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NEW AND NOTEWORTHY

Starting with fy 2015 subawards, the saa implemented a new online grants
management process. The intent is to streamline the process for managing
project management plans, subawards and adjustments, quarterly status re-
ports, closeouts, project notes and files, and several other grantmanagement
functions. The system is a SharePoint-based application called the Compre-
hensive Grants Management System. cgms is used by subrecipients and
the saa for project management and reporting functions. The financial and
reimbursement request process is still managed through ncr|gms.

Starting with fy 2015, all federal awards must comply with 2 cfr 200
Uniform Administrative Requirements, Cost Principles, and Audit Require-
ments for Federal Awards. The super circular or omnicircular supersedes
and streamlines requirements from 44 cfr 13 and 2 cfr 215, and Office of
Management and Budget (omb) circulars a-21, a-87, a-110, a-122, a-89,
a-102, and a-133.

fema has issued guidance on Executive Order 13688—Federal Support
for Local Law Enforcement Equipment Acquisition and Recommendations,
which established aProhibited Equipment List and aControlled Equipment List.
Many items on the Controlled Equipment List, such as weapons, ammmu-
nition and riot gear are unallowable under the fema preparedness grants.
Others, such as command and control vehicles, require prior approval from
fema.

ib 404 reiterates that subrecipients may use grant funds for costs associated
with the preparation, conduct, and completion of any required Environ-
mental and Historic Preservation reviews. fema has also clarified that
any training or exercises that are not both classroom- and discussion-based
must be submitted for ehp approval.

ib 409 states that hsgp funds may not be used for Zika preparedness and
response. All hsgp-funded activities are required to have a nexus to ter-
rorism.

The saa is pleased to respond to any questions not covered by the Sub-
recipient Handbook and welcomes suggestions to improve the utility and
content of the guide. Please contact the saa at ncr.saa@dc.gov with any
questions or suggested revisions. As a reminder all templates, forms and
guidance documents are available on the saa website.

https://hsema.sp.dc.gov/cgms/
https://www.ncrgms.com/
http://www.ecfr.gov/cgi-bin/text-idx?SID=2e6b3ce2118df75c463348ec431b6ffd&mc=true&node=pt2.1.200&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=2e6b3ce2118df75c463348ec431b6ffd&mc=true&node=pt2.1.200&rgn=div5
http://www.ecfr.gov/cgi-bin/text-idx?SID=2e6b3ce2118df75c463348ec431b6ffd&mc=true&node=pt2.1.200&rgn=div5
http://www.fema.gov/media-library-data/1468425630838-1a2d576e31d9f831ef9ce7237d3801bc/IB_407_Controlled_Equipment_03092016.pdf
https://www.gpo.gov/fdsys/pkg/DCPD-201500033/pdf/DCPD-201500033.pdf
https://www.gpo.gov/fdsys/pkg/DCPD-201500033/pdf/DCPD-201500033.pdf
https://www.whitehouse.gov/sites/default/files/docs/le_equipment_wg_final_report_final.pdf
http://www.fema.gov/media-library-data/1429015820919-53aeb3d35cb1cea2471286d10f2fdaf1/IB404_EHP_Costs_Final.pdf
http://www.fema.gov/media-library-data/1468618107410-43da71fd90d4da1c0607039fa82cbf72/IB_409_Zika_Resources_6_16_16.pdf
mailto:ncr.saa@dc.gov
http://hsema.dc.gov/page/grants-administration
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OVERVIEW

Grants from the U.S. Department of Homeland Security (dhs) Federal
Emergency Management Agency (fema) are awarded to a single respon-
sible State Administrative Agent (saa) for administering the grant and
passing through funds to localities and other eligible subrecipients to imple-
ment the grant program objectives.

Montgomery
County

Loudoun
County

Prince
George's
County

District of
Columbia

Prince William
County

City of
Alexandria

Arlington
County

Fairfax
County

Per theNational Capital Planning
Act of 1952 (40 u.s.c. § 8702), the
ncr is composed of: “The District of
Columbia; Montgomery and Prince
Georges [sic] Counties in Maryland;
Arlington, Fairfax, Loudoun, and
Prince William Counties in Virginia;
and all cities in Maryland or Virginia
in the geographic area bounded by
the outer boundaries of the combined
area of the counties listed [above].”

The District of Columbia (District) is the saa for grants awarded to the
District and the National Capital Region (ncr) urban area. District officials
appointed the Homeland Security and Emergency Management Agency
(hsema) to carry out the administrative tasks of the saa. The saa’s func-
tion is supported byhsema’s Grants Division, which is composed of one
director, one deputy, four financial managers, and six program managers.

The saa has developed this Subrecipient Handbook as a tool for subrecipi-
ents to use in their day-to-day grant management activities. It is intended
to increase a subrecipient’s understanding of how these grant management
activities fit within the subaward lifecycle. The handbook will discuss in de-
tail the following subaward lifecycle steps: project setup, spend plan review,
project implementation, and closeout.

Below is a highlight of the actions that take place prior to the initiation of
the subaward lifecycle.

thira

States and urban areas receivingdhs/fema homeland security grant funds
must assess their threats and hazards, the risk these threats/hazards pose,
and their ability to respond to these threats and hazards. The Threat and
Hazard Identification and Risk Assessment (thira) is updated annually
and is submitted to fema by December 31 of each year. The results of the
thira are the basis for dhs/fema grant-funding priorities.

program/progress assessment

The District and the regional program management offices (pmo) assess
current grant-funded programs and metrics of progress. Any specific pro-
grammatic changes of direction, metrics, or goals approved by District or
regional leadership for the new grant year will be communicated through
the District or ncr pmo.
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grant application and project development

Page 1 of 86 

FY 2016 HSGP NOFO 

The Department of Homeland Security (DHS)  

Notice of Funding Opportunity (NOFO) 

Fiscal Year 2016 Homeland Security Grant Program (HSGP) 

NOTE:  Eligible recipients who plan to apply for this funding opportunity but who have 

not obtained a Data Universal Numbering System (DUNS) number and/or are not 

currently registered in the System for Award Management (SAM), should take immediate 

action to obtain a DUNS Number, if applicable, and then to register immediately in SAM.  

It may take 4 weeks or more after the submission of a SAM registration before the 

registration becomes active in SAM, then an additional 24 hours for Grants.gov to recognize 

the information.  Information on obtaining a DUNS number and registering in SAM is 

available from Grants.gov at: http://www.grants.gov/web/grants/register.html.  Detailed 

information regarding DUNS and SAM is also provided in Section D of this NOFO, subsection, 

Content and Form of Application Submission. 

A. Program Description 

Issued By 

U.S. Department of Homeland Security (DHS), Federal Emergency Management Agency 

(FEMA), Grant Programs Directorate (GPD) 

Catalog of Federal Domestic Assistance (CFDA) Number 

97.067 

CFDA Title 

Homeland Security Grant Program (HSGP) 

Notice of Funding Opportunity Title 

Fiscal Year 2016 Homeland Security Grant Program 

 State Homeland Security Program (SHSP)

 Urban Area Security Initiative (UASI)

 Operation Stonegarden (OPSG)

NOFO Number 

DHS-16-GPD-067-00-01 

Authorizing Authority for Program 

Section 2002 of the Homeland Security Act of 2002, as amended (Pub. L. No. 107-296) 

(6 U.S.C. § 603) 

Appropriation Authority for Program 

Department of Homeland Security Appropriations Act, 2016 (Pub. L. No. 114-113) 

Program Type 

New 

The saa in coordination with the District and ncr pmos, will develop a
process and timeline for preparing and submitting the grant application to
fema. This will include any specific priorities for funding identified in the
thira or Strategic Plan, approach to sustaining current capabilities, and
how project proposals will be made and reviewed.

                                                                                                   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

NATIONAL CAPITAL REGION 

HOMELAND SECURITY STRATEGIC PLAN 
2013 Update 

 
NOVEMBER 2013 

WASHINGTON, DC 

ncr Strategic Plan

Proposals must be allowable, within the scope of the grant, address a ter-
rorism threat, align to threats and capability gaps identified in the thira,
build or sustain a core capability, align to priorities of the Strategic Plan, and
meet dhs, leadership and saa requirements.

project review

Proposals are reviewed and assessed by the saa, the District and ncr
pmos, and the other agencies and working groups that make up the state
or urban area working group.

funding decisions

The District leadership (District Emergency Preparedness Council [epc])
and ncr leadership (Homeland Security Executive Committee [hsec])
make funding decisions for District andncr projects respectively, based on
regional priorities and impact on terrorism and emergency preparedness.

femamakes all funding decisions for theNonprofit SecurityGrant Program
(nsgp).

project setup and award

The saa reaches out to the subrecipient with funding decisions and next
steps to set up the project and issue the subaward.
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1 PROJECT SETUP

Project Management Plan(PMP)
1. Subaward Information
SubawardID :

Grant Type :

Grant Year :

Subaward Title :

Subrecipient :

Award Amount :

Main Supporting ESF/RPWG/ERS :

Subaward Period of Performance Start
Date :

Subaward Period of Performance End
Date :

Please refer to the SAA Subrecipient Handbook and the applicable FEMA Notice of Funding Opportunity for more
information.

2. Subrecipient Profile
Contact Info Authorization Official Primary Contact

Name 

Title 

Organization 

Telephone

3. Environmental and Historic Preservation

Note: All projects must be submitted through the SAA to FEMA for EHP review and approval before project initiation, unless
expressly exempted from the requirement.
For more information: http://www.fema.gov/environmental-planning-and-historic-preservation-program
For common mistakes, please refer to the Subrecipient Handbook

Exempt Project Types :

EHP Exemption Justification :

4. Subaward Overview
4.1. Description
What will the subrecipient accomplish during the period of performance? Include exact quantities/types of equipment to be
purchased, plans to be written, trainings/exercises to be held, etc. If the project is ongoing, specify how this particular
subaward addresses the long-term capability identified in the proposal justification form during the application process. For
example, if the intent is to purchase 100 widgets in the next 3 years, specify how many widgets will be purchased with this
subaward. The SAA and other stakeholders should have a concise understanding of the anticipated outcomes and
accomplishments from this subaward.

4.2. Terrorism Threat
Describe the terrorism threat this project is intended to address and how the project will address it. All projects must build and
sustain the capabilities necessary to prevent, protect against, mitigate, respond to, and recover from acts of terrorism.

5. Schedule of Deliverables and Milestones

Project management plan

1.1 project management plan

AWord version of the pmp is avail-
able on the saa website for planning
purposes. However, the final version
must be submitted in cgms.

Each subrecipient is required to submit a project management plan (pmp).
The saa will contact the subrecipient and request a pmp after the leader-
ship finalizes the funding decisions. The subrecipient must complete the
pmp in cgms (hsema.sp.dc.gov/cgms), the saa’s online subaward man-
agement system. The pmpmust be complete in order for the saa to issue
the subaward. The subrecipient must also receive approval of the pmp from
the saa in cgms before implementing the project.

The saamay periodically revise the pmp template to reflect new require-
ments from the District or ncr leadership, or dhs.

The saa will review the pmp for the following:

• Does the pmp explain the overall goal of the project (does it match what
the leadership approved)?

• Does the pmp explain how the subrecipient will achieve that goal?

Changes to the project may require
the subrecipient to submit a revised
pmp to the saa for approval. See
2.5 Award adjustments for more
information.

• Are the proposed expenditures allowable and reasonable?
• Does thepmp list proposed expenditures with enough detail to determine

allowability?
• Does the pmp list expected deliverables in such a way that they can be

tracked?
• Are the proposed deliverable dates realistic and within the period of per-

formance?
• Does this project require ehp approval?

