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Division of Criminal Justice 

 The Resource Checklist & Guide for Sub-grantees
(Monitoring & compliance review) 

Proper stewardship of Federal resources is an essential responsibility of the grant funded organizations.  Sub-grantees must ensure that Federal programs and resources are used efficiently and effectively to achieve desired objectives.

Important Instructions & Helpful Hints:  

1. Communication:  If you have any questions at all, or are in need of additional assistance, please call me or your DCJ Grant Program Manager.  We are here to help you through the process, and it is always better to ask, than to guess!

2. Deadline dates:    Mandatory Federal requirements will need to be met during the first year of your grant award.  Failure to do so may place your agency at risk of losing your grant money.  In addition, cash requests will be placed on hold until the requirements have been met and your agency is deemed to be in compliance.  The Project Director and the Financial Officer will be notified via email about what items will be due; however we strongly  encourage all agencies to begin working on the items listed in this guide immediately. 
3. Project Director:  The compliance checklists should be filled out by the current Project Director listed on the DCJ Form 4-B or the original grant application. 

4. Definition of grant funded agency:  The agency receiving federal grant dollars directly from the Department of Public Safety, Division of Criminal Justice.  Even if you consider your agency the “pass through” agency, you are still the “grant funded agency”.  So what does this mean?  Your agency has the ultimate responsibility and accountability for this Federal grant.  Also, since the Department of Public Safety contracts directly with the “grant funded” agency, then the agency is legally bound to all terms and conditions, to include Federal, State and specific grant requirements.  Congress has made it clear that all operations of a grant funded project apply to ALL departments/divisions within the organization.
5. Human Resources Office/Employee Relations Office:  There are several questions on the checklists that will need the involvement of your Human Resources/Employee Relations professional.   There is a “Tip List” available for each one of the checklists.  Please read through the “lists” carefully.
6.  Definition of program participants:  Almost every “grant funded” project has program participants even if the grant funded agency has sub-contracted out the work and the grant funded agency is not involved in the direct delivery of services.   So, based on this example the participants who are receiving the services from the program would then be considered the “program participants”.  There may be only a few exceptions to a project not having “program participants”. 
7.  Definition of beneficiaries:  All grant funded projects have beneficiaries.  For example, if your project was funded for the purchase of equipment, then you need to think about how the equipment benefits your agency personnel and/or the citizens of your local community.  

8.  Resource Information:  There are several questions on the compliance checklists and information in this resource guide that provide the reader with website and other resource information.  It is your responsibility to review the specific websites and/or provided information as it will increase your knowledge base regarding Federal, State and grant requirements. 

SECTION 1:  Policies

□
Copies of Policies and procedures that include:
□
A.  Agency’s employee Personnel manual/handbook  
Resource Information:  The manual/handbook should include:   a statement regarding non-discrimination and Equal Employment Opportunity; a description about the grant funded agency’s classification and selection process and employee compensation.   More than likely your employee handbook will also include policies on:  conflict of interest, political activities, harassment, substance abuse (drug/alcohol); grievance policy and procedure; and many other issues. 
□
B.  Policy/procedure on non-discrimination

Resource Information:  Your grant funded agency is required to notify program participants and beneficiaries that it does not discriminate on the basis of race, color, national origin, religion, sex, disability, and age, in the delivery of services.  
Examples: Displaying posters obtained from the Department of Regulatory Agency Offices on non-discrimination, Equal Employment Opportunity Laws and Civil Rights in main lobby areas; inclusion of language in the grant funded agency Employee Handbook, Personnel Manual, etc., agency brochures, agency-wide employment application, agency-wide newsletter and/or other program materials; inclusion of language on your agency’s website; and other program materials that your City, Town, County, etc., provides to the citizens of your community.  
Definition of program participants:  Almost every “grant funded” project have program participants even if the grant funded agency has sub-contracted out the work  OR the grant funded agency is not involved in the direct delivery of services.   Based on these examples, the participants who are receiving the services from the program would then be considered the “program participants” (in some cases it will be employees of the grant funded agency).  
Definition of beneficiaries:  All grant funded projects have beneficiaries.  For example, if your project was funded for the purchase of equipment, then you need to think about how the equipment benefits your agency personnel and the citizens of your local community.    There may be a rare exception to a project not having “program beneficiaries”. 

