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I. EXPENDITURES

After grant awards have been made to sub-recipients for approved projects, each sub-recipient
should begin the process of creating expenditure requests. Before expenditure requests can be
submitted, each sub-grantee should:

e Certify that the terms and conditions have been read by initialing the bottom of each
page of the Sub-Recipient Agreement (SRA).

e Certify the statements provided in Exhibits A, B, and C located at the back of the
document by filling in the contact information and signing both exhibits.

e Fill in contact information.

e Submit their signed SRAs along with the signed Terms and Conditions to the SAA. These
must be signed by the elected official, executive director, or other designated
representative.

e Complete the Biannual Strategy Implementation Report (BSIR) information in the State
Preparedness Assessment and Reporting Service (SPARS). New users may apply for an
account online and access SPARS at https://www.texasdpa.com.

Regions should ensure the BSIR information is completed and accurate, and then submit to the
SAA for review and approval.

A. PERFORMANCE PERIODS

Sub-recipient performance periods may vary by grant. Allowable expenditures are only
authorized during the approved performance period of the grant. All items must be received
and invoices should be submitted to the SAA before the end of the performance period.

Sub-recipients should refer to their SRAs or Grant Adjustment Notice (GAN) for the specific
beginning and ending dates for the performance period of specific grants. Realize that some
grants that are awarded in the same year may have different periods of performance.

Performance periods for sub-recipients may also vary from the federal performance period of
each grant. This allows for a timely reallocation of grant funds at the local, regional, and state
level.

B. ADDITIONAL GRANT GUIDANCE

For additional information related to guidelines and regulations for spending grant funds, sub-
recipients should review and understand the following:

e FEMA/DHS Guidance and Application Kit for each specific grant found at:
http://www.fema.gov/government/grant/index.shtm
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e FEMA/DHS Information Bulletins (FEMA/DHS IB) found at:
http://www.fema.gov/government/grant/bulletins/index.shtm
e SAA Information Bulletins (SAA IB) found in Appendix A
e Allowable/Unallowable Costs
0 Allowable Cost and Allowable Cost Matrix for the specific grant funding can be found
in the appropriate FEMA/DHS Guidance and Application Kit
O Responders Knowledge Base (RKB) — See information below
e Environmental Planning and Historical Preservation (EHP)
0 FEMA/DHS IB#329, Environmental and Historical Preservation Requirements for
Grants
e Milestones and expenditure timelines
e Review Match / Cost Sharing Guidelines, if applicable, found in the appropriate
FEMA/DHS Guidance and Application Kit (link above).
e Assurances and Certifications
e State and Federal laws, policies, and regulations regarding:
O Lobbying
O Debarment and Suspension
O Drug-free Workplace
0 Nondiscrimination
e Davis-Bacon Act on wage determinations for federally funded projects
e FEMA Forms (FF) 20-16A,B,C

C. AUTHORIZED EQUIPMENT LIST AND RESPONDER KNOWLEDGE BASE

Allowable prevention, protection, response, and recovery equipment categories and equipment
standards for all homeland security grant programs are listed on the web-based version of the
Authorized Equipment List (AEL) on the Responder Knowledge Base (RKB) website at
https://www.rkb.us. Unless otherwise stated, equipment must meet all mandatory regulatory
and/or DHS-adopted standards to be eligible for purchase using these funds. In addition, grant
recipients will be responsible for obtaining and maintaining all necessary certifications and
licenses for the requested equipment.

D. ENVIRONMENTAL PLANNING AND HISTORIC PRESERVATION
COMPLIANCE

FEMA is required to consider the potential impacts to the human and natural environment of
projects proposed for FEMA grant funding. FEMA, through its Environmental Planning and
Historic Preservation (EHP) Program, engages in a review process to ensure that FEMA-funded
activities comply with various Federal laws including: National Environmental Policy Act;
National Historic Preservation Act; Endangered Species Act; the Clean Water Act; and Executive
Orders on Floodplains (11988), Wetlands (11990), and Environmental Justice (12898).
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The goal of these compliance requirements is to protect our nations water, air, coastal, wildlife,
agricultural, historical, and cultural resources, as well as to minimize potential adverse effects
to low-income and minority populations. The grantee shall provide all relevant information to
the SAA for FEMA Grants Program Directorate review and approval to ensure compliance with
applicable Federal EHP requirements. Any project with the potential to impact natural or
biological resources or historic properties cannot be initiated until FEMA has completed the
required EHP review. In addition to a detailed project description that describes what is to be
done with the grant funds, how it will be done, and where it will be done, grantees shall
provide detailed information about the project (where applicable), including, but not limited to,
the following:

e Project location (i.e., exact street address or map coordinates)

e Total extent of ground disturbance and vegetation clearing

e Extent of modification of existing structures

e Construction equipment to be used, staging areas, etc.

