Rev. 01/12
INSTRUCTIONS FOR

COMPLETION OF

THE

VICTIMS OF CRIME ACT

GRANT APPLICATION

Victims of Crime Act grants will be funded contingent upon receipt of funds from federal sources, annual reapplication, and approval based on project merit and performance.

The grant application must be completed using the Office of Justice Programs’ Grants Management Information System (GMIS), which is an online application process.  The GMIS can be accessed through the South Carolina Department of Public Safety website at www.scdps.org/ojp.

The application must be fully complete and submitted via the GMIS.  Supporting documents and appendixes relating to the application may be uploaded as an attachment to the application on the GMIS or forwarded to the following address:

Ms. Barbara Jean (B.J.) Nelson, Manager, Victim Services

SC Department of Public Safety

Office of Justice Programs

Post Office Box 1993

Blythewood, SC 29016

All supporting documents and appendixes mailed in must reflect an application number.  The application form plus required attachments constitute the total proposal.  A review team of both programmatic and financial personnel will review the application.  The SC Public Safety Coordinating Council will then approve or disapprove recommendations.  The Governor announces grants selected for funding shortly before the award date of the grants.  Only when the grant award becomes active (July 1, 2012) can the subgrantee obligate or expend project funds. 
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All items below the second shaded line on Page 1 should be completed by the Project Director (the person in the applicant's agency who will be responsible for administering project activities).


Item 1: Insert the County Number and the name of the county in which the subgrantee is located.  State agencies will use County Number 00 and County Name N/A.  The County Number required depends upon the location of the office requesting the grant.  


Item 2: Grant Period: Indicate the grant's duration (period of time the project activities will be performed under this grant), not to exceed 12 months.  Use month and year only.  Grants are considered to begin on the first day of the month and end on the last day of the month.


Item 3: Project Title: The name given to the project should be short and descriptive of the task to be accomplished; e.g., "Victim Advocacy".


Item 4: Project Summary: Provide a brief, concise description of the project.  If the Subgrantee serves more than one county, please include the names of the counties that are served by this specific grant.


Item 5a: Indicate if the application is an initial one (project has not been previously funded); if the application is a continuation (continuation of a project funded previously); or, if the application is a revision to a currently approved project.  A reverted application would be an application for reverted funds.


Item 5b: Indicate the year of funding: Initial Application would be the first year; Continuation Application would be either second, third, fourth or fifth year of funding, etc.  If more than third year of funding, reflect the actual year of funding in the “other” block.


Item 5c: Indicate if funds will be requested on an "Advance" or "Reimbursable" basis.  Only one advance is allowed for the first two months of personnel expense.  Subsequent requests will be for reimbursement of actual expenditures documented.  

If "Advance" is checked, the need for advance funding must be justified in a cover letter or within the Budget Narrative on Page 4 or 5.   

In order to be eligible for advance funding, the subgrantee will have to demonstrate that its accounting system ensures that each grant award is accounted for separately and that funds are not commingled on a program-by-program or project-by-project basis.  The subgrantee will also have to demonstrate that funds specifically budgeted and/or received by this grant are not used to support another program or grant.  Any subgrantee requesting advance funding will be monitored by the SFA to ensure that it meets these eligibility requirements as set forth by the federal funding agency.


Item 6a: Organization Type: Indicate if the applicant organization is state, city, county, private non-profit or other organization.  If "Other" is indicated specifies type; e.g., school district.


Item 6b: Indicate the U. S. Congressional District (First through Sixth) which will be served by this grant; e.g., Third Congressional District.  If administered through a state agency or a statewide program, enter "0".


Item 7: Name and Address of Implementing Agency: The implementing agency is the agency that is responsible for carrying out the objectives of the grant.


Item 8: Budget -- The budget is broken down into six major categories (Personnel, Contractual Services, Travel, Equipment, Renovation/Construction and Other) with the Grantor Amount, Agency Match and Total Amount itemized by category.  Budget costs should be reflected in the appropriate categories, and should reflect grantor costs and match as applicable.  Please use whole dollars only.  NOTE:  Complete pages 2 - 3 of the grant application before completing this section.


Item 9: Check the appropriate line to indicate how the non-grantor share will be provided.  If the "Other Appropriation" line is checked, please indicate the source.  Leave blank if there is no agency match.