For more information:  The Office of Justice Programs has a “Civil Rights” website located at www.ojp.usdoj.gov/about/ocr/statutes.htm. 

□
C.   Policy/procedures on civil rights 

Resource Information: Brochures are available from the U.S. Department of Justice titled, “Civil Rights Laws Prohibit Discrimination by Agencies that receive Federal Financial Assistance”.  The brochure will need to be placed right by the non-discrimination, Equal Employment Opportunity and Civil Rights posters where program participants and beneficiaries are able to locate and read.  Posters and brochures shall be displayed in all lobby areas of your city, county, town, etc., offices.  If your agency needs to ask for more non-discrimination posters, then please call the Department of Regulatory Agencies, Office of Civil Rights at 1-800-262-4848.  You may also call the Federal Office to request copies of the brochures to be sent to your agency at (202) 307-0690.
For more information:  The Office of Justice Programs has a “Civil Rights” website located at www.ojp.usdoj.gov/about/ocr/statutes.htm . 

□
D.  Policy/procedure on LEP (Limited English Proficiency)
Resource Information:  Your grant funded agency will need to describe what steps has been taken to provide meaningful access to your programs and activities to persons who have Limited English Proficiency (LEP).  This does need to be in the format of a formal written policy.  
In addition, a Four-Factor Needs Assessment will need to be addressed by the grant funded agency which assesses the grant funded agency balance of the needs of Limited English Proficiency persons to providing effective services, the four-factors include:   
1) Number or proportion of LEP persons eligible or likely to be served;  

2) Frequency with which LEP persons come in contact with the program, activity or service;
3) The nature and importance of the program, activity, or service provided ; AND 

4) Resources available to recipient and costs to consider

NOTE:  The Division of Criminal Justice (DCJ) has some “sample” policies/guidelines, as well as, a brochure from the Federal Office on this subject that we have scanned and available.  Please contact your assigned DCJ Grant Manager for a few sample guidelines and the scanned brochure.  You may also contact the Federal Office at (202) 307-0690 to request the LEP brochures to be sent to your agency.  

For more information, please review: http://www.ojp.usdoj.gov/about/ocr/lep.htm and www.LEP.gov  

□
E.   Policy/procedure on conflict of interest   
□
F.  Policy/procedure on a Drug Free Workplace 
□
G.  Policy/procedure prohibiting employees from engaging in political activity while being paid under funds derived from the Department of Justice or Treasury of the United States.  So, in essence, an employee whose position is funded by a federal program is subject to the provisions listed below, commonly known as the Hatch Act.  

Resource Information:
 Please refer to Part 5 of United States Code § 1501-1508 and Part 5 of United States Code § 7324-28

□
H.  Policy/procedure on records retention:  Per Federal and State requirements, sub-grantees are to keep all grant records (see Section 3: AA on page 12) for the duration of the grant, plus 7 years AFTER the end of the State Fiscal year. 
Resource Information:    The Federal/State grant record retention requirement is a combination of both Federal and State laws.   The SOGA (Statement of Grant Award) that your grant funded agency signed with the Department of Public Safety includes a Section B: Grant Requirements, (Item 4 b) titled:   “Audit, Record-Keeping and Monitoring/Inspection” which states:

The Sub-grantee assures that:     i.  It will retain all project records, as will facilitate an effective audit, for seven years (7) after the end of the state fiscal year that includes the end date of the grant.  (For example: if the grant ended 9/30/2001, the state FY would be July 1, 2001 – June 30, 2002.  The files could be destroyed after 6/30/2009); except,

ii. If an audit is in progress and/or the findings of a completed audit have not been resolved satisfactorily, then records must be retained beyond the seven-year period until such issues are resolved.

NOTE:  By using the example above, the grant records will need to be kept for a total of 7 years and 9 months.  The easiest way to meet this requirement is to follow the “Colorado Municipal Records Retention Schedule” set out by the State Archivist.  For more information, review the records retention schedule on the State Archivist website at: www.colorado.gov/dpa/doit/archives
□
I.  Grievance policy/procedures for employees 
□
J.  Written financial policies/procedures that also includes a “Grants Management” section.  
The grant funded agency should establish internal procedures by 
written procedures and include in formal policy; develop standard 
operating procedures; and/or official operations manual.
Resource Information:   In other words, internal procedures shall exist such as the separation of duties; two signatures on certain checks; monthly financial reconciliations; deposit and cash management procedures; procurement process, and other reviews.  Please DO NOT include a copy of your agency’s yearly financial audit performed by a local CPA firm, as this DOES NOT meet the compliance requirement for this area.