e Year that any affected buildings or structures were built

e Natural, biological, and/or cultural resources present within the project area and
vicinity, including wetlands, floodplains, and geologic resources, threatened or
endangered species, or National Register of Historic Places listed or eligible properties,
etc.

e Visual documentation such as good quality, color and labeled site and facility
photographs, project plans, aerial photos, maps, etc.

e Alternative ways considered to implement the project (not applicable to procurement of
mobile and portable equipment)

For more information, please read FEMA/DHS Information Bulletin #329, Environmental and
Historical Preservation Requirements for Grants:
http://www.fema.gov/government/grant/bulletins/index.shtm.

E. COST PRINCIPLES

Federal cost principles are intended to establish a uniform approach for determining costs and
promoting effective program delivery, efficiency, and better relationships between grant
recipients, sub-recipients, and the Federal government. The principles are promulgated to
determine allowable costs, enforce compliance with Federal grant requirements, and ensure
that the Federal Government bear its fair share of costs except where restricted or otherwise
prohibited by law.

Additionally, Federal cost principles are applied by all Federal agencies in determining costs
incurred by state governmental units under performance of a federal award. These principles
are likewise applicable to all sub-awards and affiliated sub-recipient organizations.

e OMB Circular A-21: Cost Principles for Educational Institutions (2 CFR Parts 215 and
220).
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e OMB Circular A-87: Cost Principles for State and Local Governments (2 CFR Part 225).

e OMB Circular A-102: Grants and Cooperative Agreements With State and Local
Governments (44 CFR Part 13).

e OMB Circular A-122: Cost Principles for Non-Profit Organizations (2 CFR Part 230).

e OMB Circular A-133: Audit of States, Local Governments, and Non-Profit Organizations

e 48 CFR Chapter 1, Part 31: Contract Cost Principles and Procedures.

All four cost principles contain similar allocability, reasonableness, consistency, and
documentation requirements. Each OMB circular contains allowability determinations for
individual cost items.

The following outline summarizes general cost requirements applicable to each circular

and identifies, defines, and summarizes individual cost items and discusses the allowability and
any accompanying conditions or restrictions. The outline first summarizes general
requirements applicable to all costs and then lists individual cost items under "Allowed,"
"Disallowed," and "Allowability Determinations" headings.

F. MATCH/COST SHARING

This means the value of the third party in-kind contributions and the portion of the costs of a
federally-assisted project or program not borne by the Federal Government. All cost-sharing or
matching funds claimed against a FEMA grant by State, local or Tribal governments must meet
the requirements of the program guidance and/or program regulations, 44 CFR § 13, and 2 CFR
§ 225.

Cash Match: This includes cash spent for project-related costs under a grant agreement.
Allowable cash match must include only those costs which are allowable with Federal funds in
compliance with the program guidance and/or program regulations, 44 CFR § 13, and 2 CFR §
225.

In-kind Match: This means contributions of the reasonable value of property or services in lieu
of cash which benefit a federally-assisted project or program. This type of match may only be
used if not restricted or prohibited by OMB Circular A-102 or other program statute, regulation
or guidance and must be supported with source documentation. Only property or services that
are in compliance with program guidance and/or program regulations, 44 CFR § 13, and 2 CFR §
225, are allowable:

For costs to be eligible to meet matching requirements, the costs must first be allowable
under the grant program. The costs must also be in compliance with all Federal requirements
and regulations (e.g., 44 CFR Part 13 and 2 CFR Part 225); the costs must be reasonable,
allowable, allocable, and necessary. Records for all expenditures relating to cost sharing or
matching must be kept in the same manner as those for the grant funds.
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EXAMPLE: The Emergency Management Director has 50% of his/her salary paid from State
funds and 50% paid from Federal grant funds, but 60% of his/her time is spent on the Federal
grant program that only pays 50% salary. The additional 10% of time toward the Federal grant
program can be claimed as an in-kind match. All record keeping requirements to prove the 60%
time allocation apply.