1.2 environmental and historic preservation

The femaGrants Program Directorate (gpd) released a number of refer-
ence documents on National Environmental Policy Act (nepa) and ehp
compliance requirements, including information bulletins ib 271, ib 329
and clarification, ib 345, ib 371, and ib 404; fema policies fp 108-023-1
and fp 108.024.4; and fema Form 024-0-1.

All projects funded in part or in full with grant funds must be submitted
through the saa to fema for ehp review and approval before project
initiation, unless expressly exempted from the requirement (see below for a
list of exempted project types).

http://hsema.dc.gov/page/grants-administration
https://hsema.sp.dc.gov/cgms
http://www.fema.gov/pdf/government/grant/bulletins/info271.pdf
http://www.fema.gov/pdf/government/grant/bulletins/info329.pdf
http://www.fema.gov/pdf/government/grant/bulletins/info329_clarification.pdf
http://www.fema.gov/pdf/government/grant/bulletins/info345.pdf
http://www.fema.gov/pdf/government/grant/bulletins/info371.pdf
http://www.fema.gov/media-library-data/1429015820919-53aeb3d35cb1cea2471286d10f2fdaf1/IB404_EHP_Costs_Final.pdf
http://www.fema.gov/media-library-data/1421336453304-d48abd61f8b2a35d2bad325ae49ae531/FP1080231_Environmental_Planning_Historic_Preservation_Policy.pdf
http://www.fema.gov/media-library-data/1388411752234-6ddb79121951a68e9ba036d2569aa488/18Dec13-NoNEPAReview.pdf
http://www.fema.gov/media-library-data/1417725519750-db113f5f76fe801fa4ab039164283f71/EHPScreeningFormFillable_Jan_2014_v508_11Ext.pdf
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The subrecipient must submit a screening memo and any additional docu-
mentation to the saa in cgms for any non-exempted projects. 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.

    

                
                     

                  

                
             

 

 
 

   

  

  

 

 

 

  

Grant Programs Directorate 

OMB Control#: 1660-0115 

Expiration Date: 01/31/2017 

FEMA Form: 024-0-1 

DEPARTMENT OF HOMELAND SECURITY
  
FEDERAL EMERGENCY MANAGEMENT AGENCY (FEMA) 
 

 ENVIRONMENTAL AND HISTORIC PRESERVATION SCREENING FORM  

Directions for completing this form:   This form is designed to  initiate and facilitate the environmental  

and historic preservation (EHP) compliance review for  your FEMA preparedness grant-funded project(s). 

FEMA conducts its EHP compliance reviews  in accordance with National  Environmental Policy Act  

(NEPA) and other EHP-related  laws and executive orders.  In order  to initiate EHP review of your  

project, you must complete all  relevant  sections of this form and submit  it  to the Grant Programs 

Directorate (GPD)  along with all  other pertinent  project information.  Failure to provide requisite 

information could result  in delays in the release of grant funds.  Be advised that completion of this form  

does not complete the EHP review process. You will be notified by FEMA when your review is 

complete and/or  if FEMA needs  additional information.   

 
There is no need to complete and submit this form if the grant scope is limited to planning, management and administration, 
classroom-based training, tabletop exercises and functional exercises, or purchase of mobile and portable equipment where no  

installation is needed.   The following website has additional guidance  and instructions on the EHP review 

process  and the information required for the EHP review:   at http://www.fema.gov/media­

library/assets/documents/85376.  

 

This form  should be completed electronically.  Submit  completed form through your grant administrator 

who will forward it to  GPDEHPInfo@dhs.gov.  Please use the subject  line:  EHP Submission: Project  

Title, location, Grant Award Number (Example, EHP Submission:  Courthouse  Camera Installation,  

Any Town, State, 12345; 2011-SS-0xxxx). 

Paperwork Burden Disclosure Notice 

Public reporting burden for this form is estimated to average 8 hours per response. The burden estimate includes the time for reviewing 
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and submitting the form. You are not 

required to respond to this collection of information unless it displays a valid OMB control number. Send comments regarding the accuracy of 

the burden estimate and any suggestions for reducing the burden to: Information Collections Management, Department of Homeland Security, 
Federal Emergency Management Agency, 500 C Street, Washington, DC, 20472, Paperwork Reduction Project (1660-0115). 

ehp screening form

1.2.1 What is an ehp review?

• Involves an analysis of pertinent project information used to determine
the appropriate amount of documentation required for ehp compliance.

• All projects funded with federal grant dollars must comply with ehp laws,
regulations, and Executive Orders.

• Projects must be ehp-approved before initiation.
• dhs certifies that a grant-funded project is in compliance with applicable
ehp laws, regulations, and Executive Orders

• Complex projects will typically require more information to reach a deter-
mination.

1.2.2 dhs ehp review process

• Subrecipients are responsible for providing all relevant ehpmaterials to
the saa, who will submit them to dhs.

• Grant funds may be used for preparation of ehp documentation.
• dhs may be required to consult with the State Historic Preservation

Office (shpo), the U.S. Fish and Wildlife Service (fws), etc.
• More complex projects may be referred from fema headquarters to
fema Region iii, which may result in a longer review period.

1.2.3 Project types exempted from ehp review

• Planning.
• Classroom- and discussion-based training and exercises.
• Personnel.
• Mobile and portable equipment (personal protective equipment [ppe],

radios, etc.), vehicles, and other equipment that does not require any
installation.

1.2.4 Examples of project types not exempted from ehp review

• Training or exercises that are not both classroom-based and discussion-
basedmust be submitted forehp approval.This includes hands-ondemon-
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strations, activities conducted outside, and operations-based exercises,
such as drills, functional exercises and full-scale exercises.

• Any item that is affixed to a non-mobile structure. For instance, cameras,
display boards or whiteboards that are nailed or screwed into a wall must
be submitted for ehp approval.

1.2.5 What are the contents of the ehp screening form?

• Physical address of structure/facility or latitude/longitude.
• Clear color photographs (ground-level and aerial).
• Dimensions/acreage/square footage of structure and/or land affected.
• Extent and depth of ground disturbance for:

∘ New construction and structure modification
∘ Utility line placement
∘ Fencing, light posts, etc., installations

• Height of communication towers.
• Special equipment being used, staging areas, etc.
• Year building or structure was built (to include buildings or structures

that are in the vicinity).
• A clear and descriptive project description, with clear color photos and

maps.
• Submit materials as soon as you receive your award notice or in your

planning phase.
• Include any previous Master Plans or other environmental documenta-

tion.

1.3 subawards

Should the subrecipient fail to com-
ply with the provisions of the agree-
ment articles, regulations, and terms
and conditions promulgated by dhs,
the District or the saa, the subaward
may be terminated in whole or the
award amount reduced at any time at
the discretion of the saa.

The saa will issue an award package in cgms after receipt and approval
of the pmp. The award package will include the following:

• Subaward listing the project title, number, Catalog of Federal Domestic
Assistance (cfda) number, award amount, and period of performance,
to be signed by the authorization official, indicating acceptance of the
award and the terms of the subaward.

• dhs Agreement Articles and Standard Terms and Conditions.
• hsema Terms and Conditions.
• Subrecipient Handbook.
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A District agency is any organization
that is a member of the Government
of the District of Columbia.

1.4 non-district agency payment setup and spend plan

1.4.1 Setup and receive payments from the saa

The subrecipient is treated as a vendor for the purpose of receiving payments
from the District. A subrecipient receiving an award for the first time must
complete and submit aw-9 form so that it can be established as a vendor
within the District’s financial system of record.

A subrecipient whose remittance address has changed must also com-
plete and resubmit aw-9 so that the updated information is captured. This
will ensure payments are properly recorded and tracked.

Two Payment Options:

Complete and return the linkedw-9
and/or ach forms.

1. Automated clearing house (ach). The subrecipient must complete the
w-9 and ach forms.

2. Check only. The subrecipient must complete thew-9 form.

1.4.2 Spend plan submission

The National Capital Region Grant
Management System (ncr|gms)
is the saa’s online system for man-
aging and processing reimbursement
request submissions from non-Dis-
trict subrecipients. The website is
ncrgms.com.

How to build and submit a grant ap-
plication.

Subrecipients are required to desig-
nate an ncr|gms point of contact.
Users must receive training before
obtaining an account. The saa con-
ducts group training every other
month, and offers one-on-one ses-
sions as needed.

Homeland Security Grant Program (hsgp) subrecipients are responsible
for developing and submitting a spend plan in ncr|gmswithin 60 days
of receipt of the subaward. The subrecipient will have access to the project
funds once the saa releases them in the system, shortly after issuing the
subaward.

In order to complete the spend plan, the subrecipient must create line items
for each proposed project expenditure and select the appropriate authorized
equipment list (ael) code and associated amount. The systemwill not allow
a subrecipient to submit an application until all funding has been allocated
for every project. The subrecipient may then submit the grant application
to the saa for review.

Please allow the saa at least five business days to review the grant applica-
tion in ncr|gms. The spend plan should reflect the most recent pmp or
be subject to denial.

1.5 district agency budget establishment

Thesaauses theDistrict’s intra-District process as ameans to pass through
funds to a District subrecipient. The saa is responsible for managing the

http://www.irs.gov/pub/irs-pdf/fw9.pdf
http://cfo.dc.gov/sites/default/files/dc/sites/ocfo/publication/attachments/ocfo_ACH_Enrollment_Form.pdf
https://www.ncrgms.com/
http://hsema.dc.gov/sites/default/files/dc/sites/hsema/publication/attachments/build-submit-grant-application.pdf
http://hsema.dc.gov/sites/default/files/dc/sites/hsema/publication/attachments/build-submit-grant-application.pdf
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intra-District budget establishment process. The spend plan section in the
pmp serves as the budget and must identify the items to be purchased and
the item amount.

The District subrecipient should complete and submit the budget establish-
ment form (bef) along with the pmp to initiate the budget establishment
process.

 

Budget Establishment Form 

1. Project Information 
 
Project Title       
Award Amount       
Subgrant ID       
Subgrantee       
Budget Load Fiscal Year FY            
Request Date       

2. Budget Load Summary 
Note The budget load request must be consistent with the PMP. Discrepancies may result in delays. 

 
 CSG COMP 

OBJ 
DESCRIPTION FY            

AMOUNT 
PREVIOUSLY 

LOADED 
TOTAL 

 11 0111 CFT $0.00 $0.00 $   0.00 
 12 0125 TFT $0.00 $0.00 $   0.00 
 13 0131 Addt'l Gross Pay $0.00 $0.00 $   0.00 
 14 0147 Fringe Benefit $0.00 $0.00 $   0.00 
 15 0133 Overtime $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
   Total Personnel Services (PS) $   0.00 $   0.00 $   0.00 
       
 20 0201 Office Supplies $0.00 $0.00 $   0.00 
 30 0308 Telecommunications $0.00 $0.00 $   0.00 
 40 0408 Other Services & Charges $0.00 $0.00 $   0.00 
 41 0409 Contractual Services $0.00 $0.00 $   0.00 
 50 0506 Subsidies/Transfers $0.00 $0.00 $   0.00 
 70 0702 Equipment Purchase/Rental $0.00 $0.00 $   0.00 

Other               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
               $0.00 $0.00 $   0.00 
   Total Non Personnel Services (NPS) $   0.00 $   0.00 $   0.00 
       
   Grand Total $   0.00 $   0.00 $   0.00 

  

It takes approximately 45 days to establish intra-District budget authority;
therefore a District subrecipient is encouraged to give the saa a 45-day
lead on such requests. The subrecipient may begin spending after the intra-
District budget is established. Below is the process after the saa receives
the completed bef:

1. The saa prepares the memorandum of understanding (mou) and intra-
District standard request (idsr) form for the budget establishment.

