grant Adjustment Notices with backup correspondence. 

(6) Site vts1t ~epo~ts. 

(7) Miscellaneous correspondence concerning grant. 

(8) Financial Report(s), 

(9) Correspondence concerning disputes and appeals. 

(10) Formal Letter of Terminatio:1. 

(11) Requests for Audit. 

(12) Audit Report. 

(13) Correspondence related to audit report ~~d resolution 
of audit findings, including final clearance memorandum. 

(14) General Counsel Opi~ions. 

12. 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 a~pli­
cation, application receipt checklist, and Standard Form 424 for 
notification relating to pre-award matters. Material is filed in 
ascending date order. 

c. The second section contains c.orresPQudenne. sw'!h as anplication 
acknowledgement letter, budget reviews and related application and 
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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 correspondenc~) to the grant filed in ascending numerical 
order. 

f. The fifth section contains all H-l reports (Financial status Report) 
filed in ascending date order by quarter (1st qtr, 2nd qtr, 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 (1st 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 c~ecklist memorandum and all cluse 0ut documenta­
tion. 

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

14. - 28. RESERVED. 
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CHAPTER:2. PREAPPLICAI'ION/CONCEPT PAPER/OUTLINE 

29. PREAPPLICATION ASSISTANCE. Freapplication 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 
progral.1s. Preapplication is the primary stage of the gx'ant 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. Preapplication for Federal Assistance Form (Standard Form 424) . 
This form shall be used to: 

(1) Establish communication between LEAA 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. 

c. 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. 

30. 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 concept 
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 

Chap 2 ,Par 29 
Page 13 



-------------------. -------

HB 4500.2A 
-''i' "\ "''''''',; .l> • .;. '):" 

for preliminary development of worthwhile projects through advice and 
counsel. Concept papers shall CG 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', a3visability of making fcr!;·:3.,~_ <;.ppli­
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. SUBMISSIO~ 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 pcoject. 

(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 

33-37 

(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. 

RESERVED 
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CHAPTER 3. APPLICATION RECEIPT, REVIEW AND ADMINISTRATION 

SECTION 1: GENERAL 

38. 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. 

39. JOINTLY FUNDED APPLICATI,ON. The Integrated Grant Administration 
program (IGA) enables public agencies to submit a single application 
to a Federal agency for support from more than on? 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. LEAA 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 

40. ST1>.NDARD 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. (S~e Appendix 
2). This form does not apply to LEEP and Internship applications. 

b. Standard Form 424 (4000/4) "Application for Federal AssiBtance 
(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) Additional information may be required for specific grants. 
This should be aoded to the standard information required by 
SF 424. 

(3) All 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.l . 

(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. LEEP-l Form. "LEEP Institutional Application" shall h= used by all 
institutions applying for LEEP 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. 

d. LEM Form 5500/.;L. "LEM Internship Program - Institutional Appli­
cation for Funds" shall be used by all institutions applying for 
internship awards. Instructions for the preparation of th:i.s appli­
cation are found in the effective edition of Guideline Manual for 
Participation Criteria for Internship Program, M 5500.1. 

41. PREPARATION OF STANDARD FORM 424 APPLICATIONS. Detailed instructions 
for preparing applications are conta~ned in the effective edition of 
Guideline Manual M 4500.1, Guide for Discretionary Grants Programs. 

42. 8Epr.TC~TTON REQUIREMENTS AND SUBMISSION. 

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. 

(2) When an application is submitted to LEAA 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, Logging and Initial Review by FMGAB 

(1) Receives, dater; em'l time Bte.:rrrl?s Federal hssistance .7~Ptl::".~.G~,::,:,.~~: 

(LEAA Form SF 424). For 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 para~~aph 
45 for 90-day rule details.) 

(2) Logs and performs initial review as to eligibility for federal 
funding; appropriate application form; required signatures; 
timely submission; compliance with A-95, Environmental Impact, 
Civil Rights, Affirmative Action, Historic Sit8, Relocation 
Assistance, National Clearinghouse of Criminal Justice Planning 
and Architecture and, if required, transmits a copy to OOS for 
review by the Department of State. 

(3) 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 Inforniation 
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, FHGAB 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) Detdrmines responsible program office, prepares Grant Applica­
tion status Form (LEAA Form 4020/1) and hand carries original 
and one copy (blue) with tile application to the program office 
for review. (For a sample of LEAA Form 4020/1 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. A-95 Clearinghouse Notificatj on' OliB Circular A-0 5 provid.es procedures 
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 areawjde AND state Clearinghouse 
and shall use section III SF 424, item 22b l 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. 

(d) Criminal Justice Systems and 
Telecommunications Development. 
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(e) Juvenile Justice - Special Emphasis. 

(f) Juvenile Justice - Formula Grants. 

(2) 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) Federally Recognized Tribes. Such tribes are not subject 
to A-95 requirements but are encouraged to voluntarily 
participate in the A-95 p.roject 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. 

(3) 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) 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 time, although the SPA 
may if it wished (Certification is required before grant award, 
if the grant is award~d to the SPA). The SPA should provide 
LEAA with its comments regarding the desirability 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. 

(2) 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; 

(c) 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 
consul t5.ng 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. 

c. 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 

45. NINETY (90) DAy Ai'PLICATION 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 LEAA. 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 pyoblems 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. In 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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(1) 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. 

(2) 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 ~r"L' fo~ authorization to inpl'.t 
the information into PROFILE. 

(3) Upon receipt of the required information from the applicant, 
the LEAA processing cycle is restarted and the review of the 
application is resumed. 

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

(1) 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. 

(2) In rejecting an application, it is important that ~e applicant 
be informed of the reasons for rejecting the application. 

Letters shall contain clear reasons why the appli­
cation was not recommended for funding. Letters should describe 
the LEA;i 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) ·1.:'\e reasons and criteria which ct::-6 ~\I.e !.:-usis for L'.e 
':e"', ec;:ion 'nl!lst he (! ' .. e.3.r lu articu ;:'l teJ.. 

(b) Procedural deficiencies as well as substantive inade­
quacies must be addressed. Failure 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 ~l'::'d1':, manaqer. 

(i) Rejection letters should be used as soon as possible 
wi t~lin the processing cycle. 

SECTION 4: APPLICATION REVIEW 

46. PROGRAM OFFICE PRELIMINARY REVIEW. Upon receipt of the Grant Applica­
tion Status Form (LEAA FORM 4020/1) and tpe 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 application to determine whether it will be rejected 
or considered in depth for funding. 

b. 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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(2) State no budget review is requested, and the application will.. 
be either suspended or rejected and a letter to the applicant 
is being prepared. 

(3) Record the grant manager's recommendation as to whether or not 
a new grantee should be put on letter of credit. (Grant 
applicants can request 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. 

(4) 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) 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 (.301 CALENDAR DAYS. 

(2) 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. Comments should be submitted to 
FMGAB WITHIN THIRTY (30) CALENDAR DAYS. 

(3) Initiates a financial review of the the grant application. 

47. GRANT MANAGERS REVIEW. Prior to funding, all grant applications must 
be revie\'led 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 commibnent of worle 
plan for the project and should include chronologically the mile­
stones in the project for which grant assistance is being requested. 
Each condition, accomplishment, milestone and goal set as a target 
should be labled to identify the task, ~ngoing 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. Whataver 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. Svecificity 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 LEAA 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 

Chap 3 Par 47 
Page 24 



HB 4500.2A 

[lEC 2 1977 

objectives; to identify best management approaches; and to insure 
proper use of Federal funds. 

SECTION 5: SPECIAL REQUIREMENTS 

48. 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 prov~s~ons 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 Guideline 
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 Fersons in accorddnce 
with such regulations as issued by the Attorney General; 

(b) Pair 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 Generali 

(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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'availabl'e benefits and policies and procedures relating 
to the payment of monetary benefits. 

(2) Such assurances shall be accompanied by an analysis of tht.' 
relocation problems involved and a specific plan to resol\:l 
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 r.enovation or modification of a facility which leads 
to an increased occupancy of more than 25 persons. 

(c) 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 environmental 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 
prepara.tion 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, 
.::enovation, purchasing or leasing of facilities the cognizant 
LEAA 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 Hiatoric 
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 
J:)2?artment of Housing and Urban Development CHOD} as an area ha,Ting 
special flood 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 (~) 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. 

49. ADDITIONAL REVIEW REQUIREMENTS. In reviewing an application 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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receive 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 r shall receive 
for their review and comments, a copy of all applications for 
clearinghouse' and/or referenc~ 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 an3 
automated activities. (See LEAA Instruction on subject) 

(4) other applicable LEAA offices should receive 
for their review and comment, a copy of an dpplication 

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 manager shall consider all comments received from 
review offices (items (ll - (4) above) in their recommenda­
tior> £01: final action. A copy of all comments shall be 
inc~uded as part of the pre-award package. Non-acceptance of 
comments from review offices must be justified in the Grant 
Manager's Memorandum. 

b. 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 tOr the grant application 
and architectural drawings) must be submitted with the letter 
formally requesting review and certification. 
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(2) Review Process. 

(a) The LEAA Office of criminal Justice Programs shall be 
responsible for managing the review and certification 
process. OCJP may, as necess~ry, utilize the assistance 
of one or more contractors in ascertaining architectural 
and programmatic compliance with the Part E provisions. 

(b) OCJP shall forward applicant requests for review and 
c~rtification to the appropriate contractor, and shall 
provide tho 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 Lelevant correspondence with the contractor shall 
by provided by LEAA to the applicant and the SPA. 

(c) As part of the review process, the contractor may, as 
needed, communicate directly with the applicant in order 
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. 

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

(e) 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. 

(f) OCJP shall negotiate any object~Jns 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. 

(g) Resolution of differences that require 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 be 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, 
applicati~ns for Part E funds to support construction or 
renovation proJe~~s 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. Equal 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 samplel 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 

50. 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 admini.ster the Federal funds involved. 

a. Budget Review/Cost Analysis. Thi.s 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. FinancLd/Capabili ty Review. Applica tions submitted by applicants 
which have (,:lOt previously been awarded grc.nt by LEAA 
shall receive a Firiancial Questionnaire ~o 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 t? 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 1:ris persons judqement requi:r:-e:; 
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. As 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. This paragraph 
gives procedures for identifying and dealing with special grantees. 
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(1) 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 certain 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 award. 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: 

Ca) Representations made by the apolic"mt prior to award, as 
is the grant application, during pre award reviews, and 
site visits, or in the course of negotiating the gran't. 

(b) GAO or LEAA Audit Aqency reports, and reports of the 
applicants own auditors. 

ecl Previous experience wi'..:h the applicant either in the same 
program or other prog£ams. 

Cd) Analysis of the applicants financial statements performed 
as a part of the indirect cost rate process. 

(2) Indicators of potential problems. The following tend to 
indicate potential problems: 

Ca) 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. 

(cl 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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Cd) 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. 

(3) Decisions in special 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." 

(4) 

(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 premise 
that the organization is special situation implies a 
decision that LEAA's interest cannot be adequately pro­
tected. 

(bl Special protect:Lve Cond:Ltions and Mon:Ltor:Lng Techniques. 
Specific spec:Lal protective conditions or monitoring 
techniques to be used depends on the nature and extent 
of the situation. Special condi.tions are dev:Lat:Lons from 
LEAA rules which may be used only when authorized by the 
Office of the Comptroller and the program office head. 

Notification. 
indicate in the 
applicant is of 
must be brought 
Act~on Board or 

The Grants Management Specialist, FMGAB, shall 
Final Financial Clearance Memorandum that the 
a special situation nature. This information 
to the attention of the Grants/Contracts 
the Administration by the grant manager. 

SECTION 7: APPLICATION PACKAGING AND PROCESSING 

51. PRE-AWARD PACKAGING. 

a. It is LEAA policy to decide whether to award or reject ?ran·:s within 
the shortest possible time-frame of receipt of the appl~?at~on. ,In 
order for LEAA to comply with this provision, the follow~ng requ~re­
ments have been established. 
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(1) 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
~ion Offices time to review, approve, and publicize the award 
of approved applications. 

(2) The application package recommended for award must be sent to 
FMGAB prior to submission to the Administration or appropri~te 
Office head for approval. Application packages shall conta~n: 

(a) Grant Award Document. Form LEAA 4000/7 shall be pre­
pared (items l-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 Appendu: 6 
for sample of form. 

Ccl Grant Manager's Memorandum. The Grant Manager shall pre­
pare a Grant Managerls Memorandum according to the 
standard forma.t 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. 

Cf) Grant Projec·t Summary. Form 4000/8 shall be prepared 
(Items 1-111. 

(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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(h) 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 sppcifically 
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. 

1 Authority to review and approve pre agreement costs is 
delegated to the Comptroller in accordance with para­
graphs lbelow. 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 (90) 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. 

(i) The grant application (latest revised copy). 

(j) Other pro~ram office(s), and SPA comments, if received. 

(k) A-95 Certificate, if required, and SPA Certification, 
if required. 
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52. FINAL CLEARANCE. 

a. Program Office Head. The grant manager shall forward the pre-award 
application package to the program office he9d 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. 

b. Administrative Review. FMGru3 shall perform an administrative 
review of the application package to assure compliance with regu­
latory and LEAA administration requirements. Upon completion of 
this rev~ew, one of the following actions occurs. 

(1) If there is missing documentation, a request 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. 

c. Comptroller Certification. Upon completion of the FMGAB adminis­
trative r3view, the pre-award binder is certified by the Comp­
troller to assure the pre-award binder conforms 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
trDller shall not be forwarded to the Grant Contract Review 
Board or the Administration, whichever is appropriate. 

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

e. 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 Office Head. 

53. 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. ~ote exception in paragraph 52b (3). 

SECTION 8: NO'l'IE'ICATION 

54. NOTIFICATION OF GRANT AWARD. 

a. Upon approval of the grant award by the Administration, it shall 
be hand carried to the Control Desk, FMGAB. 

b. 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 (CLO) for 
their information and action. 

c. Upon approval of ·the initial LEEP and Internship 9'rants 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. 

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

e. FMGAB is responsible for grant notifica.tion to the State Central 
Information Reception Agency (SCIRA) and area clearinghouses, if 
applicable. Notification 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. Prepares and sends transmittal letter (signed by Administrator) to 
grantee enclosing a set of the grant award documents (award 
letter, s}ecial conditions if applicable, and project summary); 
copies 0": the narrative report, Form 4587/1; copies of the H Series 
of financidl 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. 

b. Sends a copy of transmittal letter and grant award documents to 
applicable grant manager and State Planning Agency. 

c. Sends a copy of grant award documents and aJ?J?licatioE.. to the LEAA 
Reading Room NCJRS. 

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

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

f. OCJET prepares and sends a copy of the transmittal letter and grant 
award document to the grantee institution. 

56 - 74. RESERVED. 
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CHAPTER 4. GENERAL PROJECT ADMINISTRATION 

SECTION 1: GENERAL 

75. ~~ Grantees are required to meet certain financial and adminis­
tratiVe standards in the operation of their projects. Administrative 
conditions are generally 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 
Education program. 

76. APPLICABILITY. The effective edition of Guideline Manual 1'17100.1, 
shall serve as a basic Leference 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) 

77. GRANTEE MANAGEMENT RESPONSIBILITIES. Project directors shall be res­
ponsible for project management according to the standards discussed 
in this section, and more specifically provided in the effective edi­
tion of 1'17100.1. When the grantee is the State Planning Agency, it 
shall be responsible for assuring proper administration of subgrants 
including responsibility for: 

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-IIO, FMC-74-4, 
and A-I02. Procedures for compliance with A-102, A-110 and 74-4 
are included in the effective edition of M7100.1. Procedures for com­
pliance with A-95 are referenced in this Handbook. All grant assurances 
should be reviewed. c..:arefulJ.y by the applicant. 

79. COSTING PROCEDUrES AND ALLOWABILITY. Allowable costs include those 
which may be legitimately charged to an LEAA-funded project. The 
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allowability OL 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 Ma.nagement and 
Budget Circular OMB A-l02., "Cost Principles Applicable to Grants and 
Contracts with state and l",ocal Governmentj" OMB Cir.cular A-IIO, "Grants 
and Agreements with Institutions of Higher Education, Hospitals, and 
Other Non-Profit OrganizD.tionsj" and in the effective edition of LEAA 
Guideline Manual M7l00.1, "Financial Management for Planning and Act on 
Grants". 

a. Each individual project supported under a categorical grant proqram, 
will, unless otherwise provided in program specifications, be sub-
j ect to a separate grant application J.o the Administration incor­
po~ating 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.l 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 considera~ion and subsequent approval or dis­
approval as part of the award process. 

d. Changes among items withi~ one of the budget categories may be 
made by the grantee without prior approval but remain subject to 
M7l00.1 cost allowability and budget requirements and may not 
constitute a change in the scope or objectives of the approved 
project. 

e. ~imitations 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 
I>1anagement Circulars setting forth cost principles for such or­
ganizations. 

g. Upward revisions of ~rovisional indirect cost rates which cause 
expenditures Jf 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. 

c. 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 annual fund requirement for 
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. Prooedures 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 ~rocessed 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 liquidated (expended). Funds which are not liq­
uidated at the end of the 90 day perioa shall be deobligated. 

81. ADVANCES AND REIMBURSEMEN~S. 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 par.:l.orzpr. :-~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 M7l00.l. 

82. POSSIBLE INAPPLICABILITY OF THE FINANCIAL MANAGEMENT GUIDELINE MANUAL. 
In the event that grant managers determine that the effective edition 
of M7l00.1 Guideline Manual policy should not be or cannot be applied 
to a program or project, or to a particular c 4.rcumstance 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 considered inappli­
cable to the project, program or circunlstance; 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 
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 nanagement Specialis"f: 
(FMGAB). All requests for changes from the approved plan 
or budget should be carefully reviewed for both consistency with 
M7100.l, Financial Management for Planning and Action 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 approved of 
LEAA and subsequent issuance of a Grant Adjustment Notice. Ex­
amples of such changes are: 
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(1) Budget revisi~ns when: 

(a) The grant budget is over $100,000 and the ctmulative 
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 
categories exceeds or is expected to exceed 5% of the 
grant budget. 

(2) Change in scope of work or objective: 

(3) Change in project site; 

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

(5) Changes which increase or decrease the total cost of the pro­
ject; 

(6) Change in or temporary absence of the project manager/direc­
tor; 

(7) Transfer of grant; 

(8) Successor in interest and name change agreements; 

(9) Transfer for contracting of grant supported activities; 

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

(11) Change of grant manager; 

(12) Special conditions attainment, if required. 

b. Consult the effective edition of the Guide for Discretionary Grant 
Programs! M4500.I, for the adjustments the SPA is authorized to 
make for those grants awarded to it. 

c. 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 a:y 
other data deemed helpful for LEAA review. 

Chap 4 Par 86 
Page 43 



HB 4500.2A 

DEC 2 1977 

d. Processing. The following procedures will be used in processing a 
request for grant adjustment. 

(1) 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 reconmendation of FMGAB \"ith 
respect to any financial aspect of a grant adjustment must be 
considered in approving or disapproving such requests. 

(2) 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 signed by the 
appropriate Assistant Administrator or Grant Manager if this 
person has the authority to sign grant adjustments. 

(3) 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. 

(4) 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. 

(5) Processing time for grant adjustme~ts 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. 

e. 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 qrant 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. 

87. 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 
Interqovernmental 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
quirements 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) . 

88. 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: 
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a. 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 available and ,::,?propr=_e.te tlnr~e::::- the c1 "~C'1m­
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 inf.ormed of the deficiency 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 lega~. a'~v:lce from OGC is received. 

b. 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 LEAA 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. 

89. 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 exce6ding 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. 

90. 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. 

91. 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 sha~l 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. 

92. WITHDRAWAL OF OR CHANGE IN PROJECT DIRECTOR. If the project director 
relinquishes or expects to relinquish 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.) 

93. ADMINISTRATI,m CHANGE IN GP~NTEE 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 issuing a grant award and must be signed 
by the Administrator. 

94. 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. Copies 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. 

95. 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. 

96. NAME CHANGE AGREEMENTS. When only a change of name is involved which 
~oes not affect the rights and obligations of the grantee, a name 
change agreement s~lall 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 official 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 

97. Reporting Responsibilities 

a. PURPOSE. This paragraph covers the types of reports, both 
programmatic 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 t:'eports 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. 

b. 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. 

c. 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. 

d. REFERENCE MATERIALS. LEAA guidelines handbookliO, 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 ~~<'mll"'J, r.uide for Discretionary Grant Programs, 
M4S00, effective edition; 

(3) Pr9gram Announcements published by operating component 
(NILECJ, OCJET, etc.). 

(4) Office of Management and Budget (OMB) Circular A-I02, 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-IIO, Grants 
and Agreement with Institutions of Higher Education, Hospitals 
and other Non-Profit Organizations. 

98. PROGRESS REPORTS. Progress reports, concerning project accomplishments, 
are prepared quarterly except ·:.n e}':cepL'r,pal cases, otherwise specified 
as a special condition in the gr?nt 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) 

Program Office 

Timely Submission from grantee, 
logging, dissemination to Program Office. 

Timely Review, Analysis, Acceptance, 
]1oni toring. 

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 aR :eolll")p~1' 

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 a.nd 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 ~~. rt or 
narrative form or both. Thf! major focus of the report i" 'rHE 
PROGRESS A\:HIEVED ON EACH 'I'ASK IN RELATION TO THE APPROVED SCHEQULE 
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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) Any problems, delays, or adverse conditions which have (or 
will) affect the ability of the grantee to attain project 
objectives; 

(2) Favorable 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 obiectives, 
time schedule, organization, or staffing for the period; 

(4) Any 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. 

e. 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 \\'i t;1 established reporting requirements; 

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

f. Documentatio~ 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 techniques investigated or 
demonstrated; 

(4) Grant~~ recommendations based upon project experiences re-
leva, 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. 

99. 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 Advance or Reimbursements 
Property Report and Project Invention Report. 

a. Financial Status Report (LEAA Form 7160/1) Quarterly and Final(H-l). 
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 FHGAB/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 requests 
for advance or reimbursement no more frequently than mon'l:h'ly. This 
report is processed as follows: 

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

(2) Program Offices. This Office is responsible for reviewing 
and approving the report. Program Office must return the 
Request for Advance or Reimbursement with approval to n~GAB 
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 Pl~nning and Action Grants. 

d. Property Report. within ninety (90) days prior to the termination 
date of the categorical grant, the gran~ee must submit to LEAA a 
complete inventory of all property for which the grantee is ac­
countable. I~formation provided in this inventory listing shall 
indicate item description, date of ~urchase of che 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 invent.ory report to the program office. 
Upon receipt of the inventury listing, the program office will formally 
advise the grantee of the disposition of grant property (see Guide­
line G73EO, Standards for Property Acquired with LEA.l\ Grar,t Funds) 
a copy of the letter of disposition and the inventory listing shall 
be forwarded to FMGAB for inclusion in the official grant 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 

100. 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 II 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 LEAA. The Government Printing and Binding 
Regulations allows: 

-. « 
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a. Issuance. 