G. ALLOWABLE/UNALLOWABLE COSTS

Allowable costs are listed in the applicable Grant Guidance and Application kit. For more
information on equipment allowability, please refer to the RKB.

Reimbursable costs incurred before grant award may be allowable only with the written
consent of DHS requested through the SAA, and only if they are included in the award
agreement.

H. BUDGET AND PROJECT REVIEW COST ANALYSIS

Below is a list of general items to consider when planning budgets and project costs. The table
below provides a method of considering when allowable costs are necessary. Sub-recipients
should be prudent when determining expenditures, and contact an SAA grant coordinator if
they are unsure about a particular cost or would like more detailed information.

» Necessary and
reasonable

e Conforms to the
Cost Principles
and grant’s
Terms and
Conditions

e Authorized or
permitted by
law or
regulation

e Treated
consistently as a
direct or indirect
cost

e Adequately
documented

* Chargeable and
assignable to cost
categories

e Incurred solely to
advance the work
under the
sponsored
agreement

* Necessary to the
overall operation
of the agreement

* Not charged to
other Federal
awards

* Reasonable costs
are determined
by the prudent
person test (i.e.,
charge amount
not excessive and
within the
bounds of
common sense)

e A cost thatis
necessary for
proper and
efficient
performance
and
administration
of the grant
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Budget Review Considerations

1. Personnel

a. Is the basis for determining each employee’s compensation described (annual salary and
% time devoted)
b. Is each position identified by title?
c. Are time commitments and the amount of compensation stated and reasonable?
d. Are salary increases anticipated during the grant period and are they justified (COLA,
etc.)
e. Fringe Benefits
i. Isthe amount specified as a separate line item?
ii. Iseach type of benefit indicated separately or does the organization provide a fringe
benefit rate?
2. Travel
a. Is the basis for computation provided?
b. Is the travel necessary for the purpose of the program?
Are travel costs separately identifiable and reasonable: including transportation, hotel,
meals, mileage, etc?
d. Does the organization have a written travel policy?
e. Do travel policies adhere to State and federal Uniform Grant Management Standards?
3. Equipment
a. Are equipment items specified by unit and cost?
b. Is the request reasonable and allowable under the project?
c. Does the organization have a procurement policy in place?
4. Supplies
a. Are supplies listed separately?
i. Office
ii.  Training
iii.  Research

iv.  Other types of supplies
b.
C.

Is the basis for the cost reasonable?
Monthly estimates may be necessary for certain types of supplies

5. Contractual

a.

Is the type of each service to be rendered described?

b. Does the contract include personnel?

i. Isan hourly, daily, or weekly base rate given?

ii.  Arerates allowable, justified, reasonable, and comparable to market?
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c. Isthe procurement method described?
d. Was procurement competitive bid, interagency agreement, sole source, etc?
Other
a. Areitems listed by major type (space rental, printing, phone, maintenance, etc.)?
b. Space rental:
i. Isfacility owned by grantee organization? (do not charge “rental” costs to grant)
ii.  Are maintenance costs included?
iii. Isthesquare footage and cost per square foot provided?
iv.  Are all costs justified, reasonable, and allowable?

Indirect Costs

o o

Are costs incurred for common or joint objectives?
Can costs be readily allocated to a particular award / project?
Do costs contribute to recipient’s ability to support projects and programs and sustain
organization’s daily operations?
Is there a Negotiated Indirect Cost Rate Agreement?
Is there a ratio or percentage of total indirect costs to direct cost?
Indirect Cost Examples:
Administrative salaries such as executive director or finance staff
Supplies
Costs of operating and maintaining facilities, equipment, grounds, etc.
Depreciation or use allowances

Management and Administrative (M&A) Costs

oo oo

Are costs incurred to directly administer a particular program/award?
Are these costs identifiable and unique to each program/award?
Can the costs be charged based on the activity performed for that particular project?
M&A Cost Examples:
Hiring full-time/part-time staff or contractors/consultants for grant administration
and reporting
Responses to State/DHS data calls
Travel expenses directly related to program administration
Meeting-related expenses directly related to program administration
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Il. EXPENDITURE REQUESTS

Once SRAs and other required grant documentation is completed and submitted, jurisdictions
can begin creating and submitting expenditure requests. All requests should be created in
SPARS after sub-recipients have reviewed the appropriate grant guidance information for the
specific grant award. (For details on SPARS entry, please refer to the SPARS User Guide by
clicking on the “Help” button after logging on to https://www.texasdpa.com.)