2. The saa works with the subrecipient to gather all of the appropriate
signatures.

3. The saa forwards the fully signedmou to the Office of the Chief Finan-
cial Officer (ocfo) legal team for review and approval.

4. The ocfo legal team notifies the saa of approval or denial.

∘ If denied, the saa works with ocfo legal to provide the appropriate
modifications for approval.

5. Once the saa receives all signed documents back and the ocfo legal
team approves themou, the saa sends an intra-District budget estab-
lishment request is sent to the Office of Budget and Planning (obp).

∘ If the agency requesting budget establishment is within the Public
Safety and Justice Cluster (psjc), the saa prepares and submits an
intra-District budget establishment request to obp for review and
approval.

∘ If the agency requesting budget establishment is not within psjc, the
saawill forward the budget establishment package to the subrecipient.
The subrecipient must prepare the cover memo and submit the intra-
District budget establishment request to obp.

∘ If the budget needs to be amended, a request is sent to thesaaprogram
manager. If the program manager approves the changes to the budget
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structure, the saa will submit a budget modification to obp. This
process can take up to two weeks.

1.6 cost principles

1.6.1 Supplanting

For example, if a state pays the
salaries of three intelligence analysts,
it cannot begin to pay the salary of
one of them with federal grant fund-
ing. It could, however, hire a fourth
analyst.

Subrecipients are reminded to be sensitive to supplanting issues. Grant
funds can only be used to supplement existing funds, and cannot supplant
(replace) funds that have been appropriated in its jurisdiction or organiza-
tion’s budget for the same purpose. Therefore, equipment, supplies, con-
tractual services and personnel previously funded with state and/or local
funds cannot be supplanted with federal grant funding. The subrecipient
may be required to supply documentation certifying that a reduction in non-
federal resources occurred for reasons other than the receipt or expected
receipt of federal funds.

1.6.2 Unallowable costs

when in doubt,
give the saa a shout!
If you are not sure about the allowa-
bility of a particular item, please
review the nofo and the ael. If you
are still uncertain after reviewing the
guidelines, please contact the saa
for a ruling.

The following costs are unallowable:

• Construction and renovation are generally prohibited; however there
are a few exceptions and the subrecipient must reference the Notice of
Funding Opportunity (nofo) for these exceptions.

• Land acquisition costs are unallowable unless otherwise noted in the
nofo.

• Motor vehicles are unallowable unless otherwise noted in the nofo.
Due to the lack of a required nexus
to terrorism, fema grants may not
be used for Zika preparedness and
response, or civil disturbance unit
equipment and activities.

• Non-terrorism-related costs are unallowable. hsgp funds may only be
used to prevent, protect against, mitigate, respond to, and recover from
acts of terrorism.

• Operational costs are generally prohibited. This includes personnel ex-
penses incurred during an activation or deployment, and any equipment
or supplies procured during an emergency. There are very limited ex-
ceptions allowed for operational overtime, but only with prior approval
provided in writing by the fema Administrator. See Organization for
more information.

• Preparedness items (e.g. food, water, disaster ready kits, emergency blan-
kets and rain ponchos, battery operated flashlights and radios, sanitizers
and first-aid kits, waterproof document protectors) for distribution to
the general public are unallowable. Members of the public should only
receive information and nothing else.

Consult ib 407 for more information.• Prohibited and controlled equipment, including riot gear, weapons, am-

http://www.fema.gov/media-library-data/1468425630838-1a2d576e31d9f831ef9ce7237d3801bc/IB_407_Controlled_Equipment_03092016.pdf
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munition, and accessories (e.g. night vision scopes, tripods) are unallow-
able. Other controlled equipment, such as command vehicles, may be
allowable, but the subrecipient must obtain fema approval first.

• Promotional materials (bags, pens/pencils, pins, patches, magnets, sou-
venir clothing/headwear, etc.) are unallowable.

• Training and exercise equipment and supplies for permanent instal-
lation and/or use beyond the scope of the conclusion of the training or
exercise.

• Travel costs considered unallowable: entertainment, sporting events, visa
fees, passport charges, bar charges and/or alcoholic beverages, laundry
charges, and mileage and fuel for a vehicle owned or leased by the sub-
recipient’s organization. Any costs not clearly in compliance with the
jurisdiction/organization’s written travel policy, or General Services Ad-
ministration (gsa) policy, if lack thereof, are considered unallowable.

• Work or services performed after the end of the period of perfor-
mance, unless otherwise exempted under Maintenance/warranty ser-
vices. Goods may be received during the subrecipient’s liquidation pe-
riod only if funds were obligated (i.e. contract or purchase order issued)
during the period of performance. In those cases, consult with your saa
program manager before hand.

Subrecipients may also reference the nofo to determine if any costs have
been specifically called out as unallowable under a particular grant program.
Any costs not listed as allowable in the nofo or otherwise approved in
writing by dhsmust be considered unallowable. Subrecipients must meet
all conditions listed in 2 cfr 200, the nofo and all of the award terms and
conditions prior to incurring costs against the subaward. Otherwise, those
costs are considered unallowable.

1.6.3 Allowable costs

A cost is reasonable if, in its nature
and amount, it does not exceed that
which would be incurred by a prudent
person under the circumstances pre-
vailing at the time the decision was
made to incur the cost.
Consult 2 cfr § 200.404 Reasonable
costs for more information.

dhs grant funds can only be used for the purpose set forth in the nofo or
otherwise approved in writing by dhs. Proposed project costs must be rea-
sonable, allowable under federal regulations and guidelines, and consistent
with the subrecipient’s approved pmp.

1.6.4 Multiple purpose or dual-use of hsgp funds

As appropriated by Congress and described in the nofo issued by fema,
hsgp is intended to “support state and local efforts to prevent terrorism
and other catastrophic events and to prepare the Nation for the threats and
hazards that pose the greatest risk to the security of the United States.”

http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1404
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1404
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fema does recognize that some capabilities that are developed to address
terrorism threats may also be useful or relevant for addressing other types
of non-terrorism threats and hazards. fema addresses this “dual use” or
“multiple purpose use” of hsgp grant funds in the nofo:

For both State Homeland Security Program (shsp) and Urban Areas Se-
curity Initiative (uasi), many activities which support the achievement of
target capabilities related to terrorism preparedness may simultaneously
support enhanced preparedness for other hazards unrelated to acts of
terrorism. However, all shsp anduasi funded projects must assist recipi-
ents and subrecipients in achieving target capabilities related to preventing,
preparing for, protecting against, or responding to acts of terrorism.

It is frequently easier to make this determination when it comes to equip-
ment purchases, which either can or cannot be associated with a terrorism
related capability. When it comes to planning, training, or exercise type
activities, the content, nature, purpose, and outcomes of the activity will
need to be evaluated in context by the subrecipient and the saa to make
that determination.

1.6.5 Contractual services

Any type of service that is procured through a contract agreement. The
subrecipient must follow its jurisdiction’s or organization’s procurement
procedures and regulations provided that the procurement conforms to
applicable federal law and standards.

Any sole-source procurement in
excess of $100,000 must receive
prior approval from the saa.

All contracts relating to or derived from the subaward must be let on a
competitive bid agreement in accordance with the subrecipient’s own spe-
cific policy and all federal regulations applicable to grants and cooperative
agreements, with a record maintained of the procedure, bids received, and
rationale for the final decisions.

1.6.5.1 Professional services

Services performed by independent contractors or consultants to assist with
accomplishing the projects goals and objectives. The subrecipient cannot
pay for professional services that extend beyond the subaward period of
performance. For example, if a subaward period is two years and the contract
agreement is three years, only the costs associated with the first two years
of the agreement would be allowable. Examples include plan development,
exercise development, project management support, advertisement, etc.
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1.6.5.2 Service agreements

Service agreements such as wireless services, data services, hosting services
(e.g. website), and service renewals cannot extend beyond the subaward
period of performance. For example, if a subrecipient’s project period ends
on 12/31/2017 then only the costs for services rendered through this date
are allowable.

warranty policy page 1 of 3

WARRANTY POLICY

saa policy

The State Administrative Agent (saa) will apply Federal Emergency Man-
agementAgency (fema)’s policy to qualifyingmaintenance/warranty costs
that exceed the subgrant period of performance. This policy extends to li-
censes and user fees aswell. Thesaa reserves the right to request additional
information and/or documentation to consider approval.

1. Warranties/maintenance contracts/licenses and user fees coveragemay
exceed the subgrant period of performance if:

1.1. Purchased at the same time and on the same invoice or purchase
order as the original equipment or system for which the warranty/
maintenance contract/license and users fees serve to cover and
is reasonable and consistent with that which is typically provided
for or available through these types of agreements. In addition,
subgrantees should supply documentation regarding the period
of coverage (i.e. start date and end date) if unidentifiable on the
invoice.

The period of performance for this project ended on May 31, 2013. While the invoice date is within
the period of performance for the equipment purchased (indicated in red), the service and license
agreements incidental to the purchase (indicated in blue) fall outside of the subgrant performance
period. This policy would allow the saa to approve the request.

Warranty policy

1.6.5.3 Maintenance/warranty services

Warranties/maintenance contracts/licenses and user fees coverage may
exceed the subaward period of performance only if they are purchased at
the same time and on the same invoice or purchase order as the original
equipment or systemwhich the warranty/maintenance contract/license and
users fees serve to cover, and are reasonable and consistent with that which
is typically provided for or available through these types of agreements. This
does not include the service agreements described above. fp 205-402-125-1
amends the maintenance section within ib 336. All other portions of the ib
remain in effect.

1.6.6 Personnel

Personnel expenses are charges for individuals who are employed by the
jurisdiction or organization. Personnel expenses are only allowable when
listed in the nofo and only to perform allowable planning, organization,
training, equipment, and exercise activities listed in the nofo. The subre-
cipient must reference the nofo to determine whether the type of activity
is allowable. Personnel costs cannot extend beyond the subaward period of
performance.

1.6.6.1 Overtime

These expenses are limited to the additional costs that result from personnel
working over and above 40 hours of weekly work time as a direct result
of their performance of approved activities (as specified in the applicable
nofo). Overtime associated with any other activity is not eligible.

1.6.6.2 Overtime as backfill

These expenses are limited to overtime costs which result from personnel
who areworking overtime (as identified above) to perform the duties of other

http://www.fema.gov/media-library-data/20130726-1915-25045-9444/gpd_maintenance_policy.pdf
http://www.fema.gov/pdf/government/grant/bulletins/info336.pdf
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personnel who are temporarily assigned to approved activities (specified in
the applicable nofo) that are outside their core responsibilities.

Overtime is only allowable under the limited circumstances permitted by the
nofo and must comply with the subrecipient’s existing policies regarding
overtime pay.

1.6.6.3 Compensatory time

Because costs associated with compensatory time cannot be easily substanti-
ated and associated with activities in support of the grant, the saa will not
accept any reimbursement requests for compensatory time.

AEL Codes 2015

Page 1 of 25

# Section Category SubCategory AEL_SEL_Code Title Description EHP EMPG NSGP PSGP SHSP UASI
1 Personal Protective Equipment Respiratory Protection 

Equipment
CBRN Self-Contained and 
Supplied Air Respirators

01AR-01-SAR Respirator, Supplied Air A positive-pressure respiratory protective device that delivers air to the wearer via an "air-line" 
connected to a remote breathable air source. SAR must be certified by NIOSH, and can be worn 
with multiple ensemble configurations.

FALSE FALSE FALSE TRUE TRUE TRUE

2 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Self-Contained and 
Supplied Air Respirators

01AR-01-SCBA SCBA, CBRN CBRN SCBA - Self-Contained Breathing Apparatus certified as compliant with NFPA 1981 and 
certified by NIOSH as compliant with the CBRN approval criteria. Worn with multiple ensemble 
configurations.

