BUILD A GRANT
APPLICATION

THIS GUIDE SHOWS HOW TO ADD PROJECT DETAILS TO A NEW GRANT
APPLICATION



Email Notification: Grant Application Assigned for Completion

Grant Application assigned for completion

Grant_applications@ncrgms.com via k2share.com

R tome ~

The following Grant Application is ready for you to complete:
Training Subrecipient Grant Expenditure Plan

National Capital Region GMS

&, Reply

®» Forward

nbox x

i

v ||

The SAA will create the Grant
Application prior to issuing the
award.

You will receive an email
notification at start of the grant
application process.

Once the subrecipient has
received their notification of
award , they should log into
NCR|GMS to begin the process.

Once the SAA has issued the
subaward, the subrecipient has 60
days to build and submit their
expenditure list in NCR|GMS.



Step |: From the dashboard, the subrecipient will see a list of available Grant
Applications at the bottom of the screen. Click the [edit] hyperlink to the right of the
Title of the Grant Application you are working on.

Training Progress Report
Status: Build
Grant Amount: $500,000.00

[ uncommitted — 5540pReagew — $0.
O] needs PoE —50.0B0] On-Order —$0.00
[[] invoiced —$0.00 [[] Complete — $A.00
[C] change Requested — $0.00

PENDING TASKS

Expenditure List Items

_—mm

Grant Applications

_mm

Reimbursement Requests

_-mm

Voucher Requests
GRANT APPLICATIONS
Tile .| GrantNumber| Award | status |
Training Subrecipient Grant Expenditure Plan 18TRAIN116  $500,000.00 Build @

Click here for Information Page




Step 2: The Grant Application screen shows all approved projects and their
award amount. To create the budget, click [edit].

s Subrecipients must identify if
T — they have an approved Indirect

T e s Cost Rate agreement. If so,

f wormect cost \ enter the approved rate.
If you have an approved indirect cost rate check Yes. SPARS will then require you
Responses in this section wil impact the alowed ndrect rate on your award agreement. If you havell 1o arter the approved ndirect rate and the expration date. SPARS will also require
any questons about how to complete ths section please contact your SAA you to attach a copy of your approval letter.
L] L] L]
e Ern s e e Subrecipients must provide a
Have you ever had an approved rate? Yes ¥ No you evr hed 31 aporoved ate
Your approved rate 0.0000 % If your answers are No and Yes you indicated that you do nat have an approved A
indirect cost rate and you have had an approved rate but it has expired. By rule
vour e e i be 20 5 by ek COpY O their approve
If your answers are No and No you indicated that you do not have an approved
\ ‘ indirect cost rate and you have never had an approved rate. By rule your allowed
rate wil be ten percent (10) by defaut.

- Indirect Cost Rate agreement

T T T to the SAA via

Project 'J'duz‘Id-d [_ss00,000.00] s0.00] . N C R. SAA@d C ogOVO

IIIIIIIIIIIIIIII

IIIIIII

e Save grant appicaton changes
Subm Submt this appl to SAA for re
ccccc Cancel applic anges



mailto:NCR.SAA@dc.gov

Step 3: To add a new item, click the [add new expenditure/service]
hyperlink.

GRANT APPLICATION

[ view project ]
Grant Number. 16TRAINI16 ( Training Subrecipient)
Application Title: Traming Subrecipient Grant Expenditure Plan $200,000.00 $0.00 $200,000.00
Project: Cybersecurity Regional Coordination
Subgrant Number: 18TRAIN116-02

PROJECT EXPENDITURES [ 2add new expenditure/service ]
Qty Cost Total

No expenditures currently in list

ACTIONS
Grant App Retumn to the Grant Application.

Return Retumn to the Grant Application Manager.




Step 4: On the Authorized Equipment List (AEL) screen, select the AEL code
associated with the item being added.

e s e Subrecipients must identify
proposed equipment and supplies
with 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. Each DHS grant program
has an AEL and the subrecipient
must ensure they reference the
correct AEL when developing their

spend plan.

gogggocoogggagoggaecgagecon

31 [ 140HF -01-EDSA] Executive Drectors

1 [ 140HF -01-INSA] Intem

o e | If the grant program does not have a
green check mark, it is not
allowable.

@ of praventon, protection, response
- [ 1405T] Updatng the S and/or Urban Area Homeland Securty Strategy to address al hazar
[ 140TP] Travel/per deom related to planmng activites 6




Step 4: On the Authorized Equipment List (AEL) screen, select the AEL code
associated with the item being added.