The issuance of a grant for the support of non-government public­
ations, providea 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. 

b. 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. 

c. 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. 

d. 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 nQt exceed a maximum 
image siZe of 10 3/4 by 14 1/4 inches. 

e. Production. 

A requirement for a grantee to produce less than 250 duplicates 
from original microform will not be de~ed,to be printing primarily 

·or substantially for LEAA. Microform is defined as one roll of 
microfilm 100 feet in length or one microfiche. 

101. PUBLICITY. Project Directors should be encouraged to make the results 
and accomplishments of their activities available to the public. Prior 
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 Enfor~ement Assistance Administration 
The contents do not necessarily reflect the views and 
policies of the I.aw 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. 

102. 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~lusive, and irrevocable license 
to the Gove,rnment 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 pC},rt by LEAA grant funds 
may be copyrighted by the journal with the understanding that in­
~ividuals are authori2ed 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. 

103. 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 whicll LEAA 
funds are used, where to his knowledge he or his imnediate family, 
partners, organization other than a publiC! agency in which he is 
serving as officer, director, trustee, partner, or employee or 

b. 

any person or organization with whom he is negotiating or has any 
arrangement concerning prospective employment, has a financial 
interest. 

Appearance. 
of State or 
shall avoid 
ance of: 

In the use of : ,EAA grant funds officials or employees 
local units of government and non-government grantees 
any action which might result in, or create the appear-
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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) Baking an official decision outside official 
channels, or 

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

104. 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 rights under any patents issued thereon) shall be 
d~sposp.d of and administered in order to protect the public interest 
consistent with "Government Patent Policyll (President 1 s Memorandur,l 
for Heads of Executive Departments and Agencies, August 23, 1971, 
and statement of Government Patent Policy.as printed in 36 P.R. 16889). 

105. PROCUREMENT STANDARDS. Grantees and subgrantees may use their own 
procurement regulations which reflect applioable state and local law, 
rules and regulations provided that procurements made wit~"l Federal 
grant funds adhere to the minimum procurement set forth in the effective 
editions of O~ffi Circulars A-l02 and A-110 and latest LEAA Guideline 
Manual H 7100.1. 

106. PROPERTY STANDARDS. Policies and proceuures 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 
fori and the desirability of minimizing administrative accounting and 
reporting requirements. All grantees utilizinq 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 normally 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-l02 and A-lIO. 

107. DISEMMINATION OF REPORTS BY THE NATIONAL CRIMINAL JUSTICE P~FERENCE 
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 Jus·tice Reference Service (NCJRS). NCJRS, as LEAA' s 
~nternational criminal justice information clearinghouse, offers services 
to selectively announce and disseminate information to the criminal 
justice communitu. 

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

(1) Reports produced under categorical grants. 

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

(3) Reports produced under LEAA contracts. 

(4) Reports of third-party evaluation of LEAA programs 
and projects. 

b. References 

(1) I 1431.1A, Submission of LEAA Grant, contract, or in-house 
Research Project Reports to the National Criminal Justice 
Reference Service. 

(2) I 1441.1B, LE~. Mailing Lists and Categories. 

c. Method of Announcement and Dissemination 

(1) 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 responsibili.ty of 
the Printing and Publications Branch, Audiovisual Communications 
Division, Office of Operations Support. 

(2) Selective announcement and dissemination may be made thl'ouh 
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 coordi.'\ating 
LEAA and NCJRS contractor interaction. 

(3) Selective distribution of documents may also be made ti~'I"ouJh 

NCJRS. Requests for selective document distribution shou~d 
be coordinated with the GPM or NCJRS and the Printing and 
Publications Branch, OOS. 

(4) Offices will follow their 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, OOS. 

108. SUBMISSION OF LEAA GRANT, CONTRACT, OR IN-HOUSE 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 follovling reports: 

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

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

(3) Reports produced under LEAA contracts (non-administr~tive). 
Final reports of all LEAA research or system development 
contracts should be submitted. Reports should not be submitted 
until the Government Proiect 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. 

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

c. 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 NCJRS. 

d. Exceptions. Documents issued under th~ LEAA directive system, 
such as Instructions, Notices, and Handbooks, which are administra­
tive in nature of oonfidential 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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e. 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 mi8rofiche 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. 

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

109. REALLOCATION OF LEAA CATEGORICAL GRANTS FUNDS. Any office '."hich desires 
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. 

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

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

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

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

f. Following the Administrator's decision, the memorandum shall be 
routed to the Budget Division (OC) for finalizing the reallocation 
of iunds 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 MBG Program Managers should be kept informed with infor­
mation copies of all correspondence. 

1l0.-1l2. RESERVED 
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CHAPTER 5: MONITORING 
113. 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. 

b. LEAA 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 r.annot be resolved promptly by an office head will 
be reported to the Administration. 

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

114. 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 \'/ith both instructions and format for accomplishing 
this. 

b. 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 wi thin tIle grant, and a judgment is 
made as to whether the grant is or is not progressing as planned 
and scheduled. 

c. 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. 

(2) Desk Monitoring. OMB Circulars AI02 and AIIO prohibit LEAA 
from requiring grantee progress reports more frequently then 
quarterly. To determine progress between quarters, grant 
managers are encouraged to monitor by telepl.one. 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. 

(3) 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. 

1 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 is most 
effective when there is 'a programmatic relationship 
between the grants involved. 

2 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
di tions" without specific issues to be addressed. 
Before conducting a site visit the qrant ~nanager 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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d. 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) 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. 

(2) Program Management. A program manager is the LEAA pro­
fessional 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 ma~ager 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, wbather prompt corrective action is being taken 
to restore the plan and schedule. To facilitate the program 
management process, LEAA grant managers are required to 
provide quarterly 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 th-= next 
quarterly report to inform program managers of significant 
grant problems. Such problems shall be brought to the 
program manager's and immediate supervisor's attention as 
soon as possible, either in writing or orally, whichever is 
appropriate. 

(3) 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 n0t continuation is programmatically 
justified, whether program refinements are needed and 
whether or not the grantee has demonstrated the capability 
for effectively utilizinq the next year's funding. Monitor­
ing information. is e~ally irr~ortant to the development 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
proving both the monitoring and program development processes. 

J. P::::epara ':icn of ;;t I~oni toring Plan. Ideally, all LEAA gri'~nts ,~ -::'l.:ld 
~e intensively monitoreQ to ~nhance 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, prog~am office heads ahall 
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 ;uggested method for priortizing a grant and developing a 
workpl,m. 

f. Program Office Monitoring Responsibilities. Program managers are 
the individuals accountable for management of categorical grant 
programs, projects and contracts within their 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. 

g. SPA Monitoring Responsibility. SPAs are responsible for both 
programnatic 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 Financial Status Re90rt 
(Appendix 10) and a categorical Grant Progress neport (Appendix 
11). Grant managers must contact the SPA to obtain a copy of SPA 
monitoring reports, if such reports are available. 
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115. MONITORING POLICY ASSESSMENT. OPM's annual Grant Implementation 
Management ~eport will make an overall assessment of LEAA monitoring 
at the close of each fiscal year. In addition, in May of each yeary 
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 assessmen't shall be 
coordinate with the assessment of policy governing project and 
program reviews by the Office of Audit and Investigation which is 
stipulated in I 4500.4, Coordination of Program Review Activities of 
the Office of Audit and Investigation. 

116. 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 x'eduction of crime or the improvement 
of the criminal justice s;tstem and if the project shows particular 
promise of future success and possibilities for replication elsewhere 
the LEAA grants manager after consulting the superv:i.sor (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, 
NILECJ, which will determine the most appropriate means of further 
information dissemination, to include consideration under NILECJ'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.) 
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CHAPTER 6. CATEGORICAL GRANT CLOSE OUT PROCEDURES 

118. 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. 

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

120. 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 justi~e 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 manager'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 OD close-out to GCMD, OC, which will update and close-out the 
grant file. Upon receipt of this information OC/GCMD shall complete 
~EAA Form 1340/4, PROFILE categorical Status Update (appendix 16) for 
each close-out phase and subphase that is accomplished. 

121. DEFINITIONS. 

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

b. 

c. 

Inactive Phase - Audit Requested. 
the Audit and Investigation (OAI) 
problems and re:questi'"lg audit. 

Inactive Phase - Audit Initiated. 

Inactive Phase - Audit Completed. 
Report issued. 
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e. Inactive Phase - Audit F~nding(s) Unresolved. Finding(s) 
identified in Audit Report and awaiting resolution. 

f. Inacti..ve Phase - Audit Finding(s) Resolved. Finding(s) cleared 
and Audit Closed. 

g. 

h. 

j. 

k. 

1. 

Close Out - The entire pror.ess 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 deobligated 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 acti vi ties 0 

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 ~s transferred to the Federal Records 
Center. 

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

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

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

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

q. 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 close 
out process. 

Close-Out 
Phases 

ADVANCE NOTIFICATION OF GRANT 
EXPIRATION 
ISD printout to grant 
managers 

END DATE (ISD Code 90) 
Expenditure Deadline 
Grantee Reporting 
(Final Narrative Progress, 
Final Financial status H-l) 
Check List Items 

(See Appendix 17) 

Due 
Date 

7/1/76 

8/15/76 
11/13/76 
11/13/76 

2/13/77 

FINAL REVIEW PERFORMED (ISD CODE 91) 

Review performed by OC tu 
ascertain that all required 
documents and actions are 
in the grant file, defi­
ciencies noted, and program 
office informed of required 
reso lutions. 

INACTIVE (ISD Code 92) 

2/13/77 

Review by program office of 3/15/77 
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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Due 
Date 

No. of Days 
from End Date 

Available for Audit (ISD Code 92) 
Audit Requested (ISD Code 93) 
Audit Initiated (ISD Code 94) 
Audit Comfleted (ISD Code 95) 
Audit Findings Unresolved (ISD Code 96) 
Audit FindJ.ngs resolved (ISD Code 97) 

Federal Storage (ISD Code 99) 11/12/79 

1095* 

* Three years from submission date of final Financial Status Report or 
resolution of audit findings whichever is later. 

b. Detail 

(1) Advance Notification 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 wo:t:king days of the month 
preceding the month reflecting grant expirations. For 
example, on November 1st a listing will be produced 
showing all grants schedUled for expiration during the 
month of Decemb8r. 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. 

(2) 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". 

(3) Required Grantee Reports 
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(a) 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. 

(b) Type, Due Date and Distribution of Reports 

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

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

Dis tr ibution 

Grantee sends original and two (2) copies of the 
H-l 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 shall 
forward a copy of the H-l to the grant manager and 
file a copy of the H-l in the official grant file. 

2 Final Narrative Progress Report including any 
accompanying manuals, handbooks, etc., due 
within ~O days after expiration of grant. 

Grantee sends original and copies to FMGAB. Original 
to official file. Copies to grant'manager by 
transmittal memo for review and approval. Trans-
mi ttal returned to ;FMGAB noting a.cceptance. Grant 
manager forwards five copies to NCJRS for data base 
along with third-party evaluation, if any. 

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 Reobli­
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. , 

4 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". 

5 Grant Manager Assessment 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 
JEAA Grant Program File (~ROFILE) 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 proj ect S1.1IlUilc.ry, 
which outlines the project objectives, and the assessment 
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 (arproximately 200 words) may be 
used. Since the project assessment 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 tbe reader the project's activities, 
accomplishments, failures, discoveries, and b10wledge 
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 
srant 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. I s-tranger-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) Adequacy of Grant Planning. Describe the competence of the 
grantee in managing the grant and th€ effectiveness of the 
grant implementation plan as a tool in implementing the grantD 
Refer to the specific parts of the implementation plan (e.g., 
Operating Plan, Resources Utilization Plan, etc.) and if 
planning was significanlty defective, describe what LEAA can 
do in the future to avoid the same type of problem? 

(c) Activities Undertaken: Include a brief statement or 
listing of major activities undertaken toward the achievement 
of the project objective(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, trainingi include as 
many as are important. Also include the following when they 
apply to the project objectives: 

1 Clientele: Describe the population servedi 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 tne 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}. 
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Describe the services provided by the project 
entire period for which the project was in 

Cd) principal Findings: Indicate any conclusion which can be 
drawn from the activities which were undertru<en 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 FOru~ EVALUATION OF THE PROJECT 
WAS UNDERTAKEN BY AN INDEPENDENT THIRD PARTY, IuENTIFY THE 
EVALUATOR AND ~HE TITLB 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 report must 
be forwarded to FMGAB .. ,'1:~ ::::: "::.2. ?~.:?,::e the original in the 
official file and transmit the copy to rSD for ~ROFILE. 

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 
Assessment Report required by this Handbook. 

6. 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 Law Enforcement and criminal Justice (NILECJ). This 
summary contains spe0ific infoL~ation on the funding level of the 
completed evaluation, the contractor/grantee selected for the 
evaluation, the purpose and objectives of the evaluation, the 
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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 a=complishments 
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 following 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 surr~ary: 

(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 
t~nder contract for LBAA with the contractor selected 
competitively by LEAA. 
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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 specific 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 ~sses results of 
the project against its objectives. 

2. List sources of data and means of collectidn~ 

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 
concl.lsion 

(f) Documents Produced: Describe any document:s o:r: 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 
requirements. 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 FMGAB for 
the official grant file. 
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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) Audit of Grant 

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

2. The gr ant manager i,s ;re13pon13ible for coo;rdina t,inq 
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 "97" 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. 

8. Federal Storage 

The official file shall reamin in the inactive status (IDS Code 
92) until the end of the calenCiar quarter following the calendar 
quarter in which the date of IDS Code 92 is entered into 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. 
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CHAPTER 7. RESPONSIBILITY FOR GRANT INFORMATION 

SECTION 1. GENERAL 

123. PURfOSE. In order to adminis ter several thousa.ld grant's, LEAA must mai::1tain 
current, a0~urate, 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. 

124. SCOPE. This Chaptdr applies to all LEAA categorical grants. 

SECTION 2. QUARTERLY REPORTS 

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

126. RESPONSIBILITY F0R QUARTERLY FINANCIAL REPORTS - H-l's. H-l'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-l'S RECEIVED. IT IS ALSO THE RESPONSIBILITY OF 
THE COMPTROLLER TO INFORM PROGRAM OFFICES ABOUT DELINQUENT H-l REPORTS. 
The Administration may from time-to-time ask the Comptroller to report 
on the status of delinquent H-l reports, and to request program 
office heads andlor grant managers to secure timely submission of 
H-l reports from their grantees. 

127. 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, 

128. 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 of~ices 
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. 
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SECTION 3. COMPTROLLER REPORTS TO THE ADMINISTRATION 

129. REGULAR REPORTS. The Comptroller shall report to the Administration 
twice annually, listing, by LEAA office and by the grant managec 
within each office, all grants for which quarterly financial and/or 
narrative reports are more than 90 days late. 

130. 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 

131. 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 cesponsible for providing the 
Comptroller with all information necessary for creating and updatin~ 
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 
accurate and timely information to the Comptroller, the Comptroller 
shall alert the Administration about such non-reporting. 

132. PROGRAM OFFICE RESPONSIBILITY. Program offices are responsible for 
providing to the Office 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. 

133. INFORMATION PROVIDED BY PROGRAM OFFICES. Program offices are responsible 
for providing the following grant information 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 memo); 

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

g. Grant manager's name; 
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h. Grantee name and address (sOl~r'C8: grant project summary 
sheet, completed LEAA Form 4000/8); 

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

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

k. Grant assessment (souroe: Grant manager's final report on 
each grant); and 

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

134. INFORMATION PROVIDED FOR PROFILE BY OFFICE OF THE COMPTROLLER. Using 
its own existing internal procedures, the Office 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 

135. GRANT ADJUSTMENT NOTICES (GANs). CHANGES IN ANY INFORMATION CONTAINED 
IN PARAGRAPH 133 a-I 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, dnd 
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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GENERAL iNSTRUCTIONS 
This is a multi·purpose standard form. First. it will be used by applicants as a required facesheet for pre· 

application~ 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 OMS 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). 

APPUCANT PROCEO,IJRES 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 explonation follows for each item: 

Item 

1. Mark appropriate box. Pre·appllcation and applica· 
tion guidance is In FMC 74-7 and Federal agency 
program Instructions. Notification of Intent guid· 
ance is in Circular A-95 3nd procedures from clear· 
inghouse. Applicant will not use "Rel'ort of Federal 
Action" box. 

2a. Appllcant's own control number. If desired. 

2b. Date Section I Is prepared. 

3a. Number assigned by State clearinghouse. or if dele­
gated by State. by areaWide cleannghou.se. All reo 
quests to Ftl(Jeral 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. consult your clear· 
Inghouse. 

3b. Date applicant notified of clearinghouse identifier. 

4a-4h. Legal 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 in/ormation about this request. 

5. E;mployer Identification number of applicant as as· 
~ Igned by Internal Revenue Service. 

Ga. 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. 
If unknown. cite Public LaVi or U.S. Code. 

6b. Program title from Federal CataI03 •. AbbreViate if 
necessary. 

7. Brief title and appropriate description of project. 
For notification of Intent, continue In remarks sec· 
tion If necessary to ccnvey proper de~crlption. 

8. Mostly self·e~plan3tory. "City" Includes town. town· 
ship or other municipalitj. 

9. Check the type(s) of assistance requested. The 
derlnitions 0/ the terms are: 
A. Basic Grant. An original request for Federal 

funds. This would not InclUde any contr,bution 
provided under a supplemental grant. 

B. Supplemental Grant. A request to Increase a 
basic grant in certain cases ",here the eligIble 
applicant cannot supply the required matching 
share of the basic Federal program (e.g,. grants 
awarded by the Appalachian Regional Commis· 
slon to provide the applicant a matching share). 

C. Loan. Self explanatory. 
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D. Insurance. Self expldnatory. 
E. Other. EJcplaln on remarks page. 

10. Governmental unit where significant and mes",ng' 
ful Impact could be! observed. List only largest Unit 
or units aljected. such as State, county. or city. If 
entire unit affected. list it rather than subunits. 

11. Estimated number of persons directly benefiting 
from project. 

12. U:e appropriate code letter. Definitions are: 

A. New. A submittal for the f'rst tirna fer a new 
project. 

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

C. RevIsion. A modification to project nature or 
scope which may result in funding ch3nge (in· 
crease or decrease). 

D. Continuation. An e~~Jnslcn for an additional 
funding/budget period for a project the agency 
initially allreed to fund for a delinite number of 
years. 

E. Augmentation. A requirement for add,tional 
lunds (or a project preViously awarded funds in 
the same funding/budget period. Proiect nature 
and scope unchanged. 

13. Amount request~d or to ba contributed during the 
first' fundlneibud!:et pfriod by each contributor. 
Valu~ cf In·kind cantnbut;ons will be includad. If 
the action is a c",ange in dollar amount of an exist· 
ing grant (a reVIsion or dugmentation). indIcate 
only the amollnt of the change. For decreases en· 
close the ~mol!nt In parenthoses, If both baSIC and 
~upplemental amounts are included, breakout in 
remarks. For multiple prc2ram funding, use totals 
and ~how plogram t.raa"~HJ:s fn ,lJrnilrks. Item defi· 
nitions: 13a. amount requested from Federal Gov· 
ernment; 13b. amount applicant will contribute: 
13c. emount from State, if ,1pplicant IS not a State; 
13d. amount from local government. If appltcant is 
not a local eaverroment; 13e, ameunt from any other 
sources. expla." in remarks. 

14a. Self explanatory. 

:.':b. The d;strict(s) where most of actual work will be 
accomplished. If city·wirle or State·wide. coverlOg 
scveral distncts. write "city·widc" or "StatooWlde," 

15. Complete! only for revisions (item 12c). or augmen· 
tations (item 12e). 

STANDARD FORM 424 PAGE 3 (10-75) 
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16. 

17. 

18. 
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Approximate date project expected to begin (usually 
associated with estimated date of availability of 
funding). 

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

Estimated date preapplication/appllcation 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. 

Item 

19. 

20. 

21. 

Existing Federal Identification number if this Is not 
a new request and directly relates to a previ'Jus 
Federal action. otherwise write UNA". 

Indicate Federal age,lCY to which this request Is 
addressed. Street address not required, but do use 
ZIP. 

Check appropriate box as to whether Sectlo:1 IV of 
form contains remarks and/or additional (emarks 
ere attached. 

APPLICANT PROCEDURES FOR SECTION II 
Applicants will always complete items 23a, 23b, and 23c. If clearinghouse review is (equired, Item 22b mUF,t ~ fully com· 

pleted. An explanation follows for each item: 

Item 

22b. 

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 
oppllcant. 

Item 
23b. Self explanatory. 

23c. Sell explanatory. 

Note: Applicant rompletes on!y Sections I and II. Section 
III Is completed by Feddral agencies. 

FEDERAL AGENCY PROCEDURES FOR SECTION III 
If appllcant·supplied Information in Sections I and II needs no updating or adjustmen'. to fit the final Federal ection, the 

Federal egency will complete Section III only. An explanation for each Item follOWS: 

lIem 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

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 wlif 
not suffice. 

Complete address of administering office shown In 
Item 26. 

Use to Identity award actions where different from 
Federal application identifier In item 28. 

Self eXplanatory. Usc remarks section to amplify 
where appropriate. 

Amount to be contributed during the first funding/ 
budget period by each contnbutor. Value of In· kind 
contributions will be Included. It the action Is a 
change In dollar amount of an eXisting g,'ant (a r~vl' 
slon or augmentation), indicate only the amount of 
change. For decreases, enclose the amount in pa· 
rentheses. If both baSIC and supplemental amounts 
arc Included, breakout in remarks. For multiple pro· 
gram funding, use totals and show program break, 
outs In remarks. Item def,nltlons: 32a, amount 
awarded by federal Government; 32b, amount ap· 
~Iieant will contribute; 32c, amount from State, if 
applicant Is not a State: 32d. amount from local 
government ir applicant IS not a local government: 
32e, amount from any other sources, explain in 
remarks. 

[)(Jte action was taken on this request, 

Date funds will become available. 

Item 

35. 

36. 

37. 

38. 

Name a~d telephono no. of agency person who can 
provide more Inlormation regarding this assistance. 

Dale after which funds will ,10 longer be available. 

Check appropriate box as to whether Ser.tion IV of 
form contahl5 Federal remarks and/or attachment 
of additional remarks. 

For use with A-95 action notices only. Name and 
telephone of person who can assure that appropri· 
ate A-!l5 action has been taken-It same as person 
shown In Item 35, write "same". If not applicable, 
write uNA". 

Federal Agency Procedures-special considerations 
A. Treasury Circular 1082 compliance. Federal agency Will 

assure proper completion of Sections I and III. If Section I 
Is being completed by Federal agency, all applicable Items 
must be filled In. Addresses of State Information Recep· 
tion Agencies (SCIRA's) are prOVided by Treasury Def'~rt· 
ment to each agency. This form replaces SF 240, which 
will no longer be used. 

S. OMS Circulo1r A-95 compliance. rederal agency will as· 
sure proper completion of Sections I, fI, and III. This form 
is required for f,otitylng all revieWing cleJrinshouses of 
malor actions on all programs re';lowed under A-90. 
Addresses of State end areawide clearinghouses nre pro. 
vided by OMS to each af!ency. Substantive dlfferer'ces 
between applicant's request and/or clearinghouse recom· 
mendations, and the project as fmally awarded WIll be 
explamed in A-95 notifications to clearinghouses. 