FALSE FALSE FALSE TRUE TRUE TRUE

3 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Self-Contained and 
Supplied Air Respirators

01AR-01-SCBC Cylinders and Valve Assemblies, 
Spare, and Service/Repair Kits, 
CBRN SCBA

Spare SCBA Cylinders and valve assemblies, and service/repair kits for item 01AR-01-SCBA. 
Cylinders and parts/assemblies must be purchased from the SCBA manufacturer or a source 
authorized by the manufacturer to ensure that the NIOSH CBRN approval of the SCBA remains 
valid.

FALSE FALSE FALSE TRUE TRUE TRUE

4 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Self-Contained and 
Supplied Air Respirators

01AR-01-SCBR Kit, Retrofit, CBRN SCBA Retrofit kit for existing Self-Contained Breathing Apparatus to bring the unit into CBRN 
compliance. Kit must bring apparatus into compliance with NFPA 1981 and the NIOSH CBRN 
approval criteria.

FALSE FALSE FALSE TRUE TRUE TRUE

5 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Self-Contained and 
Supplied Air Respirators

01AR-01-SCCC Respirator, Full-Facepiece, 
Closed-Circuit, Self-Contained 
(Re-Breather)

Full-Facepiece Self-Contained Breathing Apparatus that recirculates the breathing air through the 
apparatus and purifies it, removing carbon dioxide and adding fresh oxygen. The wearer is 
supplied with air that has been oxygen enriched.

FALSE FALSE FALSE TRUE TRUE TRUE

6 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Air-Purifying Respirator 
(APR)

01AR-02-APR Respirator, Air-Purifying, Full-
Face, Tight-Fitting, Negative 
Pressure, CBRN

CBRN Air-Purifying Respirator (APR) (certified by NIOSH as compliant with the CBRN approval 
criteria). Worn with multiple ensemble configurations.

FALSE FALSE FALSE TRUE TRUE TRUE

7 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Air-Purifying Respirator 
(APR)

01AR-02-APRC Canister, CBRN, APR CBRN canisters for Item 01AR-02-APR. FALSE FALSE FALSE TRUE TRUE TRUE

8 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Powered Air-Purifying 
Respirator (PAPR)

01AR-03-PAPA Respirator, Powered, Air-
Purifying (PAPR), CBRN

CBRN Powered Air-Purifying Respirator (PAPR) (certified by NIOSH as compliant with CBRN 
approval criteria). Worn with multiple ensemble configurations.

FALSE FALSE FALSE TRUE TRUE TRUE

9 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Powered Air-Purifying 
Respirator (PAPR)

01AR-03-PAPB Battery Pack, PAPR Battery pack for item 01AR-03-PAPA. FALSE FALSE FALSE TRUE TRUE TRUE

10 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Powered Air-Purifying 
Respirator (PAPR)

01AR-03-PAPC Canister, CBRN, PAPR CBRN Canisters for Item 01AR-03-PAPR FALSE FALSE FALSE TRUE TRUE TRUE

11 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Escape Respirator 01AR-04-APEC Respirator, Escape, Air-
Purifying, Single-Use, CBRN, 
with CO Option

CBRN Air-Purifying Escape Respirator (APER) designed for escape from hazardous 
environments, including carbon monoxide (certified by NIOSH as compliant with the CBRN 
approval criteria).

FALSE FALSE FALSE TRUE TRUE TRUE

12 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Escape Respirator 01AR-04-APER Respirator, Escape, Air-
Purifying, Single-Use, CBRN

CBRN Air-Purifying Escape Respirator (APER) designed for escape from hazardous environments 
(certified by NIOSH as compliant with the CBRN approval criteria).

FALSE FALSE FALSE TRUE TRUE TRUE

13 Personal Protective Equipment Respiratory Protection 
Equipment

CBRN Escape Respirator 01AR-04-SCER Respirator, Escape, Self-
Contained, Single-Use, CBRN

CBRN Self-Contained Escape Respirator (SCER) designed for escape from hazardous and 
oxygen-deficient environments (certified by NIOSH as compliant with the CBRN approval criteria).

FALSE FALSE FALSE TRUE TRUE TRUE

14 Personal Protective Equipment Respiratory Protection 
Equipment

Combination Respiratory 
Equipment

01AR-05-COMB Equipment, Respiratory 
Protection, Combination

Respiratory protection equipment that performs in multiple modes corresponding to various 
respirator types, such as a combination of Self Contained Breathing Apparatus (SCBA) and 
Powered Air Purifying Respirator (PAPR). Must be certified by NIOSH as a compliant combination 
respirator in accordance with 42 CFR 84. Each mode of operation must comply with the applicable 
NIOSH CBRN approval criteria. If no CBRN standard is established for a given mode of operation, 
the equipment must be certified in that mode under 42 CFR 84. Appropriate Cautions and 
Limitations of Use apply for each respirator type/mode of operation.

FALSE FALSE FALSE TRUE TRUE TRUE

15 Personal Protective Equipment Respiratory Protection 
Equipment

Disposable Respirator 01AR-06-DISP Respirator, Particulate, 
Disposable

Respirator certified by NIOSH under 42 CFR 84 and classified as one of nine types of filtering-
facepiece disposable particulate respirators (N95, N99, N100; R95, R99, R100; P95, P99, P100).

FALSE FALSE FALSE TRUE TRUE TRUE

16 Personal Protective Equipment Respiratory Protection 
Equipment

Disposable Respirator 01AR-06-FLTR Filter, Particulate Cartridge, canister, or other filtration media for use with reusable particulate respirator facepiece 
(see 01AR-06-REUS). Certified by NIOSH as one of the following: N95, N99, N100; R95, R99, 
R100; P95, P99, P100.

FALSE FALSE FALSE TRUE TRUE TRUE

17 Personal Protective Equipment Respiratory Protection 
Equipment

Disposable Respirator 01AR-06-REUS Respirator, Particulate, 
Reusable

Respirator certified by NIOSH under 42 CFR 84, consisting of a tight-fitting elastomeric facepiece 
(capable of being decontaminated and reused) and particulate filtration media (cartridges, 
canisters) certified by NIOSH as one of the following: N95, N99, N100; R95, R99, R100; P95, 
P99, P100.

FALSE FALSE FALSE TRUE TRUE TRUE

18 Personal Protective Equipment Respiratory Protection 
Equipment

Support Equipment 01AR-07-FTST Tester, Mask Leak/Fit A device used for performing fit testing of respirator facepieces to determine quality of face to 
mask seal.

FALSE FALSE FALSE TRUE TRUE TRUE

19 Personal Protective Equipment Respiratory Protection 
Equipment

Support Equipment 01AR-07-QUAL System, Compressed Breathing 
Air Quality Testing

A system for testing the quality of compressed breathing air used to fill cylinders for air-supplying 
respirators.

FALSE FALSE FALSE TRUE TRUE TRUE

20 Personal Protective Equipment NFPA 1994 CBRN Terrorism 
Protective Ensembles

NFPA 1994 Class 2 Ensembles 01CB-02-ENSM Ensemble, Terrorism Incident 
Protective, NFPA 1994 Class 2

NFPA 1994 Class 2 CBRN Terrorism Incident Protective Ensemble, including garment, gloves, 
footwear, and CBRN SCBA (certified as compliant with NFPA 1994). NFPA 1994 Class 2 
certifications specify these elements by make/model -- using any element other than those 
specified invalidates the certification. The elements of this Item should be purchased and used as 
a complete ensemble.

FALSE FALSE FALSE TRUE TRUE TRUE

21 Personal Protective Equipment NFPA 1994 CBRN Terrorism 
Protective Ensembles

NFPA 1994 Class 2 Ensembles 01CB-02-TRST Suit, Training Training suit based on similar design, but different materials than Item 01CB-02-ENSM. FALSE FALSE FALSE TRUE TRUE TRUE

22 Personal Protective Equipment NFPA 1994 CBRN Terrorism 
Protective Ensembles

NFPA 1994 Class 3 Ensembles 01CB-03-ENSM Ensemble, Terrorism Incident 
Protective, NFPA 1994 Class 3

NFPA 1994 Class 3 CBRN Terrorism Incident Protective Ensemble, including garment, gloves, 
footwear, and CBRN APR or PAPR (certified as compliant with NFPA 1994). NFPA 1994 Class 3 
certifications specify these elements by make/model - using any element other than those 
specified invalidates the certification. The elements of this Item should be purchased and used as 
a complete ensemble.

FALSE FALSE FALSE TRUE TRUE TRUE

23 Personal Protective Equipment NFPA 1994 CBRN Terrorism 
Protective Ensembles

NFPA 1994 Class 3 Ensembles 01CB-03-TRST Suit, Training Training suit based on similar design, but different materials than Item 01CB-03-ENSM. FALSE FALSE FALSE TRUE TRUE TRUE

24 Personal Protective Equipment NFPA 1994 CBRN Terrorism 
Protective Ensembles

NFPA 1994 Class 4 Ensembles 01CB-04-ENSM Ensemble, Terrorism Incident 
Protective, NFPA 1994 Class 4

NFPA 1994 Class 4 CBRN Terrorism Incident Protective Ensemble, including garment, gloves, 
footwear, and CBRN APR or PAPR (certified as compliant with NFPA 1994). NFPA 1994 Class 4 
certifications specify these elements by make/model - using any element other than those 
specified invalidates the certification. The elements of this Item should be purchased and used as 
a complete ensemble.

FALSE FALSE FALSE TRUE TRUE TRUE

Authorized equipment list

1.6.7 Equipment/supplies

Thenofo is the primary reference tool to determine allowability. For equip-
ment and supplies costs, dhs has developed an ael that assigns a numeric
code to pre-approved categories of equipment and supplies. Proposed equip-
ment and supplies purchases must list the corresponding ael code where
one exists, and if it does not exist, the subrecipient must notify the saa in
order to get written approval from dhs. Each dhs grant program has an
ael and the subrecipient must ensure they reference the correct aelwhen
developing their spend plan.

1.6.8 Mass care and shelter supplies

hsgp funds are to be used to purchase equipment and supplies consistent
with the items outlined in fema’s Guidance on Planning for Integration of
Functional Needs Support Services in General Population Shelter, which en-
ables shelter residents, including children, to maintain a pre-disaster level
of health and independence focusing on durable medical equipment, con-
sumable medical supplies, and personal assistance services. Any item not
listed on the aelmust obtain prior approval from the saa and fema; this
includes personal hygiene and care kits. Any non-essential items, such as
toys or coloring books, should be considered unallowable.

Prior to acquiring critical emergency supplies, the subrecipient must also
have fema’s approval of a viable inventory management plan, an effective
distribution strategy, sustainment costs for such an effort, and logistics
expertise, in order to avoid any mismanagement of funding or supplies.

http://www.fema.gov/pdf/about/odic/fnss_guidance.pdf
http://www.fema.gov/pdf/about/odic/fnss_guidance.pdf
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1.6.9 Education, outreach, citizen preparedness and volunteer management

Subrecipients should consult the 2 cfr 200, the applicable nofo and
this handbook for information on allowability. Regarding hsgp, it must
be absolutely clear that it is not a preparedness program for any possible
hazard. hsgp was created by Congress with the expressed intent to help
strengthen theNation against risks associatedwith potential terrorist attacks.
Any collateral improvement to general preparedness would be of benefit,
but the primary justification and impact must be tied to mitigating the threat
of or responding to a terrorist attack.

Therefore any outreach media campaign or printed materials focused on
weather-related preparedness, residential fire alarms, or natural disasters,
for instance, will not be reimbursed under the grant.