» AEL categories #|-#21 are for

e equipment purchases. ltems

' entered with a unit price of over
$5,000 will be flagged as
capitalized equipment, and at the
time of submitting reimbursement,
a serial number for the equipment

will be requested.

e AEL categories #110,#120,#1 30,
and #140 are for other allowable
exercise, training, organization, and
planning purchases. These
categories will not require serial
numbers during the
reimbursement process.

(oo R e e Please use the AEL code

D e or o e | (140.HEOI.OTSA) Other for
Management & Administration
(M&A) Costs.

ggggpoagogoagogcagaeggogeges

05C] Deveop scens
[ 1405T] Updating the S
[ 140TP] Travel/per dem related to planning activities




Step 5: Grant Application — Expenditure Item

GRANT APPLICATION

Grant App: Trarng Subrecpent Gant Bpendture Plan
Grant Number: 18TRANI 16
Project: Interoperable Communcations Infrast ructure (1C) (Contnuation,

Subgrant Number: 18TRANL16-01

EXPENDITURE ITEM
AEL category: (140.+F.01.P05A) Program Dvector

Program Dir

$0.00

Please identify if this #em is
deployable or shareable: Diployubie

THIRA/SPA Information:

Aease dertfy ¥ ths tem s sustanming/martaning an exsting capabiity 2

or bulding a new capabiity ¥ Sustan/mantan Buld new capabity
FPlease dert¥y the pamary capabity this tem supports: Cormmon: Plamning

EXPENDITURE NOTES

Subgrantes Notes: Attached Documents

ACTIONS

Save Save changes and rtum to the grant appicaton.

Retum Cancel changes.

®

|dentify your discipline (an
explanation can be found at the
bottom of the page) and enter a
Quantity of | in the appropriate
box to allow multiple invoicing.

Enter the Unit Cost for the item.

©Ensure the amount Assigned
equals the total for the request and
uses only grant funds. If not, an
[auto adjust] hyperlink will appear
to correct this issue.



Step 5: Grant Application — Expenditure

ltem

GRANT APPLICATION

Grant App: Tranng Subrecipent Grant Expenditure Plan
Grant Number: 18TRANI 16
Project: Interoperable ommuncations Infrast ncture (1) (ontnuation)

Subgrant Number: 18TRAINI 16-01

EXPENDITURE ITEM
AEL category: (140.HF.01.POSA) Program Drector

Tranng $300,000.00 $300,000.00 $115,000.00 |
Totak  $300,000.00 $115,000.00
Required: $115,000.00
Delta: $0.00

Flease dertfy f ths tem s sustaning/mantamng an exsting capabiity
or buldng a new capabiity:

Flease dert fy the pamery capsbity thes tem support & Common: Fanning

Docmments
@;‘t;h Document Arach documents to this exp enditure tem

EXPENDITURE NOTES

Subgrantes Noktes:

ACTIONS
- Save Save changes and retum to the grant appicaton.
Retum Cancel changes.

@Check your project management
plan for the appropriate response.

@Skip this section.

@Click the Save button in the

Actions section to add this request
to the expenditure list.



Step 6: Grant Application — Project Expenditures

GRANT APPLICATION
Grant Number: 18TRAIN116 ( Training Subrecipient)
Application Title: Training Subrecipient Grant Expenditure Plan
Project: Interoperable Communications Infrastructure (ICI) (Continuation)
Subgrant Number: 18TRAIN116-01

PROJECT EXPENDITURES

{140.4F.01.PDSA) Program Director

{06.CP.01.BASE) Radio, Base
{130.TR.01.TAPD) Travel and Per Diem

ACTIONS
Grant App Retumn to the Grant Application.
Return Retumn to the Grant Application Manager.

[ view project ]
I T T
raining $300,000.00 $300,000.00 50 0o

[ add new expenditure/service ]

edit ] [ delete ]
edit ] [ delete ]
edit ] [ delete ]
Total:

The project expenditures must
match the spend plan in the
project management plan.




Step 7:Subrecipients must create the budget for all additional projects by

clicking the appropriate [edit] button. Repeat Steps 2—6 for each project.

GRANT APPLICATION

Grant Number: 18TRAIN116

Subgrantee: Training Subrecipient

Application Tithe: 3 Traming Subrecpent Grant Expenditure Flan
Point of Contact (LLF):»» Woodal il , Rache
E-mail: »  hsers.grant s§ gmesl.com

Phone: » 2023138767

Grant Award:

Training $500,000.00 Allocated:  $300,000.00

App Status: Bulld [ view expendpurs liax]

INDIRECT COST
Responses in this section wll mmpact the allowed ndirect rate on your awand agresment. If you have
any questons about how to conpiete this section please contact your SAA

Co you have a cument indirect cost rate?