C. Special note. In most, but not all Sbte~. the A-95 State 
clearinghouse and the (TC 1032) SCIRA are the saine 
office. In such cases, the A-95 award notice to the Stale 
clearinghouse will fulfill the TC 1082 award notice reo 
qulrement to the State SCIRA. Duplicate notification 
should be avoided. 
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PART II FORM APPROVED 
OMB ND. 43·ROSZa 

PROJECT APPROVAL INFORMATION 

Item 1. 
Doos this aHistonee 'equest ,equlre State, local, 
,egional, 0' other priority ,along? 

___ Yes ___ No 

Item 2. 
Doe, this as-i,'ance ,equesl reqUire Slate/ or local 
advi sory/ educational or health Glearance.? 

___ Yes ___ No 

Item :l. 
~h,s assistance request require clearinghouse 
review in occordance WI th OMB Circular A·95? 

___ Yes----No 

Item 4. 
o;;;;;this assIStance request require State, locol, 
regional or ather pld~n",g approval? 

___ Yes ___ No 

Item 5. 

Name of Governing Body ____________ _ 
P'iority Roting _____________ _ 

Name of Agency ()f 

Board 

(Attach Documenlation) 

(Attach Commonts) 

Nome of Approving Agency ___________ _ 
Date ____________________________ __ 

I s the propo,ed pro,ect covered by an approved compre· Check one: State 0 
hensive plan" Local 0 

Regional 0 
___ Yes ___ No Location of Plan ________________ _ 

Item 6. 
iiiiTi'i'he assistonce requested setve a Federal 
installation? ___ Yes ___ No 

Item 7. 
Will the ass .. ta"ee requested be on Federal land or 
installation? 

___ Yes ___ No 

Item S. 
Will the o>siSlorce requested have on ,mpact or "Hect 
on the environment? 

___ Yes ___ No 

Ilem 9. 
Wii'ilhe oHislan'!e reque,ted couse III. d"placement 
of individuals, famd,." bUSinesses. or farms? 

___ Y.s ___ No 

Item 10. 
Is there olher relaled aSSISlance <n IhlS prolect prevlous/ 
pending. or anlit'l)oted? 

LEA" FORM 4000 '3 (Rev. 5·76) 
Attochment to SF.,124 

___ Yes ___ No 

Page 5 

Name of Federal Installation ___________ _ 

Fed.rol Population benefiting.from P'oject ____ _ 

Name of Fed.,al I05lallotio,, _______ _ 
Location of Federal Land __________ _ 
Percent of Project _______________ _ 

See .nstructions for oddll.onal ,,,formation '0 be 
provided. 

Number of: 
IndiViduals _______ _ 

Families 
BUSinesses _______ _ 

Forms 

See ,"slrucr,ons for additional informallon to be 
prOVided. 

(l.E"A FORM 4000/l (Rov. 8·74) 10 obsolet.,) 
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INSTRUCTIONS 

PART II 

Negative "nswers will flot require an explanation unless the 
Federal :lgency requests mo'e Information at a later date. 
Provide supplementary data for all "Yes" answers in the 
space provided in accordance with the follOWing instruc· 
tions: 

Item 1 - Provide the name of the governing body establish· 
109 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. I f com· 
ments were submitted prevIously w'th a preapphcation, do 
not submit them again but any additional comments reo 
ceived from the clearinghouse should be submitted with 
this application. 

Item 4 - Furnish the name of the approving agency and the 
approval date. 

Item 5 - Show whether the approved comprehensive plan 
is State. local or regional, or if none 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 conformilnce with the plan. 

Item 6 - Show the population resining or working on the 
Federal installation who will benetit from this project. 

Item 7 - Show th~ 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 prolect. If 
an adverse environmental impact is anllcipated. 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· 
n.~o;es. 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 st .. 
tus and the amount of each project where there is related 
previous. pending or anticipated assistance. Use additIonal 
sheets, if needed. 

[

No grant may be awarded unless a completed l 
application farm has been received. 
(Sec. 501, P.L. 93.83) J 
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PART III - BUDGET INFORMATION 

SECTlOI! A - BUDGET SUMMARY 

Grant .1fQ~Hllm. 
F.d,rllf EUi'''at.d Unobligated ~ul"h N._ .. R • ., f •• d 8 foI d 9' t 

Functi"n -" ~ Cataloo No. F.d.rol Non·F.d.ral Fldlnl NonoFMltol Total ",,, ... It,. . • < d . - I 

l. S S S S S 

7. 

3. 

~. 

5. tOTALS S S S S S 

SECThN B - BUDGET CATEGORIES 

6. Obieci Class Calegolles 
... Craot Program, F"uncrlon or Acth'lIr 

Tolol 

III PI 131 ') (5) 

'. Personnel S S S S S 

b. Fllnge Bene"ls 

c. T"Yel 

d. EqUipmenl 

e. Supplies 

I. Conllaclu,1 

g. Conslluc\lon -
h. Olher 

I • Tolal Ollecl Charges 

.J:.J.n.dllect Charges 

k. TOTALS S S S S S 

7. Progra!" Income S S S S S 
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INSTRUCTIONS 

PART III 

Gen.rallnstructions 

This form IS deSigned so that application can be made for 
funds from one or more grant programs In prepanng the 
budget, adhPi. 10 any ex,stmg Federal ~rantor a")er>CY 
guidelines "'h'ch prescnbe how .nd,whe!her budge led 
amounts should be separately shown for d,lIerenl functions 
or activities with". he program. For some programs, grant­
or agencies may reqUire budgets to be separately shown by 
function or activity For other programs, grantor agencies 
may not reqUire a breakdown by function or actlYlty. Sec· 
tlOns A, B, C, and 0 should mclude budget esllma!es for 
the whole project except when applYing for .ssostance 
which requires Federal authortzatlon 10 annual or other 
funding period increments. In the latter case, Sections A. B, 
C, and 0 should provide the budget for Ihe first budget 
period (usually a yearl and Section E should present the 
need for Federal assIStance In the subsequent budget peri· 
ods. All applications should conlam a breaKdown by the 
object class categones ,hown 10 Lines a·k of Secllon B. 

Seclion A. Budget Summary 
Lin~s '·4, Columns (a) and Ibl. 

For applications pertalnlnq to a smgle Federal grant pro· 
gram (Federal Domestic Assos!ance Catalog number) and 
not requ;rlng it functlon.)1 or actiVity breakdown, enter on 
Line I under Column la} the catalog program title and the 
cat.log number in Column Ib} 

For applications pertaining to a smgle program requiring 
budget amounts by multiple functions or activities. enter 
the n.me of each act,vlty or funcllon on each line Ir Col· 
umn (a), and enler the catalog number in Column Ibl. For 

applications t;ertalnlng to multiple programs where none of 
the programs req'Jue a b,,~akd6v-.n by function or actl'lity, 
enter the catalog program t,tle on edch line 10 Column la) 
and the respective catalog number on each line m Column 
(b). 

For applications perta~nmg to mufrlple programs where 
one or more programs reqUIre a breakdown by function or 
activity, prepare a separate sheet for each program requiring 
the breakdown. Additional sh<pts shodld be used when one 
form does not prOVIde .dequdtb 'Dace for all breakdown of 
data reqUired. However, when more than one sheet IS used, 
the first page shoufd PrQv,de 'he summary totals by pro· 
grams. 

Lin", '·4, Columns (d ttrough (g). 

For new applicar,ons, leave Columns Icl and Id) blank. 
For e.ch Ime entlY In Columns lal and Ibf. enter," Col· 
umns (el. Ifl, and [gl the aopropnate amounts of funds 
needed to support the prOleC!. lor the forst funding period 
(usually a year) 

For contmumg grant oroqram apphcartons, submit thesp. 
forms before the end of each 'und,ng penod as required by 

the grantor agency. Enter in Columns (c) and Id} the estl' 
mated amounts of funds which will remam unobligated at 
the end of the grant funding perood only If th~ Federal 
grantor a<]ency mstructlons prOVide for this. OtherNl5e. 
leave these columns blank En!er In columns Ie) and If) the 
amounts of funds needed for the upcoming penoo The 
amount(s) in Column (g) should be the sum of amounts In 
Columns Ie) and If I. 

For supplemental grants and changes co eXlscmg grants. 
do not use Columns Ie) and Idl. Enter 11 Column leI the 
3mount of the increase or decrease of Feder.1 funds and 
enter in Column Ifl the amount of the Increase or decrease 
of non· Federal funds. In Column Ig) enter the new total 
budgeted amount IFederal and non·Federall which Includes 
the total previous authonzed budgeted amounts pius or 
minus. as appropnate, the amounts shown In COlumns (e) 
and (f). The amount(s) In Column (g) should nor equal the 
sum of amounts in Columns (e) and (I). 

line 5 - Show the totals for all columns used 

Section B, Budget Categories 

In the Lolumn headin9s (1) through (4), enter the titles of 
the same programs, functions, and activities shown on Lines 
'·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, fill In 

the total requirements for funds (both Federal and non· 
Federall by object class categories. 

Li"", 6 .. h - Show the estimated amount for each direct 
cost budget (oblect class) c.tegory 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 amounl of indin.::t cost. Refer to 
FMC 74-4. 

Line 6k - Enter the total of amounts on Lines 6i and 61• 

For all applications for new grants and continuation grants 
the total amount in colUmn IS}, Line 6k. should be the 
same as the total amount shown in Section A, Column Iql, 
Line 5. For supplementJI grants and changes to grants, the 
total amount of the Increase or decrease as shown In Col· 
umns I' ).(4), Line 6k should be the same as the sum of the 
amounts In Section A, Columns Ie} and (I) on Line 5. When 
ddditional sheets were prepared, the last two sentences ap· 
ply only to the first page with summary totals. 

Li"" 7 - Enter the estimated amount of Income, If any, 
eXDected to be generated from thIS prolect Do not add or 
sub!ra~t this amount from the tot.1 prOfeC! amount. Show 
under the program narrative statement the nature and 
source of income. The estimated amount of program In' 

come may be consodered by the Federal grantor agency In 

determining the total amount of \~e g<2rll. 
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SECTION C - NON·FEDERAL RESOURCES 

r--_____________ ~lo~I~G~'o~n~'~P'~o~~~om~ ________________ +_~lb~I~A~P~P~L~IC~A~N~T __ ~--~I,~)~S~T=A~TE~--_}~ld~I~O~T=H~ER~SO~U~R=C~E~S_+--~I.~)~T~O~TA~L~S~__1 

~8~ ___________________________________ ~~-----------~-------- ___ ~I ___________ _+~--------~ 

9, 1--____ ______ _ _____ ------I----------+-----------l 
,2.0::.:-_____________ -f-------------.- ---t-----
~-~----------------------------~-----------+----------+---------~---------~ ~ !O'-T_A.~L_'S ____________________________________ _'_' _____ _ 

'- ______ -l 

SECTION D - FORECASTED CASH NEEDS 

1--- --------·--------------.----To-'-Ol-I-o,-I-"-_Y·~.-o.;.,-_~~.-_-_-_-_-I_,-'~O~u_.-_,-,.~,~.=--,r_~-_--2~d~~~----.=.3~'d~O:~U::M:::":"----I---.:'!.!'h:.:O~u:~":::":"--l 
13 F.d~,~! ____ ••.. _ .. _________ ~ _______ ~_________ 1 __________ -1-'-1 ______________ ~-: -----------l 

I", No,,,Fed.,.::ol: _____ • _________ r----- --- ----------1-
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INSTRUCTIONS 

PART III 
(continued) 

Secllon C. Source of Non·Federal Resources 

line 8·11 - Enter amounts of non· Federal resources that 
will be used on the grant. If In·klnd contrtbutlons are tn. 
cluded, provide a bft.f explanation on a separate sheet. (See 
Anachmen! F, FMC }4. 7. 

Column (a) - Enter the program titles identical to Col. 
umn la), Section A A breakdown by function or activity IS 
not necessary 

Column (bl - Enter the amount of cash and tn·klnd can· 
trtbutlons to be made by the applicant as shown In Section 
A. ISee also Attachment F, fMC 74.7. 

Column (c) - Enter the State contftbutlon " the applt. 
cant IS not a State or State agency. Applicants v.h,ch are a 
State Or State agencies should leave thIS column blank. 

Column (dl - Enter the amount of cash and tn·k,nd can. 
trtbullons to be made from all other sources. 

Column (e] - Enter totals of Columns (bl, (c), and (d) 

line 12 - Enter the total lor each of Columns IbHe). The 
amount tn Column (e) should be equal to the amount on 
Line 5, Column (f), Section A. 

Section D. Forecasted Cash Needs 

Ltne 13 - Enter the amount of cash needed by quarter 
from the grantor agency durmg the hrst 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 seporole sheetls) a budge I 
narrative which wi II deloil by budge I colegory, Ihe federal 
and oonlederal (in.kine and cosh) shor •. The grantee cosh 
contribution should be iclenllfted as to ils source, i.e., funds 
opproprioled by a slole or local unil of government or dono. 
lion from a private source. The norrotove should relate the 
items budgeled to prolecl activities and should provide a 
luslilicolion and e.planotion fOI the budgeted Items includ. 
ing th. criteria and data used ta arrive at the eslimates for 
each budget cotegory. 

Line 15 - Enter the tota,s of amounts on Lines 13 and 14 

Section E. Bud...,t Estimates of Federal Funds Needed for 
Balance of the Prolect 

lines 16·19 - Enter .n Column (a) the same gram program 
IIttes shown In Column la), Section A A breakdown by 
function or activity is not necessary For new appltcatlOns 
and continuing grant applications, enter," the proper col 
umns amounts of Federal funds whICh Will be needed to 
complete the program or prolect cv ~r the succeeding fund 
ing pert ods (usually In years!. ThiS Section need not be 
completed for amendments, changes, or supplements It:) 

funds for the current year 01 eXISting grants. 

If more than four Itnes are needed to Itst the program titles 
submit additIonal schedules as necessarv. 

line 20 - Enter the total for each of the Columns (b)'le) 
When additional schedules are prepared lor thIS SectIOn. 
annotate accordingly and show the overall totals on thIS 
line. 

Section F - Other Budgel Information 

line 21 - Use thIS space to explain amounts for Ind.vidual 
direct object cost categoftes that may appear to be Out a( 
the ordinary or to explatn the details as requrred by the 
Federal grantor agency. 

LIne 22 - Enter the type of indrrect rate (provISional, pre 
determined, final or fixed) that w.1I be In elfect during the 
fu"ding pertod, the est.mated amOunt of the base to which 
the rate is applied, and the tOlal ind"ect expense. 

line 23 - PrOVide any other explanations reqUired herem 
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 Sb only. Requests 
for supplemental aSSIStance should respond to question 5c 
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 objectives of the project Supporting documen· 
tation or other testimonies from concerned interests other 
than the applicant may be used. Any relevant data" 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 
health 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. 

a. Outline a plan of action pertaining to the scope and 
detail of how the proposed work WI" be accom· 
plished for each grant program, function or activity, 
provided in the budget. Cite factors which might ac· 
celerate or decelerate ihe work and your reason for 
taking this approach as opposed to others. Describe 
any unusual features of the project such as design or 
technological Innovations, reductions in cost or time, 
or extraordinary social and communitt involvement. 

b. Provide for each grant progra'm, function or activity, 
quantitative 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 func­
tion, list them in chronological order to show the 
schedule of accomplishments and the" target dates. 

LEA" FORM 4000.'3 (Rov. 5.76) 
Attachment to 5 F -424 
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c. 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 prolect. Explain the 
methodology that Will be used to determine If the 
needs identified and discussed are beln9 mel and If 
tile 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 descript,on ot the nature of their eHOrt 
or contribution. 

4. GEOGRAPHIC LOCATION. 

Give a precise location of the project or area to be seIVed 
bV the proposed project. Maps or ather graphic aids may be 
anached. 

5. IF APPLICABLE, PROVIDE THE FOLLOWING IN· 
FORMATION: 

a. For research or demonstrallon assi.tance requests, 
present a biographical sketch of the program director 
with the following informallon; name, address. phone 
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 accompli~hments to date and list in chrono· 
logical order a schedule of accomplishments, progress 
or mile~tones anticipated With the new funding reo 
quest. If there have been slgnilicant changes In the 
project objectives, location approach, or time delays, 
e~plain and justify. For other requests for changes or 
amendments, explam the reason fOf the changelsl It 
the scope or objectives hove changed or an ex tenSion 
of time is necessary, explain the circumstances and 
justify. If the total budget has been exceeded, or it 
individual budget Itl'ms have changed more than the 
prescribed limits contained In Attachment K to 
FMC 74-7, explain and justify the chznge and its 
effect on the project. 

c. For supplemental assistance requests, explain the rea· 
son lor the request and lustlfy the ne<;;:t for additional 
funding. 
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PART V 

ASSURANCES 

Tho Apphcan' hereby OUUfes and eerl.lu:s tho, he 'Nil I comp.ly with the regulations, POitCIIH, gUidelines, and reqtJlrCfT'cnrs, In~ 
eluding OMS Clte"dol No. A~95 and FMCs 74·4 and 74-7. as they rolmo to the application, OCCcpTO(1ce and Use or Federal rund, 
for thiS federally osslsred prOlcct. Also the AppllC:onf assures and certifies wl,h respect 10 ,he gront that. 

1. It po~sses legal authority to apply for the grant; thal a 
resolution, 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 understandings and assurance< 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 mdY 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 VI 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· 
sure< nece<sary to effectuate this agreement. 

3 •• It Will comply With the provIsions of 28 C.F.R. 
42.101 et seq. prohibiting diSCrimination based on 
race, color or national Origin by or through its can· 
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 diSCrimination anywhere 
in the institution or governmental agency. office, or 
Unit. 

3b. If the grantee IS a unit of state or local government, 
state planning agency or law enforcemen t agency. It 
Will comply with Title VII of the Clvd Rights Act of 
1964, as amended, and 28 C.F.R. 42.201 et seq. pro· 
h,bltlng dISCrimination In employment pructlces 
based on race. color, creed, sex or national origin. 
Additionally, It Will obtain assurance< from all sub· 
grantees. contractors and subcontractors that they 
will not dISCriminate In employment practices based 
on race, color, creed, sex or national origin. 

3c. It Will comply With and will IOsure compliance by 

its subgrantees and contractors with Title I of the 
Crime Control Act of 1973. Title VI of the Civil 
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 baS.IS o! race, color, sex or national Origin, be 
excluded from partiCipation 10, be denied the 
benefItS of, or be otherWISe subjected to dlSCrlmlna' 
tion under any program or activity funded by LEAA. 

4. It will comply with requirements of the provisions 
of the Uniform Relocation Assistance and Reol 
.property Acquisitions Act of 1970 (P.L. 91·646) 
which provides for fair and equitable treotment of 
persons displaced as a lesult of Federal and fed· 
erally .. assisted programs. 

5. It will comply with the provisions of the Hatch Acl 
which limit the political activity of employees. 

6. It will establish safeguards to prohi~it employees 
from using their positions for a purpose that Is or 
gives the appecronce of being motivote,~ by tI desire 
br prlvote gain for themselves or other!i, particular .. 
Iy those with whom they have family, business, or 
other ties. 

7. It will give the grantor agency or tho Comptroller 
General through any authorized representative the 
access to and the right to f3xamine all records, 
books, papers, or documents related to the grant. 

8. It will comply with all requirements imposed by the 
Federal grantor agency concerning special require­
m6nts of law, program requirements, and other ad­
mini$trative requirements approved in accordance 

with FMC 74·7. 

9. It will comply with the prOVISion of 28 CFR Port 
20 regulating the privacy and security of criminal 
history information systems. 

1 D. All publisheQ material and written reports submitted 
under this grant 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 ha''Ie 
the source Identified either In the body of the report 
or in 0 footnote, whether the material is in a vcr· 
batim or extensive paraphrase format. All published 

material and written reports sholl give notice that 
funds wero provided under an LEAA grant. 

11. Requests for proposal or invitations for bid issued 
by the grantee or a slJbgrantee to implement the 
grant or slJbgront project will provide notice to 
prospective bidders thot the LEAA orgoni%otionol 

conflict of interest provision Is applicable in that 
contractors that develop or draft specifications, 

requirements, statements of work and "or RFP's for 
Q proposed procurement sholl be excluded from bid­
ding or submitting a proposal to compote for the 
award of such procurement. 

0' U, S. CO\'ERNM£1oi PRL,'T[NO OFFICE: 19711 o· 210-a39 It!lsll 

Page 12 
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SPECIAL INSTRUCTIONS FOR LEAA FOBU4000/3 (NON-CONSTRUCTION). 

a. Part I. (Standard Form 424) 

(1) 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. 

(2) 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 project 
whether as direct grantee or subgrantee of a State Planning 
Agency. 

(3) Item No.7, Title and Description. Indicate title and brief 
description of project. Also indicate program cate90ry (e.g., 
Rm.:l.l Law Enforcement, Career Criminal, Victim/Witness Assis­
tance, etc.) from chapter 1-4 of this Manual from which fund­
ing is sought. 

(4) Item No. 23, Signature of Authorized Represemtative. 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. 

b. Part III, Budget Information. (Refer to Appendix 6 for an example 
of a properly completed application budget.) 

(1) Section A, column (a). Grant applications requesting only one 
kind of discretionary fu~ds (either Part C or Part E), should 
place the designation "Dli-Part C" or DF-Part E" as appropriate 
on line 1. (See Appendix 6) Gran·t applications requesting a 
combination of Part C and Part E funding should place the 
designation on line 2. 

(2) Section A, column (b). Column (b) will always reflect the 
CataIog 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. 

(3) Special LEAA Instruct.ions. Applicants must follow the Instruc­
tions for completing Part III, Budget Narrative and Part IV 
Program Narrative cont.ained in Appendix 9 of this manual. 

Page 13 
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APPENDIX 3. APPLICA~ION FOR FE9ERAL ASSISTANCE (cnf>.TC1'T1RTTf"''T1TI"'\\\T\ 
~I!' ~~tw)f" rtcr.'-~1tG21a 

FEDERAL ASSISTANCE 2. /lPPll· •• HUI.IPER 1. STI.TE I. ~UhIBER 

CANT'S I.PP~IC"" 

I. TYPE 
TION o PREAPPLlCATION "'PPLI. II. PATO IDENTI· b. DATE fC4r mOAr" do. OF Yu.,. "'01l0.. d4V 

ACTION o APPL'CATION CATION 19 FIER ASSIGNED 19 
,M.rk • .,. o NOTIFICATION OF INTENT (Opl.) Lf'Gn r..pri4U .. ) o REPORT Of fEDERAL ACTlON 8!4"l: 

4. LEGAL APPLICANT/RECIPIENT 5. f£DER ... L EM PLOVER IDENTIFICATION NO. 

I. Alopn ... 1 NI.,. : 
b. OrClnluUon Unit , 

6, 1 1 I- 1 1 1 1 <. Sirotl/P.O. 8<lX : PRO. I. HUM8ER 

d. Cloy , •• Cou.17 : GRAM b. TinE 

I. SIoII •• liP c..!t: 
(From 

: F'od".! 
h. Co.loci P ...... (Na1M C.t%g) 

&: "ltph01t. No.) , 
~LiNiilDiSCRIPTION OF APPLIC ... NT·S PROJECT 8. TVPE OF APPLICANTlRECIPIENT 

A-Sllit. H-tommunlty Aelion h.fr".C'( 
EJ...htontite .- Hlrher (ducllianal Instllutl(X1 
c..-S.ubsut. J-lndWt lrlbt 

OI$t'lcl K-Qlh" (Sp.ri/wl: 
D-County 
E-Ci~ . 
F ... S::rIO':l:! District 
G-~~~<h:1 PutpO" 

l"utritt Efttlf' ClJlJ'TOPriaC. kUtr 0 
9. TYPE OF ASSISTANCE 
,,""auh: Grant D-1nsur.ncl 
e-liuppltmonht GrlInt t:-Qlhor EnttrapP1"'1)oo m 
c-t ... pr~C. IcUcr(.) 