Volunteer classes, exercises, workshops, training, and education and out-
reach printed materials or advertisements should be either directly related
to terrorism preparedness or related to general emergency preparedness
(which is also useful for terrorism preparedness), not for specific events or
topics that cannot be connected back to hsgp priorities, i.e. terrorism.

For public information or outreach activities, the nature of the public infor-
mation/education must have some connection to the authorized purpose
of thehsgp grant program, which is to “support state and local efforts to
prevent terrorism and other catastrophic events and to prepare the Nation
for the threats and hazards that pose the greatest risk to the security of the
United States”.

If the message is not related to terrorism or general all-hazards prepared-
ness, then it is difficult to make a connection to the allowable costs of the
hsgp grant program. For instance, residential fire alarms, natural disasters,
general weather or handouts or trainings that don’t relate to any hazard at
all would not be appropriate for hsgp funding.

Consult 2 cfr § 200.421 Adver-
tising and public relations for more
information.

All media campaign and printed
materials should be submitted to the
saa for review before distribution
to ensure compliance with federal
requirements.

Specifically concerning education, outreach, citizen preparedness and vol-
unteer management, funds may be used to support:

• Accessible public information/education: printed and electronicmaterials,
public service announcements, seminars/town hall meetings, and web
postings.

http://www.ecfr.gov/cgi-bin/text-idx?SID=5f6e6436c34324156e98de90454ad050&node=pt2.1.200&rgn=div5#se2.1.200_1421
http://www.ecfr.gov/cgi-bin/text-idx?SID=5f6e6436c34324156e98de90454ad050&node=pt2.1.200&rgn=div5#se2.1.200_1421
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The dhs and hsema logo and seal
may not be used without prior ap-
proval.

• Support for in-person meetings, events, and conferences that bring the
public and private sectors together.

• Public education campaigns including promoting suspicious activity re-
porting, and individual, family, and organizational emergency prepared-
ness.

• Web-based and social media tactics (webinars, emails, newsletters, alerts,
databases, online collaboration tools, website development and mainte-
nance, etc.).

• Collateral (brochures, banners, fact sheets and other informational mater-
ial).

• For public outreach activities, the only items that the individual member
of the public should walk away from the table with in their hands is the
information.

• Allowable public awareness, training, and education topics include:

∘ Volunteer emergency trainings and recruitment information
∘ Alert notification systems information
∘ How to prepare for emergencies
∘ Active shooter preparedness tips
∘ Emergency preparedness and disaster kit information
∘ Pet and kid emergency preparedness tips
∘ Other topics, with prior approval from the saa

• Training-related costs, including, but not limited to:

∘ Developing volunteer programs and other activities to strengthen citi-
zen participation.

∘ Developing, delivering, and evaluating training. Includes costs related
to administering the training, planning, scheduling, facilities, materials
and supplies, reproduction of materials, disability accommodations,
and equipment.

∘ Therefore, any equipment or supplies purchased under the volunteer/
community preparedness program are limited to only those items that
are necessary for use during the training event.

∘ Items such as vests, shirts and caps will only be allowable in the context
of being necessary components of the training activity.
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∘ Any item not listed on the ael must obtain prior approval from the
saa.

This cost category does not include the following:

• Any non-informational give-aways (keychains, hats, shirts, toys, flash-
lights, balls, whistles, bags, etc.). These are not means of conveying a
message or information to the public and are not allowable.

• Any type of preparedness supplies (food, water, medical supplies). These
items are only allowable for the purpose of building and maintaining a
jurisdiction’s own emergency stockpile—anything given away to individ-
ual members of the public cannot be tracked or monitored, and its use in
responding to an incident cannot be demonstrated.

The saa may submit a request to fema seeking clarification on the al-
lowability of a specific item on behalf of the subrecipient. In that case, the
subrecipient will need to submit further information that clearly identifies
exactly what purchase is proposed (detailed description, amount, cost), how
it will be used, and its intended purpose. The clearer and more specific the
request, the greater the chance it will be processed quickly. However, while
femamay return a written “yes” or “no” answer quickly, they may take
months to reply—in that case the item remains unallowable until we get a
written response from fema that it is allowable.

Please be aware that any purchase that the saa or fema determines is not
allowable under the grant program will not be reimbursed. And if payment
has already been made and it is subsequently questioned in an audit, it
must be repaid to the saa. At all times, subrecipients should be asking
themselves whether they are “pay-it-back-if-I’m-wrong” sure that the item
is allowable.

For this reason it is critical that subrecipients take full responsibility for
every expense that occurs under the subaward. If the subrecipient enters
into agreements with other third-party entities, it takes on full responsibility
for the activities (compliant or not) of those other entities. The saa will
not deal with any third-party entities on behalf of the subrecipient—it is the
subrecipient’s responsibility to ensure activities are compliant with federal
regulations and grant program guidelines, and documentation is complete.
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1.6.10 Travel

The saa encourages every subrecip-
ient to provide a copy of their travel
policy in advance of requesting re-
imbursement to help expedite the
review and approval process.

Travel costs are allowable as expenses by employees and contractors who
are in travel status on official business. The subrecipient must follow its ju-
risdiction’s or organization’s established travel policy, which must generally
conform to the federal travel policy. Any costs not clearly in compliance
with the jurisdiction/organization’s written travel policy will be considered
unallowable.

If a deviation or exception to the subrecipient organization’s written travel
policywas requested and approved for some reason through the subrecipient
organization’s internal approval process, evidence of the approval and an
explanation must be provided as part of the reimbursement request.

Gratuities associated with allowable travel expenses may be allowable pro-
vided such costs comply with the jurisdiction/organization’s written travel
policy, and are reasonable.

Subrecipients must receive prior approval for all foreign travel, which in-
cludes any travel outside of the United States and its territories and pos-
sessions. Subrecipients must also comply with the Fly America Act of 1974,
granting preference to U.S. flag air carriers holding certificates for interna-
tional air transportation, to the extent that such service is available. Consult
the relevant federal agreement articles for more information.

If a subrecipient does not have an established travel policy, it must abide by
the federal travel policy (including per diem rates). If a subrecipient’s travel
policy does not clearly define when someone is on travel status and/or does
not specify the per diem rate, it must also abide by the federal travel policy.
The current travel policy and per diem rate information is available from
the gsa.

While on travel status, the following vehicular expenses are allowable:

• Mileage for traveling in personal car
• Car rental cost and fuel for rental

1.6.11 Food and/or beverages

Use ael code 120.oc.01.othe
“Other Items” for food and/or bever-
ages in the spend plan.

Food and/or beverages are allowable if provided to participants at training
and exercise sessions, planning meetings, or conferences that are allowable
activities under the particular grant program guidelines. The food and/or
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beverages must be provided on site where the training and exercise sessions,
meetings, or conferences are being held. Any and all such costs must be
clearly allowable under the subrecipient’s own purchasing and procurement
regulations.

Food and beverage costs are unallow-
able under the Securing the Cities
(stc) program.

Expenses incurred for food and/or beverages provided at training sessions,
meetings, or conferences must satisfy the following three tests:

• The cost of the food and/or beverages provided is considered to be rea-
sonable.

No working lunches.

Any event where alcohol is being
served is considered a social event,
and costs associated with that event
are therefore not allowable.

• The food and/or beverages provided are incidental to awork-related event.
Costs will not be reimbursed for shorter events scheduled to coincidewith
meals.

• The food and/or beverages provided are not directly related to amuse-
ment and/or social events.

1.6.12 Organization

The only allowable organizational activities are:

• Intelligence analysts, working at one of the four recognized fusion centers
supporting the region (the Washington Regional Threat and Analysis
Center, the Maryland Coordination and Analysis Center, the National
Capital Region Intelligence Center, and the Virginia Fusion Center).

• Operational overtime for (1) staffing the regional fusion centers, (2) in-
creased security measures at critical infrastructure sites, and (3) public
safety, but only with prior approval provided in writing by the fema
Administrator, per ib 379.

• Program management, though generally limited to those activities car-
ried out by one of the regional pmos (ncr pmo, dcers,mders, and
nvers).

1.6.13 Management and administration

Management and administration (m&a) costs are direct and necessary costs
incurred to manage and administer a subaward. The subrecipient must
reference the nofo to determine what percentage of their award can be
used for m&a activities. m&a must be documented just like any other
allowable personnel, equipment, or supplies costs.

http://www.fema.gov/pdf/government/grant/bulletins/info379.pdf
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In addition,m&a costs must be:

• Integral to the project.
• Specifically identified within that project.
• Explicitly included in the budget.
• Easily separable for accounting and reporting purposes.
• Not also recovered as indirect costs.

The following are examples ofm&a activities:

• Completing the subaward application process, including the pmp.
• Preparing and submitting required programmatic and financial reports.
• Performing financial management activities and monitoring compliance

with applicable regulations and requirements.
• Establishing and/or maintaining equipment inventory/usage logs.
• Responding to activities such as requests for programmatic and or finan-

cial data by state and or federal oversight authorities related to the grant.

1.6.14 Indirect costs

Indirect costs are costs of a jurisdiction or organization that are not readily
assignable to a particular project, but are necessary to the operation of the
jurisdiction or organization and the performance of the project. The cost
of operating and maintaining facilities, depreciation, and administrative
salaries are examples of the types of costs that are usually treated as indirect.
In order to be reimbursed for indirect costs, a subrecipient must have an
approved indirect cost rate. A subrecipient that needs to obtain an approved
indirect cost rate must follow the procedures outlined in 2 cfr § 200.414
Indirect (f&a) costs.

In order to receive reimbursement for indirect costs, the subrecipient must
incorporate the cost in their spend plan and provide a copy of the approved
indirect rate agreement to substantiate the budgeted amount. The subrecipi-
ent may submit the agreement with their pmp, but no later than the day the
subrecipient submits their first reimbursement request. Indirect costs must
also be applied consistently (i.e. using the same approved rate across all
subawards), and submitted for reimbursement in a timely manner—at a min-
imum on a quarterly basis, and preferably with the reimbursement request
containing the direct costs to which the indirect rate is being applied.

http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1414
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1414


subrecipient handbook 22

2 PROJECT IMPLEMENTATION

Quarterly Status Report (QSR)
1. Subaward Information
SubawardID :

Subrecipient :

Project Title :

Award Amount :

Period of Performance Start Date :

Period of Performance End Date :

Reporting Period :

Is this the final QSR?

No activity this quarter?

Report Status :

2. Deliverables
Plans and Written Products

Deliverable # Written Product Milestone # Milestone Start Date End Date % Complete

Deliverables Notes

Notes and description of progress against
deliverables this quarter

3. Spend Plan

Item Estimated Cost Expended to Date Balance
Final

Reimbursement
Requested?

Projected Spending
for Next Quarter

Spend Plan Notes

Notes and description of expenditures this quarter
and projected spending for next quarter

4. Personnel
Name Position Employee /

Contractor
Level of Effort Start Date End Date

Personnel Notes

Any changes to personnel positions funded under
this subaward this quarter or projected for next
quarter?

Quarterly status report

2.1 reporting

2.1.1 Status reports

For projects with no activity, the
subrecipient must submit a report
indicating there was no activity.

The subrecipient should report how
much they anticipate spending in the
next three months in the projected
spending for next quarter column.

It is imperative that the subrecipient
provide complete and accurate infor-
mation in the spend plan section; the
saa will analyze this information to
determine the subrecipient’s ability
to spend funds timely.