Yes @ No
Have you ever had an approved rate? Yes 9 No
Your approved rate is: 0.0000 %

PROJECTS

Int eroperable Communications Infrastructure (
Cybersecunty Regonal Coordination

APPLICATION NOTES

Subgrantee Grant Application Notes:
Add Note
ACTIONS
Save Save grant appicaton changes
Submit Submt ths appication to SAA for revew

Canced Cancel application changes.

If you hawve an approved indrect cost rate check Yes SPARS will then require you
to enter the approved ndirect rate and the expiation date. SPARS will also require
you to attach a copy of your approval letter.

If you do not have an approved indirect rate check No. You will then be asied
you ever had an approved rate.

If your answers are No and Yes you ndicated that you do not have an approved
indwect cost rate and you have had an approved rate but it has expired. By rule
your alowed rate wil be zero (D) by defauk.

If your answers are No and No you indicated that you do nat have an approved
indwect cost rate and you have never had an approved rate. By rule your allowed
rate wil be ten percent (10) by defauk.

18TRAINL 16-01 $300,000.00 $300,000.00
1ETRAINL 16-02 $200,000.00 $0.00

Project Value Totak [ $500,000.00 [ $300,000.00 |

Attached Documents
Attach Document | Atach doauments to this grant application




Step 8: When all project budgets are built and match the approved project
management plan, hit the Submit button for SAA review and approval.

GRANT APPLICATION

Grant Number: 18TRAIN116

Subgrantee: Training Subrecipient

Application Tile: ¥» Traning Subrecipent Grant Expenditure Flan

Point of Contact (LLF):»» Woaodall i] , Rachel
E-mail: 3%  hsema.grants@ gmail.com

Phone ¥ 2023138767

Grant Award: Training $500,000.00 Allocated: $300,000.00
App Status: Build [ view expenditure list]

INDIRECT COST

Responses in this section will mpact the alowed ndrect rate on your award agresmment. If you have
any quastions about how to conplete ths section please contact your SAA

o you have a current indirect cost rate?

If you have an spproved indrect cost rate check Yes SPARS will then require you
to enter the appoved indirect rate and the expration date. SPARS wil also require
you to attach a copy of your approval letter.

Yes 9 No If you do not have an approved indirect rate checkNo. You wil then be asked
had ed rat
Have you ever had an approved rate? Yes 9 No bt e =
Your approved rate is: 0.0000 % If your answers are No and Yes you indicated that you do not have an approved
indirect cost rate and you have had an approved rate but it has expired. By rule
your alowed rate will be zero (0) by defauk.
If your arswers are No and No you indicated that you do not have an approved
indrect cost rate and you have never had an approved rate. By rule your allowed
rate wil be ten percent (10) by defauk.
PROJECTS
rapece e Subgrmct o | Project vakve | Allocaton | |
Intemperable Communications Infrastructure (1Q) (Continuation) 1BTRAIN116-01 $300,000.00 $300,000.00 [ edk]
Cybersecunty Regional Coordination 1ETRAINL16-02 $200,000.00 $0.00 [esz]
Project Value Totak [ $500,000.00 [ $300,000.00
APPLICATION NOTES
Subgrantes Grant Application Notes: Attached Documents
Attach Document | Atach documents to this grant ap pication.
Add Note ]
ACTIONS
h‘ IS-aue grant appication changes
Submit bmt this appication to SAA for revew.
Cancel Cancel applcaton changes.




Grant Application being reviewed by the SAA

GRANT APPLICATIONI [ currentl: under review at the SAA)

Grant Number: 18TRAIN116
Subgrantee: Training Subrecipient
Application Title: Expenditure Plan
Point of Contact:
E-mail: I
Phone: 2023138767
Grant Award: Training $500,000.00 Allocated: $500,000.00
App Status: At SAA [ vew expenditure st ]
PROJECTS

Interoperable Commumscations Infrastructure (ICT) (Contnuabon) 18TRAIN116-01 53:3 000.00 $300,000.00 [ vwew
Cybersecunty Regional Coordination 18TRAIN116-02 $200,000.00 $200,000.00 [ view I
Project Value Total: | $500,000.00 |  $500,000.00 |

APPLICATION NOTES

Subgrantee Grant Application Notes: Attached Documents

Attach Document Attach doasments to thes grant applicaton.
ACTIONS
Cancej Cancel appicabon changes

After the Grant Application has
been submitted to the SAA, the
Program Manager will review to
make sure the items requested
are in alignment with the PMP
and all costs are allowable.

If there are any questions
regarding the submission, the SAA
may return the grant application
to the subrecipient (with notes,
requesting additional information
or updates).

If changes are necessary,
complete and resubmit to the SAA
for approval. Until the SAA has
approved the Grant Application,
no requests for reimbursements
can be submitted in the system.

13
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