10. AREA OF PftOJECT IMPACT INolllt:J 01 eili", ~OU":ilf. 11. ESTIMATED NUM. 12. TYPE OF APPliCATION 
Statu, .te.) BER OF PERSONS ..... N'" C-RNISl(tn E ..... Uimonl.ltlOl1 

BENEFITING B-Rlnewal O-ContinuIUol'I 
Entt1' opproprUat' ItU,,~ 0 

13. PROPOSED FUNDING U. CONGRESSIONAL DISTRICTS OF: 15. TYPE OF CHANGE (I'or lI' 01' II.) 

•• FEDERAL $ .00 I. /J'PUCANT b. PIIOIECT 
I.-lner .. sa Oollan 
B-Dottuu DoUst\. 

r-Qlh" (SP'tit.) I 

b. ,u>PlICANT .00 
C-)n,reu. Our,llon 
O-Oecruu Ouuhon 

t. SI~TE 16. PROJECT START 17. PROJECT E-CaM.1!allon 
.00 

El\ttf tippro.. OIl DATE feG' ",""Ih <Ia. DURATION 
-!: lOCAL • 00 19 Month • J)riGte t.U~r(.) 

•. OTHER .00 18. ESTIMATED DATE TO 
BE SUBMITTED TO 

1',0,. month dov 19. EXISTING fEDER ... L IDENTlflCAnON NUMBER 

,. TOTAL S .ro fEDERAl AGENCV ~ 19 

20. FEDERAL AGENCY TO RECEIVE REQUEST (N ..... CilV. SI4U. ZIP ,odo) 21. REIolARKS ... DDED 

o V .. o No 

22. '0 To th. ~t of my ~no~l.dit and tMlI.r, b. If flqlJir.d, by OMS CimJilr ,\-95 this 'PDIIC-llhon .1, submitted. p\ll'lu,nt to in. Nor .. R"po1&u 
data In thiS P, .. ,pIiCillon/.ppll~IIOl1 If' .Iruchens th.r.in, to .wropnalt clNnnehoult' Ind all 1UPOlUts Ir • • tta~htd: 'JXI1l" .t"""'" 

THE true tnd cotrKt. th$ doeumtnt hu b.," 
... PPLICANT dul1 ,ut~Oflttd by the IO\Mnin, body d 0 0 CERTIFIES tht 'pollu"t 'I\~ lh .~iI(:.Int will eompl1 (I) 

lH ... T,.. .. Ilk- th ,",t~td lS\t.lnnc:u \f tht tutd. .. (2) 0 0 
Inet ht Ipproud. 

(3) 0 0 
23. •• TYPED twlE MD TITLE b. SIGNATURE co. DATE SIGNED 
CERTIfYING r .... ", ... 0.. .. ~ 
REPRE· 19 
SENTATIVE 

24. ... GENCY NAME 25. M'PLICA· r_ "",.tJ\ dow 

~~'1~IVEIl 19 

26. ;)RGANIZATIONAL UNIT :1. ADMINISTRATlVE OFFICE 2&. FEDERAL ... PPLICATION 
IDENTlfIC ... TlON 

29 .... DORESS. 30. FEDERAL GRANT 
IDENTifiCATION 

3.1 .... CTION TAKEN 32. FUNDINO r .. r ,"",,0.. do. 34. r_ --I~ do~ 
STARTING 

0" AWARDED I. FEDERAL $ .00 3}.: .... ~~.!!~.!LDATE ~ 19 D~TE 19 

o b. REJECTED b. ~PPLICJJIT • 00 35. CONTACT FOR ADDITIONAl INfORM .... 36- r .... _oat .... "", liON (Nam. IlM tcltp~. ''''tJlb,r) ENDING 
0" "=RNED FOR t. STATE .00 DATE 19 

AJjE/IOIWIT .!...!.OeAL .00 37. RPI ... RKS ... DDED 

O··D!.FERllED •. OTHER .00 

o •. WITHDRAWN ,. TOTAL $ .00 o VIC ONo 

38. I. In. t&k~( aboJoft IC'tlon t In, cQ'mm.,1I tf(,j~ from dMrinehoIJ1n " .... ton· b. FEDERAL AGENCY ",,95 Orri'CIAL 

FEDERAL AGENCY 
Ild.,.d. 11 It/)tlcy ,upon .. II dUI ":.4,, prO'fll/lln, 01 Put l, OMS C.mulu -'-'95. eNG"'. aM hlcpkoN )U,.~ 
It tuI. bttn 01 Iii- !>f.ne mad •• 

A-95 ACTION 

424-101 

Page 1 
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SEC110N IV-REMARKS (Plta.s. ",,'.rrM. ell_ proper item "ulOWer Irom Secti<nu I,ll C>l'111, il 4Wlkab14) 

STANDARD fORM 424 PAGE 2 (10-75) 
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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 ac.;ordance with OMS Circular A-95. Third, it will be used by Federal agencies to notify 
States of grant~·!I1·aid :awarded in accordance with Tmasury Circular 1082. Fourth, it may be used, on an 
optional basis, dS a notification of intent from applicants b clearinghouses, as an early initial notice that Federal 
assistance is to be applieCl for (clearinghouse procedure:; will govern). 

APPLICANT PROCEDURES FOR SECTION I 

Applicant will complete all items in Section I. If an Item Is not applicable. write "NA". If ~dditional space Is needed, Insert 
an asterisk ..... , and use the remarks section on the back of the form. An explanation follows for each Item: 

flem 

1. Mark approprlate bex. Pre'applicatlon and applica· 
tlon 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" bex. 

2a. Applicant's own control number, If rleslred. 

2b. Date Section I Is prepared. 

3s. Number' assigned by State clearinghouse, or If dele-
gated by Stat\" by areawide clearinghou~e. All reo 
quests to Fe<:i~lal agencies must contain this identl· 
fier if the program is covered by Circular A-95 and 
required by applicable State/areawide clearing' 
house procedures. If In doubt, consult your clear· 
Inghouse. 

3b • Date applicant notified of clearinghouse Identifier. 

4a-4h. Legal name of applicant/recipient, name of primary 
organizational unot which will undertake the assist· 
ance activity, complete h~dress of applicant, and 
name and telephone number of person who can pro· 
vide further Information about this request. 

5. E;mployer Identification number of applicant as as· 
Signed by Internal Revenue Service. 

Sa. Use t;al~''Jg 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" a~d explain in remarks. 
If unknown, cite Public Law cr U.S. Code. 

lib. Program title from Federal Catalog. Abbreyf,,!e If 
necessary. 

7. Brief title and appropriate description of project. 
For notificallon of intent, continue [n remarks sec· 
tion If necessary to cc",ey ~roper de~criptlon. 

8. Mostly self·explanatory. "City .. includes town, town· 
ship or other munici~aliti. 

9. Check the type(s) of assistance requested. The 
definitions of the terms are: 
A. Basic Grant. An original request for Federal 

funds. This would not include any contr:butlon 
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 requrred matching 
share of the basic Federal program (e.g .• grants 
ewarded by the Appalachian Regional Commis' 
slon to provide the applicant a matching share). 

C. Loan. Self explanatory. 
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10. 

11. 

12. 

13. 

14a. 

14b. 

15. 

D. Insurance. Self explanatory. 
E. Other. Exlllain on rpmarks 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, list it rather than subunits. 

Estimated number of persons directly b~nefitlng 
from project. 

U~e appropriate code letter. Definiti'lns are: 

A. New. A ~ubmlttal for the first tlmo fer ~ new 
project. 

B. Renewal. An extension for an additional funding/ 
budget period for a preject having no projected 
completion dale, but lor which Fe~eral support 
must be renewed ea:11 year. 

C. Revision. A modification to project nature or 
scope which mllY result In funding change (in· 
crease or decrease). 

D. Continuation. ,\n e~!~nslcn for an additional 
funding/budget period for a project the agency 
Initially agreed to fund for a definite number of 
years. -' 

E. Augmentation. A requirement for additional 
funds for a proiect previously awar'ded funds in 
tha same funding/budget period. Project nnture 
and scope unchanged. 

Amount requesl~d or to ba contributed during the 
first fundin(!!budcet period by ea~h contributor. 
Value cf in· kind contributions will be Included. If 
the nction Is a change in dollar amount of an exist· 
ing grant (a reVision or aUgmentation), indicate 
only the arr.clInt of the change. For decreases en· 
close the ~m"unt In parentheses. If both ba-slc nnd 
tupplemental amounts are included, breakout in 
remarks. For multiple prceram funding, use totals 
and show program brcaJ\ollts in i~marks. Item defl. 
nitlons: 13a. amount requested from Federal Gov. 
eromant; 13b, amount applicant will contribute: 
13c, amount from StJte. if ;.pplicant Is not a State; 
13d, amount from Incal government, If applicant is 
no! a local ecverr.mer.t: 13e. amount from any other 
sources, explain In remarks. 

Self explanatory. 

The d;stricl(s) where most of actual work will be 
accomplished. If clty·wide or State·wide, covering 
several districts, write "clty·wide" or "Stote·wide." 

Complete only for revisions (Item 12c), or augmen· 
tations (item 12e). 
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Item 

16. 

17. 

18. 

HE 4S00.2A 
~. "--. 

Approximate date project expected to begin (usually 
associated with estimated date of availabilit. of 
funding). 

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

Estimated date preapplication/apphcation 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. 

Item 

19. 

20. 

21. 

'7 

Existing Federal Identification number if this Is not 
a new request and directly relates to a previous 
Feder.1 action. Otherwise write "NA". 

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

Check appropriate box as to whether Section iV of 
form contains remarks and lor additional remarks 
are attached. 

APIOLICANT PROCEDURES FOR SECTION II 

Applicants will always complete items 23a, 23b, and 23c. If clearinghouse review is required, item 22b must be fully com· 
pleted. An explanation follows for each item: 

116m 

22b. 

238. 

List clearinghouses to which submitted and show 
in appropriate blocks the status of thel( refponses. 
For more than three ciearlnghouses, continue in 
remarks section. All written comments submitted 
by or through clearinghouses must be attached. 
Name and title of authorized representative of legal 
applicant. 

Item 

23b. Self explanatory. 

23c. Self explanatory. 

Note: Applicant completes only Sections I and If. Section 
III is completed by Federal agencies. 

FEDERAL AGENCY PROCEDURES FOR SECTlor~ III 
If applicant·supplied information in Sections I and 11 needs no updating or adjustment to fit the final Federal action, the 

Federal agency )'IiII complete Section III only. An explanation for each item follows: 

Item 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 

33. 

34. 

Executive department or independent agency having 
program administra.tion responsibility. 

Self explanatory. 

Primary organizational unit below department level 
having direct prograrr, management responsibilIty. 

Office directly monitoring the program. 

Use to Identify non·award actions where Federal 
grant Identifier in item 30 is r.ot 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. US<! remarks section to' amplify 
where appropriate. 

Amount to be contributed during the first f~:l6'i,gl 
budget period by each contributor. Value of In·~i'ld 
contributions will be included. If the action is a 
change in dollar amou:lt of an existing grant (a revl· 
sion or augm2r.t~tion). ind,cate 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 multiplil pro· 
gram funding, use tutals and show program break· 
outs In remarks. Item defJOitions: 32a, amount 
awarded by Federal Government; 32b, amount ap· 
plicant 1'1111 contribute; 3:?c. amount from State, if 
applicant is not a State, 32d, amount from loc:: 
government if applicant is not a local government: 
32e, amount from any other sources, explain in 
remarks. 

Date action was taken on t\lis request. 

Date funds will become available. 

ftem 

35. 

36. 

37. 

38. 

Name and telephone no. of agency person who can 
provide more infor"1~~;o)n regarding this assistance. 

Date after which funds will no longer be available. 

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

For use v.ith A-95 action notices only. Name and 
telephone of person who can assure that appropri· 
ate A-95 action has been taken-If same as person 
shown In Item 35, write "samo", If not applicable, 
write tiNA". 

Federal Agency Procedures-special considerations 

A. Treasury Circular 1082 compliance. Federal agency will 
assure proper completion of S~ctions I and III. if Section I 
Is being completed by Foderal agency, all applicable items 
must be filled in. Addresses of State Information Recep· 
tlon AgenciJs (SCIRA's) are provided by Treasury ~p~rt· 
ment to each agency. This form replaces SF. 240, which 
will no longer be used. 

B. OMS Circular A-95 compliance. Federal agency will as· 
sure proper completion of Sections I, II, and III. This form 
is reqUired fer notifying all reviewing clearinghouses of 
major actions on all programs reviewed under A-95. 
Addresses of State and areawide clearinghouses are pro. 
vided by O~~B to each ag: ,'oy. Substantive differences 
between applicant's request und/or clearinghouse recom· 
mendations. and tMe project as finally awarded will be 
explained in A-95 notlfl~atlons to clearinghouses. 

C. Special note. In most. but not all States, the A-95 State 
clearinghou~e and the (TC 1082) SCIRA are the same 
office. In such cases, the A-95 award notice to the State 
clearinghouse will fulfill the TC 1082 award notice reo 
quirement to the State SCIRA. Duplicate notification 
should be avoided. 

STANDARD FORM 424 PAGE 4 (10-75) 
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!'lEC 2 1977 

U. S, DEPARTMENT OF JUSTICE A;)proved: 
(~i'-iB r~o.43-R0559 

LAW ENFORCEMe:NT ASSISTANCE AOMINISTRATION 

I. 
APPLICA TIOH FOR FEDERAL ASSISTANCE 

5101. Clearin;"-ouse Identifier 

(FOR CONSTRUCTION PROGRAMS) 
2, Applican,'. Application He>. 

PART I 
3. F.d.rol GtOl'lt~, "'9_"C,/ .. Applicant Nam. 

--OrgOl1lntionol Un" Deportment Ol ... hlon 

Adm.'nl"~Qth'. OHice StTHt Addr ... _ P.O. 80 .. 

St, .. t A4d',." - P.O. Bo .. CUy GOI.Il\\'1 

City Stlrt. Zip Cod. Stat. Zip Cod. 

s... Oucdptl ..... Nam. af th ... Prated 

.. F.d.to\ Co.alll!! No. 7. F-.d.,o\ f\,lnd\ft~ R.qllut.d 

S 
B. Ctcurt .. Typg 

___ Stat., ___ County, ____ Clty, ___ Oth.t (Specify) 

9. Type of Appliccnlo" Ot Requul 

___ H*w Gran •• ___ Contlnlolotion. ___ Sl,\p~\t.m.nt. ___ Ot"., C"on~u. (SpuUy) 

10. Type of Assl,":lI1c. 

___ Gronl, ___ Loon, ____ Oth.r (Spctelfv) --t 1. Populotion OIr.ctly ae"efitlnv from the Protect 13. Length 01 Project 

T2. ConO''',loncl Ol,'rll:, 1.C. Be~lnnlnl OQ'fe 

.. 
"- IS. Ogf. of AppflcotJon 

16. The OfIphcent certlfiu thllt to the b .. , of hil knowledge and bell.f the dote In thll CPpllco1lon CII'. true O!'Id cOtrecf. and thot h ..... 111 conlply 
.... lth th. trilo.:"" GllUrance" If". ,.C.'\I., th. gro"Io 

Typ.d nom. 

1
7111

• 
T.l.phon. Hum"., 

" .. tA 'OCt HUMIcn IItT. 

Signatur. 01 Authorl zed R.p,eunllrtlv. 

r:o, Fed.,,,1 U,. Ortl,. 

--
l~A~ rC'~ 4000!4(Rev.B-7J) R~o13ces edition of b-7~ which 

is obsclete. 
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2 

INSTRUCTIONS 

PART I 

This form shall be used to apply for Foderal assistJnce for 
all construction, land aCQuisition or land development 
projects. Also. this form shall be used to request supple· 
mental assistanct!'. propose chanqes or amendments to ap' 
proved grants, and request continuation or refunding for 
approved grants originally submitted on this form. 

Submit the original and two cop;es 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 not 
applicable. When a request is made fer supplemental assis· 
tance, amendments or" changes to an approved grant, submit 
only those pages which are appropriate. 

Item 1 - Enter the SU.te cleannghouse identifier. This is the 
code or nLlmber assigned by the clearmghouse to applica­
tions requiring State clearinghouse coordination for pro­
grams listed in Attachment D. Of lice of Management and 
Budget Circular No. A·95. 

ItIHn 2 - Enter the applicant's application number or other 
identifier. If a preapplication was submitted, ~hQW also the 
number that appeared on the preapphcation, if different 
than the application number. 

Item 3 - Enter the name of the Federal grantor agency. the 
name of the primary organizational unit to which the appli· 
catton is addressed, the name of the administrative officp. 
having direct operational responsibility for managing the 
grant program. and the camplet .. 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 appli· 
cant. 

Item 5 - Enter the descriptive name of this project. 

Item 6 - Enter the appropriate catalog number as shown in 
the Catalog of Federal Domestic Assistance. If the assis· 
tance pertains to more than one catalog nl1mber, leave this 
SIIoce blank and prepare e separate set of Part III Forms for 
each catalog number. 

Item 7 - Enter the amount that Is requested from the Fod· 
!!ral Government in this application. This amount should 
agree with the amounts shown in Part III. Section 8. Line 
22. For reviSions, chanqes or amendments show only the 
amount of the increasa or decrease. 

Item 8 - Check one grantee type. If the grantee is other 
than. State. county. Or city government. specify the type 
of grantee on the "Other" line. E.amples of other types of 
grantees are council of governments, interstate organiza.­
tions, or speclal units. 

Item 9 - Check the type of application or request. If the 
"Other Changes" block is checked. sPPCify the type of 
change. The definitions for terms used in Item 9 are as 
follows: 

a. New grant - a request which is being submlttod by 
the applicant for the fOrst time. 

b. Continuation grant - a request \hut pertains to tho 
continuation of multi·year grant (e.g" the second 
year award for a project which will extend over five 
years.) 

c, Supplemental grant - a request which pertains to an 
increase in the amount of the Federal contribution 
for the sallle period. 

d. Other changes - specify one or more of the follow· 
ing! 

(I) Increase in duration -. request to e.tend the 
grant period. 

(2) Decrease in duration - e request to reduce the 
srant period. 

(3) Decrease In amount- a request to decrease the 
amount of the Foderal 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. 

Item 11 - Enter the number of persons dire<;tly benefiting 
frol'il this project. For example, if the project is for the 
construction of a neighborhood health center, enter thtt 
estimated number of residents in the neighborhood that 
will use the center. 

1t,",12 
a. Enter the congressional district in which the Lpplicant 

is located. 

b. Enter the congressional dlstrlct(s) in which Olost of 
the actual work on the pro!ect will be accomplished. 
If the work will be eccomplished city,wide or State· 
wide, coverinG several congressional districts, write 
"city-wide" or '·State·wide". 

·'.m 13 - Enter the number of months that will be needed 
.n complete the pro!ect after Foderal funds ar. made avail· 
able. 

Item 14 - Enter the approximate date the pro!ect is 0.' 

petted to begin. 

Item 15 - Enter the datu this .ppll~ation is submitted. 

Item 16 - Complete the certification before submitting the 
report. 
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OMa NO. ,0-1If01'. 

PART II 

PROJECT APPROVAL INFORMATION 
SECTION A 

hem 1. 
Does this assistance request require State, local, 
regional, or other priority rating? 

___ Yes ___ No 

Item 2. 
Doos this assistance request require State, or lOcal 
advisory, educational or health clearances? 

Name of Governing Body _______ -'-____ _ 
Priority Roting _. ___________ _ 

Name of Agency or Baard __________________________________ __ 

___ Yes ___ No (Attach Documentation) 

Item 3. 
0085 this assistance request require clearinghouse review (Attach Comments) 
in accordance with OMB Circular A·95? 

___ Yes ___ No 

Item4. 
Does this assistance request require State, local, 
regional 07 other planning approval? 

____ Yes ___ Na 

Item 5. 
Is the proposed pt'oject covered by an approved 
comprehensive plan? 

___ Yes ___ No 

Item 6. 

Name of Approving Agency ___________ _ 
Oato _______________________ _ 

Check one: State 
Local 
Regional 

o 
o 
o Location of plan _______________ _ 

Will the assistance requested, serve a Federal Nome of F.derollnstallatian __________ _ 
instollation? ____ y.s ____ No Federal Population benefiting from Project ______ _ 

Item 7. 
Will the assi,tonce requested be on Federal land 
or installation? 

Nomo 01 Federallnstollatian ___________ _ 
Location 01 Federal Land 

____ Yo' ____ No Percent of Project ______________ _ 

Item S. 
Will the assistance requested have an impact or effect 
on the enVironment? 

___ Yos ___ No 

Itom 9. 
Will the assistance requested {('I':le the displacement of 
Individuals families, businesses,!!Ir ranns? 

Ye, No 
Item 10. 
I. there other related Federal aBistan'" on this 
project previous, pending, or anticipllh:d? 

___ Yes ___ No 

See instruction for additional information to be 
provided. 

Number of: 
Individual s 
Families 
Businesses ______ _ 

Farms 

See instruction s for additional information 10 be 
prOVided. 
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:L.l .... 

INSTRUCTIONS 

PART II - SECTION A 

Negative answers will not require ~'1 explanation unless the 
Federal agency requests more inf~lf"ation at a later date. 
Provide supplementary data for all "Yes" answeri in the 
space provided in 'accordance with the following instruc­
tions. 

llam 1 - Provide the name of the governing body establish· 
ing tho priority system and the priority rating assigned to 
thl. project. 

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

Iteno 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 with a preapplication, do 
not submit them again but any additional comments reo 
celyed from the clearinghouse should be submitted with 
this application. 

Item 4 - Furnish the name of the apprOVing agency and. the 
approval date. 

Item 5·- 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 tho approved 
plan is available for examination and state whether this 
project is in conformance with the plan. 

Item 6 - Show the Federal population residing or working 
on the federal installation who will benefit 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 loo:ation. 