A. APPROVAL PROCESS

New expenditure requests are submitted by sub-recipients to their respective Regions or UASI.
The region or UASI may then:

e Approve and send expenditure to SAA Grant Coordinator for review. The status in
SPARS changes to “Review at SAA”

e Ask for More Information and send the request back to the jurisdiction for additional
information. The jurisdiction must resubmit to the Region/UASI with requested
information.

e Deny and the request is returned back to the jurisdiction with notes from the region
outlining the reason for denial. The status in SPARS is “Denied”.

Once the Region or UASI approves the expenditure, it is submitted to SAA. A grant coordinator
will review the request and:

e Approve. The expenditure is approved and SAA changes the status in SPARS to “Needs
POE”.

e Ask for More Information. The request goes back to the Region and jurisdiction for
additional information. The jurisdiction must resubmit to the Region/UASI with
requested information.

e Denied. The request is returned back to the jurisdiction with notes from the SAA and
Region outlining reasons for the denial. The status in SPARS is “Denied”.

Some expenditures require special approval. All interoperable equipment requests of $50,000
or more will be reviewed by the Statewide Communications Coordinator. This will assist with

the Statewide Interoperable Communications Plan (SWIC) and also assist in standardizing
purchases. Certain expenditures may also require an Environmental and Historical Preservation

Program approval from FEMA. Jurisdictions should verify whether or not any project they are
undertaking requires EHP approval, especially those involving construction or the installation of
equipment. In addition, certain grants, such as Operation Stonegarden, go through a specific
approval process. Sub-recipients should check with an SAA grant coordinator to see if any of
their expenditure requests require special approval.
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B. CREATING AN EXPENDITURE REQUEST

1. Create expenditure request in SPARS.
a. Select appropriate grant year.
b. Select project where expenditures will be added.
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2. Select ‘Request New Expenditure’.

A
F:' T E &A S- Taxas Dopartmant of Fublic Sakaty
P FromeTand Secuarity

& Resorces i Liser Frotis i A Meru i Home oh Help i Logmt

SUBGRANTEE EXFENDITURE LIET

Kupwords: | [ =sersn ] 2010 SHSP Progress

Ragizn: “zet Dzetal Temaw Sremsl 2t Gzvste—aoh
. . Parker Coumty B temint gk

B e

Ea— [Parker County dazmat ard 582 rapid reazeas wohids o B ro e wtan i
Bt — Bitiit

Tewm Stotum: |- mises by 5 St el B Cominte — s
B O Peptiod - it

[ sezuz iy mezpmer =2k czmzzizs tim—a

G o Bawe coiored all milcaicaca, Moy alculd B adbeilicd| 20 Bicy con B @ pormancek part of Bic projodt and| grack

T == ==

1 373510 - Awailing werdcr guacic: ZCLIsMazpeli - Sl [t 10 et 10 ek 1

FARKER COUNTY EXFENDITURE LIST

Project Expenas Totel: 5147.450.00
Projuct Viclse: £180,000.00
Project Uncommitted Funda: 512.520.00 ]
* Subgrentes Funds Uned: £0.00

Chapter Il — Page 11



CHAPTERI I

SAA Sub-recipient Manual: Volume |l
3. Select correct Authorized Equipment List (AEL) category down to the lowest level

possible. (Refer to the Responder Knowledge Base)

4. After verifying that the piece of equipment or service is allowable under the grant you
are working with — Click: ‘Select — this AEL Item’.
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5. Fillin all the lines on the request. Select ‘Continue’.
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6. Fill in Qty, Unit Cost, and Discipline. You MUST also click ‘Auto Adjust’. When checking
the ‘Multiple Invoice Request’ the quantity must always be one. Select ‘Continue’.
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Review Entry. Select ‘Submit’. This sends the request to the Region. The Region will
approve or deny. If denied, this expenditure will be returned with instructions or a
request for more information. Approved expenditures by Region will be submitted to
SAA for review.
a. Expenditure request submitted to the Region or UASI for review and approval
will show a SPARS status of “Review at Region”.
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(For more detailed information on required documentation for submitting an expenditure
request, please refer to the SAA information bulletins found in Appendix A)
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C. EXPENDITURE CHANGE REQUEST

Sub-recipients must submit expenditure change requests in SPARS. Expenditure change

requests entail:

Change requests are submitted to regions or UASI for review and approval. If disapproved, the
request will go back to the jurisdiction with the reason for denial. If approved, requests are
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Change of line items to include deletions and additions
Change of vendor

Change of funding amounts
Change of quantities

forwarded to an SAA Grant Coordinator for review and approval.