The subrecipient is required to submit a quarterly status report (qsr) to the
saa in cgms after receiving a subaward. The subrecipient must complete
the report using the template provided by thesaa. The submission schedule
is as follows:

quarter period covered due date

1 Jan 1–Mar 31 If the 10th falls on a
weekend or holiday,
the qsr will be
due on the previous
business day.

Apr 10

2 Apr 1–Jun 30 Jul 10

3 Jul 1–Sep 30 Oct 10

4 Oct 1–Dec 31 Jan 10

If there are issues raised in the status report that present a significant risk
to the project’s success, the saa will follow up with the subrecipient as
appropriate.

2.1.2 Quarterly review process

The saa has implemented a quarterly review process of all subawards. The
purpose of this review is to identify issues that may affect timely project
implementation, limit exposure to underperforming subawards, and identify
and implement corrective actions to mitigate risks. The saa implemented
these measures to ensure grant funds can be expended within the federal
period of performance and to avoid returning unspent funds to fema.

2.2 procurement

2.2.1 Non-District agency

A non-District subrecipient must use ncr|gms to upload documentation
that identifies what goods and/or services have been ordered. As items are
procured, the subrecipient must submit the proof of encumbrance (e.g. pur-
chase order or contract) into the system. At this stage, the saa has approved
the Expenditure List inncr|gms and the line items aremarked as “Needs
poe” (proof of encumbrance). In order to submit the poe, the subrecipient
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is required to assign an accurate description for the expenditure item that
also includes the billing period and period of service.

2.2.2 District agency

The subrecipient must be current with the submission of required status
reports in order for the saa to approve any purchase requests in the Pro-
curement Automated Support System (pass).

District agencies use pass, the technology application that supports the
District’s online procurement (eProcurement) process, to purchase goods
and/or services. After a District agency receives intra-District budget au-
thority, the agency can enter purchase requests (requisitions) in pass. The
saa reviews every pass requisition funded with homeland security grant
funds to determine if it is allowable, aligns with the project scope, is within
the subaward period of performance, and is included in the spend plan.

2.2.2.1 Accessing ft0 funding in pass

The District Chief Financial Offi-
cer created the ft0 paper agency to
establish budget authority for non-
personal services, homeland security
grant-funded expenditures. This al-
lows the saa to maintain financial
oversight of spending progress, en-
sure only allowable costs are charged
to the federal grants, and produce
consistent, timely, and accurate fi-
nancial reports.

In order to procure using grant funds, the designated user must first ensure
he or she has the authority to create requisitions in pass under their own
agency. Simply gaining ft0 access without the authority to procure will not
work.

Then the user must submit a user maintenance request to gain access to
ft0:

• Inpass, click oncreate in themenubar and selectuser maintenance
request.

• Select maintain under maintenance selector.
• Select the appropriate name under user.
• Select FT0 QueryAll under roles.
• Include the following in the comments section: “[User’s agency] is the

subrecipient of HSGP funds and needs access to ft0 to procure with
these grant funds.”

• Submit the request.

Once the request has been processed, the user should be ready to procure
using ft0.
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2.2.2.2 Accessing ft0 in System of Accounting and Reporting (soar)

In order to view the status of funds established under ft0, the user must
complete the following steps:

1. Enroll into pass Buyer training using PeopleSoft and complete the train-
ing.

2. Enroll into soar training using the ocfo training request form and
complete the training (consult the ofos website for the training sched-
ule).

3. Submit the pass/soar access form, along with a training transcript, to
thepsjcCluster FinancialManager, RosanneEtinoff (rosanne.etinoff@dc.gov).

2.2.2.3 Creating a new requisition in pass

Consider the following when creating a requisition in pass:

• The project number (e.g. 2faua5) must be included as part of the title.
• When nearing the end of the fiscal year, only enter requistions that can

be fully received and paid by September 30.
• psjcAccounts Payable process all invoices for purchase orders funded un-

derft0. Provide all invoices toRosanneEtinoff (rosanne.etinoff@dc.gov)
in a timely manner.

• Requisitions for subawards with delinquent qsrs will be denied.
• Subawards with a period of performance extending beyond the fiscal year

will have their remaining budget reestablished on October 1.

Should the subrecipient experience difficulties entering a requisition, the
saa suggests the following:

1. Check the 80 screen in soar to verify that the budget has been estab-
lished. \itemCheck theay, funding attributes, and object codes to ensure
they are the same as established in soar.

2. Check that the person entering the requisition has proper access to ft0
in pass.

3. Contact the pass helpdesk at 202.727.8700.

mailto:rosanne.etinoff@dc.gov
mailto:rosanne.etinoff@dc.gov


subrecipient handbook 25

2.3 reimbursement process

2.3.1 Non-District agency

2.3.1.1 Conditions

The subrecipient must be current with the submission of required status
reports in order for the saa to process reimbursement requests.

Reimbursementsmust be based upon authorized and allowable expenditures
consistent with the pmp. Expenditures must be supported with documenta-
tion.

The subrecipient must submit reimbursement requests no later than 90
days after the subrecipient has paid for the goods and/or services. The saa,
at its own discretion, can deny a reimbursement request if the submission
date exceeds the 90-day limit. The saa will not accept any reimbursement
requests after the subaward liquidation period,which is 30days after the end
of the subaward period of performance. Please refer to the subaward letter
or any applicable award adjustment to determine the end of the subaward
period of performance.

2.3.1.2 Submission

nsgp subrecipients are not required
to submit reimbursement requests
through ncr|gms; however, all sub-
recipients must submit complete
invoices, receipts, proof of payment,
and any other required documenta-
tion to the saa.

The subrecipient must submit invoices, receipts, proof of payment, and any
other documentation to verify the amount being requested in ncr|gms.

If a subrecipient requests partial payment for an expenditure item, the sub-
recipient must include a written explanation. This explanation can be in
the form of an additional attachment, a cover memo, or a note written di-
rectly onto the payment documentation. The subrecipient must include this
documented explanation as an attachment to the reimbursement request in
ncr|gms to avoid double payment and other audit-related confusion.

2.3.1.3 saa review

The saa reviews the documentation loaded into ncr|gms to ensure it is
sufficient. This involves a two-step review process that takes approximately
15 business days:

• The saa program manager reviews the documentation for mathematical
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accuracy, and confirms the expenses are allowable, timely, and consistent
with the pmp.

If a reimbursement request has dis-
crepancies, the saa will deny the
request in ncr|gms and add com-
ments in the textbox providing an
explanation and steps to correct the
submission. A system generated
notification will be sent to the sub-
recipient point of contact explaining
the denial.

• The saa financial manager reviews the documentation for mathematical
accuracy and compliance with 2 cfr § 200 Subpart E—Cost Principles.

• The Grants Division Director reviews the documentation and signs off
on the request for payment to the ocfo.

The saa submits the reimbursement request to the ocfo for payment
after the above three-step review process is complete.

2.3.1.4 ocfo review and payment

In some instances, the ocfomay
bundlemultiple reimbursement re-
quests into one payment. If a sub-
recipient cannot easily match a pay-
ment to a reimbursement request,
please contact the saa. For a break-
out of ach payments specifically,
please contact Rosanne Etinoff.

The ocfo has 30 business days to pay the subrecipient’s reimbursement
request in accordance with the District’s Quick Payment Act. In total, the
subrecipientmust allow45 business days to receive payment after submitting
a proper reimbursement request. The subrecipient is encouraged to contact
the saa for status of payment if it does not receive payment after the 45th
business day.

2.3.1.5 Refunding the saa

In the event of overpayment, the subrecipient must issue a refund to the
District. The subrecipient must first notify the program manager of this
issue and provide an explanation. The saa will review the notification and
work with the subrecipient to ensure the refund is processed correctly. The
District’s tax identification number is 536001131.

Subrecipients must follow these three steps:

1. Refund checks must be made out to District of Columbia Treasury.

2. Refund checks must be mailed to the attention of the Grants Division
Director at the following address:

District of ColumbiaHomelandSecurity andEmergencyManagementAgency
2720 Martin Luther King Jr Ave SE
Washington, DC 20032

3. The subrecipient should notify the saa when the refund has been sent.

4. Once the ocfo has deposited the refund and repaid fema, the saa
will notify the subrecipient that the refund is complete.

http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#sp2.1.200.e
mailto:rosanne.etinoff@dc.gov
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5. Refunds for items paid to non-District subrecipients throughncr|gms
will be reflected inncr|gms. TheSAAwill deduct the refunded amount
from the completed item(s) in ncr|gms that were affected by the re-
fund, and the item(s) in ncr|gms will show that a refund has been
applied. Subrecipients can open the ncr|gms item to review the origi-
nal amount requested/paid and the details of the refund.

6. If a subaward has been closed (i.e. a closeout adjustment has been issued)
and a refund is made after closeout, the saa will process the refund and
record it in ncr|gms, but a revised closeout adjustment will not be
issued.

2.3.2 District agency

The saa uses the intra-District process as a means to reimburse funds to a
District subrecipient. The subrecipient is reimbursed for expenses incurred
against its intra-District projects through an intra-District advance. The
subrecipient is only able to receive the advance after the funds are expended
in soar. The subrecipient must submit the pdf version of the agency’s
485 payroll report, supporting overtime sheets and sign-in sheets (as applic-
able), invoices, receipts, receiving reports, and any other documentation
to support the amount to be reimbursed. The subrecipient must submit an
intra-District advance request in order for the saa to process the advance.
As audit requirements may change during the course of the year, additional
support documents may be requested.

Additionally, below is some of the pertinent information that should be
included in an advance request:

• Project number
• Appropriation year
• Pay period
• Primary document number
• Index code

• pca
• Vendor name
• Invoice number
• Object class
• Amount

2.4 financial documentation

2.4.1 Documentation requirements

A subrecipient who seeks reimbursement for project-related charges is re-
quired to provide documentation that supports the proof of encumbrance,
proof of purchase, and the proof of payment. It is imperative that a subre-
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cipient ensure that the documentation is complete and accurate to prevent
delays in thesaa review, approval, and payment process. All documentation
submitted with the reimbursement request to the saamust be sufficient to
clearly demonstrate to the saa what product or work the reimbursement
request is for, and that the expense in question is both in compliance with
the approved pmp and allowable under the nofo.

An invoice is a bill for services ren-
dered or products delivered. It must
clearly indicate:
• Who the vendor is
• Who the receiver is
• The date of the invoice
• The nature of the services or prod-
ucts provided

• The cost of the services or products
provided

• The date (or range of dates) on
which the products or services were
delivered

• The total amount of the bill

If a subrecipient elects to pass-through funds via a subaward agreement or
mou to any organization for the purpose of obtaining resources to complete
a project, the saa requires the same documentation required for proof of
encumbrance, proof of purchase and proof of payment from that organiza-
tion to validate funds were properly spent. For example, if a subrecipient
receives funds to purchase medical supplies for the region and it elects to
pass-through these funds to area hospitals, the subrecipient is responsible
for providing the saa documentation to support the hospital’s proof of
encumbrance, proof of purchase and proof of payment.
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2.4.2 Acceptable forms of documentation

item description proof of encumbrance proof of purchase proof of payment

Shows that a subrecipient has made a
commitment or obligation to pay for
goods and/or services.

Required to prove that the subrecipient has
actually received goods and/or services
and thereby is obligated to pay for such
costs.

Required to prove that the
subrecipient has actually
released funds for an
expense and is therefore
owed a reimbursement
from the saa.

Personnel
and
personal
services

Remuneration for
services or work
performed by
individuals who are
employees of the
subrecipient; includes
wages, salaries and
fringe benefits.

• Any record that specifies the person’s level of effort, such as timesheets or
activity reports

• For overtime or backfill, provide the approval form along with the timesheet.
• For overtime, properly demonstrate the overtime hours. If the documentation
does not distinguish overtime from regular time, the approval form may suffice.