Item 8 - Briefly describe 'he po",ible beneficial andlor 
hermful 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 agenr.:ies 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 A""istance Catalog 
number, the program name, the type of assistance, the sta· 
t\Is and amount of each project where there is related pre-­
vious, pending, or anticipated assistance. Use additional 
sheeU, if needed. 
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• 
INSTRUCTION 

PART II - SECTION B 

11. SITES AND i'lPROVEMENTS: Not requi red, Attached as exhibits 
Applicant intends to acquire the site through: 

Eminent domain, . Negotiated purchase, Other means (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 Qf other estate interest , and number of years to run 

r 

b. Is lease renewable? Yes ___ No 

c. Current appraised value of laoo S __ . 
d. Annual rental rate S 

15. ATIACH AN OPINION FROM ACCEPTABLE TITLE COUNSEL DESCRIBING THE INTEREST APPLICANT/OPERATOR HAS IN THE 
SITE AND CERTIFYING THAT THE ESTATE OR INTEREST IS LEGAL AND VALID. 

~. WHERE APPLICABLE, ATTACH SITE SURVEY, SOIL tNVESTIGATION REPORTS AND COPIES OF LAND APPRAISAL~. 

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 ard specifications at application date: 

Schematics 01 Preliminary % Final % ,0 

20. TARGET DATES FOR: I 

Bid Advertisement Contract Award 
Construction Completion Occupancy -

21. DESCRIPTION OF FACtLlTY: Not required Attached as exhibits 
Drawings - Attach any draWings Which will assist in describing the project. 
Speclfications - Attach copies of completed outline specifications. 
(If drawings and specifications have not been fully completed, please attach copies or working drawings that have been completed.) I 

HOTE; ITEMS ON THIS StlEET ARE: SELF .. EXPLANATORY; THERErORE, NO INSTRUCTIONS ARE PROVIDED. 

Page 9 
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PART III - BUDGET INFORMATION - CONSTRUCTION 

SECTION A - GENERAL 

1. Federal Domestic Assistance Catalog No .•... •.•. '" . 

2. Functional or Qlher Breakout . .•.• . ............. 

SECTION B - CALCULATION OF FEDERAL GRANT 

u •• only for to"I.lon. 

Cost Clasalficotlon 
~at .. , App'o ... .d .4diusfmem 

Amount + 0< (-) 

1. Administration expense S ~ 

~ellminary expense 

3. Land,strutlures, flght·ol·way . , 
t ArChitectural en.IOeefing baSIC lees 

5. Other architectural engineeflng fees 

6. Proj~ct inspection lees 

7. Land development 

B. RelocatIOn Expenses 

9. Relccation payments to Indlviduats and 8usines~es 

10. Demolition and removal 

11. Construction and proJecl improvement 

12. Equipment 

13. Miscellaneous 

14. T~tal (lines I thlough 13) 

15. Estimated Income (if applicable) 

16. Net Prolect Amount (Line 14 minus (5) 

17. Less: Ineirglble E,t1usrons 

lB. Add: Conlingencies 

19. Total ProJecl Amt. (Excluding Reh:rbilitation Grants) 

20. Federat Share requested 01 Line 19 

21. Add Reh<ililitation Grants Requested (100 Percent) 

22. Total Federal granlre",ested (lines 20 & 21) 

23. Grantee share 

24. Other shares 

15. Total project (LUllS 22, 23 & 24) s s 

Page 10 
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To'ql 
Amount 

Required 

$ 

s 
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.. ~ ...... ----- . 

SECTION C - EXCLUSIONS 

Cloulficcnlon lnellglbl. I"" E.clud.d hom 
Porllclp",lon Contlnge""y Provision 

26 (I) _(21 

0- S $ 

i b. 

c. 

d • 

.. 
I. 

g. To.oh $ S 

SECTION D - PROPOSED METHOD OF FINANCING NON-FEDERAL SHARE 

1 

27. Grantee Share S 

a. Securities 

b. Mortg,lges 

c. Appwpriations (By Applicantl 

d. Bonds 

e. Tax levies 

f. Non Cash 

g. Other (Explain) 

h. TOTAL - Grantee share 

28. Other Shares 

a. State 

b. Other 

c. Total Other Shares 

29. TOTAL $ -
SECTION E - REMARKS 

l __ 
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INSTRUCTIONS 

PART III 

Section A. General 

1. Show the Federal Domestic Assistance Catalog Num­
ber from which the assIstance 15 requested, When 
more than one oro gram or· Catalog Number is in­
volved and the amount cannot be distributed to the 
Federal grant program or catalog number on an over-
01111 percentage basis, prepare a SLparate set of Part 111 
forms for each program or Catalog Number. However, 
show the total amounts for all proarams in Section B 
of the basic application form. 

2. Show the functional or other categorical breakouts, if 
required by the Federal grantor agal"cy. Prepare a 
separ,at~ set of Part III forms for each category. 

Section B. Calculation of Federal Grant 

When applying lor a new grant. use the Total Amount 
Column 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 feas,' 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 legislation and 
also show this amOUnt under Section E Remarks. 

Line 2 - Enter amounts pertaining to the work of locating 
and designing, making surveY!i and maps, sinking test holes, 
Md all other work required prior to actual construction. 

Line 3 - Enter amounts directly associated with the acqui· 
sitlon 01 land. oxistlng structures. and related right·ol-way. 

Line 4 - Enter basic fees for architectural engineering 
serviens. 

Line 5 - F.nter amounts for other architectural engineering 
services, such as surveys, tests, and borings. 

Llne 6 - Enter fees for inspection and audit of construc· 
tlon and related programs_ 

Line 7 - Enter amounts associated with the development 
of land where the primery purpose 01 the grant is land 
improvement, Site work normally associated with major 
construction should be excluded from this category and 
shown on Line 11. 

Line 8 - E •• ter the dollar amounts needed to provide relo· 
cation advisory assistance, and the net amounts for replace­
ment (last resort) he using. Do not include relocation ad· 
ministration expenses on this line; include them on Line 1. 
line 9 - Enter the estin\ated amount of relocation pay· 
ments to be made to displaced persons, business concerns 
and nOl""profit organizations for mOYing expenses and re­
placement hou~ln9. 

Line 10 - Enter the gross salaries and wages of employees 
01 the grant.e who ""ii be directly engaged in perlormlng 
demolition or removal of structures from dellelcoed land. 
This line should show also the cost 01 demolition or re· 
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moval 01 improvements on developed land under a third 
party contract. Reduce the com on thIS line by the amount 
of e'J(pected proceeds from the sale of salvage, if so in. 
structed by the Federal grantor agency. Otherwise, show 
the proceeds on Line 15. 
Line 11 - Enter amount!i for the actual construction of, 
addition to, or restoration of a facility. Also include in this 
category the amounts of project improvemen"ts such as 
sewers, streets, landscaping and lighting, 

Line 12 - Enter amounts for equipment both fixed and 
movable exclusive of equiprT!ent used for construction. For 
example. include amounts for perm~nently attached lab. 
oratory tables, built·in audio visual systems, movable desks, 
chairs, and laboratory equipment. 
Line 13 - Enter amounts for items not specifically men. 
tloned above. 
Line 14 - Enter the sum 01 Lines 1-13, 

Line 15 - Enter the estimated amount 01 program income 
that will be earned during the grant period and applied to 
the program. 

Line 16 - Enter the diHerence between the amount on 
Line 14 and the estimated income shown on Line 15. 

Line 17 - Enter amounts for those items which are part of 
the project but not subject to Federal participation (See 
Section C, Line 26g, 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 thl! amount which IS 

exclud3d from the contingency prOVisions shown "in Section 
C, Line 26g, Column (21. MultiplV the Computed amelUnt by 
the percentage factor allomd by the grantor agency in ac. 
cordance with the Federal program gUidance. For those 
grants which provide for a fixed dollar allowance in lieu of 
D percentage allowance, enter the dollar amount of this 
allowance. 

Lin. 19 - Show the total amount 01 Lines 16,17, and 18. 
(This is the amount to which the matching share ratio pre­
scribed in program legislation is applied.) 

Line 20 - Show the amount 01 Federal funds requested 
exclusive of fun':1s for rehabilitation purposes, 

Line 21 - Enter the estimated amounts needed lor rehabili­
tation expense if rehabilitation grants to individuals are 
made for which grantees are reimbursed 100 percent by the 
Federal grantor agency in accordance With program legisla. 
tion. If the grantee shares in part 01 this e.pense 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 Irom Section 0, Line 27h. 

Line 24 - Show the amount from Section 0, Line 28c. 

Line 25 - Sell-explanatory. 

• 
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INSTRUCTIONS 

PART III 

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 or Fed· 
eral grantor ilgency instructions. The total amount on Line 
g should agree with the amount shown on Line 17 of Sec· 
tion B. Show in Column (2) those project costs that are 
st,Jbject to Federal participation but are not eligible 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 can· 
tribution, explain what this contribution will consist of. 

Page 13 

Line 27 h - Show the total of Lines 27 a·g. This amount 
must equal the amount shown in Section B, Line 23. 

Line 28 a - Show the amount th"t will be contributed by a 
State or state agency, only if the applicant is not a State or 
state agency. I f there is a noncash contribution, explain 
what the contribution will consist of under Section ERe· 
marks. 

Line 28 b - Show the amount that will be contributed 
from other sources. If there is a noncash contribution, ex· 
plain what this contribution will consist of under Section E 
Remarks. 

Line 28 c - Show the total of Lines 2Ba 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 2&. 

Section E. Other Remilrks 

Make any remarks pertinent to the project and provide any 
other information required by these instructions or the 
grantor agency. Attach additional sheets, if nece5sary. 
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II 

PART IV 

PROGRAM NARRATIVE 

Prepare the pro!]rarn narrative statement in accordance with the follow!ng instructions for all new grant programs. Requests 
for supplemental assistance sh~uld be responsIve to Item 5b only. R~uests for continuation or refunding or other changes of 
an approved project should be res~onsive to Item 5c only. 

1, OBJECTIVES ANO NEED FOR THIS ASSISTANCe. 

Pinpoint any relevant physical, economi:, sor:ial, financial, 
institutional, or ather problems requiring a solution. 
Demonstrate the need for assistance and state the principal 
and subordinate obj~tive5 of the project. Suoporting docu· 
mentation or other testimonies from concerned interests 
other than the applicant may ce used. Any relevant dat.1 
based on planning studies should be included or footnoted. 

2. RESULTS OR BENEFITS EXPECTED. 

Identify r .. ults and benefits to be derived. For examele, 
include a description of who will occupy the facility and 
show how the facility will be used. For land bcquisitiol1 or 
development projects, explain how the project will benefit 
the public. 

3, APPROACH. 

D. 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 technological innovations, reductions in 
cost or time, or extraordinary social and community 
Involvements. 

b. Provide for rach grant program monthly or quarterly 
quantitative :;Jrojections of the accomplishments to be 
achieved, if possible. When accomplishrnents cannot 
be quantified, list the activities in chronological order 
to show the schedule of accomplishments and their 
brget dat ... 

c. Identify the kinds of data to be collected and main· 
tained, and di$Cuss the criteria to be used to evaluate 
the re",lts and success of the project. explain the 
methodology that will be used to determine if tha 

needs identified and discussed are being met and if 
the r"",lts and ben.flts identified in Item 2 are being 
achieved. 

d. List each organization. cooperator, conSUltant, or 
other key individuals who will work on the project 
along with. short de<cription of the nature of their 
effort or contricution. 

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, PROVIOE THE FOLLOWING IN· 
FORMATION: 

a. Describe the relationship between this project and 
other work p~anned. anticipated. or undefVolay under 
the Federal Assistance listed under Part II, Section A, 
Item 10. 

b. expl.in the reason for all requests for supplemental 
assistance and justify the need for addi',;onal funding. 

c. Discuss accomplishments to date and list In chrono· 
logical order a schedule of accomplish",ents, progrrss 
or milestones anticipated with the new funding re­
quest. If there have been significant chang .. in the 
project objectives. location, approach or time delays, 
explain and justify. For other requests for changes or 
amendments, explain the reason for the changels). If 
the scope or objectives have changed or an ex.tenslon 
of time is necessary, explain the circumstances and 
justify. If the total budget has been exceeded or if 
Individual budget Items have changed more than the 
prescribed limits contained in Attachment K, Office 
of Management and Budget Circular No. A·l02, ex· 
plain ond justify, the change Dnd its effect on the 
project. 
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PART V 

ASSURANCES 

The applicant hereby assures :md cenlfies that he will comply with the regulations, policies, guidelines and requlrem~nts. 
Including Office of Management and Budget Circulars Nos. A·S7. A 95. and A·102. JS they relale 10 the application. 
accltpt3nce and use of Feceral funds for this federally a~isted project. Also, the applicant gIVes assurance and certifies with 
• .spect 10 the granl that: 

1. It possesses legal aUlhorily to apply for the grant. and to 
finance and construct the proposed facilities, th.Jt a resolu­
tion, motion or similar action ha'S 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 contatned therein, and directing 
and authoriZing the person identified as the official repre­
sentative of the applicant to act in connection with the 
application and to provide such additional informcltian as 
may be required. 

2. It will comply with Ihe provisions of: Executive Order 
11296, relating 10 evaluation of flood hazards. and Execu· 
tive Order 11288, relating to the prevention, control, and 
abatement of waler pollution. 

3. It will have sufficient funas available to !lieet the non· 
Federal share of the cost for construction projects. Suffi· 
cient funds will be a.vallable when construction Is com .. 
pleted to aSStJre effecti.e operation and maintenance of the 
facilitY for the purpose, constructed, 

4. I t will obtain approval by Ihe appropriale Federal 
»gency of the final working drawings and specifications be­
fore the project is acNertised or placed on the market for 
bidding; that It will construcl the project. or cause it to be 
constructed, to final completion in accordance with the 
application and approved plans and speciticalions; that it 
will submit to the appropriate Federal agency for prlorap· 
proval changes that alter the costs of the projec~ "I'! of 
space, or functional layout: that it will not enter intoJ a 
construction contract(s) for the project or undertake other 
activitie-s unt1l the conditions of the construction grant pro­
gram(s) have been mel. 

5. It 1"111 provide and maintain competent and odequale 
.architectural engineering supervision and inspection at the 
constnJction site to insure thilt the completed work can .. 
(0"'" with the approved plan' Md specificatIOns; that it 
will furnish progress reports and ~'Ich other information as 
the Federal grantor agency may require, 

6. It will operate and mainta'n the facilitY in accordance 
with the minimum standards as may be required or pre· 
scribed by the applicable Federa!. Stale and local agencies 
for the maintenance and operation of such facilities. 

7. It will give the grantor agency and the Complroller Gen· 
eral through any authoriled representathle access to and the 
right to cJiamine all records, books, papers, or documents 
related to the grant 

B. 1\ will require the facility to be desi4ned to comply with 
tho "Americ,n Standard Spec,f,cat'ons for Making Build· 
ings and Facililies Accessible to. and Usable by. the Physi. 
cally Handicapped." Number A 117.1-1961. as modified 141 
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. I t will caul'! work on the project to be commenced with­
in a rea!onable time after reGeipt of notification from the 
approving Federal agency that funds have been approved 
and Ihat the project will be prosecuted 10 completion with 
reasonable diligence. 

10. It will not dispose of or encumber its title or other 
interasts in the site and facilities during the period of Fed· 
era! interest or while the Government holds bonds. w"ich· 
ever is the longer. 

11. it wtll 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 shall. on the ground of 
race, eator, or national origin, be excluded from participa* 
tion In. be denied the benelit< of. or be otherwise subjected 
to discrimination under any program or activity for which 
the applicant recei,es Fed,,,,1 financial assistance and will 
immediately take any measures necessary to eff""tuale this 
agreement. I f any real property or structure thereon is pro. 
vided or improved with the aid of Federal financial assi,· 
tance extended to Ihe Applicant. this assurance shall obli· 
gate the Applicant. or in the case of any tr~nsfer of such 
property. any transfer .... for the period during which the 
real property or structure is used for a purpose for which 
Ihe Federal financial assistance is extended or for another 
purpol'! involving the provision 01 similar services or ben ... 
fits. 

12. It will establish safeguards to prohibit employees from 
using their positions for a purpose Ihat is or gives Ihe ap· 
pearance of being mlltivated by a desire for p(ivate gain for 
theml'!lves or others. particularly lhose with "hom they 
have family, business, or other ties. 

13. It will comply with the requirements of Title II and 
Title III of the Uniform Relocation Assistance and Real 
Property AcquisitiOn< Act of 1970 (P.L. 91·646) which 
provides for fair and equit.ble treatment of person. dis­
placed as a result of Fed.ral and federally a",isted pro­
grams. 

14. It will campiI' with all requirements imposed bV the 
Federa! grantor agency concerning special requirements of 
law, program requirements, and other 3dmi01strative reo 
quirements approved tn ac;cordancft with Offic:e of Manaqe· 
ment and Budget Circular No. A-l02. 

15. It will comply with the provisions of the Hatch Act 
which I1mit the pOlitiCal activity of employees. 

16. It will comply With the minimum wage and maximum 
hours provisions of the Federal Fair Labor Standards Act, 
as they apply to hospital and educ.tion.1 institution om· 
p!oye .. of Siale and local governments. 

/)OJ·197J.OR 
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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 Smmnary Form (LEM 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 

B. 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. 

C. State-of-the-Art 

Discussion of what has been done in project area. 
For continuation grants) discussion of accomplishments 
under earlier grants 
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D. Description of Proposed Approach 

-------

Nature of the Project (study, pilot, test, Gemonstration. 
implementation, etc., and if applicable stage in APDP) 
and description of what they will do 
Scope and r;H~tbodo 1 ofi:( of rroi ect anq ~,ro~abil i ty of success 
Follow-on eftorts 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 jus tice community (assuming no .f'urtber 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 

II. APPLICANT INFORMATION 

A. Criteria for Choice of Applicant 

Describe the procedures and criteria used to select the applicant 
to conduct the work contained in the applicfltion. 
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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 continuation 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. 

III. "FINANCIAL INFORMATION 

A. LEAP_ 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: 

MBO Subprogram Budget 

Total allocations for MBO 
subprogram 

obligated to date for 
MBO subprogram 

this grant application 

Percent of budget to be used for 
this grant 

IV. OTHER INFORMATION 

$100,000 

25,000 

10,000 

10% 

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. 
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Attachment A 

GRANT TECHNICAL REVIEW CHECKLIST 

1. Problem which the grant is to address is documented by data. 

Yes ____ _ Noll ------ NA -----
2. Documentation submitted justifies the appropriateness of the 

site for the project. 

Yes ----- Noll ___ _ NA ___ -'-_ 

3. Target groups for project operations are defined explicitly. 

Yes ----- Special Condition* NA ____ _ 

4. Project ob}=ctives specify key results to be accomplished. 

Yes ----- Special Condition* NA ____ _ 

5. Planned project tasks represent a logically conceived 
method for accomplishing all stated project objectives. 

Yes Special Condition* NA 

6. Information required by LEAA policy to monitor and review 
the project is provided. (I 4500.4, Paragraph 9a) 

Yes Special Condition* NA 

7. Milestones are established to track progress toward all 
project objectives and a timetable has been set. 

Yes --- Special Condi tion~~ ----- NA ____ _ 

8. Resources allocated are adequate to achieve the project 
objectives stated. 

Yes'--__ Special Condition* ----- NA ____ _ 

9. Measures selected to aSsess achievement of proj ect milestones 
and objectives are understandable. 

Yes Special Condi tion"~ NA 

10. Accurate and reliable information can be '.ibtained for the 
measures selected. 

Page 4 



HB 4S00.2A 
DEC 2 1977 

Yes Special Condition* NA 

1I. Data sources, collection, processing, and filing arrangements 
are indicated for the measures selected. 

Yes Special Condi tion<'; NA 

12. Pl~ns for measurements, data collection and reporting are 
coordinated to support assessment of performance targets 
set for project milestones. 

Yes!.--___ _ Spe.cial Condition* ____ _ NA ____ _ 

# Provide a short explanation 
~~ Specify Special Conditions by number 

;page 5 
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APPENDIX 5. SAMPLE AWARDS TO GRANTEE 

U.S. DEPARTMENT OF JUSTICE 
LAW ENFORCEMENT 

ASSISTANCE ADMINISTRATION 
GRANT AWARD p~oe:_l_oF 1... ' 

AND ADDRESS (Includ/n4 Zip 

Council 

bD INITIAL. 

o SUPPLEMENTAL 

PREVIOUS GRANT $ -0-
AWARD AMOUNT 

AMOUNT OF $ 1,000,000 
THIS AWARD 

TOTAL. 

$ GRANT 1,000,000 
AWARD 

o THE ABOVE GRANT PROJECT IS APPROVED SUBJECT TO SUCH CONDITIONS OR L.IMITATIONS AS ARE SET FOATH 
ON THE ATTACHf:D PAGEISI. 

t8J TITLE I OF THE OMNIBU$ CRIME CONTROL AND SAFE STREETS ACT OF 1968, 
42 U.S.C. 3701, ET. SEQ., AS AMENDED. 

:::J TITLE II OF THE JUVENILE JUSTICE AND DE:LINQUENCY PREVENTION ACT OF 1974, 
42 U.S.C. SOOI, ET. SEQ., AS AMENDED. 

o OTHER (Specify): 

MLTHOD OF PAYMENT 
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--.-- . .. .. , ' .. ---~-' . - ~ . -'~"f,",:,:II"f - .. 

u.s. DEPARTMEN'T OF JUSTICE 
, 

~r(; ,.-, LAW ENi'ORCEMENT GRANT AWARD PAQe:.l_O~ L; 
* --- ... !~ . ASSISTANCE ADWNISTRA TlON 

I.GRANTEE NA~E A><O "CORESS (1ncludln~ Zip Cod_) 4. GR"NT NU~BER 

Action Group, Inc. 76SS-99-0000 
5.GRANT PERIOD 

FROM 8/15/77 10 9/14/78 
6 .... W .. RD DAn:' 1 ... CTlON 

lA. 
GRAHTEP: 1r:i'ilVrfo.jC'lO~ NO.' 9/15/77 o INITIAL 

2.sUBGRAHTEE hAM=: A~O ADDRESS (Inclwdln6 Zip Cod» a.SUPPLEMENT NUMBER 

76SS-99-0000(S-1) l&l SUPPLE~ENTAL 
9. 

PREVIOUS CRANT $ 1 ,000,000 i 
AWARe AMOUNT 

10. 

'''. SUBCRANTEE IFISIVEHDOR N'.' 
AMOUNT OF $ 900,000 
THIS AWARD 

l. P~OJECT TITLE II. -
TOTAL 

$ GRANT ],9QO,000 AWA.RO 

\2. SPECIAL. CO",OITtCn"tS rCl .... Jr. " -lltpt.llc.hlflt) 

o THE "aOVE CR"'NT PROJECT IS APPROVED SUBJl:CT TO SUCH CONOITIO"S OR LIMIT"TIONS AS ARE SET FORTH 
ON ThE "'TT"'C>1E:D PACEISI. ---

I). $TATU1"OF\Y AUTt1Q,lITY FO~ CR.A.NT 

[K] TITLE I OF THE OMN IBUS CRIME CONTROL AND SAFE STREETS ACT OF 1968, 
• 42 U.S.C. 3701, ET. SEQ., AS AME'mED. 