SUBMITTING A CHANGE REQUEST

1. Select the expenditure request item in which the corrections need to be made.
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2. Fillin vendor information. Change the quantity or change the cost, whichever one is
applicable. Select ‘Save POE’.
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3. Enterin areason for the change request (such as change in vendor or quantity of items to
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be purchased). Select ‘Save POE’.
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4. The change request will be submitted to an SAA grant coordinator for approval.
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D. CANCELLING EXPENDITURES

Sub-recipients must request cancellations of expenditures in SPARS. Regions or UASIs will
review the cancellation requests. If disapproved, the request will go back to the jurisdiction
with the reason for denial and request for additional information. If approved, the expenditures
are cancelled.

SUBMITTING A CANCELLATION REQUEST

1. Select ‘Edit’.
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2. Select ‘Cancel ltem’.
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1. PROCUREMENT

When procuring equipment and services under a grant, the SAA and its sub-recipients
(including state agencies) will follow local, State, and Federal policies and procedures for
procurements. The SAA and its sub-recipients will ensure that every purchase order or other
contract includes all clauses required by Federal statutes and executive orders and their
implementing regulations.

A. PROCUREMENT PROCESS

Counties/cities will follow their county/city procurement procedures provided they are
compliant with Uniform Grant Management Standards, 44 CFR § 13.36, 2 CFR Part 225, OMB
Circular A-102 and, for grants predating April 1, 2007, 28 CFR Part 66.

Identify conditions requiring prior approval
Understand difference between types:
0 Competitive
O Federal (GSA) or State contract
0 Sole source
Sole-source procurement is discouraged except for:
0 Emergency (must be clearly documented and substantiated)
0 Only one source (provider) (uniqueness / compatibility)
0 After solicitation, competition deemed inadequate
Time and material type contracts are highly discouraged and may only be used:
0 After a determination that no other contract is suitable, and
0 If the contract includes a ceiling price, the contractor exceeds at own risk.

The approval and documentation requirements for purchases apply to all sub-recipients.

The procedures herein support federal procurement guidelines and apply to all expenditures,
including but not limited to, contracts and leases, equipment, services, and supplies.
Compliance with these procedures will reduce the overall time and effort involved in the
procurement approval process.

In all cases, selection of other than the lowest bidder must always be fully justified. All
procurement transactions, whether negotiated (on state or federal contracts) or competitively
bid and without regard to dollar value, will be conducted to provide maximum open and free
competition.

The sub-recipient will be alert to organizational conflicts of interest or noncompetitive practices
among contractors which may restrict or eliminate competition or otherwise restrain trade.
Contractors who develop or draft specifications, requirements, statements of work and/or
Requests for Proposal (RFP) for a proposed procurement will be excluded from bidding or
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submitting a proposal to compete for the award of such procurement as such involvement
provides an advantage over other bidders.

The SAA as grantee and sub-recipients shall use procurement procedures and regulations that
conform to applicable federal law and standards identified in 44 Code of Federal Regulations
(CFR) § 13.36, Procurement for DHS grants awarded since April 1, 2007 and 28 CFR, § 66.36,
Procurement for DHS grants awarded prior to April 1, 2007.

The following procedures adhere to instructions contained in the Uniform Grant Management
Standard, 44 CFR Part 13 "Uniform Administrative Requirements for Grants and Cooperative
Agreements to State and Local Governments"; 2 CFR Part 215 (OMB Circular A-110) Uniform
Administrative Requirements for Grants and Agreements with Institutions of Higher Education,
Hospitals and Other Non-Profit Organizations and the Grant Terms and Conditions; 2 CFR Part
225 (OMB Circular A-87) “Cost Principals for State, Local and Indian Tribal Governments”; OMB
Circular A-102 “Grants and Cooperative Agreements to State and Local Governments”
Amended 8/29/1997; and 28 CFR: Judicial Administration, Part 66 - Uniform Administrative
Requirements for Grants and Cooperative Agreements to State and Local Governments.