NOTE:    1) Strong internal controls ensure effective and efficient operations and reliable financial reporting.  In addition, proper segregation of duties is a CRITICAL element of adequate internal controls.

2)  If your agency is going to continue to apply for and receive Federal grant dollars, then these policies and procedures shall include a “Grants Management” section.   Please contact your assigned DCJ Grant Program Manager for a copy of a “sample” policy/guideline.
There are 15 items to be included in the written Financial Policies & Procedures as part of a “Grants Management” section:    1) Clear lines of separation of duties for internal control purposes;  2)  The accounting system should separate revenues & expenditures by funding source or in other words federal/non-federal funds separately;  3) A description of how the budget is booked for the grant;  4)  A description of how expenditures are tracked to the grant budget and that supporting documentation is maintained for all expenditures;  5)  A description of how revenues match money requested on cash requests for specific time period;   6)  A description of how expenditures match money reported  on the (DCJ Form IA) for a specific time period;  7) How expenditures by budget line item are accurately tracked and monitored;  8)  That costs allocated to grant are allowable;  9)  A description of how capital assets are tracked;  10)  When applicable, a description of how match is calculated, tracked and reported and that matching funds directly correlate to an approved activity identified in grant proposal;    11)  That  reconciliations between sub-ledger and the general ledger are performed on a monthly basis;  12) That the accounting system allow expenditures to be listed in broad categories as done in grant application budget;   13)   That funds are not commingled with funds from other Federal agencies and a system exists that provides adequate fund accountability for each project;  14)  Detailed agency deposit procedures  (NOTE:  If your agency has a Treasurer’s Office that  all monies have to be given to, please include their policies and procedures as well);   and 15) Detailed purchasing procedures or a copy of a separate Purchasing document or a copy of a recently created Purchasing document based on the agency’s internal procedures and policies.

□
K. Confidentiality of files (if applicable):   The grant funded agency must have policies and procedures to assure confidentiality of client files if your grant funded project provides direct services to individuals under the grant.   NOTE:  Your policies and procedures need to be in place before your grant begins.

Resource Information:  Please contact your assigned DCJ Grant Program Manager for more information and sample guidelines.  
□
L. (If applicable):  Grievance procedures if your grant funded agency is an educational institution OR operates a formal educational program.
Resource Information:      Grievance procedures are required for the prompt and equitable resolution of complaints alleging a violation of the Department of Justice regulations implementing Title IX of the Education Amendments of 1972, 28 C.F.R. part 54, which prohibit discrimination on the basis of sex.  In addition, a person shall be designated to coordinate compliance with the prohibitions against sex discrimination contained in C.F.R. Part 54

□
M. (If applicable):  Privacy certificate is needed if your grant funded project conducts research and/or statistical activities and collects information identifiable to private persons, in accordance with 28 C.F.R. 22 §22.23. 

Resource Information:   Each applicant for BJA (Bureau of Justice Assistance), OJJDP (Office of Juvenile Justice Delinquency Program) and OJP (Office of Justice Programs) funds shall submit a Privacy Certificate as a condition of approval of a grant application or contract proposal which has a research or statistical project component under which information identifiable to a private person will be collected.  Information may be revealed in identifiable form WHERE prior consent is obtained from an individual and is entirely voluntary.  Please review 28 C.F.R. 22 for more information related to this subject.   Also, talk with your DCJ Grant Program Manager if your project meets the above criteria as the privacy certificate does need to be obtained up-front; not after your grant project has ended.
NOTE:  In addition, several Federal agencies (BJA, OJJDP, BJS, NIJ and OJP) may initiate administrative actions leading to the termination of a grant or contract if a violation of this Federal statute occurs and impose a penalty not to exceed $11,000 against any person responsible for such violations. 