[J TITLE II OF THE JUVENILE JUSTICE At-:D DELINQUENCY PREVENTION ACT OF 1974, 
·42 U.S.C. 5601, ET. SEQ., AS AMENDED. 

C OTHER (Specify): 

~ 
~" 'I.. 1 l'100 OF PAYMEUT 

THE CRANTEF..WILL RECC:'Ve: CASH VIA A LETTER OF CREDIT 0 YES ~ NO 

i GRANTEE ACCEPTANCE 
17. TYPED NAME AND TITLE OF AUTHORIZED C~DfrICIAL, , 

FI!JCAl... P"UNO GUO. DIY. 

la. SIGNATURE OF AUTHORIZED GRANTEE 
OFFICIAL 

LEAA USE ONLY . 
20. DOCUMENT CONTROL. NUMBER 

VEAA eODE; ACT. Ol"C. REG. SUD. MOO 

LEA" FORM 4000/1IREV. 5-77) J;>REVIOUS EDITIONS ARE OBSOLETE. 
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APPENDIX 6. SAMPLE SPECIAL CONDITIONS 

--------~'----------------------,----------------------------r__------"'---
U,S. DEPARTMENT OF JUSTICE 

LAW El'li-ORCEMEHT 
'ASSIS T ANCE ADMINISTRATION 

GRANT AWARD 

CONTINUATION SHEET 
'--

GR>NT NUM;E~DF_99_0000 I"WAR~/~T~/77 I 
F============'~'=============================================:=============-~ 

! 

SPECIAL CONDITIONS 

Grantee: Council on Crime and Delinquency 
----------------~------------~~--~----------------

Grant Number: 75DF-99-0000 

In addition to the General Conditions contained in the applicat:i.oll 
to which thi~ grant is subject, it is also conditioned upon and 
subject to compliance w'ith the ·following conditions: 

1. Grantee agrees to insure adherence by subgrantee to (1' 
general and'specifications and/or require~ents and sua~' 

reporting requirements ,for quarterly and financial anc 
narrative reports as set forth in Guideline Manual for 
Discretionary Grant 'Programs, M4500.1D and (ii) financc~al 
administration requirements as set forth in the Guideline 
Manual for Planning and Action Grants, M7l00.1A. 

2. All published material and written reports submitted 
under this grant or in conjunction with contracts under 
the grant must be originally developed mate~ial unless 
otherwise specifically provided in the grant or contrac:-
.~ocument. 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. 

3. Grantee must srunmit to LEAA seven (7) copies ox any 
handbook, manual video tape and/or any final product 
upon termination of grant. 

4. The grantee must submit to LEAA, a listing of nonexoend­
able property to include the cost of each item, 90-days 
prior to the termination date of the grant award. ;~ub­

mission of this"listing and disposition of such property 
shall be in acc0rdance with LEAA Guideline G7380.2, 
Standards for Property Acquired with LEAA Grant F'unds, 
dated August 30, 1976. (For all direct categorical 
arantR) 

L.E ...... FORM 4000/7'" 15-77) :OOJ 
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APPENDIX 7. REQUEST FOR ADVANCE OR REIMBURSEMENT 

O
REQUEST FOR ADVANCE 

• OR REIMBURSEMENT 
., (H· 3) 
" • (S •• In"wet/on. on baCk) 

3. Fed.rol Spanlotin; A".ncy and O'90n1zot!onal Ellmln' To Wt.lch 
RfPort I. SubmIU.d: 

U.S. Deportment of Justle_, LEAA 

APPROVED OMn NO. 43~RO$lO 

Pog. 
o! 

Pogel 

8. PERIOD COVERED BY THIS REQUEST 
FRO""' tMonth, day. yell') 

9~ Reclpl.nt O'IIGnlntlo" 

Neme 

10. Poy .. (Wh.r., chrek II to be Un! /. d,lIerent thltn II~m 9J 

Name 

Num~' 
&oStln' : 

City. St.t~ 
.... Z'pCode~ 

Numb.et 
.... Situf ~ 

City, Sr., • 
.so ZIP Cod.~ 

II. COMPUTATION OF AMOUNT OF REIMBURSEMENTS 'ADVANCES REQUESTED 

o. Tolal program 
ou,lo)" 10 clot. 

II. L., •. C"mulotile,' pl'0QrOm 
InCom' 

c. Nl'1 program ou,lay. (L'~ II 
mlnu. fine b) 

d. Es'imaled net ca." (lulloy. for 
od ... onc. period 

", Toiol (Sum 01 line. ell. d) 

f. Hon.Fad.to! .ht'l' of amount on 
l.ne. 

g_ ~~~.~ol shot. 01 amount on 

h. F~d.,al paym.nt. p' .... tou.I, 
,equ •• t.d 

I. F.d.,al .ha,. now r.qu •• ,.d 
f.t.lneo t mlnu. lin. h' 

to) Ib) It) 

$ 

TOTAL 

j. Adycnc .. ,..quh.d ht MClnth 
b, month. when I.. I-----+----------I---------l---------I---------l 
qu .. ,.d by Federal 2nd Month 
~~~nl~rma:Ael~~y pt,~I. 1-----4--------4--------l---------I---------l 
u.h .. duld Gd'fGl'lc·u. 3td Mtlnth 

12. AL TERHATE COMPUTATION FOR ADVANCES ONLY 

c. Amount ,.quuled (L.lne • m/nu, b) 

13. 

1 certify lhlJl fO the- best 01 my 
knowledge and belief the data 
abol'1!' are cortect and that all 
outlay ... Were made In accord· 
ance wIth the Slant conditions 
or other aSreamcnt and that 
paymenl ;."- due and hIlS not 
been preVIously requested. 

w 
Ii! .. 
'" "' W 
..J 
U 

APPROVED 
FOR 

PAYMENT 

PATCH NUM8ER 

L£AA FORM 716013 IREV.10·771 

CERTIFICATION 
,IGHI..TUR& OF A.UTHORIZ,£O CERTIFVING OFFIC'''\.. 

TVPED OR PRINTED N"ME AND TITLE 

TELEPHONE 

SPACE BELOW IS FOR AGENCY USE ONLY 
GRANT t.tA.NAGER'S SIGNATURE 

EDITION OF 6'76 IS OBSOLETE. 
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INSTRUCTIONS 

Plea .. type or print legibly. It.m. 1,3,4, 5,9, 10, 11c, 11., Ill, 11g, 11h, and 111, are sell ... xplanatory; 
specific instructions for other item, are as follows: 

Entry 

'ndh;o'e whether ,oquOIt is prepared on cosh or 
accrued upLI"ditur. basil. All roquests for ad­
Yoneea tho II be preparod on 0 cash basil. 

~~tU.~~·':t~r~:rR.i::~~~r~c:r~~:.~~~~h~ °FI~~n(I~'~~. 
'''tlon} coC:. 1f requostod by th. F.d.ral ogency. 

~ot oppllcubl •• 

;~J~~gthor ~,~n~fl~j ~:::':d~~ fthrl:hr~;::~~.nllfg th~d 
roquut 'I for "n ;ivonco or for both an advance and 
reimbursement, show the period that the odvance will 
covor. If th. roque.t il IGt rolmburnmonf, show tho 
~r1od for which the roimbutloment II roquosl.d. 

Hate: Tho Fed.ral 'p0nladng ogooclo. havlI the 
option of requiring reclplonti 'Q comple'. !fem" 11 
or 12. but nol both. Itom 12 .hould be UlOd whon only 
Q minimum omount of Informollan " noodod to make 
an advance and outlay Information contained In Item 
11 clln bet obtained In a tlmoly manno, flam othor 
report •• 

Th. purpo" of the vGrtlcal columna (a), (b), and (cl; 
I. to provide .pace for aoparato coat breakdowns 
when a project haa beon planned and budgeted by 

:~:g~::Jerd,n~!I:~ta o~::;I:~1itl~~:ld1~!:::~la c:~~d:; 
and Indica!. pogo numbo, In spaco provided In upp.r 

f~~~t/I::~·:r·~fc~:I,i~~~h~~I'd'~s.h~~~1 t~r~~~or::~ .. 
101" column on tho flnt pogo. 

Item 

11. 

llh 

lId 

Entry 

Enter In lIal of da'e ll
, th. month. day, and year of tho 

ending of the accounting period to whIch Ihls amount 
applln, Enter program outlays to dato (n.t of refunds, 
robat .. , and dlscountsl, In the lIppropriate columna. 
For r.quOits prepared on a call, bosh, oUllay. oro thl! 
aum of actual co.h dl,bursemantl for goods and serv­
Icu, 'ho amount of indirect axpenses charged, the vol. 
u. of In .. kind contributions applied, and the amount of 
cosh advances and payments made to subcantractou 
and subreciplonts. For ,oquests prepared on on ac· 
crued expenditure bosls, outla)'s arc the sum of the 
actual cash disbunemcnts f the amount of Indirect ex_ 
penses incurred, and the net increase (or decreolO) in 
the amounts owed by the reCipient for goods and olher 
property r~celved and for services performed by em­
ploy.os, cantractofS, lubgrantecu and other pa),ees. 

Enler Ihe cumulative cOlh Income recolved to date f If 
roque1tJ are prepared on a calh basis. For reques's 
prepared on gn accrued expenditure basi., anter the 
cumulative Income earned to dala. Under clthar basla, 

~~~rw~nsl~e~l:it~~at~nb:~~I~~Qf~lre the;, '::r~~~~T ~r~~::ram 
by Ih. terms of the grant or ol~er agroement. 

Onl)' when making' requests for advance payments, en­
t.r thJl total .stlmated amount of cosh outlaYI that 
will be modo dUring the porlod covered by the advance. 

Do not use this section. 

Do not use ,hi ... etlan unlan speclltcally authoriud 
In writing by the cognizant LEAA office. 

t 3 Complote the certificate bofore submittIng thl. r.­
qu •• I. 

ADDITIONAL INFORMATION 

A. All c .. dlt Ilgur •• will b •• hown in par.nth .. is ( ). 

B. Submission an a monthly ba.I., as ne.d.d. Advances 
shall b. req ... ted lor only a an. month period. 

C. Distribution: Orlglnol, y.llaw and pink capl .. to 
U.S. Department 01 Ju.tlc., LEAA 
Offlc. 01 the Comptroller. Control Desk 
Washington, D.C. 20531 

Gr •• n copy to be r.taln.d by SP,\ or ath~r grant ••• 
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-' f 1977 

, l , GRANT AT) mS'l't-h.ENT NOTICE -
~o· 

u.s. DEPARTI.'fHT (1f JUSTICE GRANT ADJUSTMENT 
LAW EtH(',crIlENT 

ASSIS T At-tCE A~'MI>{!ST RA TION NOTICE 
~.-----".-----.. --. 
I. GRANTEE NAME AND ADORU; ."'. :".1'". ,~'(' C."·.:o' 3. GRANT tWMPER 

-
PAGE __ OF __ 

--

-4. AOJUS1MENT NUMBER 

la. GR,l.NHE Ii" 'VEtHlOR NUMbt'1l 

2. PROJECT TITLE 
S. DATE 

6. GRANT MANAGER 

~- i.-. -_." -' " 

SECTION I. DEOBLIGATIONS &. REOI::LlGATIONS 

7. ACCOUNTING" CLASSIFICATioN CODE 9. 
Pi,EYIOUS GRANT 

FISCAL fUND BUD. DIY. AWARD AMOUNT $ 

YEAR ~ ACT. OFC. REG. SUB. MBO -- - 10. DEOBLICATlON OR 
REOBLIGATION AMT. S 

8. DOCUMENT CONTROL NUMBER 11. ADJUSTED 
AWARD AMOUNT $ 

r------ ....... - --,_ .. _" .. 
SECTlOt~ II. CHANGES ..... ~ --

12. CHANGE GRANT MANAGE" FROM TO -. 
ll. CHANGE GRANT PERIOD, fROM TO --r---- ............ "-

SECTION III. OTHER ADJUSTMENTS &. INFORMATION 

14. 

-

IS. TYPED NAME AND TITLE: OF AUTHORIZED LEAA 16. SIGNATURE OF AUTHORIZED LEAA OFFICIAL 
OFFICI,\L 

-- .--
fl~ tl o\Cl:.S LEAA F"HlV 4c.S.1/t WHICH)S OaSOLI:.TE'. r,UJ 
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DEC 2 1977 

GRANT AOJUSTMENT NOTICE (GAN) INSTRUCTIONS 

Thi 5 fe m is to be used for adj LIS t!"t:nts to a 11 grants awarded by thl'! Law Enforce­
ment r .sistance Ad~1inistration (LEAA). Only one grant may be adjusted by a 
single G~tl. 

If additional room is needed, use LEAA rorm 4040/2A, Grant Adjustment Notice -
Continu3tion Sheet. 

Items 1 thrll 3 are self-explanatory. 

Item 4. En'ur the nuwber of this grant adjusbnent. If a previous GAN is being 
revised, DO NOT enter t.he previous adjustli;ent nUl'lber followed by "REVISED." 
Instead ent.er the appropriate next sequential adjustment number. 

Item 5. Enter the date of this GAN. 

Item 5. Enter the name of th\.' grant manager. If the purpose of the GAN is to change 
the grant manager (Item 12), enter the ndMe of the new manager. 

Section I must be co~r1eted if a deobligation or a reobligation is being pro­
cessed. (A reob1igation is a cancellation of a current fiscal year deobligation.) 
In all other cases, none of the items in Section 1 are completed. 

Item 7 is completed for all deobligations and reob1igations. 

Item 8. If a deobligation or a reob1igation is being processed for a CURRENT 
FISCAL YEAR grant (i.e., current fiscal year document co~trol number (DC#) on the 
grant award) then a DCI must be assigned to the GAN by t~e operating plan holder 
or his designeJ. In all other cases, a DC# is not assigned. 

Item g. 

a. If the most recent modification to the amount of the gl'ant was an AWARD 
(initial or supplewental), then the amount in Item 9 m~st 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 amou~t of the grant was a DEOBLIGATION 
or a REOBLIGATlON, then the arrount in block 9 must be the same as the dl110unt 
in block 11 of the re1event GAN. 

Item 10. Enter the amount of the deob1igation or reob1igation. A deobligation 
should appear in brackets, e.g., (SlD.OO). 

Item 11. 

a. If the purpose of this GAN is to process a DEOBLIGATION, subtract the amount 
in block 10, from th~ JmOllnt in block 9 and enter the result. 

b. I f the purpose of ttl i ~ uP'l is to process a REOBLIGATlON, enter the slim of 
the amounts in block~ ~ ~nd 10. 

Items 12 lhrough 16 arc self-explanatory. 

)?a,ge 2 
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Dec. 2, 1977 

APPENDIX 9 

Addresses for mailing Reports of Federal Action 
to State Clearinghouses (A-95) and 

State Central Information Receotion Agencies (TC-10S"::!) 

In order to reduce duplicate mailings, each state (except Illinois) 
bas 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 10S2 requirement for notifying the State Central Information 
Reception Agency (SCIRA) and the A-95 requirement for notifying the 
state Clearinghouse. (NOTE: Th .. stil common addresses do not serve t.ne 
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. \~ashington St. 
Room 505 
Phoenix, Arizona 85007 

Arkansas 
Department of Local Services 
State Planning and Development 
Clearinghouse 

1st National Building, Suite 900 
Little Rock, Arkansas 72201 

California 
Office of the Governor 
Office of Planning and Researcr 
.1400 Tenth street 
Sacramento, California 958l~ 

Colorado 
Office of State Planning 
.and Budgeting 

Non-State Funds Section 
617 State Services Building 
Denver, Colorado 80203 

Connecticut 
State ClearinghOUse 
Office of Intergovernmental Programs 
340 Capitol Avenue 
Hartford, Connecticut 06115 

Delaware 
State Pianning 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, Flor.ida 32304 

Georgia 
Office of Planning and Budget 
Attention: Clearinghouse 
270 Washington street, S.W. 
Atlanta, Georgia 30334 

Hawaii 
~Clearinghouse: 
Department of Planning and 

Economic Development 
P. O. Box 2359 
Honolulu, Hawaii 96804 

Idaho 
~ion of Budget, Policy 

Planning and Coordination 
State House 
Boise, Idaho 83720 
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I.J.linois (2) 
(1) State C1earinghuuse: 
State Clearinghouse 
Bureau of the Budget 
524 S. 2nd St., Suite 315 
Springfield, Illinois 62706 

(2) SCIRA: 
State of Illinois 
Commission on Intergovernmental 

Cooperation 
721 State Office Building 
Springfield, Illinois 62706 

Indiana 
State Budget Agency 
212 State House 
Indianapolis, Indiana 46204 

Iowa 
Office of Planning and Programming 
523 East i2th Street 
Des Hoines, Iowa 50319 

Kansas 
Division of Planning and Research 
Department of Administration 
State Office Building 
Topeka, Kansas 66612 

Kentucky 
State Clearinghouse 
Office for Policy and Nanagernent 
Capitol Annex, Room 209 
Frankfort, Kentucky 40601 

Louisiana 
Office of Intergovernmental Relations 
P. O. Box 44455, Capitol station 
Baton Rouge, Louisiana 70804 

Maine 
Executive Department 
Maine state Clearinghouse 
184 State Street 
Augusta, Haina 04333 

Maryland 
Department of state Planning 
301 W. Preston Street 
Bn1timore, Maryland 21202 

Page 2 

Massachusetts 
Office of Federal/State Resources 
Room 529 
Statehouse 
Boston, Massachusetts 02133 

Michigan 
Department of Management and 

Budget 
O~fice of Intergovernmental Re1atior 
Federal Aid Nanagement Division 
Lewis Cass Building 
Lansing, Michigan 48913 

Minnesota 
State Clearinghouse 
State Planning Agenc· ... 
Capi tol Square Bui1di ,~g, Room 101 
St. Paul, Hinnesota 55101 

Mississippi 
Coordinator Federal-State Programs 
Office of the Governor 
400 Watkins Building 
510 George Street 
Jackson, Mississippi 39201 

Missouri 
Office of Administration 
State Planning and Analysis Division 
P. O. Box 809 
State Capitol Building 
Jefferson City, Hissouri 65101 

Montana 
Montana State Clearinghouse 
Office of Budget & Programming 
Capitol station 
Helena, Montana 59601 

Nebraska 
Office of Planning and Programming 
Box 94501, St3te Capitol 
Lincoln, ~ebraksa 68509 

~ 
State Clearinghouse 
State Planning Coordinator 
State Capitol Building 
Carson City, Nevada 89701 

New Ham'~ 
Coordin~tor of Federal Funds 
State House 
Concord, New Hampshire 03301 
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New Jersey 
State Clearinghouse 
Bureau ,,! State and Regional Planning 
Departm~rt 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 Hexico 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 

North Dakota 
State Planning Division 
State Capitol - Ninth Floor 
Bismarck,. North Dakota 58501 

Ohio 
Off:ice 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 
lntergovernmental Relations Division 
240 Cottage Street 
Salem, Oregon 97310 

Pennsylvania 
State Clearinghouse 
Intergovernmental Relations Division 
Gov~rnor's Office of Budget 
P. O. Box 1323 
Harrisburg, Pennsylvania 17120 
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Rhode Island 
Statewide Planning program 
Department of Administration, Rm. 201 
265 ?\elrose Street 
Providence, Rhode Island 02907 

State of South Carolina 
Office of the State Auditor 
Contracts and Grants Review Division 
P.O. Box 11333 
Columbia, South Carolina 29211 

South Dakota 
State Planning Bureau 
State Capitol 
Pierre, South Dakota 57501 

Tennessee 
State Planning Office 
Grant Review Section 
660 Capitol Hill Building 
Nashville, Tennessee 37219 

Texas 
~nor'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 056U2 

Virginia 
Department of Intergovernmental AffairE 
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 
Grant Information Department 
Office of Federal-State Relations 
State Capitol Building 
Charleston, West Virginia 25305 

Wisconsin 
State Clearinghouse/SCIRA 
Department of Administration 
Room B-158, State Office Building 
1 West Wilson Street 
~ladisoll, Wisconsin 53702 

Wyoming 
State Planning Coordinator 
Office of ~he 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. o. Box 599 
St. Thomas, Virgin Islands 00801 

Guam 
Governor of Guam 
Agana, Guam 96910 

Samoa 
Planning and Budget Office 
Goverrunent of ~~erican Samoa 
Pago.Pago, American Samoa 96799 

- 4 -
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Trust Territory 
Federal Grants Coordinator 
Office of the High Commissioner 
Trust Ten"itory of the 
Pacific Islands 

Saipan, Mariana Islands 96950 

• 

• 
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to, STATUS OF FUNDS 

10 Tot., DUtl.YI p,.....lou.ly ,.por~d 
(Lin. 10.Irom pr...,Iou, rept.) ••• 

b. Tot. I),ogr.m DUtl'VI ml: period • 

r:, L ... : Program Income cudlu ••• 

d. N.t progr.m outllY' thl. ~rJod 
(Lin. b mlnu. Lin. C, ....... . 

'0 T"n. program outl.y. to d.tt! 
(Sum 01 Linn I .nd dl ••••••• 

f. L ... = Non·F~.'" .... r. of 
progrilfT\ outl.y ••••••••••••. 

g. Tot. Fedwallh.'" of program out· 
'-v, (Unit. ""Inu, LIM n ..... 

h. Tot.1 unpaid obligation, •••• ;. 

k L ... : Non·Flf:dat.1 "'.f. Df 
unp.ld obllg.ltlonl •••••••••• 

I. Fed. "'.r, of unp.ld obllDitlonl 
(lin. h minul lin'" •••••.•• , 

k. Tot. f.d. 1h .... at oud.yl and un' 
p.ld obllgstlonl (LIM g plul lin. II 

I. Tot. F.d. fundi .uthorlud •••.• 
m. Unobligated b,lanc. of F~. fund. 

(11M I mlnu,U". k' • " ••••••• 

APPEt-lJJIX 10. 
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FINANCIAL STATUS REPORT (H-l) 

APPROVED QIo4B NO. 4]·A05l2 

". Employer Identlllc.1Ion No, t" Or::n~ Act •• No. or Idlmt.No, 6. Fln.1 R.peN'\' 17.8411' 0' R""Port o VuICompl •• 12b(3) below) Dc .... 
o No 0 Acc'u~ ElCpendhu,M 

PROGRAMS - FUNCnONS ACTIVITIES 

111 121 131 141 (6) (6) TOTAL 

~-------+--------r--------+--------+--------+--------+--------'---

~-------+--------r--------+--------+--------+--------+------... -----

11. Indl~t E".;IOo; lC .... ,- ... _ ,-a .r.- UJI.rk box' 12. REMAAKS (At'tlch .ddltlon.1 ", .. tI If n~lUryl • Se. In,tructlon. 01"1 A.w.,,,,. 

o Pred.termlnlld Oflxed 

c.9 .... 

d. Totel Amount 

I-----------.... '------------ooool (1) Canlolt.nt 
13. CEArlFICATION -I certlfV thJt to th. 1M,t at my knowlftdge .nd bell,f 

thllllltport I, conKt lind compl,t. IlI1d ,h"t all OUtlllYI end unpilid obllgatlonl .t. for the purpoMt Nt forth In the grent award documents. 

