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OVERVIEW

The Non-Disaster (ND) Grants Management Guide serves as a primary reference manual to safeguard grant funds and ensure funds are used for the purposes for which they were awarded. This Guide should serve as a day to day management tool for the Division of Homeland Security and Emergency Management (DHS&EM) and awarded subgrantees in administering grant programs. 

DHS&EM Grants Program Support Staff is pleased to respond to any questions not covered by the Grants Management Guide and welcomes suggestions to improve the use and content of this Guide. If there are any questions, suggestions, or revisions please contact:

	Grants Program Support Staff 
	1-800-478-2337 or 907-428-7000 
	Email: mva.grants@alaska.gov


Division of Homeland Security and Emergency Management
Attn: Grants Section
PO Box 5750
JBER, AK 99505-5750

DHS&EM Grants Program Support Staff has posted important grants management information to include this Guide, grant guidance, forms (including each in the Appendixes), reports, and other grants administrative documents on http://ready.alaska.gov/grants.htm.












Changes:
Added section on proof of payment under Reimbursements 		09/22/14
Updated Procurement Section and Appendixes 4 and 5 			09/22/14
Added Senior Advisory Committee/Interagency Review to page 5	12/17/14
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GRANTS PROGRAM MANAGEMENT

DHS&EM has the responsibility to provide for and manage federal and state non-disaster assistance programs. The Division ensures program goals, objectives, timelines, budgets, and other related program criteria are being met.

To do this, DHS&EM administers subgrantee grants and monitors their activities from award to closeout. DHS&EM provides day-to-day oversight, reconciles and approves programmatic subgrantee expenditures; and provides general support and assistance relating to procurement and project implementation. DHS&EM authorizes reimbursement for expenditures, audits quarterly reports, and generates the reimbursement with supporting documentation for compliance, then forwards for payment. Accounting personnel within the Department of Military and Veterans Affairs, Division of Administrative Services process the reimbursements and issue a warrant for payment to the subgrantee. 

DHS&EM also performs quarterly master file audits, office-based monitoring, and on-site subgrantee monitoring visits, to ensure grants management responsibilities are being met. This includes accounting for receipts and expenditures, cash management, maintaining adequate financial records, means of allocating and tracking costs, contracting and procurement policies and records, payroll records and means of allocating staff costs, property/equipment management system(s), progress of project activities, etc. 

DHS&EM continuously reviews www.grants.gov for federal grant program announcements applicable to the non-disaster section of the Division. The State Authorizing Agency (SAA) will determine those homeland security and preparedness assistance grant opportunities DHS&EM will apply for. When awarded DHS&EM may sub-grant to eligible jurisdictions.  

DHS&EM manages and administers the following grants:

Federal Grants
· EMPG – Emergency Management Planning Grant Program
· HSGP – Homeland Security Grant Program
· SHSP – State Homeland Security Program 
· NOAA – National Oceanic and Atmospheric Administration (Tsunami Ready Program)
· Any funds from other program sources provided through the subgrantee award process

State Grant
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]LEPC – Local Emergency Planning Committee Grant Program




GRANT APPLICATION PROCESS

DHS&EM shall post application opportunities for subgrantees on the website at http://ready.alaska.gov/grants.htm. Eligible applicants can apply based on guidance provided by DHS&EM. 

DHS&EM shall carefully screen and review all applications for completeness. Any application determined incomplete shall be disqualified. DHS&EM will notify in writing subgrantees with disqualified applications and include instructions on how to appeal the disqualification.

DHS&EM will review completed applications and past performance in the following areas regardless of which federal or state assistance program is applied for:

· Ability to expend grant funds in a timely manner
· Ability in achieving project timelines and milestones 
· Ability to meet any prior award special conditions
· Compliance with procurement and contracting requirements
· Compliance with property management and reporting requirements
· Compliance with grant training requirements
· On-time versus delinquent quarterly reports
· Timeliness and justification for award extensions and reallocations
· Participation record in DHS&EM grant management training and/or conferences
· Results of office-based and on-site monitoring reviews
· Record of significant findings during a professional audit


SENIOR ADVISORY COMMITTEE/INTERAGENCY REVIEW COMMITTEE

The Division of Homeland Security and Emergency Management (DHS&EM) serves as the State Administrative Agency for the State Homeland Security Program Grant (SHSP) administered by the US Department of Homeland Security (DHS). The State Emergency Response Commission (SERC) established by Alaska Statute as the Governor’s Advisory Committee for planning and preparedness for all hazards in 1990 serves as Alaska’s formal DHS required Senior Advisory Committee (SAC). The SERC is established under AS 26.23.071 with formal established membership across local, State and federal entities. The SERC facilitates the preparation and implementation of all emergency plans at all levels within the State; establishes local emergency planning committees; makes recommendations to appropriate parties to improve prevention and preparedness; and performs coordinating, advisory and planning tasks related to emergency planning and preparedness for all hazards. The SERC has established bylaws, policies and procedures, and a biannual work plan. The SERC meets twice annually and through DHS&EM, reviews the Threat and Hazard Identification & Risk Analysis (THIRA) and State Preparedness Report. The SERC coordinates multi-agency funding opportunities to ensure the GAPS identified in the THIRA are addressed to the extent funding allows. Alaska’s preparedness and planning priorities are identified and implemented through DHS&EM as the SAA. The SERC Coordinator serves as the SAC Point of Contact. The Alaska Statutes and ancillary governing documents supersede the need for a charter document and have served the State well across multiple Administrations, regardless of political affiliation. 

Through DHS&EM, funding from the SHSP is provided to local jurisdictions through a sub-grant program. The Division develops a local jurisdiction application to solicit projects meeting the priorities of the State’s Homeland Security Strategy and the Investment Justifications developed by the GAPS identified in the THIRA reviewed by the SERC and submitted annually to DHS. These projects encompass planning, organization, equipment, training, and exercise requests. Local jurisdiction applications are reviewed by the Division for adherence to program requirements and prior applicant performance is notated. Applications are compiled for the review of an Interagency Review Committee. The review committee is tasked with developing recommendations for sub-grant project funding, subject to the approval of the Director of DHS&EM. 

The committee is comprised of representatives covering multiple disciplines and communities. Review Committee members include past participants to ensure historical knowledge is maintained along with individual representatives of various disciplines with personal interest to serve and representatives that have been suggested by local jurisdiction. Division concurrence is required of all members. 
The intent of the Review Committee is to have representation of multiple disciplines with roles in emergency management, terrorism prevention, and all hazard response and recovery. This varied representation allows for comprehensive discussion and evaluation of projects. Committee representatives are sought from: 
· Emergency Management 
· Fire 
· Law Enforcement 
· HazMat 
· Medical 
· Government/Administration 

Final approval for all grant funds is authorized by the SAA. Upon approval, DHS&EM shall notify subgrantees of the intent to issue a grant award. The SHSP Grants will be tracked in the Division’s database to ensure the 80% pass through is met and the 45 day distribution is met per the Grant requirement. 




APPLICANT ELIGIBILITY

All subgrantees must have an active Dun and Bradstreet (D&B) Data Universal Numbering System (DUNS) number in order to apply for federal financial assistance. Organizations may receive a DUNS number at no cost by going to http://fedgov.dnb.com/webform.

In addition, all subgrantees must register with the System for Award Management (SAM) database. The Central Contractor Registration is the primary registrant database for the U.S. Federal Government, which has migrated into the SAM system. All subgrantees are required to complete a one-time registration through SAM. Subgrantees must update or renew their registration at least once per year to maintain an active status. Failure to maintain an active status shall result in deobligation of all federal assistance funds. Subgrantees can register at the SAM homepage at http://www.sam.gov.

Those subgrantees eligible to receive preparedness assistance grants, contracts, and other activities are required to adopt the National Incident Management System (NIMS) in accordance with HSPD-5, Management of Domestic Incidents. NIMS to enable all levels of government, tribal nations, nongovernmental organizations, and private sector partners to work together to prevent, protect against, respond to, recover from, and mitigate the effects of incidents, regardless of cause, size, location, or complexity. 


GRANT AWARD

All grant awards issued by DHS&EM shall include terms and conditions with requirements concerning compliance with federal regulations and audit requirements. Several standard or special conditions may be added to the award. Subgrantees may also receive grant assistance through Memorandum of Understanding (MOU) agreements allowing DHS&EM to expend grant funds on behalf of the subgrantee.

Subgrantees receiving awards must accept the grant award within 30 days from date of certified receipt or submit a Notice of Intent to Accept Grant Award request outlining their need for extension to accept the grant award. 

Appendix 1 - Notice of Intent to Accept Grant Award

All awards require three signatures in order to fully accept the grant award. Subgrantees must complete the Signatory Authority Form identifying the primary officials responsible for accepting the grant award on behalf of the subgrantee. A primary Project Manager, Chief Financial Officer, Signatory Official and Local Emergency Planning Committee (LEPC) Chairperson (for state LEPC grant) is required by signature. Any changes in any one of these primary officials shall require an amendment to the grant award. 

Note:  Only the LEPC has a different Signatory Form as the LEPC Chairperson has to also sign in addition to the other three primary officials.

Appendix 2 - Signatory Authority Form
Appendix 3 - LEPC Signatory Authority Form


[bookmark: _Toc288804143]CHANGES TO AWARD

Subgrantees shall submit in writing (by mail or email) all change requests to the DHS&EM project manager, accompanied by a justification narrative and budget/ spending plan, for review and approval. Changes must be consistent with the scope of the project and grant guidelines. DHS&EM will consider requests for changes only if the reporting requirements are current, and if terms and conditions have been met at the time of the request. Changes in the programmatic activities, or purpose of the project, changes in key persons specified on the grant award, contractual services for activities central to the purposes of the award, requests for additional funding, change in project site, or release of special conditions will result in an amendment to the award. DHS&EM will not authorize transfer of funds between category allocations (planning, exercise, training, equipment), except on a case–by–case basis. DHS&EM will deobligate any excess funds through an amendment and will reallocate these funds for next prioritized eligible projects throughout the state.

Types of award adjustments:

· Change of address
· Changes in award period – written requests should be at least 90 calendar days before the end date of the award
· Changes in project scope
· Change in project site
· Changes that increase or decrease the total cost of the project
· Change in or temporary absence of the project manager, LEPC chairperson, chief financial officer, or signatory official
· Transfer of project
· Addition of an item to the project budget requiring prior approval
· Release of special conditions, if required
· Changes in key personnel
· Change of State Administrative Agency (SAA)




REALLOCATION AWARD PROCESS

To guarantee Alaska’s federal Homeland Security Grant Program (HSGP) allocations are spent efficiently and effectively, the Alaska Division of Homeland Security and Emergency Management (DHS&EM) will take these steps to ensure local pass–through funds are expended and managed appropriately. DHS&EM will soliciting requests from HSGP local jurisdiction grant project managers for reallocated HSGP eligible category projects and activities (Equipment, Planning, Training, and Exercise) approximately 60 days out from the end of the grant.  The relative HSGP Guidance (http://ready.alaska.gov/grants.htm), previous Grant Terms and Conditions, Grant Requirements, Assurances and Agreements will still apply. 