SECTION 2:  Administrative compliance items
□ 
N.  Employment Eligibility  (if applicable):   If your grant funded agency IS  another state agency/department OR considered an intergovernmental entity defined as a (city, county, town, school district, special district, etc.), then you will not need to meet the employment eligibility requirement.  However, if your grant funded agency is required to confirm employment eligibility for new hires by either using the Federal E-verify program OR by participating in the Colorado Department of Labor and Employment (CDLE), Division of Labor Program, and then select the correct box below.  
□     If your agency participates in the E-Verify program:  

Please attach a copy of the MOU (Memorandum of Understanding) that your agency signed when you completed the E-Verify process.  
□   
If your agency participates in the Colorado Department of Labor and Employment   program:    1.   Please provide a copy of the “Notice of Participation Form” issued by the Colorado Department of Labor and Employment;  2.  This form also NEEDS TO BE SENT to the Colorado  Department of Labor and Employment within 20 days.  This form can 
be found at http://www.colorado.gov/dpa/dfp/sco/contracts/aliens/08-193_Notice_to_Participate-FINAL.pdf; and 3.  NOTE:  The Project Director can sign the Notice.
□
If the Sub-grantee uses the Department Program AND hires a new employee to work  under the contract/grant:  1.   The contractor has to submit a copy of the “Contractor Affirmation” of Department Program form to DCJ for each employee hired and paid for by our contract/grant, the form can be found at:  http://www.colorado.gov/dpa/dfp/sco/contracts/aliens/08-193_Contractor_Affirmation-FINAL.pdf;    2.  This form DOES NOT go to CDLE; and 3.  NOTE:  The Project Director can sign the Affirmation form.

PUBLIC CONTRACTS FOR SERVICES CRS §8-17.5-101. [Not Applicable to Agreements relating to the offer, issuance, or sale of securities, investment advisory services or fund management services, sponsored projects, intergovernmental Agreements, or information technology services or products and services]   The Sub-Recipient Vendor Agency certifies, warrants, and agrees that it does not knowingly employ or contract with an illegal alien who will perform work under this Sub-Recipient Vendor Agreement  and will confirm the employment eligibility of all employees who are newly hired for employment in the United States to perform work under this Sub-Recipient Vendor Agreement , through participation in the E-Verify Program or the Department program established pursuant to CRS §8-17.5-102(5)(c), the Sub-Recipient Vendor Agency shall not knowingly employ or contract with an illegal alien to perform work under this Sub-Recipient Vendor Agreement. The Sub-Recipient Vendor Agency (a) shall not use E-Verify Program or Department program procedures to undertake pre-employment screening of job applicants while this Sub-Recipient Vendor Agreement  is being performed and (b) shall comply with reasonable requests made in the course of an investigation, undertaken pursuant to CRS §8-17.5-102(5), by the Colorado Department of Labor and Employment.  If the Sub-Recipient Vendor Agency participates in the Department program, the Sub-Recipient Vendor Agency shall deliver to the contracting State agency, Institution of Higher Education or political subdivision a written, notarized affirmation, affirming that the Sub-Recipient  Vendor Agency has examined the legal work status of such employee, and comply with all of the other requirements of the Department program. If the Sub-Recipient  Vendor Agency fails to comply with any requirement of this provision or CRS §8-17.5-101 et seq., the contracting State agency, Institution of Higher Education or political subdivision may terminate this Sub-Recipient Vendor Agreement  for breach and, if so terminated, the Sub-Recipient Vendor Agency shall be liable for damages. 

□
O.  Findings of Discrimination:  If your grant funded agency has any findings of discrimination, please submit information related to the finding(s) to the Division of Criminal Justice (DCJ). 
Resource Information:  If any findings of discrimination against your grant funded agency was issued by a federal or state court, or federal or state administrative agency on the grounds of race, color, religion, national origin or sex, then the Division of Criminal Justice (DCJ) needs to have the information.  Please contact your Human Resources/Employee Relations Office as this would be the appropriate office to handle the finding(s) and ask them to forward the information to our office.
□
P.  Civil Rights Training:  Please provide the title(s) of all Civil Rights training offered in the last 18 months.  Please include a copy of the description of the training(s), and the dates of the training.  