B. BIDDING PROCESS

Sub-recipients must comply with proper competitive bidding procedures as required by the
applicable federal and state rules.

Items Requiring Federal Approval

Although items may be on the federal and/or state contracts, sub-recipients must receive prior
written approval from the SAA and federal awarding agency for those items which require prior
federal approval (e.g. boats, helicopters, etc) per the applicable grant guidance and application
kit. This written approval is required in advance of purchase. The SAA will notify the sub-
recipient when a determination has been received from the federal awarding agency.

Purchasing Items From Federal and State Contract Lists

If an item(s) is purchased from the U.S. General Services Administration (GSA) Schedule 70 or
GSA Schedule 84 or a state contract, no additional bidding is required unless permission to
procure is required by federal guidance (e.g. boats, helicopters, etc). Information on items that
are on the GSA Schedule may be found at www.gsaschedule.com.

Sub-recipients including state agencies and local governments who perform their own
procurement must include the federal and/or state contract number on the invoice when
submitting for reimbursement.

Sole Source Procurement

Use of sole source procurement is discouraged. If, after completion of the competitive bidding
process, only one responsive bid is received (less than two complete competitive bids received),
then this is a sole source procurement (based on 44 CFR § 13.36).
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All sole source procurements require the explicit prior written approval of the SAA. This
approval can be requested by completing and submitting Sole Source Contracting letter found
in SAA Information Bulletin #11. All sole-source procurements in excess of $100,000 must
receive prior written approval from both the SAA and the federal awarding agency. Pursuant to
Information Bulletin # 11, sole source procurements of consultant’s fees are limited to $450 per
day.

C. DEBARMENT AND SUSPENSION

Sub-recipients should comply with additional regulations and Executive Orders regarding
Debarment and Suspension as defined in 28 CFR, Part 67. Sub-recipients can access debarment
information by going to www.epls.gov and the State Debarred Vendor List:
www.window.state.tx.us/procurement/prog/vendor performance/debarred/.

Introduction

Security Netice

Frivacy Notice

Vendors should not be debarred, suspended, proposed for debarment, declared ineligible,
sentenced to a denial of Federal benefits by a State or Federal court, or voluntarily excluded
from covered transactions by any Federal department or agency; and

e Have not within a three-year period preceding this application been convicted of or had
a civil judgment rendered against them for commission of fraud or a criminal offense in
connection with obtaining, attempting to obtain, or performing a public (Federal, State,
or local) transaction or contract under a public transaction; violation of Federal or
State antitrust statutes or commission of embezzlement, theft, forgery, bribery,
falsification or destruction of records, making false statements, or receiving stolen

property;
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e Are not presently indicted for or otherwise criminally or civilly charged by a
governmental entity (Federal, State, or local) with commission of any of the offenses
enumerated in applicable guidance; and

e Have not within a three-year period preceding award had one or more public
transactions (Federal, State, or local) terminated for cause or default.

D. CODE OF CONDUCT

The Code of Conduct applies to all officers, employees, or agents of sub-recipients engaged in
the award or administration of contracts supported by federal grant funds.

No officer, employee, or agent of a sub-recipient shall participate in the selection, award, or
administration of a contract supported by federal funds, if a conflict of interest, real or
apparent, would be involved. Such a conflict would arise when the employee, officer or agent
has a financial or other interest in the firm selection for award. This also applies to:

e any member of his or her immediate family;
e his or her partner; or
e an organization which employs, or is about to employ any of the above.

Officers, employees, or agents of the sub-recipient shall neither solicit nor accept gratuities,
favors, or anything of monetary value from contractors, potential contractors, or
subcontractors.

To the extent permitted by federal, state, or local laws or regulations, violation of these
standards may cause penalties, sanctions, or other disciplinary actions taken against sub-
recipient officers, employees, or agents, or contractors, potential contractors or their agents.

E. SMALL/MINORITY/WOMEN OWNED BUSINESS

The State encourages the use of Historically Underutilized Business (HUB). Eligible contractors
must agree to HUB Subcontracting plan identified in Texas Government Code Chapter 2161 and
Texas Administrative Code, Title 1, Section 20.13 and 20.14.