Funds must be expended by the deadline projected. Local jurisdictions must consider the ability to meet this performance period. There is no guarantee submitted projects will receive full funding. Projects recommended for approval may only receive partial funding. All projects must support the State of Alaska Homeland Security Strategy and National Homeland Security Priorities. 

In order to request reallocated funds, local jurisdictions must show current National Incident Management System (NIMS) compliance through the web base Compliance Assistance Support Tool (NIMSCAST), and be current with grant program quarterly and final reporting requirements.  

Requests for reallocated funds will be reviewed and recommended for approval in the following order:
1. Local jurisdictions with completed approved projects and have documented unanticipated cost over–run expenditures.  
1. Projects submitted on the original local application, but not funded in whole by the Inter–Agency Review Committee. This would include projects limited in quantity, but the jurisdiction can justify the need for quantity increase.
1. Approved projects submitted in the original application not funded by the review committee, but recommended for future funding.
1. New projects will be considered only after all the above have been met. 
3. Requests for new equipment projects must be itemized including the Authorized Equipment List (AEL) number from the Responder Knowledge Base (RKB) web site https://www.rkb.us, and support the State of Alaska. Homeland Security Strategy and National Homeland Security Priorities.
3. New equipment projects requiring federal Environmental Historic Preservation (EHP) review will be considered case–by–case basis.
3. Requests for new training projects must be from the approved training course catalog at web site http://www.firstrespondertraining.gov/odp_webforms.

To be eligible for a reallocation a local jurisdiction currently receiving HSGP funds must also provide a spending plan and timeline to DHS&EM project manager outlining how grant funds will be expended including any existing un–spent HSGP grant funds.
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Subgrantees with special conditions on their awards are prohibited from expending any funds until those identified conditions are released by amendment, unless otherwise noted. Environmental and Historic Preservation (EHP), and mid-year review of grant expenditures requiring a spending plan are two examples of special conditions. DHS&EM shall deobligate grant funds when subgrantees fail to comply with any and/or all special conditions.


ENVIRONMENTAL AND HISTORIC PRESERVATION

An EHP is required by FEMA when the federally funded grant project entails purchasing equipment, installations of equipment, modifications or replacements to a facility, ground disturbances, training and exercises, etc. Subgrantees should complete the following (when instructed on the EHP Form) and submit to DHS&EM:

· EHP Form (start with this form first and follow this form as it provides step-by-step instructions)
· Note: Description of Project needs to include who it is for in the community, what the project is that the grant funds are used for (what’s being done or installed), precisely where it is located, and how it will enhance the community.
· Statement of Work
· Aerial photo of location or facility
· Photos of side views, street view, internal and/or external of building
· Technical drawings or equipment specification sheet
· Historical building report/data on building or historical buildings nearby
· FIRM and Wetlands Maps

Note: Any attachments (photos, drawings, specification sheets, reports, maps, etc) must follow the marking instructions for photos on the EHP Guidance for Ground and Aerial Photos posted on DHS&EM website.


ALASKA ASSESSMENT

All subgrantees are required to complete an Alaska Assessment when noted in the Obligation Award Document (currently required by SHSP and EMPG). Every community has an obligation to understand the risks it faces. Knowledge of these risks allows a community to make informed decisions about how to manage risk and develop capabilities. Subgrantees must complete/update and submit the Alaska Assessment on or before December 31st of each year. By completing the Alaska Assessment, subgrantees meet NIMS compliancy requirements.


[bookmark: _Toc288804145]PROJECT BUDGET DETAILS 

All awards DHS&EM issues shall contain a Project Budget Details (PBD) report. The PBD shows the approved budget category (i.e. equipment, planning, training, or exercise), project description, and the allocated amount. No changes between budget categories are allowed, except on a case-by-case basis. Subgrantees must submit written requests to DHS&EM for budget realignments. No budget revisions are authorized within the last 30 days of the grant award without requesting a grant extension.

If projects have a special condition, DHS&EM must release this special condition before the subgrantee expends any funds towards such project, even if identified on the PBD. Note: The PBD demonstrates allocation of funds, not pre-approval or authorization, unless following the Travel Policy. 

The PBD is established and in compliance with the grant award guidelines when the subgrantee is awarded a state or federal award. Allowable and non-allowable expenses are listed in the Office of Management and Budget (OMB) Circular (A-87) and specific federal, state and/or local grant guidance.
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Subgrantees shall submit timely quarterly and final Performance (or Narrative) and Financial Progress Reports to the DHS&EM project manager. They may reproduce instructions and blank forms located on DHS&EM Grants Program Support web site. All subgrantees should check the web site quarterly for the most current forms. An authorized subgrantee representative, either the primary or delegate, as documented on the Signatory Authority Form, must sign the quarterly and final reports. Three distinct signatures are required between the project manager (or LEPC Chairperson), signatory official and chief financial officer.

Quarterly reports are due:
	April 20th	Reporting period January 1 – March 31
	July 20th	Reporting period April 1 – June 30
	October 20th	Reporting period July 1 – September 30
	January 20th	Reporting period October 1 – December 31

The reporting schedule is documented under the Grant Terms and Conditions for each grant awarded. Quarterly reports are required whether or not expenditures are incurred.

Performance (or Narrative) Progress Reports shall describe the status of the project, compare actual accomplishments to the objectives established for the reporting period in the project timeline, report reasons for deviation, provide justification for timeline adjustment requests, and must support the Financial Progress Reports. Performance (or Narrative) Progress Reports should include any significant events or activities. Subgrantees must report progress relative to the project timeline stated in the subgrantee’s application (and milestones documented on the Project Timeline form for applicable grants). Financial Progress Reports shall describe the status of the funds, show encumbrances, and receipts of program income, cash or in–kind contributions to the project, whether or not a local match is required. 
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Subgrantees must substantiate all requests for reimbursements using the Performance (or Narrative) Progress and Financial Progress Report form. Reimbursement is based upon authorized and allowable expenditures consistent with project narrative, PBD, grant guidance, and the submission of timely quarterly and final Performance (or Narrative) and Financial Progress Reports. DHS&EM may withhold payments pending correction of deficiencies or use of outdated forms. Subgrantees may request reimbursement of expenditures at any time within the performance period. All expenditures must have supporting source documentation (e.g. copies of invoices, receipts, timesheets with name/wage/hours, cost allocation, warrants, etc.). Subgrantees shall use the Procurement Method Report to support all procurements or contracts. 

Proof of Payment for Reimbursement

Acceptable proof of payment is outlined as below:
· Payments made by cash will be by Invoice/receipt paid in full, or documents a complete cash transaction (e.g. change provided back, amount still due $0.00, etc.
· Payments made by check will be invoice/receipt (preferably with check number on it), Copy of check before payment, copy of cancelled check or copy of automated transaction ledger showing outlay of funds or copy of bank statement
· Payments made by credit card will be by Invoice/receipt, copy of credit card statement with the charge.

Annex 3 - Procurement Method Report

A breakdown of allowable and unallowable expenses is found in the OMB Circular (A-87), and specific federal, state and/or local grant guidance. What is allowable and unallowable may vary depending on the Obligating Award Document. Follow the grant guidelines when submitting any expenses for reimbursement. Below is a list of the most common expenses submitted for reimbursement. 

· Personnel Costs: Payroll reports signed and certified by the Chief Financial Officer capturing the employee name, position, coded allocation to the project, amount paid, dates worked, and any benefits are acceptable. Staff may not self–certify their own time and wages. The subgrantee shall retain all supporting payroll records, including time and attendance records signed by the employee and supervisor and copies of warrants as per recordkeeping requirements. Personnel costs related to SHSP are subject to the Personnel Reimbursement for Intelligence Cooperation and Enhancement of Homeland Security Act of 2008 (Public Law 110-412 – the PRICE Act).

· Contracts: All sole–source procurements, single vendor response to a competitive bid, and contracts over $25,000 require DHS&EM pre–approval prior to implementation. DHS&EM requires final signed copies of all contracts and the procurement method used with the request for reimbursement. 

· Program Income and Local Match: Program income may be used to supplement project costs, reduce project costs, or may be refunded to the federal government, and must be used for allowable program costs and be expended prior to requests for reimbursement. Local matching funds must clearly support the source, the amount, and the timing of all matching contributions.

· Equipment: Allowable equipment categories are listed on the web–based Authorized Equipment List (AEL) on the Responder Knowledge Base (RKB) at https://www.llis.dhs.gov/knowledgebase. Documentation is required per instructions attached to quarterly reports. 

· Training: Subgrantees requesting reimbursement of training expenses must have DHS&EM pre–approval prior to registering or participating in training opportunities.

· Exercise: Requires submission of an After–Action Report/Improvement Plan within 30 days after conclusion of the exercise.

· Food and Beverages: Per federal allowances, food and/or beverage expenses are allowable exercise costs for mass sheltering activities only.

· Overtime and Backfill: All overtime and backfill requires pre-approval from DHS&EM. All personnel costs are subject to the funding restrictions identified by the PRICE Act (Public Law 110-412).

· Travel:  All travel requires DHS&EM pre–approval, unless requested in the application and appears on the approved PBD. Reimbursement for travel shall be calculated in accordance with the subgrantee’s local travel policy not to exceed the federal per diem rate. Subgrantees with no local travel policy shall follow the federal (unless a state funded grant) per diem rate for Alaska. All travel meeting this criteria shall be based on the other locality when determining per diem and lodging rates. If lodging costs exceed the maximum lodging rate, subgrantees must obtain additional pre-approval from DHS&EM prior to commencement of travel for any reimbursement over the federal level otherwise the entire travel costs may not be eligible.
[bookmark: _Toc288804148]

TRAVEL POLICY

The following is required with all travel reimbursement requests: 

· Traveler’s itinerary
· Basis of computation by unit cost (Individual Airfare + $ Lodging + $ Meal Allowance + $ Other x Number of people traveling)
· Summary spreadsheet of group travel, listed by name of traveler, dates, and expenses (such as airfare, lodging, per diem, etc.)
· Copy of relevant section of the Collective Bargaining Agreement, if applicable (mileage, shift differential, meal allowance, etc.)
· Purpose of travel as it relates to program activities, and location. Include:
· Copy of conference or training registration form and event brochure
· If attending a meeting, submit copy of agenda and meeting minutes
· Copy of local (or DHS&EM, if applicable) Travel Authorization and receipts for all expenses except meals

Not allowed: Alcohol or bar charges, laundry charges, VISA or passport charges, tips, phone calls, personal hygiene items, in-room movies, magazines, personal transportation, travel insurance, credit card fees, lodging costs associated with violation of the lodging facility’s policies, lodging in excess of federal or state per diem as applicable.	