• For a variable percentage level of effort, include:
∘ How that percentage was calculated
∘ Total cost for the employee (salary, fringe, etc.) for the period
∘ Percentage billed to the grant

• For a flat percentage fringe multiplier applied to the payroll amount, explain the
percentage calculation in a memo or directly on the submitted documentation.
Otherwise, provide a fringe report that details the fringe cost.

• For multiple payrolls (i.e. combination of one employee for multiple pay periods,
multiple employees for one pay period, or multiple employees for multiple pay
periods), include an “invoice” summary sheet that details who and what pay
periods and amounts are included.

• Pay stub
• Payroll register

Documentation must
clearly be generated from
the subrecipient’s official
system of record. The saa
cannot accept an Excel
spreadsheet, a Word
document or a hand-
written notation as a
justification for payment.

Goods
and non-
personal
services

Includes materials and
supplies, equipment,
contractors and
consultants, rental
costs, and other
services and charges.

• Purchase order (associated
amendments or modifications)

• Contract (associated amendments or
modifications)

• Online purchase: order confirmation

Invoice

• Equipment purchase invoices must list:
∘ Item purchased
∘ Unit cost
∘ Number of units delivered
∘ Total amount

• Shipping costs should be rolled up into
the relevant line item in ncr|gms;
submitting them separately creates
confusion.

• Copy of a check
• Copy of a receipt
(receipts can function as
invoice and pop)

• Printout from the
subrecipient’s financial
system of record that
shows the payment detail

Food and
beverages

Consumable products
that are provided at
allowable training
sessions, meetings, or
conferences.

The subrecipient must provide one
document from each of the following:
(1) Event registration list, or on-site

sign-in sheet, or attendee list; and
(2) Event agenda, or schedule, or

program.

• Receipts
• Invoices

Receipts

Travel Expenses for
transportation, lodging,
subsistence, and related
items incurred by
employees or
contractors who are in
travel status on official
business of the
subrecipient.

• Personnel
∘ Approved travel request form,
including detailed purpose of
travel (e.g. conference agenda)

∘ Online reservations
• Contractors/consultants

∘ Purchase order (associated
amendments or modifications)

∘ Contract (associated amendments
or modifications)

Travel must be included as part of
the purchase order or contract.

• Personnel
∘ Receipts
∘ Invoices
∘ Mileage, to include:

⋆ Date of travel
⋆ Total distance traveled
⋆ Points of origin and destination
(street addresses are optional;
city-to-city is sufficient)

⋆ Explanation of any abbreviations
used for points of origin/destination

• Contractors/consultants
∘ Invoice

Copy of payment the
subrecipient made to the
person(s) on travel
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2.5 award adjustments

During the subaward lifecycle, changes to the original pmpmay occur or be-
come necessary. In those cases, the subrecipient may request the following:

• Change in project scope and deliverables;
• Extension of the subaward period of performance; and
• Decrease or increase in the award amount.

Any proposed changes to the pmp must be approved by the saa before
those changes can be implemented. Expenditures inconsistent with the
saa-approved pmpmay not be reimbursed.

The saamay ask the subrecipient to provide additional information and
documentation as part of the review process. The saamay also ask the sub-
recipient to submit a revised pmp prior to approving the requested change.

2.5.1 Spend plan revision

Changes that involvemoving funds between approved budget categories that
do not affect the final deliverables or capability development produced by
the project may be approved by saa grant management staff via an approval
of the revised pmp. No signed award adjustment is needed for this type of
change.

2.5.2 Change in scope or deliverables

Changes that involve adding to, reducing, or changing the scope of the
project will require prior notification to and approval from the District or
ncr program management office before being presented to the saa. saa
grant management staff will confirm that the relevant District and ncr
stakeholders have been consulted and concur with the requested change of
scope prior to making any approval determination.

Significant changes of scope may require formal approval by the leadership
(District epc or ncr Senior Policy Group (spg)/Chief Administrative
Officers (cao)).

2.5.3 Funding increase

Changes that involve a request for additional fundingmust be discussedwith
the District or ncr program management office before being presented to
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the saa. saa staff will confirm whether unexpended or reprogrammed
grant funds are available to support the requested funding increase. The sub-
recipient must not make any obligations or expenditures in anticipation of
receiving a funding increase until the saa has issued an award adjustment.

2.5.4 Extension

Subgrant Extension Request 

1. Project Information 
Subgrantee       
Project title       
Subgrant ID       
Subgrantee point of contact 
and email address 

      

Period of performance      –      
End date requested       

Please ensure all information in NCR|GMS is up-to-date. 

2. Financial Snapshot 
SUBGRANT 

AWARD 
EXPENDED TO 

DATE 
OBLIGATED 

(ENCUMBERED AMOUNT) 
AMOUNT REIMBURSED 

BY THE SAA 
BALANCE (AWARD – 

OBLIGATED – EXPENDED) 
$0.00 $0.00 $0.00 $0.00 $   0.00 

3. Amount that will be unspent (no invoice in hand) by the end of the 
current period of performance 
$0.00 

4. Explain why the project cannot be completed within the current 
period 
      

5. List the deliverables/tasks (as defined in the PMP) at risk if an 
extension is not granted 

# DELIVERABLE / MILESTONE DESCRIPTION START DATE 
(M/YYYY) 

END DATE 
(M/YYYY) 

% COMPLETE 

D1                         
M1                         
M2                         
M3                         
M4                         
M5                         

     
D2                         
M1                         
M2                         

Extension request form

If the project experiences significant delays, the subrecipient may request a
period of performance extension. Subaward extensions are only possible if
they are within the federal award period of performance or if the saa has
received an extension from dhs.

For some grant programs, the relevant governing body (District or ncr)
may have placed specific limits or requirements on how to handle extensions
for that grant, and the saa will enforce compliance with those policies. For
example, if the governing body wants all subaward extension requests to be
submitted at one time rather than throughout the year, then the saa will
only accept extension requests during the designated timeframe.

The subrecipient must utilize the saa-provided template to request an
extension and the request must include the following:

• The reason the extension is needed, including a strong justification as to
why the additional time is required.

• Identify any unusual circumstances that caused the delay and explain how
they are being mitigated.

• A brief timeline and explanation of how the subrecipient plans on accom-
plishing the remaining tasks within the extension period.

• Any funding at risk of lapsing if the extension is not granted.

2.5.5 Award adjustment notice

When a change request has been received and reviewed by saa staff and any
other necessary parties, the saa will make a final determination to approve
or deny the change request. If the request is approved, the saawill issue an
award adjustment notice to the subrecipient authorizing the modification to
the subaward. The award adjustment becomes effective when the saa signs
it. The subrecipient must then have the award adjustment notice signed by
the authorization official and return it to the saa. The saa will also update
ncr|gms to reflect the changes outlined in the award adjustment.

An award adjustment involving a change to project scope, budget, or time-
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line will require a revision to the pmp. The saa will send the pmp back to
the subrecipient in cgms to be modified and resubmitted.
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3 CLOSEOUT

The purpose of closeout is to ensure that all work has been completed, funds
expended, and reimbursements paid.

After the period of performance has expired, all work has been completed,
all funds have been expended, or the project has been canceled, the subre-
cipient must complete and submit a finalqsrin cgms, which serves as the
closeout report, to include the following:

• Noteworthy results, such as did the project over- or underachieve the
goals.

• Balance remaining on the project.
• All equipment received and/or services rendered.
• Resolution of project issues, if applicable.

The subrecipient may also be required to host a meeting with the saa at the
subrecipient site to demonstrate thework defined in thepmpwas completed
and all deliverables were received.

As part of the closeout effort, the saa will complete an audit of the project
files incgms and athsema to ensure all of the appropriate documentation
is saved. The subrecipient will be responsible for providing the saa any
documentation that is missing from the project file. This may include:

SUBAWARD ID DESCRIPTION OF ITEM IDENTIFICATION NUMBER ACQ. DATE COND. CODE ACQ. COST

DESCRIPTION OF ITEM
IDENTIFICATION NUMBE
ACQ. DATE Enter the date the item was acquired by the subrecipient
COND. CODE

ACQ. COST

Enter the applicable condition code from the following list: 
• “1” – Excellent. Property that is in new condition or unused condition and can be used immediately without modification 
or repairs. 
• “4” – Usable. Property which shows some wear, but can be used without significant repair. 
• “7” – Repairable. Property which is unusable in its current condition but can be economically repaired. 
• “X” – Salvage. Property which has value in excess of its basic material content, but repair or rehabilitation is impractical 
and/or uneconomical. 
• “S” – Scrap. Property which has no value except for its basic material content.

Provide a brief description (10 words or less) of each piece of acquired equipment (e.g., Brand X portable digital gateway)
Provide model number, if available (or manufacturer’s serial number or other identification number).

Enter the item acquisition cost.

Closeout equipment report

• Subaward (signed)
• Award adjustments (signed)
• Current pmp
• Status reports
• Proof or copies of deliverables
• mou/idsr (District agencies only)
• Equipment inventory report, if applicable

When the above steps are complete, the saa will issue a final award adjust-
ment to the subrecipient. The subrecipient must sign and return the final
award adjustment in cgms as soon as possible. Any remaining unspent
funds will be rescinded.
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4 MONITORING AND OTHER REQUIREMENTS

4.1 single audit

Any subrecipient that expends over $750,000 of grant funds in a given fiscal
year must conduct an independent audit in accordance with 2 cfr § 200
Subpart F—Audit Requirements. The subrecipient is responsible for pro-
viding the auditor’s report to the saa for review.

1

SAA MONITORING PROTOCOL—FY 2016

1 purpose

Recipients of U.S. Department of Homeland Security (dhs) Federal Emer-
gency Management Agency (fema) Homeland Security Grant Program
(hsgp) funds must be monitored in order to track the progress of agen-
cies against their strategies, track the support that the State Administrative
Agent (saa) is providing to local and state agencies for implementation of
their strategies, and to determine whether planning, equipment, exercise,
administrative and training award funds are being obligated and expended in
accordance with saa and dhs guidelines and special conditions. Monitor-
ing will provide a comprehensive picture of how preparedness and response
capabilities are increasing state, and region-wide and will also allow the saa
to ensure that it is providing its resources and support to local and state
agencies in an efficient and effective manner.

The monitoring state agency homeland security strategies encompass two
main areas: award monitoring of planning, equipment, exercise, adminis-
trative and training funds; and programmatic monitoring of an agency’s
progress against its own strategy, to include monitoring of the agency’s
needs. To perform award monitoring, the saa will be responsible for assess-
ing subrecipients’ general use of award funds and compliance with saa and
dhs guidelines for planning, equipment, exercise, administrative, and train-
ing funds provided to local and state agencies by the saa. To perform pro-
grammatic monitoring, the saa will be responsible for assessing how saa
resources, including awards, training, direct exercise contractor support,
and technical assistance support are enhancing preparedness and response
capabilities on a local level within the state.

Award and programmatic monitoring will be completed by two methods:
office-based monitoring and on-site monitoring. The saa will develop an
annual monitoring plan that is created via the saa’s risk-based monitoring
strategy. Monitoring will assist in identifying areas where a local or state
agency requires continued support, and will also provide feedback to the
saa that can be used to improve our services. Prior to completing any
monitoring effort, it is important to review other recent monitoring activi-
ties, including award closeout progress, the type of award, and the awards
database.

Monitoring protocol

PAGE 1 OF 9 

Subgrantee Monitoring Report—National Capital Region 
Subgrantee ......       