T 

Numb... _1 Ext. 

Slgn,tur. of Autharlud Offlcl,1 Oe'" A'Pt,I,Submlmld 

S.,,,lc •• 

(2) P ... 
Through 

12b121. BUY"n 

LE ...... Form 7160/1 (Ro •• 10/77) Reploc ... dltlon of 6-76 which h ab.olete. 
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P." C $ ______ _ 

P,rt E $ ______ _ 

JJOP $ I 12bI3,. Block·Fln.1 H·1 A'pt, • PI. C. 

. i Total Personne) $ 

P ... 
Through 

P,,, 
Through 

I
nc. C.~gorlc.1 Or.ott· Pt. C 

Tot.' 
Pltlonn'. $ 
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DEC 2 1977 

INSTRUCTIONS FOR PREP/IRING THE FINANCIAL STATUS REPORT 

h.m , - Enter the name of the cognlUlnt LEAA 
Cenltal Office, 

him 2 - Enter the Fedoral grant numbor, 

Itlm 3 - Emcr the name and complete mallmg addreu including 
the ZIP code for the SPA or other grantee orgonlzetion. 

Itlm 4 _ Enter the employer idenhflcation number asSigned bV th. 
U.S. Internal Revenue Service. 

Itlm 5 - Enter "NA" for not applicable. 

l1ems 6 .nd 7 - Mark the approprlale block. 

It'"" II - Enler the month. day. and yeer of the beginning end 
end,ng period of the grant The ending period should reflect any 
approved extension date. 

111m 9 - Enter the month. day. and year of the begmnlng and 
ending dates of lhe Quarter for which thIS report IS proPGred. 

ham 10-
Line •• Enter the tota! DutllllYS repbned on Line lOa of the 
prevIous report. Show lero, If thiS is the mUllsl rltpOrt for the 
grant. 

Lu)t h. Enter the total grou program OUtlllYS for thiS repon 
period. including disbursements of cash realized as program 
Inr:ome, For reports which are prepared on II cash basis. outlllYs 
are the sum of the sUbgraotees actual cash disbursements for 
goods and serviCM, the amount of mdlrect expense charged. the 
value at InklOd contributiOns applied. and the amount of cash 
advances nnd payments made to contractors, For reports pre· 
PIIred on an actltld expenditure baSIS, outlays are the sum of 
the subgrantees actual cash disL.lrsement.. the amOunt of 
Ifldtrect expen$e lOCUtred. the value of in·klnd contflblJtlonS 
applied, and the not ,"creUt lor decrease) In the amounts owed 
by the subgrantee for goods and other property received and for 
services performed by employees. contractors, and other payees. 
Outlays for PlanOing GrftOts include both the outlays made by 
the SPA for Itl own oporauon and outlays reported by the sub­
granteM. 

line c. The repOM prepared on a cash besis. enter the amount of 
eash mcome recalvtid dUfl"lg the Quarter which is to be used In 

the prOject or program in accordance with the terms of the 
grant. For reporlS prepared on an accrual ba1lS, enter the amount 
of the net Increase (or dec(ea~1 In the annlunt of accrued 
,"come Since the beginning of the report period. 

Line d. ThIS amount should be tho difference between amounts 
shown on Lines band c. 

LIM e. Enter the sum of amOunts shown on Lines a and d above. 
ThiS amount represents the cumulative outlays 10 date of both 
Federal and non· Federal funds, 

Line t. Enter the cUmulati,'e non·Fedcralshare I"Match") of the 
~rO!1ram outlavs Included III the amount of Line e. 

Line g. Enter the cumulatlva Federal share of program outlays. 
The amount should be the difference betW81ln Lines e and f. 

LiOl h. For reports prc~red on a cash baSIS. enter the tot81 
amount of unpaid obliGations for thIS grant. Unpaid obligations 
for Planning Grants conllll of unp!)ld obhgatu:ms of the SPA for 
ItS own Operation piUS unpaid obligallons reponN by the sub­
grant~_ Fot reports preparttd on en accrued e~pendllure baliS, 
entlr the amount of undelivered orders and other outstanding 
bbh!)8tlor.s. Do not Include any amounts thl'lt have been IOcluded 
on lines a through g. On th" 'IOal repon. Line h should he'18 a 
tero balance. 

Line I. Enter the non·Federel share of unpaid C~ligatjon. In· 
cluded on LIOe h. On the final report. Line i should have a lero 
balance. 

Line J. Enter the Federal share of unpaid obllgattons Included on 
LIRe h. The amOunt shown on thll hne should be the dlffersnce 
between the amounts on L!111tS h and I. On the final report. Line 
I should hitVe a l:sro balance, 

Line k. Emsr the sum of the amounts shown on Lines g and j. If 
the report II final. the report shOUld not contain any unpaid 
obligations. 

LIM I. Enter the 101al amount of the federal grant. 

LIM m. Enter the unobligated balance of Federal funds. Thl' 
amount should be the difference bf!tween Lines I and k, 

hom 11 - INDIRECT EXPENSE 
.0 Typ. of r.t. - Marl< approprlete block. 

b, Rau - Enter the rAte in effect dutlng the quarter. 

c. aa. - Enter the amount of the base to which the rale was 
applied, 

d. Toul Amount - Enter the total amount of indirect cost 
charged dUring the Quarter. 

a. Federal Shar. - Enter the amount of the Federal share 
charged dUTlng the report period. 

IWhen reporting on Planning or B/CoCk Action Grants, complete only 
Items d and e. Enter "N/A" for Items a through c.) 

If more than one rate was applied dutlng the pro/eet period. include 
8 seperate schedule which shows the bam agamu which the ,"direct 
COst rates were applied, the respective mdlrect tates. the month. 
day. and year the ,"direct rates were In effect. amounts of indirect 
expense charged to the prOject. and the Federal share of indirect 
expense charged to the proJeel to dale (~Federal Management 
Circular 744 which cOntains prtnclples fordetermlOing allowable 
COlts of grants and contracts with State and local governments.) 

111m 12 - PrOVide the following ,"formation •• f apphcable~ 

a. Planning GnntJ 

(1) Consultant $eNlces - the amount included In Line k far 
consultant services. 

121 PlIu·through - the cumulative amount of awards to ~b· 
grantees. 

b. Block Action G,.ntl - Pam C. E •• nd JJDP 
(11 Pass·through - the cumulatIVe amOunt of Federal (und, 

subgranted to loea: umts of government. Thll amount 
shOUld Include subgranu to unus of state government (or 
the benefit of local units of government when such a 
waiVer has ~n granted. 

(2) Buy·in - the cumulative amount of State. funds prOVided 
to local unin of government to be used as part of the 
grantee contribution. 

131 One-third Personnel Limitation - the cumulative amount 
of Federal funds outlayed for compensation of POlice and 
other regular law enforcement personnel. ThiS IS only 
required to be shown on the flOal H.l report. 

e. Cateoorical Gnntl - Part C 
OM-third Penonnal Limitation - the cumulative amount of 
Federal funda outlayed for compensation of POlice and other 
regular law enforcement personnel. 

ItMTt 13 - The contents of thIS lIem are self~)(planatory. 

ADDITIONAL INFORMATION 

A. One 'oem 7160/l requued for each grant award. 

B. All credit fleures w~1I be shown In parentheSIS ( ). 

C. Due Data: Qu&nerly. Within 4S days aft@fend of quarttr. 
Final reports are due 90 days arLee end of grant period or 
after completion. 

O. i)iat,lbutlon: Original, yellow and pink copies to: 
U.S. Department of Justice. LEAA 
Office of the Comptroller· Control Desk 
Wash,ngtoo, D.C. 2053\ 

Green copy to be retained by SPA or other grantee. 
Salmon copy (Information CoPY) 
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APPENDIX 11. Discretion~Y Grant Progress Report 

! ";, u. S. DEPARTMENT OF JUSTICE '1.0·~·'~ 
~,;iLAW ENFORCEMENT ASSISTANCE ADMINISTRATION 

uRAHTEE 

IMPl.EIoIEHTING SUBGRANT~E 

~HORT TITL.E OF PROJECT 

REPORT IS SUBMITTI'O FOil THE PI'RIOD 

SIGNATURE OF PROJECT DIRECTOR 

COMMEHCE REPORT HERE (Add 'Contlnua.ffon peQf!lft 68 r.qulred~) 

RECI'IVED BY GRANTEE STATE Pl. ... NNING ... GENCY (O/llclol) 

l.E ... A GRANT NO. 

TYPE OF REPORT 

o REGULAR 

DISCRETIONARY GRANT 
PROGRESS REPORT 

I DATE OF REPORT rEPORT NO. 

o SPECIAL REQUEST 

o FINAL REPORT 

GRANT AMOUNT 

THROUGH 

TYPED NAME & TITLE OF PROJECT DIRECTOR 

LE ...... FORM 4587/1 (REV. 10-751 REPLACES EDIT lOti OF 1-73 WHICH IS OaSOl.ETE. 
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PROGRESS REPORTS··INSTRl:CTlONS FOR LEAA DISCRETIONARY GRANTS 

Orantees are ref'}uired to submlt Progress Reports an project activihes and accomplishment!. No fixed requiremenb all to 
length Of detail have been established, although some gent!ral gUldetin("s appf'ilr below. It is expected that reports wilt include 
data appropriatp tn the 5t1.ge of project development and in suCCldent detaIl to provide a clear- idea and summary of work and 
accomplishments to date. The (ollowing should be observed in preparahon and submission oC progress reports: 

a. Reporting Party, TI-Je party r(,sponslbl~ (or preparing the ret:')rt will be the agency, whether grantee Or subgrantee, 
a.ctually implemeontlng the proJect. Thus • .... here a State Planning Agency lS the grantee but has subgranted funds to 
a particular unit Or- agency to carryon the project, the report should be prepared by the sllbgrantee. 

b. Due Date, Repol'ts are submitted by the sl1bgrantl~e to its State Pla.nning Agency on a quarterly basis (i. e., as oC 
June 30. Septemhl"r 30. December 31. and March 311 and are due at the cognizant Regional Office on the 30th day 
following th(~ close oC thl' quarter (unless specified otherwise by Lt;AA). The Cirst report will be due after the close 
al the first Cull quartl"r [OllowlOg apr .. ro .... al oC the grant (1. e" Cor a grant approval on May .. l the first report will be 
due Cor the quarter ending September 30. It will cover the Cive month period May through, September). The award 
recipientls final progress report Wilt be due 90 days following the close or the project or any extension thereoC. 

c. Form and Expcution. Three (3) copies of each report should be submi.tted. However, five (5) coples must be sub~ 
mitted for all flnal reports. (If the grantee Wishes to submit the same report to several agencies it may utili%(.' LEAA 
Form 4587/1 (Rev. q·75) as a face shet~t complehng all items and attach the report to it~) IC continuation pages are 
needed, plain bond paper is to be used. It should be noh·d that thl" report iD to be signed by the person deSignated 
as project director on the gl'aot appLtcation or any duly deSignated successor and reviewed by the cognizant State 
Planning Agency. 

d. Reporting Rcguirl"mpnts. The reporting requirements noted in this section are deSigned to prOVIde information 
which permIts d",ter01inahon or the extent to which LEAA Discretionary Fund projects arc conh'ibuting to the overall 
goals and objectiv('s of the Agency. Reports will be submitted on a quarterly ba.'Hs, unless otherwise directed. The 
first report will includE", as conCisely as possible, the following information f'\ements! 

1. Statement DC project goats or objectivcs in tangible, measurable terms. The goals or objectives should dcnote 
the project's impact on the reduction or crime and delinquency, or the improvement of the C'rlminal justiCE' sys 
tern, or both. Project goals or objectives should be conSistent with LEAA's "Ma.nagement .. By~Objectives" 
planning concepts. 

2. Statement of the problem in measurable terms. 

3. Statement of hypotheses and working assumptions which prOVide the conceptual Coundation a.nd thrust Cor thl'" PJ:'O" 
jeet. 

4. Statement oC specHic indicators and measures to be used to assess the results ot the project in teJ:'ms of both 1 
above and intermediate project outputs. Data sources and appropriate collection methods will be noted in this 
paragraph. 

S. Statement of the r(lsults achieved by the project during the first reporting period, utilizing the indicators developed 
in" above. . 

6. Statement oC significant administrative, budgetary, oJ.nd pJ:'ogrammatic problems confronting the project dtlring the 
Cirst reporting period. Obstacles to progress arc to be noted in condse. Crank terms. Major administrati .... e. 
budgetary, and programmatic developmt'nts which are f'xpccted to aCfe:t the ultimate course and substance of the 
project will bt~ described as pr~cisely as pOSSible. • 

Subsequent progr("ss reports will be required to address. as allpropriatct the inCormation elements contained i.n para .. 
graphs 4 through 6 above, with the except.!on uC that portion of paragraph 4 dealing with data sources and apprupl'iatt' 
collection mf'tqods. Special reports, ('valuatIon studi(,B. and publications or articles related to the project wh"ch 
were tssu.ed during the- reporhng period should be attached to the progress report. 

e. DIsst"mination. All three (3) COpH~S of regular progress rt'ports and all hve (5) c:opi~s of Cinal rf"ports should be 5u,b. 
mitted to the subgrantee's Stat(' Pla.nning AgcO(>y. After f('vil'W the State Planning Agency will Corward two (Z) cople:!! 
of the report and four (4) (;opies ur tht' flnat report to the .-()gnlzant LEAA Regional aCCice. The Regional OfCicc will 
rOllte the reports to all tnt('tn'stt;'d LEAA unit~. Copi('s should,also be provlded to other J.gencies cooperating 10 or 
providing services to the pr;:')t:ct. 

r. Sp('cial Rcquir<"ml·nts. Spt.-'llal ft.·purting rt"quirements or it"strllctions may be prescribed for discretionary projects 
in certain program or t'Xrertmentdl arcas tt) bC'tter assess Impact and comparative cfCec:tiveness oC the overall dis .. 
cretionary program. These will be commum..:ated to aftpcll'd grantees by LEAA. 
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APPENDIX 12. FORMAT FOR LEAA QUARTERLY MONITOR REPORT 

Part 1 - Heading and Identification (Complete the folloHing blanks) 

Grant Name ____ Date ___________ _ 

____________________ . _______________________ Grant Number ______________ ___ 

Grantee ______________________________ Subgrantee 

Grant Monitor _______ . _____________________________ . __________ _ 

Part 2 ~ Progress Su~~a\y 

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 

corrective 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 recrui.ting. Staff are nOH on board, are trained, 

opeC'ational and l1ave ::llready produced tHO crime analysis reports 

which have been used to deploy patrol units. 
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"Because of the starring delay and its result on personnel com-

pendation, the project is behind its budget projection by 

approximately $10,000. 

"To resolve the schedule problem on 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 towa~d pe~formance 

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. 

liThe impact goal 'reduce rape, purse snatching and armed robbery 

in districts one, tHO and three by 2% by the 9th proje,~t 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, arm?d robbery, is not declining as anticipated 
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but it has also not increased above avel'ase rates. The crime 

analysis unit, with patrol unit input, is addressing the armed robbery 

rate by reviewing current and alternative deployment strategies. 

One of these strategies Hill be selected and used to deploy 

units during the 7th 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 11th project month." 

Part 5 - Comment 

Discuss pertinent information about grant progress or performance not 

covered in other sect:lons 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 criminal 

justice system, etc. 
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APPENDIX 13. EXEMPLARY AND PROMISING PROJECTS RECOMMENDATION 

I>F'P~OVEP: 

O'AB so. 4 3 .. R 0578 
EXEMPlAnv AND 

PRO t,,~ 151 N G P f< 0 J E C T 5 HE COM rv~ END AT JON 

I. Project Description 

I :\alllc of tht' Prngr~m 

2. 'I Yre 11\ Pmgr'lm (ROR, hur~IM> pre\entlon, ~lc.l 

J r--;,lIn~ IIf Arca ur Cnnll1l.''lit> Served 

(0) Target >I.lb'ct nf tnl' p"pul.1l1nn sencd by th~ project (if aprrnpmllC) 

No. Served Period Populatil'll 

(a) I'rojl.:t D,rcCtM {name and phone number: adJre" onl~ If dilferenl from 4 
ahmc.J 

(b) Ind'\IUu.11 rc'pnn"hlc fM d"y 10 day program npcrlt\II)11> (naine and phone numberl 

S. runJing .\genc),I'1 and (ir.,nl \\!mh'~r (agency n.1me ilnd ad::!re,~. ,lalf conlaCI 
and phone numner) 

6. ProJecl \Jural\\ln (!.lI\C dale pr",ccl ~~!.l.1I1 fillhcr lhan dale I.E ... A fllnding. if any. 
beg"n) 

I.EAI> fORM ~JOO:6 11 '·751 
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7. Projm Operating Costs (Do not incluck COlts of formal evaluation if one has been 
performed. See Item 8) 

Breakdown of total operating COlts, 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 I;omplcte budget breakdown should be included with thl: 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 loc.tl funding? " 
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II. Attachments. Please attach the following: 

Attachment A • Pa'ogram Review Memorandum 

This memorandum should contain the following elements: 

1. PROJECT SUMMAR)' - brief statement of the proJect's objectives and methods of 
o~rallon. 

2. CRITERIA ACHIEVEJlE.\'T - e'\planation of the degree to which the project meets 
each of thc five Exemplary Project criteria listed below. Be as specIfic as possible:. 
usang the 'lue\1ions that follow each criterion as a guide. 

(a) Gna' Achi/,I',mmr. The project must demonstrate overall effecllveness in the 
achievement of \Ignlficant criminal Justice objectives. 

(I) Ha, the prnJect conmbuted ~lgnlfical1tly to the: reducllon of a specific crime 
or crime,. or produced mea\urabie Impro\ement an the operations and qua!tty 
tlf the craman.II Ju\tice ,ystem" 

!'\otl' TIl re'pond to thIS criterion. please list each project goal. Under 
e"eh. clle .... hat ~I\U con\lder to be appropriate evaluation measures. Then 
de\Cnl><: .... h.lt c\idcnce actu.llI} exi~ts to support ),our achIevement in !hb 
area. 1M c'ampit: 

Ooal. 1 II increa~e the employment pro\pects of employees. 

Me-I'lIre, 'III. of antICipated joh placemenh 
Percentage nf lime empJ,)}ed durang the fir!>t year after release. 

Olucnm<', :"umher or actual placement'. 
'Iuml><:r emplo)ed full time for the far)! )ear 
"'\1m~r employed 1M 50 percent of thc ilf\\ year. ell'. 

(21 To your knn\\tedge ha~ the pmject been l1-enerall~ more successful than 
fllh~'r prni~ct' \\hlcO addr~~) Ihe same problem'! 

Ihl RC:I"icufo,lill'. fhe prllJect must he applicahle and adaptable to jumdiction~ 
oth<'r th.ln the Ilne in 1\ hich it I. operating. 

1 I} Dne" the pmJect addr~') a prohlem of rea,nnably common concern? 

121 DCle" adCljlwte dtlcumentation exi~t 10 permit a general understanding of 
lh,' prlll,'ct\ mdhndnlngy .1Od 11peratinn)'~ 

01 i\n~ Ihcrl! 'r~ct:ll feature, that appear principally rc:spon~ible for the proj­
ect', ,'"., .... ". e.g. cllncept. methodnitlgy. admllll'trull\e e.'perme. stalf 
cIlmmllm,'nr' II ,upc:rlllr ddmllll.lratiOn and commItment are the chIef fae-
1M,. tn \\hal ",tenl " the program hkely to be replicable "'ithout Ihese 
!aelm," 
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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? 

(e) Measurability. The achievements of the project must be capable of being objec­
tively measured. 

(\) Is the project ~:ill in operation and has It 1>'.,:" c~rating for a long enough 
time tn test its utility? (e.g., at least one year). 

(21 Ha~ the project been evaluated? Please list all efforts. both prior and cur­
rent. as well as those in the planmug stages: 

Prior 

Current 

Planned 

Evaluation 
Activity Evaluator Duration 

Available 
Documenb 

I~) If there is no formal evaluation procedure, is (here objective evidence that 
the program's goab al belOg achieved? If so, what is the evidence'! 

(d) Efficiency. The co~ts of the project must be reasonable. 

(I) Is there c\ idence that the project has been cost benefiCial. I.e .. did the benefit, 
dmved from the project justify the expenditure~ of time. money. and man­
power that \Iocnt Into it~ 

(2) Were other. cheaper, or more ex.pensive projects comidercd as ways of ad­
dre~~ing the problem'! 

(e) A <'<'t'lllbdit,l'. An oUbidc gmup of validators mu~t be able to e.\amine the 
project in detaiL If the project IS de~lgnated ex.emplary. law enforcement and Crlm­
mal justice per~onnel frllm other locales who may be interested in undertaklOg 
similar prngram, mu,t be able to visit the project and to consult with re~pomible 
project staff. 

(\) Is Ihc agency agreeable 10 having the project ~ubmllted for evaluation, pub­
licity. and \'i~itatinn'! 

(2) b it rea .. onahly certain that the projeci will conlinue to exi~t Ml that eval­
uator~ may collect data; the project can he publicllCd; and the project can be 
\'i~lIed hy thll~e who learn of il through the Exemplar) Project\ pr()gram! 

3. OUTSTA,\'I'/\'G FEA7URES • indication of the most impres~i\e fealure(s) of the 
project. 
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4. WEAKNESSES - frank statement of those areas of project operation that could be 
improved. (It IS assumed that a project will not be recommended if there are critical 
program weaknesses). 

S. DEGREE OF SUPPORT - mdication of the degree of local support, e.g., crimanal 
justice officiab. local government officials. citizen groups. the n,eW5 media. 

Attachment B - Endorsements 

Each LEAA funded project should have a wntten endorsement fwm the appropriate 
SPA and LEAA Regional Office. Endorsements from other sources may be attached If 
available. 

Attachment C 
For LEA A funded projects. attach a copy of the grant application(s). all an­

nual progress reports. and the most recent quarterly report~. If a formal evalua­
lion has been undellaken. thiS report should also be attached. 

For nnn-LEAA funded projects attach a complete budget breakdown and such 
progress and e~aluation reports as may be aV:lilable. 
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1\PPENDIX 14. GRANT PROGRAl-I STATUS REPORT 

Re;>ort Date: 

LEAA Program: 

Program Nanager: 

rndi vidual Grants in Pr'ogram: 

Grant Name 

l. 

2. 

3. 

4. 

Budget Project and Financial Monitor 

Program/Progress Accomplishments: (Briefly assess the program's pro};ress 

and its impact/accomplishments to date. Identify any unexpected effect 

that the program is having on the criminal justice system. 

Implementation Problems: (What significant irupleIDentation problems 

are being or were experienced by the program? What is or has caused 

t~ese problems? What ~ction is or has been taken to solve them? What 

is the present status of each problem?) 

UPCO~i13 Events: (Significant events or products, etc.) 