PAGES 2 AND 3 -- INSTRUCTIONS FOR COMPLETION OF BUDGET DESCRIPTION

The purpose of the Budget Description is to assist the applicant in developing a financial plan for their project and to provide the SFA with the projected costs required to implement the project.  Cost projections must be reasonable.  Budget projections should be for the period covered by the application.  Costs are subject to review and approval by the SFA and must meet applicable Federal regulations as outlined in the Grant Terms and Conditions.

When determining how the item will be funded (Grantor, Cash Match or Inkind Match), please use the following definitions:

Grantor Funds:  Funds provided through the SFA to the applicant.

Cash Match:  Cash funds that the applicant has specifically provided and committed to the project.   Match is restricted to the same use of funds as allowed for the Federal Funds.

In-Kind Match:  Value of Non-Cash Contributions or Services that the applicant has specifically received from a third party and committed to the project.  Match is restricted to the same use of funds as allowed for the Federal Funds.

Total Funds:  The combined total of the Grantor, Inkind Match and Cash Match for the project.

BUDGET CATEGORY DEFINITIONS AND INSTRUCTIONS
PERSONNEL:  The personnel budget category is a summary of salary and employer contributions (fringe benefits).  Personnel costs (salary and fringe) must be consistent with the agency's policies and procedures and must be applied uniformly to both federally financed and other activities of the agency.  When applicable, the value of volunteer hours being used as inkind match are also placed in the Personnel Category.


NOTE:  The definition for a part-time employee means that the employee does not work a full 40 (or 37.5) hours per week for the agency.  This includes grant-funded activities and non-grant-funded activities.

Salary:  List each position by title, show the percent of total time worked for the agency spent on the project and the quantity of staff per title and the estimated cost.  If applicable, also list volunteer hours and the value of the hours in the Inkind Match column.

Employer Contributions (Fringe Benefits):  Provide the estimated cost for each applicable fringe benefit for all positions listed under Salaries.

CONTRACTUAL SERVICES:  For individuals other than professionals to be reimbursed for personal services on a fee basis, list each type of consultant or service. Fees charged by doctors, dentists, psychologists must be listed under the Other Budget Category.

TRAVEL:  Unless specifically approved otherwise on page 4 or 5, travel reimbursement will be limited to project personnel funded under the grant.   Itemize travel items (examples include mileage, airfare, perdiem or meals, parking, lodging, car rental, etc.).   Registration costs should be placed in the Other Budget Category.  

Travel costs must be consistent with the agency's policies and procedures and must be applied uniformly to both federally financed and other activities of the agency.  At no time can the agency's travel rates exceed the federal rate established by the Internal Revenue Service.  

EQUIPMENT:  Equipment is defined as an item which has a total cost (including tax) of $1,000.00 or more per unit and a useful life of at least one year.  Description and quantity per item should itemize equipment.  

RENOVATIONS/CONSTRUCTION:   Not applicable under the Victims of Crime Act.

OTHER:  All allowable costs not listed in the above categories should be shown in this category.  Items to be included in this category are office supplies, office rent, utilities, equipment cost less than $1,000 per unit, telephone, maintenance, software, printing costs, advertising, registration fees, lease agreements, professional fees (e.g., doctors, dentists, psychologists), etc.  No “Miscellaneous” or “Etc.” will be funded.  

Indirect Cost is unallowable under VOCA Program Guidelines.

PAGES 4 & 5 -- BUDGET NARRATIVE

Ensure adequate justification and descriptions of budget items are provided on Pages 4 and 5, Budget Narrative.  Pages 4 and 5 should be used to tie the grant's budget with the grant's program to show why the item(s) is needed. Reflect each Budget Category with all line items under each Budget Category.  DO NOT reflect dollar amounts on pages 4 and 5.

PERSONNEL CATEGORY:

Pay special attention to descriptions of personnel.  Personnel salaries and benefits will normally rise by no more than general salary increases in the work unit most closely associated with the grant.  Any other cases (e.g., reclassification, additional supervisory responsibilities, etc.) must be fully justified.  Unusual personnel increases from year to year will be considered only on an exception basis.  Organizations must be prepared to bear the expense of any increases awarded prior to SFA approval.

Reflect in the description for each staff member (both grant funded and applied match) whether the position is a full-time position or a part-time position.  If the position is a full-time position, state the percent of time devoted to this grant.  If the position is a part-time position, provide the total number of hours worked per week for the agency and the percent of time devoted to this grant.

PLEASE NOTE:  The amount of time spent on the project must be at least 50%.  This applies to positions funded with grantor funds and/or matching funds.  