The following are examples of varying travel scenarios:

Example #1:

Member from the City of Ketchikan is traveling to Anchorage for a 2 day meeting with lodging costs at $129 per day plus taxes during the month of November. The City of Ketchikan has a local travel policy which authorizes $60 per day per diem and actual cost for lodging.

· Leave Ketchikan Monday at 4:50 pm arriving Anchorage 9:34 pm - $32 per diem (Dinner)
· Meeting (2 days @ $60) = $120 per diem
· Leave Thursday Anchorage at 8:05 am arriving Ketchikan 12:47 pm - $28 per diem (Breakfast & Lunch)
· Lodging (3 nights at $129 plus 12% tax) = $433.44
· Airline ticket $391
· Total expenses: $1,004.44
	
The City of Ketchikan requests reimbursement of $1,004.44. DHS&EM compares reimbursement request with GSA Per Diem scale to check for federal rate. Authorized federal per diem rate is $80 per day with maximum lodging rate at $99 per day. Based on submitted documentation the reimbursement due the City of Ketchikan is as follow:

Requested per diem amount: $180		Authorized reimbursement: $180
Requested airline expense: $391			Authorized reimbursement: $391
Requested lodging costs: $433.44		Authorized reimbursement: $332.64
Total requested: $1,004.44				Total reimbursed: $903.64

Difference of $100.80 is based on the maximum lodging amount under the federal rate for Anchorage at $99 plus tax. Since the City did not obtain pre-approval prior to traveling, DHS&EM would reimburse the City $903.64 in this example.

Example #2:

Member from the City of Ketchikan is traveling to Anchorage for a 1.5 day meeting with lodging costs at $211 per day plus taxes during the month of July. The City of Ketchikan has a local travel policy which authorizes $60 per day per diem and actual cost for lodging.

· Leave Ketchikan Monday at 8:56 am arriving Anchorage 2:38 pm - $60 per diem (Full day)
· Meeting (2 days @ $60) = $120 per diem
· Leave Anchorage Wednesday at 11:35 am arriving Ketchikan 5:10 pm - $60 per diem
· Lodging (2 nights at $422 plus 12% tax) = $472.64
· Airline ticket $494
· Total expenses: $1,146.64
	
The City of Ketchikan requests reimbursement of $1,146.64. DHS&EM compares reimbursement request with GSA Per Diem scale to check for federal rate. Authorized federal per diem rate is $119 per day with maximum lodging rate at $213 per day. Based on submitted documentation the reimbursement due the City of Ketchikan is as follow:

Requested per diem amount: $180		Authorized reimbursement: $180
Requested airline expense: $494			Authorized reimbursement: $494
Requested lodging costs: $472.64		Authorized reimbursement: $472.64
Total requested: $1,146.64				Total reimbursed: $1,146.64

The City of Ketchikan is due the full amount as expenditures did not exceed the federal rate.

Example #3:

Member from the City of Hoonah is traveling to Anchorage for a 2 day meeting with lodging costs at $129 per day plus taxes during the month of November. The City of Hoonah has no local travel policy so the member is traveling under the federal per diem “Other” rate which authorizes $107 per diem and $99 maximum lodging per day. The City of Hoonah requested permission to have lodging reimbursed at actual cost; approved by DHS&EM.
· Leave Hoonah Tuesday at 8:35 am arriving Anchorage 2:22 pm - $107 per diem (Full Day)
· Meeting (2 days @ $107) = $214 per diem
· Leave Anchorage Friday at 8:05 am arriving Hoonah 11:00 am - $22 per diem (Breakfast)
· Lodging (3 nights at $129 plus 12% tax) = $433.44
· Airline ticket $541
· Total expenses: $1,317.44

The City of Hoonah requests reimbursement of $1,317.44. DHS&EM compares reimbursement request with GSA Per Diem scale to check for federal rate. Authorized federal per diem rate is $107 per day with maximum lodging rate at $99 per day. Based on submitted documentation the reimbursement due the City of Hoonah is as follow:

Requested per diem amount: $343		Authorized reimbursement: $343
Requested airline expense: $541			Authorized reimbursement: $541
Requested lodging costs: $433.44		Authorized reimbursement: $433.44
Total requested: $1,317.44				Total reimbursed: $1,317.44

Because the City of Hoonah has pre-approval from DHS&EM to request lodging reimbursement at actual cost no difference in federal rate is calculated. DHS&EM would reimburse the City $1,317.44 in this example.


NON-REIMBURSABLE EXPENSES

Unallowable costs (unless specified by specific grant guidance) include:
· Contracts, single vendor response to a competitive bid, and procurements over $25,000 not pre-approved by DHS&EM
· Sole source contracts and procurements not pre–approved by DHS&EM
· Training and related travel costs not pre–approved by DHS&EM
· Construction and renovation
· Indirect costs
· Management and Administration (M&A) costs to manage sub–contracts
· Supplanting
· Maintenance and/or wear and tear costs of general use vehicles and emergency response apparatus
· Equipment purchased for an exercise cannot be used for permanent installation and/or beyond the scope of an exercise
· Hiring of sworn public safety officers to fill traditional public safety duties or to supplant traditional public safety positions and responsibilities
· Weapons and ammunition
· Entertainment and sporting events
· Personal items such as personal hygiene items, magazines, in–room movies, personal travel
· Souvenirs, memorabilia, promotional items (give-a ways), or gifts
· Travel not pre-approved by DHS&EM
· Travel insurance, visa, and passport charges
· Lodging costs in excess of federal per diem, not pre-approved by DHS&EM
· Lodging fees associated with violation of the lodging facility’s policies, such as smoking in a non–smoking room
· Lunch when travel is wholly within a single day
· Stand–alone working meals
· Bar charges, alcoholic beverages
· Tips, gratuities
· Finance, late fees, or interest charges
· Lobbying, political contributions, legislative liaison activities
· Organized fund–raising, including salaries of persons while engaged in these activities
· Land acquisition
· Organizational Costs
· Expenditures not supported with appropriate documentation when submitted for reimbursement

DHS&EM shall process properly documented expenditures for payment. If there are any allowable unsupported expenditures, DHS&EM will return these to the subgrantee. The subgrantee may resubmit these expenditures with proper documentation under a special report or with the next quarterly report.
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Subgrantees must submit a Procurement Method Report or a local equivalent with each invoice no matter the amount. All vendors/bidders must be notified of federal fund source and must retain their records three years after final payment. Subgrantee must check the federally debarred/suspended vendors on SAM at www.sam.gov prior to execution of any procurement.

In compliance with the OMB Circular A–102, Common Rule for Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments, procurement requirements include:

· Federally funded procurements prohibit local preference policies, and require free and open competition.

· Records sufficient to detail the history of the procurement including:  
· Rationale for the method of procurement
· Selection of contract type
· Method of conducting technical evaluations of the proposals received and for selecting or rejecting contractor
· Basis for the contract price through independent estimates or performing a cost analysis

· Protest procedures.

· Equal Employment Opportunity compliance; assurance affirmative action steps have been taken for opportunities to procure goods and services through small and minority firms, women’s business enterprise, and labor surplus area firms.

· Prohibition from doing business with any debarred or suspended vendor/contractor. Requires bidder’s certification for contracts over $25,000 stating the vendor/contractor is not prohibited from working on federally–assisted projects.

Procurements shall comply with subgrantee’s procurement policies and procedures, and conform to applicable state and federal law and the standards identified in the Procurement Standards Sections of 44 Code of Federal Regulations (CFR) Part 13, Uniform Administrative Requirements for Grants and Cooperative Agreements with State and Local Governments. If the subgrantee has no local procurement policy or procedure or it is less restrictive than state procurement code, the following rules apply:
		
	Amount
	Documentation Required

	$0 - $3,000
	Adequate competition filed in local files

	$3,000.01 - $25,000
	Verbal quotes – adequate competition

	> $25,000.01
	DHS&EM pre-approval required

	$0 - $25K Service Contracts
	DHS&EM pre-approval required

	All Sole Source 
	DHS&EM pre-approval required

	All Non-Competitive
	DHS&EM pre-approval required


* All Professional Services require written procurement quotes. 
** See Property and Equipment Inventory Section when purchasing 
equipment above $5K

Note: All procurement methods require justification to explain why a vendor was selected and to show adequate competition was done. If using a Pre-Bid Contract (i.e., GSA, WSCA or local equivalent) then the Contract Vendor and Contract Number needs to be listed.

· $0 to $3K – Project Manager’s certification showing why the vendor was selected. This can be accomplished by completing the Procurement Method Report, Vendor “Solicitation” Worksheet, or local equivalent (and include with the invoice). Self-assurance and adequate competition must be documented for jurisdiction’s grant files. By signing the document, the Project Manager certifies adequate competition was done.

· $3,000.01 to $25K – Project Manager’s certification showing three Verbal quotes were obtained. Written quotes should briefly describe the procurement method and policies used by the local jurisdiction. Include a description of the methods of securing informal quotes (phone vendors and record verbal quotes, written (fax) solicitations, sourcing from General Services approved vendor lists, Internet and catalog price comparisons); list of vendors and quotes, a description of the vendor award/selection criteria, and finally why the vendor was selected. This can be accomplished by completing the Procurement Method Report, Vendor “Solicitation” Worksheet, or local equivalent (and include with the quarterly report). By signing the document, the Project Manager certifies adequate competition was done.

Note: All procurements of $25,000.01 or more require DHS&EM pre-approval prior to execution of the procurement (If pre-approval is not obtained, DHS&EM will no longer approve nor reimburse any procurements after the purchase has been made.) To facilitate this process, subgrantees shall complete the following: 

· Use the Procurement Method Report form to obtain DHS&EM pre-approval for all Service Contracts $0 to $25K, and for any amount $25,000.01 - $50,000.

· Submit a Request for Pre-Approval of Sole Source/Noncompetitive Bid or Above $50,000 Procurement form with the required documents to DHS&EM for approval. Approval to proceed should be accomplished with 72 hours after all documentation has been received. 

· $25,000.01 to $50K – Written quotes for purchases or Service Contracts of any value are required from three vendors. Jurisdiction must also a matrix decision for approval to DHS&EM on procurement method report form. 

· $50,000.01 or Greater – Requires documentation and pre-approval by DHS&EM along with three formal proposals/bids. Include a list of all other submitted proposals/vendor and bid amounts. Submit all documentation for each step in the bid process to DHS&EM for pre-approval.
	 
Procurement transactions shall be conducted to provide maximum open and free competition. Should subgrantee select to award procurement or contract without competition, sole source justification shall be required. Justification must be provided for all noncompetitive procurement, to include all single vendor response procurements. 

Appendix 4 – Procurement Method Report
Appendix 5 – Request for Pre-Approval of Sole Source/Noncompetitive Bid or Above $50,000 Procurement

Contractors that develop or draft specifications, requirements, Statements of Work, and/or Requests for Proposals for a proposed procurement shall be excluded from bidding or submitting a proposal to compete for the award of such procurement. Local bidder’s preference is not allowed for federally funded procurements. 