Resource Information:   The Office of Justice Programs (OJP) requires that grant funded agencies present this training to ALL agency personnel on a regular basis (once every 5 years would not be considered on a regular basis).   In addition, the Office of Justice Programs (OJP) has a broad view of this requirement.  They have determined that if your grant funded agency provides any type of structured training to employees about civil rights then the requirement is met.  Some examples include:   a) Bringing in a formal speaker to present on this topic for all employees;  b)  Civil rights topics being covered in-depth in a new employee orientation that addresses employment discrimination and harassment;  c) Non-discrimination policies that are provided to staff as part of an agency wide training program; d) Outside trainings;  e) Conferences that staff attend related to civil rights.  
How can your agency meet this requirement?  There are several options your grant funded agency can explore:

1) Contact Rebecca Zohorri at the Colorado Department of Regulatory 
Agencies, Office of Civil Rights, at (303) 894-7804 or 1-800-262-4848) as 

their office provides this type of training for free;   
2) Your grant funded agency may choose to use CIRSCA (Colorado 
Intergovernmental Risk Sharing Agency) as they have several on-line 
courses available to include a course on Employment Discrimination and 
a course on Harassment that includes a test and a certificate of completion.  
This may be a viable option for agencies that employ personnel that are 

required to perform shift work.  The website address is:  www.cirsa.org; 
3)Enlist the help of your agency’s Training Coordinator and/or your Human Resources/Employee Relations Office;  OR  4)  If you know of other options,  

please seek them out to see what best fits your agency needs.
□
Q. EEOP – Equal Employment Opportunity plan (in most cases, this is applicable):  Please provide a copy of your grant funded agency’s EEOP (Equal Employment Opportunity) plan or proof that your agency has submitted the required plan to the U.S. Department of Justice.    If your grant funded agency needs to create an EEOP Short Form, the Federal Office has an on-line wizard, located at https://external.ojp.usdoj.gov/eeop.
Resource Information:  Here are the guidelines:  A) Your agency must have a plan if the agency  is a for-profit entity or a state or local government having 50 or more employees and receiving, more than $25,000 (but less than $500,000) in Federal U. S. Department of Justice funds; B) If your agency receives more than $500,000 in U.S. Department of Justice funds having 50 or more employees, then your agency must have an EEOP plan that has been submitted to the U.S. Department of Justice, Office for Justice Programs, Office for Civil Rights.   The USDOJ does have a website that includes a section on “Frequently Asked Questions” and it has some really good information about what an agency needs prior to completing the “short form”.  The website address is:  www.ojp.usdoj.gov/about/ocr/faq_eeop.htm.

If your answer is A:  Please provide a copy with this form;  

If your answer is B:  Please provide proof that your agency has submitted the required plan to the U.S. Department of Justice.  
NOTE:  The EEOP is effective for two years from the approval date granted by the U.S. Department of Justice (USDOJ).  Once an agency submits their “EEOP Short Form”, the form is reviewed and the agency is notified of the approval or disapproval.  Please remember that the EEOP form/requirements are different from an EEOC (Equal Employment Opportunity Commission) form /requirements as Federal Offices awarding grant dollars do not have the same grant requirements.
□
R.  Organizational chart (applicable when grant dollars fund Personnel):  Please forward a copy of your agency’s organizational chart as there should be clear lines of authority for individuals funded by grant. 
□
S.  Current written job descriptions (applicable when grant dollars fund Personnel):   Please provide copies of job descriptions for those individuals funded by the grant. 
□
T.  Equipment/Inventory system  & survey (if applicable):  Agency can demonstrate that an equipment/inventory system is in place to track capital asset expenditures because there are approved budget funds in the equipment line item.  
Resource Information:  If your grant funded agency, received grant money for equipment, the Federal Office considers equipment to be $5,000 or more per unit.  A copy of your agency’s inventory schedule with an identifying asset number must be provided to DCJ. 
Survey:  For those grant funded agencies who received monies to purchase equipment, a survey is required to be completed by those in your agency who have benefitted from the purchase of the equipment.  DCJ has a 5 question survey, so please contact me or your DCJ Grant Program Manager for a copy of the survey.