SAA ONLY       ............... Date site visit process initiated 
       ............... Date of site visit 
       ............... Date of site visit follow-up 

Please list the names of all those involved with the subgrant management process, as well as a brief description 
of their role and responsibilities. 
NAME ORGANIZATION ROLE/RESPONSIBILITIES NCR|GMS USER AT VISIT 
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
                    
  

Monitoring report

4.2 subrecipient monitoring

The saa is required by dhs to conduct periodic monitoring of subrecipi-
ents in addition to collecting project status reports. The purpose of subre-
cipient monitoring is to demonstrate that the subrecipient is in compliance
with the programmatic and financial administration requirements placed on
the federal grant programs by dhs and the saa.

The saa will monitor a subrecipient through a site visit. During monitor-
ing, it is the subrecipient’s responsibility to answer the questions asked by
the saa and provide any documentation necessary to substantiate those an-
swers. The subrecipient is expected to make all grant-related files available
as requested for an on-site monitoring review.

The goal of the saa is to perform an on-site monitoring visit of every subre-
cipient at least once every three years, though some subrecipients may be
selected for monitoring more frequently.

In addition to conducting some form of monitoring on approximately one
third of all subrecipients every year, the saa may also select individual
projects for monitoring based on one or more risk factors, including, but not
limited to, the following:

• Award amount
• Time left in the period of performance
• Balance remaining
• Rate of spending
• Relevant findings in the subrecipient’s single audit report
• Past performance

During a monitoring visit, the saa staff will look for documents and pro-

http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#sp2.1.200.f
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#sp2.1.200.f
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cedures that demonstrate the subrecipient’s ability to manage and expend
grant funds appropriately.

At a minimum, the saa will review the following items:

• Project file
• General ledger reports
• Procurement files
• Invoices or other documents used to justify expenditures
• Inventory management procedures and/or physical inspection of equip-

ment
• Written policies regarding travel expenses, indirect rate, purchasing au-

thority, and other policies relevant to the administration of the project
• Status updates from subrecipient program and financial management staff

4.3 record keeping

  Project folder template 
   1 Project overview 

   2 Project plan, budget, schedule 

   3 Deliverables 
    Reimbursements 

    Status reports 

   4 Closeout 

   5 Correspondence 

Suggested folder structure

The subrecipient is responsible for maintaining a project file that contains
complete and up-to-date records for the project. These recordsmay be paper
files or electronic, provided that they can be easily and quickly located and
provided for review.

At a minimum, the project file should contain the following documents:

• Subaward (signed)
• Applicable federal terms and conditions
• Applicable District terms and conditions
• nofo
• All award adjustments (signed)
• Current pmp
• All project status reports
• Contracts and purchase orders associated with the project
• Procurement files
• Payment information that supports project-related charges

The saa understands that procurement and payment documents may be
stored elsewhere if that is the subrecipient’s standard procedure; however,
the subrecipient must ensure that procurement and payment information
for all grant-funded purchases are clearly identified and produced when
requested.

This project file should be transitioned between subrecipient project man-
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agers during any staff turnover. The project files must be kept by the sub-
recipient for a period of no less than three years from the date of the end
of the federal award period of performance, or three years from the date of
any audit that includes the project as part of the tested sample, whichever
is later.

4.3.1 Exercise

Consult the fema exercise website
for more information.

All hsgp-funded exercises must be compliant with the Homeland Secu-
rity Exercise and Evaluation Program (hseep). This involves specific plan-
ning steps, scope and method of conducting the exercise, and production
of an after-action report. The after-action report must be submitted to
hseep@fema.dhs.gov and ncr.saa@dc.gov no more than 90 days after com-
pletion of the exercise.

4.4 equipment

4.4.1 Equipment inventory

Equipmentmeans an article of non-
expendable, tangible personal prop-
erty having a useful life of more than
one year and an acquisition cost of
$5,000 or more.

Consult 2 cfr § 200.313 Equipment
for more information.

The subrecipient must agree to make
the equipment available for inspec-
tion at the saa’s request.

At aminimum, the subrecipient must maintain property records (inventory)
of all grant-funded equipment, to include:

• Description of the property
• Serial number or other identification number
• Source of funding for the property (including the federal award identifi-

cation number)
• Title holder
• Acquisition date
• Cost of the property
• Percentage of federal funding contributing to the cost of the property
• Location of the property
• Use and condition of the property
• Disposition data, including the date of disposal and sale price

In addition:

• A physical inventory of the property must be taken and the results recon-
ciled with the property records at least once every two years.

• A control system must be in place to ensure adequate safeguards to pre-
vent the loss, damage, theft or misuse of the property.

https://www.fema.gov/exercise
mailto:hseep@fema.dhs.gov
mailto:ncr.saa@dc.gov
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1313
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Any loss, damage, theft, or misuse of property shall be promptly and prop-
erly investigated by the saa and the subrecipient, as appropriate.

4.4.2 Equipment transfer

An equipment transfer takes place when a subrecipient purchases equip-
ment on behalf of one of more organizations. The subrecipient must main-
tain documentation to demonstrate a transfer took place, and the documents
should minimally include the project funding source, contact information
for the subrecipient and the organization, and a summary of what is being
transferred. Furthermore, the organization receiving the equipment must
follow the equipment inventory and disposition requirements outlined in
2 cfr § 200.313 Equipment.

4.5 property disposition

For the purpose of disposition, prop-
erty includes equipment with an
acquisition cost of $5,000 or more
and supplies with an aggregate value
of $5,000 or more.

v15PD01 1 

Property Disposition Form 
Before proceeding with any disposition of grant-funded property, the SAA may need to obtain a final 
determination from DHS. Items of interest, as outlined in 2 CFR § 200.313 Equipment (e) Disposition and 
2 CFR § 200.314 Supplies, include the following: 

• Items of equipment with a current per unit fair market value in excess of $5,000 
• Residual inventory of unused supplies exceeding $5,000 in total aggregate value 

Subrecipients must provide additional information for items meeting the threshold before taking steps 
towards disposition. Please provide this completed form to your designated Program Manager. 

1. Subaward number 

 

2. Briefly describe the disposition method the subrecipient will use, and whether it complies with the 
subrecipient’s disposition policy. 

 

3. Briefly explain why the items are being disposed. 

 

4. What, if any, capability gap does disposition create? How will the subrecipient address this gap? 

 

In the table below, please provide details for each of the items. If needed, please add additional rows to 
the table below or provide an attachment that includes all of the required fields. 

DESCRIPTION OF 
ITEM 

IDENTIFICATION 
NUMBER 

ACQ. 
COST 

ACQ. 
DATE 

COND. 
CODE 

CURRENT FAIR MARKET 
VALUE 

      
      
      
      
      

DESCRIPTION Provide a brief description (10 words or less) of each piece of acquired equipment (e.g., Brand X 
portable digital gateway). 

ID NUMBER Provide the item identification number (manufacturer’s serial number or agency/jurisdiction inventory #). 
ACQ. COST Enter the item acquisition cost. 
ACQ. DATE Enter the date the item was acquired by the subrecipient. 
COND. CODE Enter the applicable condition code from the following list: 

1 ..... Excellent. Property that is in new condition or unused condition and can be used immediately without 
modification or repairs. 

4 ..... Usable. Property which shows some wear, but can be used without significant repair.  
7 ..... Repairable. Property which is unusable in its current condition but can be economically repaired.  
X ..... Salvage. Property which has value in excess of its basic material content, but repair or rehabilitation is 

impractical and/or uneconomical. 
S ..... Scrap. Property which has no value except for its basic material content. 

CURRENT FAIR MARKET VALUE Reasonable asking price for the same item of the same age and condition. The basis for 
this estimate may need to be explained. 

Ready to dispose of property?
Complete and submit the property

disposition form to the saa.

Before proceeding with any disposition of grant-funded property, the saa
may need to obtain a final determination from dhs. Therefore, at a mini-
mum, the subrecipient must provide the following information, using the
saa-provided template:

• Subaward number
• Method of disposition, including any applicable policies
• Reason for disposition
• Any capability gap resulting from the disposistion, and steps taken to

mitigate the gap
• Property list

∘ Description
∘ Identification number
∘ Condition
∘ Acquisition date
∘ Acquisition cost
∘ Current fair market value

Federal disposition requirements are outlined in 2 cfr § 200.414 Equip-
ment (e) Disposition and 2 cfr § 200.314 Supplies.

http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1313
templates
templates
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1313
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1313
http://www.ecfr.gov/cgi-bin/text-idx?SID=d2e9deb2c193f76290650ee99e74870d&node=pt2.1.200&rgn=div5#se2.1.200_1314
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4.6 subaward lifecycle calendar

Q3 status report due

application

Q1 status report due

cgms (program) monitoring closeoutsaa review other

Q4 status report due

Q2 status report due

oct

nov

dec

jan

feb

mar

apr

may

jun

jul

aug

sep

saa contacts 
selected 
subrecipients to 
schedule monitoring 
visit

conduct on-site 
visits

close any remaining 
issues and complete 
monitoring cyclenew project 

plans due

saa conducts 
review of projects 
and works with 
subrecipients to 
resolve issues.
saa notifies 
leadership.

saa conducts 
review of projects 
and works with 
subrecipients to 
resolve issues.
saa notifies 
leadership.

saa conducts 
review of projects 
and works with 
subrecipients to 
resolve issues.
saa notifies 
leadership.

new subawards issued

May 31 projects 
have 30 days to 
close out 
programmatically 
and financially

Dec 31 projects 
have 30 days to 
close out 
programmatically 
and financially

Sep 30 projects 
have 30 days to 
close out 
programmatically 
and financiallyleadership and saa 

set schedule and 
guidelines for 
proposals

leadership reviews 
proposals and 
makes funding 
decisions

saa writes and 
submits application

fema issues award

ncr|gms 
(financial)

submit Q4 
reimbursements 
within 90 days

submit Q1 
reimbursements 
within 90 days

submit Q2 
reimbursements 
within 90 days

build and submit 
spend plan within 
60 days

stakeholders 
develop and submit 
proposals through 
sponsoring 
committee

provide any new or 
updated documents 
and information, if 
applicable: policies/
procedures, indirect 
rate, authorization 
official, etc.

submit Q3 
reimbursements 
within 90 days

saa conducts 
review of projects 
and works with 
subrecipients to 
resolve issues.
saa notifies 
leadership.
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ACRONYMS

ach Automated clearing house
ael Authorized equipment list
bef Budget establishment form
cao Chief Administrative Officers
cfda Catalog of Federal Domestic Assistance
cgms Comprehensive Grants Management System
dhs U.S. Department of Homeland Security
ehp Environmental and Historic Preservation
epc Emergency Preparedness Council
fain Federal award identification number
fema Federal Emergency Management Agency
fws U.S. Fish and Wildlife Service
gpd Grants Program Directorate
gsa General Services Administration
hsec Homeland Security Executive Committee
hseep Homeland Security Exercise and Evaluation Program
hsema Homeland Security and Emergency Management Agency
hsgp Homeland Security Grant Program
ib Information bulletin
idsr Intra-District standard request
m&a Management and administration
mou Memorandum of understanding
ncr National Capital Region
ncr|gms National Capital Region Grant Management System
nepa National Environmental Policy Act
nofo Notice of Funding Opportunity
nsgp Nonprofit Security Grant Program
obp Office of Budget and Planning
ocfo Office of the Chief Financial Officer
omb Office of Management and Budget
pass Procurement Automated Support System
pmo Program management office
pmp Project management plan
poe Proof of encumbrance
pop Proof of payment
ppe Personal protective equipment
psjc Public Safety and Justice Cluster
qsr Quarterly status report
saa State Administrative Agent
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shpo State Historic Preservation Office
shsp State Homeland Security Program
soar System of Accounting and Reporting
spg Senior Policy Group
stc Securing the Cities
thira Threat and Hazard Identification and Risk Assessment
uasi Urban Areas Security Initiative
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