[bookmark: _Toc288804150]CONTRACTS

Any contract entered into shall comply with local, state and federal government contracting regulations. To the extent that subgrantee’s of a grant use contractors, subgrantees shall use small, minority, women-owned or disadvantaged business concerns and contractors to the extent practicable. Contracts for professional and consultant services must include local, state and federal government required contract language, a project budget, and require pre–approval by DHS&EM prior to implementation. Contract deliverables must meet the intent of the grant application and grant requirements. Justification is required for compensation for individual consultant services, and must be reasonable and consistent with the amount paid for similar services in the market place. Subgrantees must include time and effort reports, and detailed invoices for consultants when submitting a request for reimbursement.  

Subgrantees require DHS&EM pre-approval of contracts $25,000.01 or greater, all sole source contracts for any amount, and single vendor response to a competitive bid. Pre–approval can be requested for any contracts to ensure compliance with state and federal procurement and contract guidelines, and that required federal clauses are incorporated. DHS&EM will deny costs if contracts are not compliant, or cannot be brought into compliance. Identification of Federal Fund source is required in all contracts. Federally funded procurements prohibit local preference policies, and require free and open competition. No contingency allowance is allowed in subgrantee contracts. Contracts require compliance with AS 39.52 Ethics Act regarding conflicts of interest.  

A grantee’s and subgrantee’s contracts must contain contract provisions as outlined in 44 CFR 13.36 (i). The below provisions are required to be incorporated when using federal grant funds for contracts. Note: Certain assurances may not be applicable to some projects and may be omitted accordingly. 

· Administrative, contractual, or legal remedies in instances where contractors violate or breach contract terms, and provide for such sanctions and penalties as may be appropriate. (Contracts more than the simplified acquisition threshold)

· Termination for cause and for convenience by the grantee or subgrantee including the manner by which it shall be effected and the basis for settlement. (All contracts in excess of $10,000)

· Compliance with Executive Order 11246 of September 24, 1965, entitled “Equal Employment Opportunity,” as amended by Executive Order 11375 of October 13, 1967, and as supplemented in Department of Labor regulations (41 CFR Chapter 60). (All construction contracts awarded in excess of $10,000 by grantees and their contractors or subgrantees)

· Compliance with the Copeland “Anti-Kickback” Act (18 U.S.C. 874) as supplemented in Department of Labor regulations (29 CFR Part 3). (All contracts and subgrants for construction or repair)

· Compliance with the Davis-Bacon Act (40 U.S.C. 276a to 276a–7) as supplemented by Department of Labor regulations (29 CFR part 5). (Construction contracts in excess of $2,000 awarded by grantees and subgrantees when required by Federal grant program legislation)

· Compliance with Sections 103 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327–330) as supplemented by Department of Labor regulations (29 CFR Part 5). (Construction contracts awarded by grantees and subgrantees in excess of $2,000, and in excess of $2,500 for other contracts which involve the employment of mechanics or laborers)

· Notice of awarding agency requirements and regulations pertaining to reporting.

· Notice of awarding agency requirements and regulations pertaining to patent rights with respect to any discovery or invention which arises or is developed in the course of or under such contract.

· Awarding agency requirements and regulations pertaining to copyrights and rights in data.

· Access by the grantee, the subgrantee, the Federal grantor agency, the Comptroller General of the United States, or any of their duly authorized representatives to any books, documents, papers, and records of the contractor which are directly pertinent to that specific contract for the purpose of making audit, examination, excerpts, and transcriptions.

· Retention of all required records for three years after grantees or subgrantees make final payments and all other pending matters are closed.

· Compliance with all applicable standards, orders, or requirements issued under section 306 of the Clean Air Act (42 U.S.C. 1857(h)), section 508 of the Clean Water Act (33 U.S.C. 1368), Executive Order 11738, and Environmental Protection Agency regulations (40 CFR part 15). (Contracts, subcontracts, and subgrants of amounts in excess of $100,000)

· Mandatory standards and policies relating to energy efficiency which are contained in the state energy conservation plan issued in compliance with the Energy Policy and Conservation Act (Pub. L. 94–163, 89 Stat. 871).


[bookmark: _Toc288804151]PUBLICATIONS

Publications, such as statements, press releases, requests for proposals, bid invitations, and other documents describing projects or programs must acknowledge use of federal funding when funded in whole or in part with federal funds. (citation: Department of Homeland Security (DHS) Preparedness Grant Agreement Articles- Assurances, Administrative Requirements and Cost Principles, Article II - Acknowledgement of Federal Funding from DHS)

The DHS seal(s), logos, crests or reproductions of flags or likenesses of DHS agency officials, including use of the United States Coast Guard seal, logo, crests or reproductions of flags or likenesses of Coast Guard officials may not be used without prior approval. (citation: DHS Preparedness Grant Agreement Articles- Assurances, Administrative Requirements and Cost Principles, Article IV - Use of DHS Seal, Logo and Flags)

All recipients must affix the applicable copyright notices of 17 U.S.C. § 401 or 402 and an acknowledgement of government sponsorship (including award number) to any work first produced under federal financial assistance awards, unless the work includes any information that is otherwise controlled by the government (e.g., classified information or other information subject to national security or export control laws or regulations). The federal awarding agency also reserves a royalty-free, nonexclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize others to use, for federal government purposes: The copyright in any work developed under a grant, sub-grant, or contract under a grant or sub-grant. (citation: 44 CFR 13.34)



PROPERTY AND EQUIPMENT MANAGEMENT

The subgrantee shall maintain an effective property management system; safeguards to prevent loss, damage or theft; maintenance procedures to keep equipment in good condition; and disposition procedures. Subgrantees shall submit a Property Inventory Report form to DHS&EM annually each June 20th with the Financial Progress Report during the performance period, and continued submission is required annually until final disposition of the equipment is acquired. DHS&EM shall provide a Property Inventory Report to each applicable jurisdiction yearly to assist with annual reporting requirements.  

Subgrantees shall not assign equipment purchased with these grant funds to other entities or organizations without the expressed approval in writing from DHS&EM, prior to the jurisdiction’s encumbrance or expenditure for that equipment. Management of property and equipment shall be in accordance with state laws and procedures as outlined in 44 CFR Part 13, sections 13.31 and 13.32. http://www.ecfr.gov/cgi-bin/text-idx?SID=98316fdcad005eac6926a740d580f1c8&node=44:1.0.1.1.14.3.13.10&rgn=div8  

Property and Equipment Inventory Reports

Overview: According to federal guidelines and regulations, subgrantees use federal funds prudently when acquiring and managing of property. Subgrantees must assure an effective system for property management exists; this assurance is signed for on the award agreement with the DHS&EM. A subgrantee must submit a description of its property management system, either in its grant application or when DHS&EM requests. If the subgrantee does not employ an adequate property management system, DHS&EM may disallow project costs associated with the acquisition of the property.

Equipment - tangible, non-expendable property having a useful life of more than one year and an acquisition cost of $5,000 or greater. Subgrantees will submit with quarterly reports a completed Equipment Purchase Form for purchases above $5,000 so the equipment is added to the DHS&EM’s Property Inventory (master list).

Appendix 5 – Equipment Purchase Form

Example: Radio Base-station with a per unit value of $6,500, quantity 2, with a cumulative acquisition price of $13,000 needs to be inventoried and reported as two separate items.

Management Requirements from 44 CFR Part 13.32

· Maintain Accurate Property and Equipment Records. Property records shall include:
· Description of the property (include make and model)
· Manufacturer’s serial number or other identification number 
· Vendor (source of the property)
· Acquisition date
· Cost of the property
· Percentage of federal participation in the cost of the property 
· Location of the equipment
· Condition of the equipment as of the date the information is reported 
· Disposition of equipment including date of disposal and sale price

· Conduct a Physical Equipment Inventory. DHS&EM’s policy requires the subgrantee to conduct the inventory annually. Any discrepancies must be investigated to determine the cause. The subgrantee shall submit its initial physical equipment inventory report to DHS&EM by January 20th in the first year of the award performance period, on a spreadsheet provided with the grant award agreement. In subsequent years, DHS&EM shall provide each subgrantee a copy of its last physical equipment inventory report for subgrantee reconciliation and update. The subgrantee will reconcile and send the updated report to DHS&EM by June 20th each year until disposition of the property occurs. Thus, physical equipment inventory reports are required beyond the performance period of the grant agreement, continuing to the end of the equipment life cycle.

· Implement Safeguards to Prevent Loss, Damage or Theft of Equipment. A control system shall be in effect to ensure adequate safeguards to prevent loss, damage, or theft of the property. A subgrantee must submit a description of its control system either in its grant application or when otherwise requested by DHS&EM. Subgrantees are responsible for replacing or repairing the property which is willfully or negligently lost, stolen, damaged or destroyed. Any loss, damage or theft of the property must be investigated and fully documented, and made part of the official project records. The investigation report and documentation shall be submitted with the annual physical equipment inventory report submitted to DHS&EM.

· Implement Equipment Maintenance Procedures. Implement adequate maintenance procedures to keep the property in good condition. A subgrantee must submit a description of its equipment maintenance procedures either in its grant application or when otherwise requested by DHS&EM.

· Disposition. A subgrantee shall dispose of the equipment when original or replacement equipment acquired under the grant award is no longer needed for the original project or program. Disposition of the equipment shall be made by completing the Equipment Disposition Form.

Appendix 6 – Equipment Disposition Form


AUDIT REQUIREMENTS

The State of Alaska requires a subgrantee expending $500,000 or more in federal funds in the organization’s fiscal year to conduct an organization-wide audit in accordance with OMB Circular A-133. The subgrantee shall permit the State of Alaska project officials, program officials and auditors to have access to the subgrantee’s and third-party contractor’s records and financial statements as necessary for the State of Alaska to comply with OMB Circular A-133.  


[bookmark: _Toc288804154]SUBGRANTEE MONITORING POLICY

DHS&EM, as the federal grantee, is responsible for monitoring subgrantees and ascertaining all fiscal, compliance, and programmatic responsibilities are fulfilled. This includes monitoring subgrantee reporting, recordkeeping, and internal operation and accounting control systems. Grant management ensures the grant program is operating efficiently, its internal control program is operating successfully, and any deficiencies detected in the grant program are corrected in a timely manner. Monitoring assists DHS&EM to identify areas of need for subgrantee support and provides feedback on ways to improve its services. Subgrantee monitoring is carried out through two means: office-based monitoring and on-site monitoring. Both forms of monitoring require written documentation. 

HSGP Specific: DHS&EM is the SAA and primary recipient of homeland security grant funds. DHS&EM is tasked with monitoring the progress of subgrantee projects in accordance with the State Homeland Security Strategy (SHSS) and State Preparedness Report to gauge statewide progress toward strategy implementation required for up-line reporting to the DHS Grants Preparedness Directorate (GPD). Subgrantee monitoring is also critical to determine whether grant funds awarded for planning, organizational, equipment, training, exercise, and administrative projects are expended in accordance with 44 CFR, GPD programmatic and fiscal guidelines, and sub-grant awards. Monitoring National Preparedness Directorate’s grants encompasses two main areas: 

1) Fiscal and compliance monitoring of planning, procurement and contracts, exercise, administrative, and training funds, and compliance with regulations; and 
2) Programmatic monitoring of subgrantee progress and operations, including equipment deployment, for project implementation and execution.  