□
U. Project Income (if applicable):   Agency can demonstrate that any project income that is realized as a result of grant-funded activities is tracked and reinvested into the grant-funded project.   Please provide documentation that the income is tracked and reinvested into the grant-funded project (a copy of your most recently completed “DCJ Form 1-B” is sufficient). 
Resource Information:  Please contact your DCJ Grant Program Manager if you need additional information and/or assistance regarding this item.
□
V. Discovery/invention/original materials (if applicable):  Does your grant funded project produce any discovery or invention, original computer programs, writings (to include materials, text,  documents, booklets, manuals, references, guides, brochures, advertisements;  music, sketches, drawings, logos, photographs, specifications, software, data, products, ideas, inventions, and any other work or sound recordings; pictorial reproductions,  or other graphical representation or works, with funds provided by this grant?

If your answer is "yes", then please forward all materials to the Division of Criminal Justice (DCJ) for review.
□
W. Copyrighted, ownership of work (if applicable):  Will any of the funds received under this grant funded project be used to purchase ownership of, or a license to use, a copyrighted work; or incorporate any copyrighted work, or portion thereof, into a new work developed under this award?

If your answer is “yes”, then please explain in detail the purchase of ownership, a license, a copyrighted work, or a patent.
Resource Information:  DCJ reserves a royalty-free, non-exclusive, and irrevocable license to reproduce, publish or otherwise use any copyrighted work.  This is a condition listed on your (SOGA) Statement of Grant Award that your agency signed with the Department of Public Safety, Division of Criminal Justice.
 □
X. Supplanting:  Will or has your grant funded project used federal funds to reduce state or local funds that are available or have been allocated for the same activity or purpose within your grant funded agency?
Resource Information:   If your grant funded agency is deliberately using Federal funds when State and/or local funds are available (or are expected to be available) to fund the same activity, this is called supplanting, and this is not allowed.    For example:  When State funds are appropriated for a stated purpose and Federal funds are awarded for that same purpose, then subsequently the  State replaces its State funds with Federal funds, thereby reducing the total amount available for the stated purpose.  This is what is meant by supplanting.  
NOTE:  Federal funds are to be used to supplement (not supplant) existing State or local funds for program activities.   

□
Y. Printing and/or distribution: Will your grant funded project print or distribute any material with grant funding?   Were the costs part of your original budget included in your grant application? 
If your answer is “yes”, please forward a copy of the printed and/or distributed materials to the Division of Criminal Justice Office.

Resource Information:  The material must contain the required attribution statement:  (This project was supported by federal award number _________________ awarded by _________________issued by the Colorado Division of Criminal Justice).
□    Z.  Suspension & Debarment:   DCJ will need to know if your grant funded agency  is presently debarred, suspended, proposed for debarment, declared ineligible, sentenced to a denial of Federal benefits by a State or Federal court, or voluntarily excluded from covered transactions by any Federal  department or agency.


If your answer is “yes”, then please forward the applicable information to your DCJ Grant Program Manager.

Resource Information:  If your agency is “passing” through the Federal grant dollars to an outside vendor  (third party vendor and/or sub-recipient), then you are responsible to find out if the third party vendor and/or sub-recipient is on the debarment list.  Please access the following website  http://www.epls.gov to find out this information.  If the third party vendor and/or sub-recipient are on the list, please report this to your DCJ Grant Program Manager.  NOTE:  Suspension and debarment apply to:   

1.    Applicable to State & Local units of Government
2.    Non-profit organizations
3. Direct recipients of grant dollars; AND
4. Sub-recipients of grant dollars (third party vendor)
□   Z1.  Professional and/or Consulting Services   - Third party vendor(s) – Sub-recipient vendor(s)   
These are all terms that DCJ uses to describe those whom you may contract with as part of your grant project.  
Resource Information:  If your grant funded agency will be procuring services (as part of your grant project) via your agency’s purchasing procedures, please remember the following:

A. You will need to complete the “DCJ Form 16” and receive approval from your DCJ Grant  Program Manager;

B. if you are intending to procure the services via a sole source, then your DCJ Grant Program Manager will need justification to support the sole source as your DCJ Grant Program Manager will need to approve the sole source justification;

C. A “draft” of the contract will need to be forwarded to your DCJ Grant Program Manager for review and approval PRIOR TO your agency finalizing the contract with the third party vendor and/or sub-recipient;  AND

D. A detailed statement of work shall be part of your “draft” contract as a separate attachment or exhibit to the contract.