F. CONFLICT OF INTEREST

Financial Interest Prohibited

A conflict of interest may arise when the employee, officer or agent; any member of his or her
immediate family; his or her partner; or, any organization that employs, or is about to employ
any of the above, has a financial or other interest in the firm or person selected to perform a
subcontract pursuant to this Sub-recipient agreement. The Sub-recipient shall ensure that no
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employee, officer, or agent of the Sub-recipient shall participate in the selection, in the award
or administration of a subcontract supported by Sub-recipient agreement funds pursuant to
this Sub-recipient agreement and comply with Chapter 171, Texas Local Government Code.

Other Prohibited Interests

In all cases not governed by this section and except for eligible administrative or personnel
costs, no person who is an employee, agent, consultant, officer, elected official, appointed
official of the Sub-recipient or of a subcontractor of the Sub-recipient who exercises or have
exercised any functions or responsibilities with respect to the activities assisted under this Sub-
recipient agreement or any other DHS/FEMA Sub-recipient agreement who are in a position to
participate in a decision making process or gain inside information with regard to such
activities, may obtain a financial interest or benefit from the activity, have an interest in or
benefit from the activity or have any interest in any Sub-recipient agreement, subcontract or
agreement with respect to the activities or the proceeds either for themselves or those with
whom they have family or business ties during their tenure or for one year thereafter.

Texas Government Code Sec. 2254.032 requires an employee of a state agency to report to the
chief executive of the agency, not later than the 10th day after the date on which a private
consultant submits an offer to provide consulting services to the agency, any financial interest
of the employee or the employee’s family.

G. EQUIPMENT AND/OR NON-EXPENDABLE SUPPLIES

Equipment and/or non-expendable supplies are defined as tangible, nonexpendable, personal
property regardless of current market price or resale value.

e Requested equipment that is not found on the AEL at https://www.rkb.us may only be
purchased after receiving written approval from the SAA and federal awarding agency.

e Requested equipment that is not listed as allowable on the AEL for a specific grant may
only be purchased after submitting a request for waiver through SAA and receiving a
written waiver from DHS.

H. MAINTENANCE, WARRANTIES AND SERVICE OF EQUIPMENT

Service contracts are subject to the same procurement procedures as equipment. In Homeland
Security grant funds can only be used for maintenance, warranties, and service of equipment
originally purchased with similar Homeland Security grant funds.

e Maintenance, Repair and Service Fees for Equipment
0 Maintenance and repair costs for vehicles purchased with federal grant funds or
other funds are unallowable. Sub-recipients who accept a vehicle procured with
federal grant funds must assume the financial responsibility for title, license,

Chapter Il — Page 27



CHAPTER 1lI

SAA Sub-recipient Manual: Volume |l

registration, insurance, fuel, oil changes, inspection fees, tires, maintenance,
wear and tear, repair costs and service costs of said vehicle.

e Warranties

e Certification and Calibration Fees

e Grant Period Limitations

I. SUBMITTING PROOF OF ENCUMBRANCE

Verify that the planned procurement matches original new expenditure request (update in
SPARS if necessary).

1. Review vendor information, quantity, price, delivery date

2. Check to see if vendor is listed in the Excluded Parties List System (www.epls.gov)

3. Submit Proof of Encumbrance (POE) in SPARS for approved expenditure request. This will
change the status to “On-Order”.

rf.)T EXAS  reven saseremensatousic s
F5 Pricemiaid Lo i Ty T =N, y
e Rewuroe b Lhor Srotie e A M b Flome b ol b Logout
PRADOF OF ENCUMERARTIE
FEEEE L City of Lavaliend
=08 Mumzan n [posszes-LiosLa0ssis ]
S 2 =W o
mhwe s Faca fagata G LoGasiae Tee
vedsiEmee n [
s [ ] |¢——————1 Verify Vendor Information
[ [  F [ |

Verify Quantity and Price

POE NOTES
03 e Amazmad Docemena
‘ [ 2mecs docommst ] e cemwcsicasc

OTHER ITEMS
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V. REIMBURSEMENTS

After sub-recipients have procured equipment, services, and/or other allowable expenditures,
they should promptly submit requests for reimbursements. In order to receive
reimbursements, expenditures must be associated with an approved project funded by
Homeland Security grants. Expenditure requests must have also been previously submitted and
approved in SPARS by the Region/UASI and SAA. Requests for reimbursements must also be
made in SPARS.

A. REIMBURSMENT REQUEST PREPARATION

Before logging into SPARS to enter data, sub-recipients should gather all necessary documents
and arrange them by project. They should then:

1. Verify the date(s) of the invoice(s) fall within the period of performance.

2. Verify the equipment, goods, and/or services were received during the period of
performance.

3. If there are multiple invoices for a project, run an adding machine tape on all invoices to
obtain a total for the reimbursement request for each project.