For reference, DHS&EM conducts subgrantee fiscal, compliance and programmatic monitoring based upon the following references, guidance, and agreed award documentation:

· 2 CFR Part 215, OMB Circular A-110
· 2 CFR Part 225, OMB Circular A-87
· 2 CFR Part 220, OMB Circular A-21
· 2 CFR Part 230, OMB Circular A-122
· OMB Circular A-133
· 44 CFR Part 13, Common Rule for Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments
· Other applicable CFRs
· US DHS/GPD State and Local Government Coordination & Preparedness, Office of Grants Management
· Federal Grants Management Handbook, Thompson Publishing Group
· Grant Program Guidance
· Subgrantee’s Obligating Award Document 
· Certifications and Assurances

Office-Based Monitoring:  

For each active grant program, DHS&EM shall conduct office-based monitoring reviews for all subgrantees per fiscal year. Office-based monitoring shall occur each quarter or before on-site visits are scheduled. Open, multi-year sub-grants under the same program shall be reviewed and monitored at the same time.   

DHS&EM shall perform a comprehensive review of the subgrantee master grant file (filed in the Grants Program Support Staff offices) to ensure all documentation is complete and up to date; conferring with the DHS&EM project manager(s) regarding any file irregularities or problems the subgrantee is experiencing, and ensuring any apparent problems are addressed. DHS&EM then contacts the subgrantee by phone and/or email to confirm these findings and reconcile discrepancies. DHS&EM and the subgrantee agree to a brief written plan and timeline to resolve any problems.  

File Review. DHS&EM reviews the subgrantee’s master grant file to perform fiscal, compliance and programmatic monitoring. DHS&EM verifies compliance with the certifications and assurances listed on the reverse side of the Obligating Award Document. The review assesses the status of quarterly reports, the rate of expenditure of funds, evaluation of progress implementation and timelines. 

[bookmark: _Toc59351769][bookmark: _Toc62468210]Fiscal and Compliance Monitoring. The following are required documents in the subgrantee official master grant file:

· Complete application with original signatures, date-stamped when received
· Obligating Award Document with original signatures, special conditions, certifications and assurances, project narrative and budget detail
· Award Amendment(s) with original signatures
· Signatory Authority Form
· Quarterly Performance (or Narrative) Progress Reports with supporting documentation
· Quarterly Financial Progress Reports with supporting documentation,
· SPECIAL NOTE: Since subgrantees maintain financial records in a variety of different formats based on their accounting systems and software programs, they are not required to present the information to DHS&EM through a single standardized format, nor change their formal accounting systems to comply with federal requirements. However, DHS&EM may require the subgrantee to modify its existing system to develop subsystems to account for grant funds, and to report costs in accordance with the grant agreement.  
· Notification of payment email, filed and attached to corresponding quarterly Financial Progress Reports 
· Procurement and Contracting authorizations (e.g. Sole-Source Procurements, Requests for Proposals, Signed Contracts, etc.)
· Annual Equipment Inventory Reports (if applicable)
· Paper and/or electronic copies of any substantial deliverables (e.g. Photos, Power Point presentation, training course, program plans, brochures, outreach materials, etc.)
· Correspondence, especially any previous monitoring documentation, if applicable
· FEMA approved EHP email or letter, if applicable

Expediting the return of the signed Obligating Award Document and/or Award Amendment is particularly important when involving increases, decreases, or reallocation of project budget amounts because the award/amendment is not effective until DHS&EM receives the original signed document. No reimbursements shall be paid out to a subgrantee for those affected items with an outstanding, unsigned Obligating Award Document or Award Amendment. Of significant concern to DHS&EM is if the subgrantee is experiencing any problems resulting in a slow expenditure of funds. A lack of spending may indicate project inactivity and shall be discussed with the subgrantee. DHS&EM shall ask the subgrantee to further explain and justify reasons for delayed procurement activities. If the subgrantee has expended significant funds, DHS&EM shall inquire about how expenditures have enhanced its operations and response capabilities. In particular, if special conditions are in-place that withheld funds to the subgrantee, DHS&EM shall determine what the subgrantee must do to satisfy and remove them. 

[bookmark: _Toc59351770][bookmark: _Toc62468211]Programmatic Monitoring. DHS&EM reviews the subgrantee’s master grant file to determine the subgrantee’s achievements and potential problems faced in implementing the project. The project narrative is examined for the following information:

· Goals, objectives, and implementation steps planned versus. actual
· Requirements and activities
· Timelines, planned versus. actual
· Evaluation plans
· Performance measures

HSGP Specific: DHS&EM reviews the incidence of exercise and training activities in accordance with the project timeline as defined in the grant award, with relevant goals and objectives in the SHSS and the Alaska Homeland Security Exercise and Evaluation Program.  

On-Site Monitoring:  

DHS&EM shall conduct on-site monitoring visits for one subgrantee once every 3 years minimum, possibly more based on risk assessment. If the subgrantee has received sub-grants under several programs, all program grants are reviewed and monitored at the same time, and the appropriate DHS&EM project manager(s) participate. On-site monitoring builds upon the subgrantee master grant file review and conversations undertaken as part of Office-based Monitoring. Approximately thirty (30) days in advance of the proposed visit, DHS&EM contacts the subgrantee to schedule an on-site monitoring visit, briefing the subgrantee on what activities and discussions shall take place. The subgrantee will receive a read-ahead packet, including a cover letter, draft meeting agenda, and proposed list of questions, to ensure on-site time is focused on discussing issues instead of locating documentation. A copy of the cover letter sent to authorizing officials listed on the award and to appropriate DHS&EM project manager(s). 

Although DHS&EM staff and the subgrantee determine the structure of the on-site visit, the grants administrator(s) clearly distinguishes the review of fiscal and grant compliance issues from programmatic discussions. Fiscal and compliance issues are generally discussed with the subgrantee project manager and chief financial officer and/or fiscal coordinator. Programmatic issues are discussed with the subgrantee project manager, local authorizing officials, and other recipient agencies or response representatives. If multiple grant programs and years are being monitored, the subgrantee shall ensure the corresponding responsible parties are available to participate in meetings during the site visit. The subgrantee should expect DHS&EM to spend a minimum of one business day on-site.

[bookmark: _Toc59351777][bookmark: _Toc62468218]Fiscal and Compliance Monitoring. In advance of the on-site monitoring visit, DHS&EM conducts a master file review. On-site, DHS&EM reviews subgrantee grant program files, applicable spending plans, accounting systems and controls, records retention systems, 3rd-party contracting, procurement activities, equipment inventory, and equipment/ property management systems.  

[bookmark: _Toc59351778][bookmark: _Toc62468219]Programmatic Monitoring. A portion of the meeting may involve discussion about project implementation such as milestones, timeline, rate of funds expenditure, project operations, performance measures and evaluation, etc., and include development or update of the subgrantee’s all-hazards Emergency Operations Plan, operations systems, coordination with project-affiliated departments, organizations, contractors, and opportunities for the subgrantee to improve grant management and outreach capabilities.  

At the end of the on-site visit, DHS&EM staff shall conduct an exit interview with subgrantee officials to discuss findings from the meetings and to clarify any corrective action items for the subgrantee, or DHS&EM staff to pursue after the visit. DHS&EM staff shall ask for feedback to identify areas of improvement by which DHS&EM can better support, assist, or enable subgrantee project success. The exit interview highlights what shall be included in the Post-visit Letter to the subgrantee, copied to authorizing officials, listed on the award, and the appropriate DHS&EM Project Manager(s). The letter summarizes contents of the report which shall be placed in the subgrantee’s master grant file. If any outstanding financial, compliance, and programmatic issues are identified the subgrantee is required to submit a Corrective Action Plan within 30 days of receipt of the report identifying what steps the subgrantee is taking to resolve them.

Subgrantees submitting a Corrective Action Plan shall be monitored closely for the next two quarterly reporting cycles (six months). Any further findings during this monitoring period shall result in a follow-up site visit. Subgrantees failing to take corrective measures towards compliance after the second visit shall be subject to deobligation of funds, ineligible for future funding, and possible loss of funding.
				
Appendix 8 – Monitoring Report Form Checklist
Appendix 9 – Sub-grantee Site Monitoring Report Form
Appendix 10 – Sub-grantee Preliminary Schedule
Appendix 11 – Sub-grantee Risk Assessment Checklist
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Grantees shall maintain grant financial and administrative records for a period of six years following the date of the closure of the grant award, or audit if required. Subgrantees shall maintain records for 3 years. Time and effort, personnel and payroll records for all individuals reimbursed under the award must be maintained. Property and equipment records shall be maintained for a period of three years following the final disposition, replacement or transfer of the property and equipment.

Subgrantees shall identify and maintain records for each grant separately, to include different federal fiscal periods, so that information desired may be readily located. Subgrantees are also obligated to protect records adequately against fire or other damage. When records are stored away from the subgrantee’s principal office, a written index of the location of records stored should be on hand and ready access should be assured. 

Access to subgrantee records must include DHS&EM, the federal granting agency, the Office of the Inspector General, the Comptroller General of the United States, or any of their authorized representatives, who shall have the right of access to any pertinent books, documents, papers, or other records of recipients which are pertinent to the award, in order to make audits, examinations, excerpts, and transcripts. The right of access must not be limited to the required retention period but shall last as long as the records are retained. 

However, only under extraordinary and rare circumstances would such access include review of the true name of confidential informants or victims of crime. When access to the true name of confidential informants or victims of crime is necessary, appropriate steps to protect this sensitive information must and shall be taken by the recipient and awarding agency. Any such access, other than under a court order or subpoena pursuant to a bona fide confidential investigation, must be approved by DHS&EM.
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For the reasons listed below, special conditions may be imposed, reimbursements may be partially or wholly withheld, the award may be wholly or partly suspended or terminated, or future awards, reimbursements and award modifications may be withheld. DHS&EM may institute the following, but is not limited to, withholding authority to proceed to the next phase of a project, requiring additional or more detailed financial reports, additional project monitoring, and/or establish additional prior approvals. DHS&EM shall notify the subgrantee of its decision in writing stating the nature and the reason for imposing the conditions/restrictions, the corrective action required and timeline to remove them, and the method of requesting reconsideration of the imposed conditions/restrictions. The subgrantee must respond within five (5) days of receipt of notification for any of the reasons listed below. 