□   Z2.  Lobbying:  Restrictions are applicable to:


1.  State & Local units of government



2.  Non-profit organizations



3.  Indian tribes and tribal organization



4.  Commercial entities



5.  Individuals (direct or indirect)
Resource Information:  Any violation of this prohibition is subject to a minimum $10,000 fine for each occurrence.

Section 3:  Programmatic compliance items 
□
AA. Master Grant File:  Every grant funded agency must have a master grant file established for grant. 

NOTE:  If your grant funded agency has received more than one grant from the Division Criminal Justice (DCJ), then a separate grant file must be established for every grant received from DCJ.
Resource Information:   The grant funded agency shall have a COMPLETE file/record to include:  The contract that your agency signed with the Department of Public Safety for this grant award;  grant application; correspondence related to the grant;  a copy of all job descriptions as a result of newly created positions; and forms related to quarterly reports, narrative reports, financial reports,  final reports, cash requests, revised grant activities – budget revisions, change in project director and/or other officials, a change in the project(s) goals and objectives, Performance Measure Data Collection form;  the original contract(s) and copies of any amendments with 3rd party vendors(s) if applicable;  certification for privacy/confidential;   the active license(s) if the 3rd party vendor contract is  with treatment provider; (Memorandum of Understanding) MOU’s with outside entities; copies of any client, community, or other surveys; copies of training materials provided as a result of the scope of your grant project to include the dates of all trainings, a list of all participants and evaluations of the trainings;  a letter if your grant project was not operational within 60 days of the signature of the State Controller or his delegate, the letter should address what steps were taken to initiate the project, why were there delays and what was the anticipated start date; copies or original receipts (supplies, operating, travel, equipment, mileage vouchers,  etc);  invoices; timesheets from agency employees and/or timesheets from any sub-contractor(s) being paid with grant dollars;  any released reports and/or other publications, notices, visual or audio publications (books, films, manuals, etc); and any other items/documentation  related to the grant award.
□
BB. Administrative Guide for State Grant Programs:    Do you certify you have printed or know how to access a recent copy of the Administrative Guide for State Grant Programs from the Division of Criminal Justice Office of Juvenile Justice Assistance Programs  and that a copy is accessible for use by the Grant  Project Director and Grant Financial Officer? 



Resource Information:  http://dcj.state.co.us/oajja
□     CC .  Project requirements:  If your grant funded award is for a project, your grant funded agency will be asked to describe your process as it relates to:  

1.
Making appropriate referrals, and 

2.
Tracking referrals in and out as appropriate to your grant funded project.  
Resource Information:  For the monitoring/compliance review, you will be asked about to whom and from whom referrals are made, and for what purposes the referrals are made.

□
DD.   Project requirements:   If your grant funded award is for a project, your grant funded agency will be asked to describe:



a.  How your agency tracks the number of clients and/or cases filed, received, etc.



b.  How your agency documents the types of activities, services, provided;



c.  How your agency determines an unduplicated client and/or case count; 



d.  If applicable, how your agency tracks client and/or case outcomes; and

e.  Who in your agency is responsible for grant project data collection? 
Resource Information:   
1.    Please provide copies of forms used by your agency to accomplish tracking;  

2. Please provide a report that reflects items a, b, c and d above;  AND

3.  If your answer is “no” to any of the items above, please comment:
□
EE.  MOU – Memorandum of Understanding or other agreements:  If your grant project coordinates services with other appropriate service providers (this does not mean for contracted professional and/or consulting services being paid with grant dollars), then:   

1.  Please describe with whom and how your agency coordinates services with other appropriate service providers in your area.  List any Memoranda of Understanding, Interagency Agreements, or other agreements your agency has in place with other agencies

2.  Please forward copies of all agreements to your assigned DCJ Grant Program Manager.
□
FF.  Training presentations (if applicable):   Do your stated goals and objectives for the grant project include training presentations (i.e., - to the community, citizens, schools, other law enforcement professionals, etc.)?

Resource Information:  If so, please provide a copy of the survey that was used to assess the training provided, the dates of the training and the number of participants per training.  