CONTRACTUAL SERVICES CATEGORY:
List the kinds of contractual services found on page 2 that are being requested and provide adequate justification and description for these services.

TRAVEL CATEGORY:  

Describe what the travel will be for (grant activities and/or training).  Reflect what position(s) will be reimbursed under this grant for travel. 

If travel costs are included in the grant application, a copy of the agency's policies and procedures manual or its Council’s/Board's signed minutes must be submitted with the application which provide mileage and per diem rates.

EQUIPMENT CATEGORY:

List each kind of equipment and the quantity found on page 3.  Provide a complete description and justification for each item.

OTHER CATEGORY:

List each line item found on page 3 and provide a complete description and justification for each item.

The following items must have additional information as described below:

Office space may not exceed more than 150 square feet per person without prior written approval from the SFA; must be at the prevailing rates for the local area; and  may not exceed $10 per square foot annually without prior written approval from the SFA. On Page 4 or 5, provide the total square footage covered by the lease agreement, total square footage being charged to the grant and the cost per square foot.  A copy of the lease agreement will also be required before reimbursement is made for office space.  Please note that the grant can only be charged for the grant's portion of rental costs.  The grant cannot participate in mortgage payments, as this is unallowable.

Utility Costs:  Utilities must be pro-rated.  On page 4 or 5, provide the total square footage of the building plus the square footage occupied by each grant-funded staff.  The square footage occupied by grant-funded staff may not exceed 150 square feet per person without prior written approval from the SFA.

Telephone Costs:  If telephone costs are not solely for grant activities, telephone costs must be pro-rated according to the grant’s portion of those costs.  On page 4 or 5, provide a description on how the phone charges charged to the grant have been calculated (e.g., the total federal amount of the grant divided by the agency's total budget = the grant’s percent or pro-rated share of telephone costs).  If long distance calls are not pro-rated, the subgrantee must keep on file for SFA review a log showing how long distance costs are calculated and charged to the grant.

Postage, Printing, Office Supplies, Program Materials and other costs that are not used solely for this grant’s activities must be pro-rated according to the grant's portion of the agency's total budget.  Provide on page 5 how this calculation was developed (e.g., the total federal amount of the grant divided by the agency's total budget = the grant’s percent or pro-rated share of costs).

Audit Fees -- If the grant project's audit is a part of a larger organizational audit and if the audit is required to be in compliance with OMB Circular A-133, you may include the cost of a portion of the overall audit in the same proportion as the project is to the entire organizational budget.  For example, if this grant represents 10% of the organization's total budget; then, 10% of the total cost of the audit may be charged to the grant.  Ordinary accounting and bookkeeping expenses are not allowable.

PAGE 6 -- ACCEPTANCE OF AUDIT REQUIREMENTS
NOTE:  Not Applicable to State Agencies whose audit is covered by the State Auditor.

The audit information required on Page 6 of the grant application lets the SFA know when to expect an organization-wide audit or audits covering the period of this proposed grant.  The audit period and the date the audit will be submitted to Accounting - Grants must be provided.  Please note that failure to properly complete this form will result in your grant award being delayed and/or cancelled.

PAGES 27 AND 28 -- CERTIFICATIONS FOR APPLICANT
The signatures of the grant officials (Project Director, Financial Officer and Official Authorized to Sign) indicate that in acceptance of the grant, the official has read, understands and agrees to fully comply with all special conditions and the general and fiscal terms and conditions of the grant.  Original signatures are required.  The name, title, agency and address of each grant official must be typed or printed.

The PROJECT DIRECTOR should be a person who has direct involvement with the project and who has a knowledge of both programmatic and fiscal matters relating to the project.  As the primary contact person for the project, the Project Director should be easily accessible to the grantor agency's staff.  The Project Director should be bonded for no less than the total amount of the grant.

The FINANCIAL OFFICER should be a person who handles the agency's fiscal matters.  The Financial Officer should be sufficiently skilled in the area of fiscal matters to advise the agency regarding compliance with the grant's fiscal requirements and should be bonded for no less than the total amount of the grant.

The OFFICIAL AUTHORIZED TO SIGN should be the person who has the authority to commit agency funds and also to commit the agency to the special conditions and the general and fiscal terms and conditions of the grant.  The Official Authorized to Sign should be bonded for no less than the total amount of the grant.




NOTE:
The Project Director, Financial Officer and Official Authorized to Sign CANNOT be the same person.  Staff being funded under this grant may not be any of the above officials without SFA approval.