· Unwillingness or inability to attain project goals 
· Unwillingness or inability to adhere to Special Conditions of grant award
· Failure or inability to adhere to grant guidelines and federal compliance requirements 
· Improper procedures regarding contracts and procurements
· Inability to submit reliable and/or timely reports
· Management systems which do not meet federal required management standards


[bookmark: _Toc288804157]TERMINATION

[bookmark: _Toc288804158]FOR CAUSE: If performance is not occurring as agreed, the award may be reduced or terminated without compensation for reduction or termination costs. DHS&EM shall provide five days’ notice to the subgrantee stating the reasons for the action, steps taken to correct the problems, and the commencement date of the reduction or termination. DHS&EM shall reimburse the subgrantee only for acceptable work or deliverables, necessary and allowable costs incurred through the date of reduction or termination. Final payment may be withheld at the discretion of DHS&EM until completion of a final DHS&EM review. 

FOR CONVENIENCE: Any project may be terminated upon convenience, in whole or in part, for the convenience of the Government. DHS and DHS&EM, by written notice, may terminate the grant, in whole or in part, when it is in the Government’s interest. Allowable costs obligated and/or incurred through the date of termination shall be reimbursed. 

Any equipment purchased under a terminated grant may revert to DHS&EM at the option of DHS&EM.

A project which is prematurely terminated shall be subject to the same requirements regarding audit, recordkeeping, and submission of reports as a project which runs for the duration of the project period. Refer to 28 CFR Part 18 for appeal rights in event of termination.
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The final report for any multi-year grant is due 45 days after the end of the subgrantee’s grant award performance period, unless otherwise noted in the grant Obligating Award Document or Amendments. For single year grants the final report is due as stated in the Obligating Award Document. Non-compliance with the above requirement may result in any of the remedies listed in Penalty for Non-Compliance on the obligating award document. Penalty for Non-compliance may affect future grant awards.

The Final Performance (or Narrative) Progress Report is a summary report, evaluating project activities, measuring performance against project goals and objectives, project achievements and successes, and final project results for the entire performance period. Include project impact on the local jurisdiction, the relation of the project to the State Homeland Security Strategy, continued unmet needs, and other information significant to project activities. A Final Performance (or Narrative) Progress Report is required in addition to the last quarterly report, unless stipulated differently within the Obligating Award Document. A Final Financial Progress Report is not required unless there are final requests for reimbursement.  

If a subgrantee is unable to encumber and expend all its grant funds before the grant expires, the subgrantee must notify the DHS&EM Grant Project Manager at least 30 days before the end of the jurisdiction grant performance period. DHS&EM will deobligate any excess funds, reallocate to other prioritized projects, and issue an Amendment. 

A subgrantee may submit final reports earlier if projects are complete. In this case, final reports must be submitted within 45 days after the last quarterly report period.

The Final Progress Report does not replace previously unsubmitted, delinquent reports. Any previously unsubmitted Quarterly Performance (or Narrative) and Financial Progress Reports must be submitted with the final progress report. Performance (or Narrative) and Financial Progress Reports are required for each quarter during the grant performance period, even if no activity or expenditures occur. Any deviation from this requirement shall be considered non-compliant with the award, and no final reimbursement shall be processed.

Upon receipt of the Final Progress Reports, DHS&EM shall conduct an internal audit of the jurisdiction’s grant file for compliance with state, federal and specific grant program guidelines and regulations. Reimbursement shall be processed when all reports and documentation are received. DHS&EM will email a Notice of Grant Closeout after the final reimbursement is issued.

The closeout of a grant does not affect DHS&EM’s right to disallow costs and recover funds on the basis of a later audit or other review, nor the subgrantee’s obligation to return any funds due as a result of later refunds, corrections or other transactions. DHS&EM, the federal awarding agency, and the Comptroller General of the United States, or any of their authorized representatives, shall have the right of access to any pertinent books, documents, papers, or other records of recipient and subgrantees which are pertinent to the grant, in order to make audits, examinations, excerpts and transcripts. The Federal Freedom of Information Act (5 USC 552) does not apply to records. Unless required by federal, state or local law, subgrantees are not required to permit public access to their records.

It is the subgrantee’s responsibility to fully understand and comply with the requirements of public, federal, state and tribal laws, statutes and guidance as stated with the Grant Requirements, Assurances and Agreements of the Obligating Award Document.

Appendix 1, Notice of Intent to Accept Grant Award
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	Primary Delegations:  Quarterly Financial and Narrative Grant Reports (only)
	Secondary Delegations:  Quarterly Financial and Narrative Grant Reports (only)

	Project Manager 	Name
Individual who will manage project
	[bookmark: Text58]     
	     
	     

	Project Manager	Address
	City, State Zip
	[bookmark: Text59]     
	     
	     

	Project Manager
	Telephone 
	     
	     
	     

	Project Manager
	Fax
	     
	     
	     

	Project Manager
	Email 
	     
	     
	     

	Chief Financial Officer	Name
Highest level financial officer, authorized to certify financial expenditures and records
	     
	     
	     

	Chief Financial Officer	Address
	City, State Zip
	     
	     
	     

	Chief Financial Officer	Telephone 
	     
	     
	     

	Chief Financial Officer	Fax
	     
	     
	     

	Chief Financial Officer	Email 
	     
	     
	     

	Signatory Official 	Name
Jurisdiction’s Chief Executive Governing Official
	     
	     
	     

	Signatory Official	Address
	City, State Zip
	     
	     
	     

	Signatory Official	Telephone 
	     
	     
	     

	Signatory Official	Fax
	     
	     
	     

	Signatory Official	Email 
	     
	     
	     

	Signatures**
**Signature required by each of the above named individuals.

	Project Manager
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate

	Chief Financial Officer
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate

	Signatory Official
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate
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Appendix 3,               LEPC Signatory Authority Form
	Grant Program:	 Local Emergency Planning Committee (LEPC) Grant

	State Grant Number:       

	Date Prepared:
                                 

	Tax ID#:       
	Name of Applicant (Jurisdiction):      

	Point of Contact Information
Project Manager, Chief Financial Officer, and Signatory Official must be three (3) different individuals.

	
	Primary Signatories: Grant Award/Amendments and Quarterly Grant Reports
	Primary Delegations:  Quarterly Financial and Narrative Grant Reports (only)
	Secondary Delegations:  Quarterly Financial and Narrative Grant Reports (only)

	LEPC Chairperson 
	Name
	     
	     
	     

	LEPC Chairperson	Address
	City, State Zip
	     
	     
	     

	LEPC Chairperson
	Telephone 
	     
	     
	     

	LEPC Chairperson
	Fax
	     
	     
	     

	LEPC Chairperson
	Email 
	     
	     
	     

	Project Manager 	Name
Individual who will manage project
	     
	     
	     

	Project Manager	Address
	City, State Zip
	     
	     
	     

	Project Manager
	Telephone 
	     
	     
	     

	Project Manager
	Fax
	     
	     
	     

	Project Manager
	Email 
	     
	     
	     

	Chief Financial Officer	Name
Highest level financial officer, authorized to certify financial expenditures and records
	     
	     
	     

	Chief Financial Officer	Address
	City, State Zip
	     
	     
	     

	Chief Financial Officer	Telephone 
	     
	     
	     

	Chief Financial Officer	Fax
	     
	     
	     

	Chief Financial Officer	Email 
	     
	     
	     

	Signatory Official 	Name
Jurisdiction’s Chief Executive Governing Official
	     
	     
	     

	Signatory Official	Address
	City, State Zip
	     
	     
	     

	Signatory Official	Telephone 
	     
	     
	     

	Signatory Official	Fax
	     
	     
	     

	Signatory Official	Email 
	     
	     
	     

	Signatures
Signature required by each of the above named individuals.

	LEPC Chairperson
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate

	Project Manager
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate

	Chief Financial Officer
	
	
	

	
	Primary Signatory
	Primary Delegate
	Secondary Delegate

	Signatory Official
	
	
	

	
	Primary Signatory


	Primary Delegate
	Secondary Delegate


Appendix 4,              Procurement Method Report

This report is required to summarize the methodology used for all procurements (regardless of amount). All forms mentioned are available at http://ready.alaska.gov/grants.htm. 

Subgrantees shall accomplish three requirements with this form: SAMS check, select procurement method, and sign second page. (Project Manager’s signature is certification adequate competition was done)

Note:  As a reminder jurisdiction must adhere to their local requirements for procurement procedures.

System for Award Management

	
	Mandatory Subgrantee Action
	Guidance

	|_|


|_|
	1. Check System for Award Management (SAM) for debarment/ suspension. 

2. Print page and attach to this form
	Subgrantees must check the federally debarred/suspended vendors at System for Award Management at www.sam.gov prior to execution of any procurement or contract (regardless of amount).



Procurement Method (per each Invoice) 
Select Method Type or Cost Range, fill in ALL blank lines and justification block, attach appropriate documents 
	|_|

	Sole Source OR a single vendor response to a competitive bid
	Guidance

	


	1. Attach signed DHS&EM Pre-Approval Form

2. Project Manager must sign second page
	Subgrantees must obtain DHS&EM pre-approval prior to execution of this type procurement or contract (regardless of amount)




	|_|
	$0.00 - $3,000.00 
	Guidance

	
	DO NOT USE FOR SERVICE CONTRACTS (see page 2)

1. Complete Justification block below

2. If using a Pre-Bid Contract (i.e., GSA, WSCA or local equivalent):  Contract Vendor:_______________
                      Contract Number:_______________
	Self-assurance and adequate competition must be documented for jurisdiction’s grant files. 

Justification must explain why vendor was chosen


	Justification:  




	|_|
	$3,000.01 to $25,000.00
	Guidance

	


	DO NOT USE FOR SERVICE CONTRACTS (see page 2)

1. Vendor’s Name:____________________
	Bid Amount:____________________
2. Vendor’s Name:____________________
	Bid Amount:____________________
3. Vendor’s Name:____________________
	Bid Amount:____________________

4. Complete Justification block below

5. If using a Pre-Bid Contract (i.e., GSA, WSCA or local equivalent):  Contract Vendor:_______________
                     Contract Number:_______________
	Document Verbal Quotes from at least three vendors

Justification must explain why vendor was chosen

	Justification:  






NOTE: DHS&EM will no longer approve (nor reimburse) any of the below method types after purchase is made.
	|_|
	$0.00 - $25,000.00 (Service Contracts only)
	Guidance

	


	1. Vendor’s Name:____________________
Bid Amount:____________________
2. Vendor’s Name:____________________
Bid Amount:____________________
3. Vendor’s Name:____________________
Bid Amount:____________________

4. Complete justification block below

5. Send to DHS&EM for approval prior to purchase
	Subgrantees must obtain DHS&EM pre-approval prior to execution of this type contract (regardless of amount)

Justification must explain why vendor was chosen

Example of service contracts: Instructors providing Training Courses, Contractors writing Emergency Operations Plans, etc. 

	Justification:  


	|_|
	Approved by DHS&EM: ___________________   Date:_________________








	|_|
	$25,000.01 - $50,000.00
	Guidance

	


	1. Attach Written Quotes or Proposals/Bids for Service Contracts from at least three vendors 

2. Complete Justification block below

3. Send to DHS&EM for approval prior to purchase
	Quotes should briefly describe procurement method and policies used by local jurisdiction. 