□
GG.   Evaluation (if applicable):  Is your agency evaluated by an outside agency?    
Resource Information:    If your answer is “yes”, please provide copies of your written Grant project evaluation plans and copies of evaluation tools such as client surveys, outcome data tracking forms, pre and post training surveys, etc., with the completed checklist.  

□
HH.  Central Contractor Registration (CCR):  Your grant funded agency is required to have an active and current Federal Central Contractor Registration (CCR).   

Resource Information:  
  Per Federal requirements, the entity receiving Federal grant dollars from the Division of Criminal Justice (DCJ) has to maintain an ACTIVE registration in the Central Contractor Registration (CCR) until such time as the grant to DCJ from the Federal Government is officially closed.    
NOTE:  In almost all cases, this requirement extends beyond when your sub-grant with the Division of Criminal Justice (DCJ) has ended.    
□
II.   CIS - Criminal Intelligence System (if applicable):   Does your grant funded project include an information system that receives, stores, and disseminates information on individuals or organizations based on reasonable suspicion of their involvement in criminal activity as defined under 28 C.F.R. §23 (Criminal Intelligence Systems Operating Policies)?   
1. Applies to State or local law enforcement agency that operates a criminal intelligence system supported by funding from the Omnibus Crime Control and Safe Streets Act of 1968.  This includes any Office of Justice Programs (OJP) and Bureau of Justice Assistance (BJA) programs as Byrne Formula, Local Law Enforcement Block Grants (LLEBG), Community Oriented Policing Services (COPS) and High Intensity Drug Trafficking Areas (HIDTA).

2. The requirement applies when the CIS purpose is to exchange or disseminate criminal intelligence information.
3. Applicable to systems that are interjurisdictional or multiagency.
4. Case management databases, tips and leads files, records management systems, criminal history records and other non-intelligence databases used and maintained by an agency are not required to comply.
5. An agency shall consider whether it shares criminal intelligence information by either INFORMAL practice or policy.  If an agency expects or anticipates sharing CI (criminal intelligence) information with other agencies or jurisdictions, having a policy that incorporates the principles of 28 CFR Part 23 will benefit its operations.
6. If you need further assistance regarding this compliance item, please contact your DCJ Grant Program Manager.

 Section 4:  Overall Grant Management 

It is important for the grant funded agency to be aware that gross mismanagement or waste of grant or contract funds; abuse of authority related to the implementation or use of funds; and a violation of law, rule or regulation related to the grant award and other issues may constitute grant fraud.   Federal officials have defined fraud as:  an act of deceit, or trickery, or a deliberate neglect, committed by a recipient of federal funding.  
For example:
-  A misappropriation of federal funds or property
-  Deliberate neglect of procurement rules and guidelines
-  Deliberate falsification of information – (DCJ Form 30; data collection forms; quarterly narrative reports)
-  Submitting several budget revisions
-  Lack of internal controls (see ITEM J for more information):     NOTE:  Strong internal controls ensure effective and efficient operations, provide reliable financial reporting, and provide segregation of duties which is a critical element of adequate internal control.
- Adding additional personnel to the grant AFTER the grant has been approved by the Justice Assistance Grant Board (JAG) AND the contract has been signed by the grant funded agency and the Department of Public Safety.  Your grant project may in fact need additional personnel depending on your specific situation; however the grant funded agency does not have the authority to do this without talking with your DCJ Grant Program Manager first, THEN the grant funded agency would need to seek PRIOR approval from DCJ via a formal request.

NOTE:  Verbal approval is not acceptable 

- The grant funded agency is charging the grant for costs and expenses that are not part of the original and APPROVED grant budget and/or for unallowable items such as alcoholic beverages, and food OR charging for items prior to the grant start date.
- Accounting system is inadequate (an adequate system meets requirements for periodic reporting and provides financial data for planning, control, measurement, and evaluation of direct and indirect costs)
-  Failing to adhere to repeated requests from your DCJ Grant Program Manager (no matter the form of    communication)

- Failing to communicate with your DCJ Grant Program Manager about issues with your grant project especially approved goals and objectives.   PLEASE BE PRO-ACTIVE! 
-  Not communicating with your DCJ Grant Program Manager about budget and/or other revisions - - the grant funded agency needs to receive written PRIOR approval. 

NOTE:  Verbal approval is not acceptable 
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