Page 1 

I 



-



HB 4500.2A 

LJ: J 

APPENDIX 15. GRANT PRIORITIZATION/MANPOWER ALLOCATION 

GRANT PRIORITIZATION/MA~IPO\~SR ALLOCATION - LEAA does not have the staff 

to intensively monitor every categorical grant. Re~ognizing this, 

LEAA offices should prioritize monitoring workload and allocate monitor 

staff accordingly. A method0105y for prioritizing workload and allocating 

manpower according to each grant's need for monitoring and its program 

importance follows: 

a. Prioritizing Wor!<load. 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. Size 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 r:;ar 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 \o/ill most 

likely be able to carry out the grant with­

out LEAA's aSSistance, estimate the grantee's 

probable need for assistance. 
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4. Pr.,)gram Potential for Implementation Pt"o-

blems - on a scale ft"om 1 to 10, rank the 

grant accordi~g to its potential for 

implemdntation problems, 10 being the 

highly complex grant with the greatest 

potential for problems. 

Total 'leight 

The total weight assigned a grant represents its priority in the office's 

total workload. 

b. 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 monitot"ing effort have 

been established and related to grant pt"iority. Each suggests 

the monitoring effort ~Ihich should be undertaken by the grant 

monitor in tracking grants in that category. 

Levell Monitoring - qua~terly on-site visits, monthly telephone 

sur, {s of grantee progress. 

Level 2 Monitoring - first and third quarter on-site visits, 

mid-quarter telephone surveys of grantee progress. 

Level 3 Monit.o~ing - first quarter on-site visit, third quarter 

visi.t to LEAA by gr'antee (or gY'oup monitoring visit), mid quarter 

telephone surveys. 

Level 4 Monitoring - grantee visit to LEAA in first quarter, 

mid qu~rter telephon~ surveys. 

Level '5 Monito~ing - mid quartcr telephone surveys. 

The last seep in the proceos, staff allocation, can be 
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accomplished by matching the grant's total weight with the 

associated level of monitoring. 

The following cha~t facilitates this process. 

Monitoring Level 

Level 1 Monitoring 

Level 2 Monitoring 

Level 3 Monitoring 

Level 4 110nitoring 

Level 5 Monitoring 

36 - 40 

30 - 35 

20 - 29 

10 - 19 

0-9 

A 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 inadequ~te to handle them. 

Office heads with ina1equate staff to accomplish the level of monitoring 

required by their Horkload priorities should notify the Deputy 

Administrator for Administration so that a review.of their staff allocation 

can be made. 
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APPENDIX 16. PROFILE CATEGORICAL STATUS UPDATE 
,--

V.S. DEPARTMENT OF JVSTICE 
Law Enforcement Assistance Administration 

PROFILE RESPONSIBLE CONTROL DESK 

CATEGORICAL STATUS UPDATE 
WEEK OF 

TRANS STATUS DATE OF 
PROJECT NU"iI£R TYPE CODE STATUS CHANGE 

.MO/DA/YR' 

10 11 12 13 14 IS 20 

PROJECT STHI'S CODES 

UG 
CODE ~ 

UG 60- ACTIVE 

~5 TERM I NATED-

UG 89 C/IAA P~NOtNG CLOSEOUT 

90 END DATE PASSED 

UG 9' 'tNAL REVIEW PERrORMED 

92 I NACTI VE-AvA I L rOR AUD IT 
UG 93 INACTIVE-AuDIT REQUESTED 

94 I NACT I VE-AuD IT INITIATED 
UG 95 INACTIVE-AUDIT COMPLETE 

96 I NACT I VE-AuD IT 'IND UNRESOLVED 
UG 97 INACTIVE-AuDIT FIND ReSOLVED 

99 FEDERAl. STORAGE 
UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 

UG 
LEA A FORM 13dO d (R e I! • 2 - 77) PrevIous edItIon 0f 5-74 IS obsolete. flnl 
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APPENDIX 17. OlhCKLIST FOR CATEGORICAL GRANT CLOSE-OUT 

Grant No. 

Title: 

Monitor: 

l. Final Progress Report 

2. Fi na 1 Progress Report/f-'andbooks/t-Ianua 1 
to Library: To NCJRS 

3. All Special Conditions Satisfied 

4. Final Assessment Report by 
Project Monitct 

5. Disposition of Equipment 

6. Final Fina~cial Documents 

A. Net Obligations (Award & 
GAN's) $ 

B. Net Disbursements (H-2 
or H-3 Report) $ 

C. Net Expenditures (H~l 
Report) $ 

D. Match Reported 
Report) 

(H-l 
"$ 

E. Deobligation $ 

F. Refund $ 

7. Memo to Project Monitor advisi.ng 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 
in File E~.lired (x) 

--'---•. ----

DATE TO RETIRE ______ _ 

Prepared by: Reviewed by: 
Cleared 
A:;ct 'g 

---------~ -----
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APPENDIX 18 

NATIONAL INSTITUTE OF LAW ENFORCEMENT AND CRIMINAL JUSTICE 

PROJECT REVIEW FORM 

Grant/Contract # 

Grant/Contract "! i tIe I Grantee/Contractor Name and Address 

Project Director, Address & Phone; Funding level This Phase Total Level 

Project Penod ThlS Phase Total Perroa-

Products 

Title & Author Date Submitted 

2. ______________________________________________ _ 

3. 
4. ________________________________________ _ 

Project Monitors 
1. ____________________ _ From __________ _ To ______ _ 

2. ________________________ _ From ________ _ To ____ _ 

3. ______________________ __ From _________ __ To _______ _ 

Outside Rev~ewers 

Name and Title 
1. ______________________________________________________ __ 

2. 

Page 1 



Staff Reviewers 

HE 4500 0 2A 
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;. 

1. ________________________ ___ 3. ____________________________ _ 

2. __________________________ __ 4. ________ _ 

PUBLICATION RECOMMENDATIONS & APPROVAL 

Project Reviewer Date 

Division Director Date 

Office Director Date 
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I. FINDINGS AND SUBSTANTIVE QUALITY 

1. 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. 
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2. Attach a copy of the executive sUlmlary of the project. Detail 
the major findings and recommendations. 

Page <1 



HB 4500.2A 

3. Evaluate the report in tenns of the soundness of the methodology, 
the validity and reliability of the date, the quality of the 
analysis and the appropriateness of the conclusions and recom­
mendations. How do the results relat.e to other research results 
of which we are aware (e.g., do they contr-adict, 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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6. 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 
issues: 

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?) 

c. 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 

th fi ndi ngs? 
3. implement the findings? 
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II. GRANTEE PERFORMANCE 

1. 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 

2. 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 - frf' 1 uent difficu1 ties encountered (Explain) 

3. Rate the proj ect di rector's overall management of the project and 
the staff independently from the LEAA reporting requirements 
in #2 above. 

Excellent 

__ Adequate - average number of probl ems 

__ 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) 

4. 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? 
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III. PRODUCT DISSEMINATION 

Grant/Contract No. ___ __ 

1. ~ist 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. Note 
ill that apply. 

CODE I 

Availability and Publication 
of Report by Government 

CODE I I 

Private Publication 
by Grantee 

CODE III 

Methods of Publicizing 
Report and Findings 

A. Reading Room F. Commercial Printing J. SNI 
Flyer B. NCJRS Data Base (includ­

ing Document Loan Program 
and Microfiche) 

G. Publication by K. 
Research Firm L. 

H. Journal Article 
Personal transmittal 
letter with direct 

C. Printing of Enough Copies 
for Direct Mailing to 
Specific Persons or 
Groups (no extra copies 
for sale) 

D. Printing of Sufficient 
Copies for Direct Mailing 
and NCJRS Distribution 

E. Printing and Sale 

I. Article in Magazine 
or Periodical 

mail copy 
M. LEAA Newsletter Article 
N. Propose Press Release 

to PIO 
O. Press Conference 
P. Briefing of Director 
Q. Institute Seminar 
R. National Conference(NILECJ 
S. Prescriptive Package 
T. Training Workshop 
U. Program Field Test 
V. Other (Specify) __ _ 

Proposed Dissemination Activities 
1. _____________________ _ 

2. _________________________ __ 

3. __________________________ __ 

4. __________________ __ 

2. ror each report above for which only A (reading room) was recommended, ~riefly 
summarize the reasons for that recommendation. 

3. For each report above for which C,D,E,K was recommended. please list mailing 
categories and number of copies required for each per LEAA mailing list. 
(Instruction 1441.1B. September, 1975). If any additional distribution is 
recommended, indicate number and attach mailing labels. 
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4. Are there any articles or privately published reports currently 
available or soon to be available which were produced under this grant. 

No 

Yes (if book) pUblisher's name: 

address: 

Yes (if article) Name of Publication: 

Volume # and Date 
of Publication 

5. Is .'.lny further editing/revising required for the reports 1 isted on 
p. 7, (If so, ir.dicate the name(s) of the report and the nature of 
the editing. Has it been discussed with the grantee? How shouid 
the editing best be accomplished? 
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GRANT PROJECT SUMMARY - GUIDE FOR 
WRITING A PROJECT SUMMARY 

/,';,~, 

~".: .. ; u. S. DEPARTMENT OF JUSTICE GRANT PROJECT SUMMARY 

~;;' .. ~~~.'./ 
LAW ENFORCEMENT ASSISTANCE GRANT NUMBER 

I'.(t .. (~'!;.~y AOMI NISTRATION 

4~'11.(o.t~/ 

0 THIS PROJECT IS SUPPORTED U'IDER TlTL.E I OF THE OMNIBUS CRIME CONTROL. ACT OF 1973. 

0 THIS PROJECT IS SUPPORTED UNDER TITL.E II OF THE JUVENILE JUSTICE AND DEL.INQUENCY 

PREVENTION ACT OF 1974. 

0 OTHEil, 

1. STAFF CONTACT (Name. addreu &. tf!lcphono number) 2. PROJECT DIRECTOR (Nnmo, addteu &. to! 'lono number) 

3. TITLE OF PROJECT 

4. NAME a AODRESS OF GRANTEE 5. NAME 6 ADDRESS OF SUBGRANTEE 

6. AMOUNT OF AWARD 7. PERIOD OF AWARD 

3. TOTAL PROJEC'r AMOUNT ~r' TOTAl. PROJECT PERIOD 
10. DATE OF AWARD 

11. SUMMARY DESCRIPTION OF PROJECT 

LEAA FORM 4000/e (REV. 11-751 
-_. 
,,~?!-ACES EDITION OF 6·74 WHICH IS OBSOLETE. 
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r.:l1irip for Hritinq a Pro,;f'ct SUI~marv 

This quide is nrovided to assist the orant IlVlnaqer in \'/ritinq a nro,iect sumarv 
froJ1l the il1for~,ittio'1 Ilrittn'l bl! the il!101iCilnt. The nroiect sumar~1 conveys 
i nforrat i on abo"t th'! ni\tllr~ of the act; viti es of the arant and ; s i ncl uded 
in the LEAA ~ra.,t Pro.,ra~ File (PRnFILE). It should orovide an I1nderstandinq 
of the project ooa 1 s and hoI'/ those goal s wi 11 be accom!ll i shed, The fo 11 0~1i nq 
is a series of statenpnts to be made about the nroject in order to communicate 
the most in~ortant information concisely. 

Since thel'e are several different nurOCJses for LEAA qrants (e.g., to orovine 
services, nurchas'l eouinr'1,"nt, hire staff, connuct research) some of the topics 
will not be applicable for inclusion in every project sumar.v. HOI'/ever, you 
should always inclurle the first three ooints; the remainder are important for 
projects which provide services and should be addressed directly. For other 
types of projects, these renaining ooints should be included or excluded 
depending on the t'loe of oroject bei ng descri bed. You can use up to 1, ,\40 
characters (apnroximatelv 200 I'lords). Remef'lber: Be soecific, concise, cInar, 
inforr.1ative. Hhen PROFILE rel10rts are preoared, these project swrrnar;es ilre 
read b~1 such peonle as criMinal justice r.lanners, oroqram evalu~tors, LEAA 
managers and staff, rlel'lbers of Conqress, other county, state and federal 
officials, and .iOllrn~list.s. 

The specific points to be included are: 

1. flain ohiective state"1~'lt: In a single short, clear and precise ohrase 
describe the orimarv ail" of the project. It should begin I'Jith the \o!C'rd "io". 

2. Tvne of nro.iect: Indicate one of the following (this might be included in 
the main objective stateMent): 

On-qoinq - those nrojects which are a nart of the agency or department 
undel' which, or for which, they O'lerate (most projects will fall into 
this cate!]ory). 

Short-tem - nrojects that are temporary in nature, e.q •• hirinq staff, 
purchasing enuipment, renovating or constructing a building (these 
would usually run for a year or less). 

Experimental/Demonstration - projects that are beinq tried for the first 
t'lme 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 lE~A project or collection of 
projects. 

3. fiethods: f)cscribe what methods the oro.iect will use to accomnlish its aims. 
This lIil1 be the largest nart of the SUr.lr1arv and sholl1rl specifically de­
scribe I·:'lat will haO'l1l11 durino the nroject oeriod (e.q., referrinq first 
offenrlers to social c;prvices proqram, providino volunteers to aid families 
of innates, installing street liqhts, securinq jobs and transportation for 
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offenders in a pre-release proaram, imolementing a videotape svstel'l, pro­
vi ding a survi va 1 nronram for 12-15 yuuths for 4 ~Ieeks). When a project 
uses more than one method of operation" those methods that are most sia-
nificant should be included (see s3mplEl sUl'1!Tlaries). ' 

Points to be included when apnropriate are (as indicated in the last example 
above, these ray be included in methods statements): 

4. Client group: Indicate what recinient grou{} will benefit most from the 
project (a.C]., j'Jveniles, ex-offenden:, druq ahusers, the police depart­
ment). If it is knO\~n, indicate ho~r many people will be served. 

5. EjPloyeis: Describe the kind of personnel ~Iho \~ill be employed and I,that 
tley ~Ii 1 do (this should be qenera'l, not a list of the staff). It might 
be important to include how the project is organized. 

6. Relation to other aqencies: Indicate hO\~ the project interfaces with other 
agencies or services. 

7. Expected products: In some cases a pro;ect plans to publish a report or 
pamphlet or to Trake a fill'1; this should be indicated and identified. 

8. Other detili 1 s: Incl ucla any other statements whi ch will pro vi de add; tiona 1 
'UiUl"erstandi nq of ~Iho' s who and what I s what in the day-to-day ope rat; on of 
the r>roject. 

Page 3 



· I 





HB 4500.2A 

SAMPLE PROJECT SUMMARIES 

Sample 1: 

To reduce arr "3ts and incarcerations of teenage runaways by providing a 
l6-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 heme for eight boys and 
eight girls staffed by an exec uti ve director, asslstant 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 unti 1 the staff reconciles the teenager and his 
family or finds other permanent living arrangements. Treatment vf t'le 
youngster in cdsis includes individual and group counseling, referral 
to other agencies and to psychiatrists, follow-up family counseling, and 
short-term pos~-:;ermination counseling, as well as job placement and 
vocational rehabilitation. The various services available are intended 
to keep runaways out of the county juvenile home. 

Sample 2: 

Te continue incensi ve, after-hours, community-based probation services 
in a high-cri~e area where many public cffenders reside by establishing 
a center staffed with full-time professionals and volunteers. The 
Athens Sub-Comrrn .. nity Center was initi.ally a demonstration project and is 
now a program in the Department of Corre:ctions. 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 voluntarily. Programs include individual guidance 
counseling, group social interaction sessions, community awareness 
programs, crisis intervention, educational programs, therapeutic skill 
programs, dnd 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 at home. Clients are expected to attend the 
programs and are contacted additionally jf they do not report. 

Sampl~' 3: 

To pro1.ect small businesses from burglary by' installing and evaluating 
an on-going system of pol i ce-moni t.ored, 10',,-cost, s1 lent burglar alarms. 
The syst.em consists of sl.mple mechanical switches (an avt.!rage of seven 
per location including holdup bu~.tons) connected to the police station 
through phone lines. The cost is less than $200 for in::ltallation 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 mal ntenance and moni.toring 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 
.\ ') <\',~~f7 

4.ll.. 1J.J '" 

Sample 4: 

To constr'uct a humane and safe oorrectional facility for the county 
which will reduce the rate of recidivism by providing an atmosphere 
conduci" to rehabilit-:ion. This is a one time only project funding 
the construction of the county's first modular jail. When completed, 
the jail will meet all minimum standards set forth by state and federal 
law. The 9, OOO-square-root facility \/ill have a one-level des1gn 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 ceils, approximately twice the size of the 
previous jail cells, will have narrow, ultra-tough plexiglass windows, 
approximately fj v-, feet high, instead of jail bars. The new jail w1.11 
provide recreational facilities and ?n 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 statistician, and 
a computer specialist will issue the following computer summaries, 
moncgraphic surveys, and research reports: 

Monthly computer-based prisoner summ&ies and personnel rosters. 

Comprehensive, computer-based biannual booklet collating inmate 
statistice, containing 70 items for each of 1,000 inmates. 

Inmate studies and evaluations, cor.ducted for prison management, 
predicting which inmates will succeed in various rehabilitation 
programs. 

Monthly reports. One prison problem will be researched each month i 
the resulting report will include information gathered from this and 
other prisons on remed ial sol utions, a 11 tera ture 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. 

(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 1972? 

3. What alternatives are there to the proposed action. 

a. Change in location. 

b. Change in program. 

c. Postponing action. 

4. Environmental effects. Will the implementation of the proposed projects 
or programs produce the following effects: 

Page 1 



HB 4S00.2A 

DEC 2 1377 

APPENDIX 20. (CONTID) 

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 d significant increase in ambient noise level for a 
sUbstantial number of people. 

d. Lead to poor incompatible land 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 
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. 

5. Is there opposition to the proposal? 

a. Who? 

b. Why? 
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APPENDIX 20. (CONT'D) 

6. To be completed by the Regional Clearinghouse (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 

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. 

[ J Our comments upon the environmental impact are attached. 

Date 

Date 

Signature 

State Clearinghouse or 
appropriate agency 

Applicant 

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. 

Appl i cant Si gnature, _____________ _ 

SPA Si gnature _________________ _ 

LEAA Official Signature ____________ _ 
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September 27, 1976 

APPENDIX 21. NEGATIVE ENVIRONMENTAL DECLARATION 

In accordance with tne 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) 
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APPENDIX 22 

OFFICE HEAD CERTIFICATION 

The fol19wing certification shall be made by the office head for each 
categorical grant, RCA, lAA, and sole source procurement undertaken by 
the office. 

I assure and certify that this * ----------------------------, 
Gl ______ • __________________________________________________ , 

1' ____________________________ , complies with all LEAA 

regulations, policies, guidelines and requirements as they relate 

to my delegated responsibilities for the action being undertaken. 

The action has 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 bes t of my knm.,ledge there are no issues which should 

be brought to the attent~·.- of the Administration other than those 

discussed by the memorandum supporting the action recommended. 

Signature: Date: 

* Enter type of avtion 
$ Enter title nf grant, RCA, IAA, or sole source procurement 
# Enter OC file number for the action 
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I\PPE:mIX 23. OFFICE OF THE COMPTROLLER CERTIFIC.\Ti0N 

This office has reviewed the financial and grant administration 

aspects of the attached grant application in accordan~e 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 

Office Head Certification and Grant Manager's Memorandum. 

Signature ____________ Date ________ --:-__ 
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PRIVACY CERTIFICATION 

Jitle of Project Name of Grantee 

The Privacy Certif1caUon should contain the following information: 

I. A description of the Research/Statistica1 component 

of project (or if this information is contained in 

the gl'ant proposal, a notation of \'there in the grant 

proposal the information is located). If question­

naires are to be utilized~ attach copy. 

II. Ajust1ficatiori for collection'and/or maintenance of 

data in identifiable form an,d description of procedures 

to be follov/ed to preserve anonymity of private persons 

.as required by Sec. 22. 23(b)( 7). 

III. A description of physical and/or administrative proce­

dures to be follo\·:ed to insure the confidentiality of 

data (including procedures for notification of staff 

and sample staff notification agreement as required by 

See. 22.23(b)(2). 
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IV. A description of the procedures to be used for notifi­

cation of subjects as required by Sec. 22.23(b)(4), or 

if such notification is to be waived, pursuant to Sec. 

22.27(c) a justification therefore. 

Where idcntifiaSle information is to be used for non-

research or statistical purposes, a sample or description 

of the Consent State~£nt to be used, shall be attached. 

V. A sample of the Transfer Agreement to be used for trans­

fer of data in identif1able form. Indicate the name and 

title of the individual with th8 authority to transfer data. 

Also oescribe any institutional limitations or restrictions 

applicable to such transfers. 

VI. A description of procedures to be follo'iled for final dis­

position of data, and "'lhere a nam,e index is to be maintained, 

a description of procedures to secure the index as required 

by Sec~ 22.25(b). Indicate the na~e and title of the indi­

vidual authorized to determine the final disposition of 

data. 
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The Certification should also ~ontain an assurance such as the following: 

Grantee certifies that: 

(1) the information contained above is correct and that 

the procedures noted above wi1l be carried out; 

(2) the project will be conducted. consistent with all 

requirements of Sec. 524(a) of the ~nibus Crime 

Control Act of 1968. as aw~nded, and Regulations 

promulgated thereunder contained in 28 CFR Part 22; 

(3) lEAA wil1 be noti fied of any material changes in 

any of the information supplied above. 

Signature of person authorized to sign 
for grantee 

Signature and title of project director 
'or other official primarily responsible 
for use and maintenance of confi~2ntial 
data ·(if saL:: as above, indicate) 

Date 

Page 3 



HE 4S00.2A 
))ee. 2 r 1977 

SUGGES1EO fOR::ilT--SN'.PL( O:flY 

"Information Transfer Agreement 

Title of Pr6jcct for which fnforma- . 
tion was or~gfnal1y compiled, obtained, 
or used 

lEM Grant or Contract NUT.mer 

Nam~ of Individual or Organization 
to \'Ihich information is being trans­
ferred 

- Title of Project for which 
data will be used 

The transfer agreement should contain the follol.tfng information: 

I. A description of the Research/Statistical component 
of the project and a stater.cnt of h~~ the projer.t 
plan wl1l be designed to preserve the anonymity of 
private persons. to whom the inforrrutfon relates. 

II. An as!:ur,'lnce that the recipient of data is famil iar 
with the Department of Justice regulations, (28 CFR 
Part 22), and agrees to comply ''lith them. 

III. An assurance that 1nfonnation identifiable to a private" 
person that is transferred. pursuant to this agreement 
will be used for research,and statistical purposes only 
and"will not be revealed except as allowed under §22.24(b), 
(e) of the regulations--~roject findings and reports pre­
pared for dissemination will al~o not contain such infor­
mation. 

IV. A description of the administrative and physical pre­
cautions that will be taken to assure secur1ty of 
information obtained. 

V. An assurance that the final disposition of th~ informa­
tion transferred has been d~te~in~d by the parties to 
this agreement and is in accord Hith §22.24(h). This shaul d 
include a description of the procedures • 

. The recipient agrees that any violation of this agreement will constitute 
a violation of the Oepartment of Justice regulations, and be punishab~e as· 
stich. 

S\gnature at parson autnorlzed to 
transfer this data 

Page 

~ignaturc of person receiving c~ta and 
assu~fng responsibility for its confi­
dential ity and security 
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