Jurisdiction must provide quotes or proposals/bids and matrix decision for approval to DHS&EM on procurement method report form prior to purchase.

Justification must explain why vendor was chosen

	Justification:  


	|_|
	Approved by DHS&EM: ___________________   Date:_________________



	|_|
	$50,000.01 or Greater
	Guidance

	
	1. Attach signed DHS&EM Pre-Approval Form

2. Attach actual Invitation to Bid or Request for Proposal/Advertisements/ Solicitation

3. Attach three formal Proposals/Bids

4. Attach list of all other submitted proposals; vendor and the bid amounts

5. Attach Contract Award/Change Orders/ Revisions/Amendments/ etc.

6. Complete Justification block below
	Quotes should briefly describe procurement method and policies used by local jurisdiction. 

Include actual bid documents, advertisements/ solicitations.

Justification must explain why vendor was chosen


	Justification:  





Certification

I certify the above information is true and accurate. Documents related to this procurement are on file and available upon request.

___________________________________		            ______________________________
Project Manager’s Signature					Date

______________________________
Printed Name and Title	

Appendix 5
REQUEST FOR PRE-APPROVAL OF SOLE SOURCE/NONCOMPETITIVE BID 
OR 
ABOVE $50,000 PROCUREMENT
	1.   Total Estimated Cost	
	2.   Requesting Jurisdiction
	 3.	Grant Program

	
	
	

	4.	Single Source Vendor Name, Address, Phone; otherwise list Project Description
	5.	Date Required
	6.   Requesting Jurisdiction Address

		
	
	
	
	
	


	
	7.   Project Manager’s Name
	Phone

	
	
	

	8.	Mandatory Pre-Approval Items

	For Sole Source/Noncompetitive Bid, check one of the following:
	A.	|_|	Single Source	
	B.	|_|	Inadequate competition
	C.	|_|	Emergency
[bookmark: Check4]	D.	|_|	Federal noncompetitive authorization (Over $100,000)

For procurement above $50,000 attach the following:
[bookmark: Check1]	E.	|_|	Copy of Proposed Invitation to Bid or Request for Proposal document
[bookmark: Check2]	F.	|_|	Copy of Proposed Advertisement or Public Notice
	G.	|_|	Copy of Award Selection Criteria	

	
9.  Other:  Provide any additional information which needs to be considered when evaluating approval of this procurement.

Explanations of exemptions under A, B, or C must contain findings of fact. Evidence must be included, consisting of material facts, sufficient to independently determine that the findings of fact listed are true and accurate. Factual evidence may consist of written documents, records, supporting data, affidavits, or other information proving that the findings of fact are true and accurate. Itemized listings of findings of fact and material factual evidence should be included or attached.

NOTE: DHS&EM will no longer approve (nor reimburse) any Sole Source or purchases above $50,000 after the purchase is made. 

	


		(For continuation, continue on back) 

	10.	Jurisdiction Signatory Authority or Authorized
	Representative Name and Title (typed or printed)
	I certify to the best of my knowledge and belief, that all the information on this request, including any attachment, is true and accurate



	Signature                                  Date

		DIVISION OF HOMELAND SECURITY AND EMERGENCY MANAGEMENT

	[bookmark: Check5][bookmark: Check6]11.	|_|    Approved	|_|   Disapproved	
	[bookmark: Check7]  |_|  Returned for Further Justification            Date
     (See back)

	12.   SAA Point of Contact or Authorized Representative
	Date

	 

                                                                                                                                             	
	                       



REQUEST FOR PRE-APPROVAL OF SOLE SOURCE/NONCOMPETITIVE BID 
OR 
	  9.   Explanation (Continued from front)

		


ABOVE $50,000 PROCUREMENT- BACK


Appendix 6, Equipment Purchase Form

	
	Date:______________

	
	

	Jurisdiction:
	 
	 

	Program Manager:
	 
	 

	
	
	

	
	
	

	SINGLE EQUIPMENT REPORTING FORM

	 
	
	 

	DESCRIPTION
	 

	MODEL NUMBER
	 

	SERIAL NUMBER
	 

	VENDOR INFORMATION
	 

	UNIT COST
	 

	INVOICE DATE
	 

	FEDERAL FUNDED PORTION %
	 

	 
	
	 

	 
	 
	 

	
	
	

	Required for items over $5,000.00 
	

	Please submit this form with your quarterly report if equipment was purchased.

	
	
	






Appendix 7, Equipment Disposition Form

	
	Date:______________

	
	

	Jurisdiction:
	 
	 

	Program Manager:
	 
	 

	
	
	

	 
	
	

	 EQUIPMENT DISPOSITION FORM

	 
	
	 

	Reason for request of equipment disposition:

	 

	 

	 

	 

	 
	 
	 

	ITEM DESCRIPTION
	 

	 
	 

	MODEL NUMBER
	 

	SERIAL NUMBER
	 

	VENDOR INFORMATION
	 

	UNIT COST
	 

	INVOICE DATE
	 

	 
	
	 

	 
	 
	 

	
	
	

	Thank you for your submission. We shall review the information for approval of disposition, check if there are other jurisdictions that may be able to use the equipment, and send you a response on how to proceed. This process may take 30-60 days. You may contact us at mva.grants@alaska.gov if you have any questions.

	

	

	

	


Appendix 8, Grant Monitoring On-Site Visit Checklist

1. Status of Grant (financial PBD)

2. Progress Reports (programmatic) timeliness summary

3. Financial Reports timeliness summary

4. Equipment Listing to Program Manager (minimum 2 weeks out)

5. Questionnaire to Program Manager (minimum 2 weeks out)

6. Signed copy of Signatory Authority Form (meet them if possible)

7. Expect to review files for the following:

a. Application
b. Award Document/ Amendment(s)
c. Progress Reports (Quarterly)
d. Financial Reports (Quarterly)

8. Take pictures and validate equipment items against Equipment Inventory




Appendix 9, Subgrantee Site Monitoring Report Form

Subgrantee:                             
State Grant Agreement No:                              	  Site visit process initiated:                              
Federal Grant Agreement No:                              	  Date of site visit:                              
Award Amount:                              	  Date of site visit follow-up:                              
	Subgrantee/SAA Names
	Role/Duty
	Phone #
	Fax #
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Programmatic Review

	1. Question:  
	Provide names of project managers responsible for the projects.  Is additional subgrantee training needed?

	Subgrantee
Response: 

	

	SAA Notes:

	



	2. Question:  
	Does the subgrantee maintain well-documented grant records (including signed award documents, signed grant adjustment notices, the current project management plan, quarterly status reports, and current correspondence with the SAA)? Provide supporting documentation and/or description.  

	Subgrantee
Response: 

	

	SAA Notes:

	



	3. Question:  
	Is the file storage and retention system practical and effective?

	Subgrantee
Response: 

	

	SAA Notes:

	




Programmatic Review (Continued)

	4. Question:  
	How does the subgrantee ensure all sub-grant documents and quarterly status reports (e.g. award documents, grant adjustment notices, memoranda of understanding, etc.) are signed/submitted and returned to the SAA by suspense date?

	Source
	DHS&EM Grant Terms and Conditions:  Status Report for SHSP only. After a project sub-grant award has been issued, the subgrantee shall submit an electronic copy of the Quarterly Activities Plan to the SAA with first quarterly report. The Quarterly Activities Plan template is provided at the SHSP Kick-Off Meeting.

	Subgrantee
Response: 

	

	SAA Notes:

	



	5. Question:
	Are the subgrantee’s projects on schedule to finish within the period of performance? Review the Project Budget Details Report for each specific project.

	Subgrantee
Response: 

	

	SAA Notes:

	



	6. Question:  
	Are any subgrants experiencing delays or other risks that may affect project implementation?

	Subgrantee
Response: 

	

	SAA Notes:

	



	7. Question:  
	Will the subgrantee require any period of performance extensions? Need justification as to why.

	Subgrantee
Response: 

	

	SAA Notes:

	



	8. Question:  
	Will any unexpended funds be returned to the SAA?

	Subgrantee
Response: 

	

	SAA Notes:

	


Programmatic Review (Continued)

	9. Question:  
	Have NIMS requirements been met?

	Source
	HSGP Funding Opportunity Announcement: In accordance with Homeland Security Presidential Directive (HSPD)-5, Management of Domestic Incidents, the adoption of NIMS is a requirement to receive Federal Preparedness assistance through grants, contracts and other activities.
DHS&EM Grant Requirements, Assurances and Agreements: The Alaska Assessment will be the required means to report NIMS compliance for future preparedness award eligibility. Completion of the Alaska Assessment must be completed by December 31st (each year of the performance period).

	Subgrantee
Response: 

	

	SAA Notes:

	



	10. Question:  
	Explain your organization’s policy regarding:
a. Allowable costs for travel related to business
b. Procurement and purchasing 
c. Accounting and financial management of grant funds
Provide a copy of the approved written policy for A, B, and C.

	Subgrantee
Response: 

	

	SAA Notes:

	



	11. Question:  
	How does the subgrantee ensure that Environmental and Historic Preservation (EHP) materials been submitted for projects requiring EHP review?  How does the subgrantee ensure that approval has been obtained before initiating the project?

	Source
	Follow specific grant guidelines on exercise requirements.
FEMA Information Bulletin 345:  Grantees (SAA) must receive written approval from GPD prior to project implementation for those projects that require submission of an EHP Review Packet.
DHS&EM ND Grants Management Handbook:  All projects must be submitted through the SAA to DHS for EHP review and approval before project initiation. The project may not be initiated until the SAA receives approval from DHS. Projects found to be non-compliant will not have their reimbursement requests processed and are at risk of de-obligation of funding.

	Subgrantee
Response: 

	

	SAA Notes:

	





Programmatic Review (Continued)

Program Expenditures – Equipment: 

	12. Question:  
	How does the subgrantee ensure all equipment and written products are accounted for? (I.e., serial number of item, jurisdiction identifying numbers, etc)

	Subgrantee
Response: 

	

	SAA Notes:

	



	13. Question:  
	Explain and demonstrate how your organization complies with the federal record/inventory requirements for equipment purchases (with a per-unit purchase price $5,000 or higher). Provide inventory tracking sheet for grant funded equipment purchases.

	Source
	44 CFR § 13.32 Equipment
(d) Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:
(1) Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
(2) A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.
(3) A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft shall be investigated.
(4) Adequate maintenance procedures must be developed to keep the property in good condition.
(5) If the grantee or subgrantee is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.
DHS&EM ND Grants Management Handbook: Subgrantees will use the Equipment Inventory Form and attach to each applicable invoice when requesting reimbursement.

	Subgrantee
Response: 

	

	SAA Notes:

	










Programmatic Review (Continued)

	14. Question:  
	Explain your organization’s policy or system in place for transferring equipment to another organization, and provide a copy of the approved written policy.

	Source
	44 CFR § 13.32 Equipment
(d) Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:
(1) Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.
(e) Disposition.  When original or replacement equipment acquired under a grant or sub-grant is no longer needed for the original project or program or for other activities currently or previously supported by a Federal agency, disposition of the equipment will be made as follows:
(1) Items of equipment with a current per-unit fair market value of less than $5,000 may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.
(2) Items of equipment with a current per unit fair market value in excess of $5,000 may be retained or sold and the awarding agency shall have a right to an amount calculated by multiplying the current market value or proceeds from sale by awarding agency’s share of the equipment.

	Subgrantee
Response: 

	

	SAA Notes:

	




	15. Question:  
	Explain your organization’s policy or system in place for disposing of federally-owned property or acquired equipment, and provide a copy of the approved written policy.

	Source
	44 CFR § 13.32 Equipment
(e) Disposition.  When original or replacement equipment acquired under a grant or sub-grant is no longer needed for the original project or program or for other activities currently or previously supported by a Federal agency, disposition of the equipment will be made as follows:
(1) Items of equipment with a current per-unit fair market value of less than $5,000 may be retained, sold or otherwise disposed of with no further obligation to the awarding agency.
(2) Items of equipment with a current per unit fair market value in excess of $5,000 may be retained or sold and the awarding agency shall have a right to an amount calculated by multiplying the current market value or proceeds from sale by awarding agency’s share of the equipment.
DHS&EM ND Grants Management Handbook: Subgrantees will use the Equipment Disposition Form and send to DHS&EM for disposition instructions.

	Subgrantee
Response: 

	

	SAA Notes:

	


Programmatic Review (Continued)

Program Expenditures – Training

	16. Question:  
	Provide list and description of all grant-funded training for this grant performance period.

	Subgrantee
Response: 

	

	SAA Notes:

	



	17. Question:  
	How does the subgrantee ensure all grant funded trainings are completed and submitted to DHS&EM?

	Source
	Follow specific grant guidelines on training requirements.

	Subgrantee
Response: 

	

	SAA Notes:

	




Program Expenditures - Exercises

	18. Question:  
	Provide list and description of all grant funded exercises for this grant performance period.

	Subgrantee
Response: 

	

	SAA Notes:

	



	19. Question:  
	How does the subgrantee ensure all grant funded exercises are completed and submitted to DHS&EM?

	Source
	Follow specific grant guidelines on exercise requirements.
DHS&EM Grant Terms and Conditions: An After–Action Report/Improvement Plan (AAR/IP) is required within 30 days of the conduct of an exercise.

	Subgrantee
Response: 

	

	SAA Notes:

	






Programmatic Review (Continued)

Programmatic Review Input from Subgrantee

	20. Question:  
	Briefly describe any programmatic concerns or issues the subgrantee would like to raise.

	Subgrantee
Response: 

	

	SAA Notes:

	





Financial Review

	21. Question:  
	Provide names of financial managers responsible for the projects.  Is additional subgrantee training needed?

	Subgrantee
Response: 

	

	SAA Notes:

	



	22. Question:  
	How does the subgrantee maintain copies of all reimbursement requests submitted?

	Subgrantee
Response: 

	

	SAA Notes:

	



	23. Question:  
	Is a copy of the most recent A-133 report available? If any Findings were identified, how were they addressed? Provide list and corrective actions below.

	Source
	44 CRF § 13.26 Non-Federal audit.
(a) Basic rule. Grantees and subgrantee’s are responsible for obtaining audits in accordance with the Single Audit Act Amendments of 1996 (31 U.S.C. 7501-7507) and revised OMB Circular A-133, “Audits of States, Local Governments, and Non-Profit Organizations.” The audits shall be made by an independent auditor in accordance with generally accepted government auditing standards covering financial audits.

	Subgrantee
Response: 

	

	SAA Notes:

	



	24. Question:  
	Is the subgrantee delinquent on any debts to the State of Alaska or the federal government?.

	Subgrantee
Response: 

	

	SAA Notes:

	









Financial Review (Continued)

	25. Question:  
	How does the subgrantee verify the status of prospective vendors regarding debarment and suspension?

	Source
	44 CFR § 13.35 Sub-awards to debarred and suspended parties. 
Grantee and subgrantee’s must not make any award or permit any award (sub-grant or contract) at any tier to any party which is debarred or suspended or is otherwise excluded from or ineligible for :participation in Federal assistance programs under Executive Order 12549, “Debarment and Suspension.”

	Subgrantee
Response: 

	

	SAA Notes:

	




	26. Question:  
	If you have any employees who are fully or partially funded with grants from the SAA, please explain how these employees’ time and effort is reported and certified in order to comply with federal requirements.

	Source
	44 CFR § 13.35 Sub-awards to debarred and suspended parties. 
(3) Where employees are expected to work solely on a single Federal award or cost objective, charges for their salaries and wages will be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification.  These certifications will be prepared at least semiannually and will be signed by the employee or supervisory official having firsthand knowledge of the work performed by the employee.
(4) Where employees work on multiple activities or cost objectives, a distribution of their salaries or wages will be supported by personnel activity reports or equivalent documentation which meets the standards in subsection 8.h. (5) of this appendix unless a statistical sampling system (see subsection 8.h. (6) of this appendix) or other substitute system has been approved by the cognizant Federal agency.  Such documentary support will be required where employees work on:
(a) More than one Federal award,
(b) A Federal award and a non-Federal award, 
(c) An indirect cost activity and a direct cost activity,
(d) Two or more indirect activities which are allocated using different allocation bases, or
(e) An unallowable activity and a direct or indirect cost activity.
(5) Personnel activity reports or equivalent documentation must meet the following standards:
(a) They must reflect an after-the-fact distribution of the actual activity of each employee,
(b) They must account for the total activity for which each employee is compensated,
(c) They must be prepared at least monthly and must coincide with one or more pay periods, and 
(d) They must be signed by the employee.

	Subgrantee
Response: 

	

	SAA Notes:

	





Financial Review (Continued)

	27. Question:  
	How does the subgrantee retain copies of all contracts associated with grant-funded projects?  Where are the records retained and for how long?

	Source
	44 CFR § 13.42 Retention and access requirements for records.
(b) Length of retention period.
(1)Except as otherwise provided, records must be retained for three years from the starting date specified in paragraph (c) of this section.
(2) If any litigation, claim, negotiation, audit or other action involving the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the regular 3-year period, whichever is later?
(c) Starting date of retention period:
(1) General. When grant support is continued or renewed at annual or other intervals, the retention period for the records of each funding period starts on the day the grantee or subgrantee submits to the awarding agency it’s single or last expenditure report for that period. However, if grant support is continued or renewed quarterly, the retention period for each year’s records starts on the day the grantee submits its expenditure report for the last quarter of the Federal fiscal year. In all other cases, the retention period starts on the day the grantee submits its final expenditure report. If an expenditure report has been waived, the retention period starts on the day the report would have been due.

	Subgrantee
Response: 

	

	SAA Notes:

	




Procurement

	28. Question:  
	Was the local procurement process followed for purchases?

	Subgrantee
Response: 

	

	SAA Notes:

	



	29. Question:  
	Is there documentation on file of how the vendor was selected and equipment procured?

	Subgrantee
Response: 

	

	SAA Notes:

	








Financial Review (Continued)

	30. Question:  
	Does subgrantee show the vendor quotes using the Procurement Method Report?

	Subgrantee
Response: 

	

	SAA Notes:

	



	31. Question:  
	Does subgrantee have justification for selecting a vendor (why was that vendor chosen)?

	Subgrantee
Response: 

	

	SAA Notes:

	

	32. Question:  
	Does subgrantee have RFPs for purchases greater than $50,000.00?

	Subgrantee
Response: 

	

	SAA Notes:

	



	33. Question:  
	Did subgrantee get pre-approval for purchases greater than $50,000.00 prior to expending funds?

	Subgrantee
Response: 

	

	SAA Notes:

	



	34. Question:  
	Did subgrantee get pre-approval for sole source procurements prior to expending funds?

	Subgrantee
Response: 

	

	SAA Notes:

	



	35. Question:  
	For each invoice, does subgrantee have a SAM vendor verification on file?

	Subgrantee
Response: 

	

	SAA Notes:

	


Financial Review (Continued)

Financial Review Input from Subgrantee

	36. Question:  
	Briefly describe any financial concerns or issues the subgrantee would like to raise.

	Subgrantee
Response: 

	

	SAA Notes:

	





Site Visit

	37. Question:  
	Did the subgrantee satisfy all requests for additional information during the site visit process? If no, briefly describe the missing information below.

	SAA Notes:





	



	38. Question:  
	During the course of the site visit, were there indicators of possible non-compliance with grant requirements? Briefly describe below.

	SAA Notes:





	



	39. Question:  
	Briefly describe any requests for training or technical assistance that were raised during the site visit.

	SAA Notes:





	



	40. Question:  
	Briefly describe any concerns or issues raised by the subgrantee during the site visit.

	SAA Notes:





	






Post-Site Visit

FOLLOW-UP ACTIONS:
	

	

	

	

	

	

	

	

	

	

	

	




ISSUES IDENTIFIED				SUBGRANTEE CORRECTIVE ACTIONS
	

	

	

	

	

	

	

	

	

	

	

	








Appendix 10, Subgrantee Preliminary Schedule 

This schedule is a separate report, updated annually and published each July by the 31st. 


Appendix 11, Subgrantee Risk Assessment Checklist

The risk assessment process will begin by accumulating a listing of all jurisdictions that have received awards in the current year and previous two years (ex. List created in June 2014 will include awards in SY 12, SY 13 and SY 14.) and a list of site monitoring visits in SY 13 and SY 14. Then the risk assessment will be evaluated to determine which sites shall be monitored in SY 15.

Priority of assignment of monitoring visits will be as followed:
1.  Minimum of once every 3 years
2. Risk determination in order:
a. New awardee
b. Review of single audit for unqualified audit (if required).
c. Review last 8 quarters for disqualified payments (determine reason as to requirement for visit).

Once a listing has been created it will be reviewed by leadership and approved for the schedule monitoring visits for the upcoming State Year.

Note: this does not preclude adding a jurisdiction during the year if situation warrants immediate monitoring visit based on circumstances.
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Signature of Jurisdiction Signatory Official Phone:

Fax:

Email:

State Grant No:



Recipient Address Issuing Office Address

Department of Military and Veterans Affairs

Division of Homeland Security and Emergency Management

P.O. Box 5750

Fort Richardson, Alaska 99505-5750

www.ak-prepared.com/grants.htm

intent to accept the _____________________ 

Grant. Before this award can be accepted, approval must be garnered through our local government. The

within this grant award. We request a ________ day extension of the acceptance period to seek proper

(Jurisdiction Name)

This is notice of the 



requirement for this process is located in the following local government document - 

(Document name or number)

Date:

(If applicable)



If approved, you will receive written notification within five working days.

rescended.

Printed Name and Title:



. This process will take longer than the 30-day period of acceptance setforth

approval. It is understood if we are unable to obtain acceptance by the extension date the grant award will be 
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