4. Ensure all documents being submitted in support of the reimbursement are clear and
legible. Important information (such as itemized costs or personnel salaries) should be
highlighted and easily identifiable.

(Reimbursement Process continued on next page)
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B. CREATING REIMBURSMENT REQUESTS

Once an expenditure request has been approved and delivery of equipment and/or services has
been made, jurisdictions must enter their requests for reimbursement in SPARS.

1. Select the project that has expenditures needing reimbursement.

’ [ Tawas Domastc Prap...
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Carter, Brondy
T A 5 Toxas Dapariment of Public Safely ~ _
Homeland Securily (- Gity of Austin | Gray, Meredith | [20035HSP -] |
mmmm a
Reimbursemenl Reyuesly =
_-mm
Youcher Requests
SYSTEM MESSAGES
Quarterty Report - Third Quarter 2010 Hok Completed 11/15/2010
Quarterly Report - First Quarter 2010 Completed  04/19/2010
2007 Grant Year BSIR Data Approved
2007 PSIC BSIR Data Approved
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2008 SHSP LEAP BSIR Data Approved
2008 CCP BSIR Data Lpproved
2008 MHRS BSIR Data Approved
2008 Austin UAST BSIR Data Approved
2008 Rustin UAST LEAD BEIR Data Approved
200% 3HSP BSIR Ddla Appruvel
2009 Ausbn LAST BSIR Data Approved
2009 Austin LAST LEAP BSIR Data Approved
2009 CCP BSIR Data Approved
2009 MHRS BSIR Data Approved
2010 5115 D3IR Data Duild
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2010 Austin UAST BSIR Data Bauild
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2009 §H3P PROJECTS
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Regional Citizen Prepardness Project $128,750.00 §126,184.33 §2,565.67
~——
Click here for Information Page —
G e
= 2 = U2 [ . i
#isia| (3 . @ (G e | 2 CiDocuments a. | /3 Microsoft Power.. || Texas Domes... [o) [ Seach Dk £ \gﬂ@gg@%g 10:41 PM
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2. Click Needs POE. (Note: This will be lavender color to denote this status)
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Complete the requested information. For each new vendor you must enter the vendor
information where indicated. This information should be on the invoice(s). Attach the
necessary supporting documents. (A list of required supporting documents can be found in
the SAA information bulletins in Appendix A)
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If this is a vendor you have used before you can select them from the drop down menu.
Once the information is entered and is correct, “Save POE.”
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€ - C £ hitps fwwtexasdpa.com LR
Welcame to Face.. & AMPLIFY: Onling Victoria's Secret Cre.. () BlushonnetElectic ¥ Cell Phones, Mobi.. & ATAT|Cell Phan.. [ NewTab *§ Google [ Microsoft Outlook .. ?  [J Other hookmarks

h Carter, Brandy
JT E X A S Texas Department of Public Safaty
% FHomeland Security

(_ City of Austin | Gray, Meredith | [2009 SHSP ;I _\

© Resources & User Prafile & Admin Menu & Hame © Help © Logout
PROOF OF ENCUMBRANCE =
Subgrantee: City of Austin

POE Number: » |POE5000-101101104155

POE Date: 2 Now x| |1 =] [2010 =

Project: Regional Citizen Prepardness Project

vendorfPayee: » [[new vendor] | |

Address:

City, St, 2ip: Ace Hardware

t AgileMesh
. Air Instrurnentation Inc.

e alarno Iron Works
All American Sales Corporation
allen Vanguard Technologies, Inc.

POE ITEM(s) allied Fenee Co.

Altex Computers and Electronics

. Expenditure Americas Choice Communications Category Unit Cost I

Central Texas CitizAnalytical Computer Services {140,CC.01.ECCP) Establish, enhance, or evaluate 123,850.00
Aaife Longmore Citizen Corps related volunteer programs I E I $122,850,00 4123,
Arrow-Tech
atlantic Signal Shipping/Handling: $0.00 $0.00
Austin American Statesman
Austin Aqua Sports Taxes/Fees: $0.00 $0.00
Austin Award King
hustin CAD Services M POE Total: | $123,850.00
POE NOTES
POE Notes: Attached Documents

‘ Attach Document |ntta:h docurnents to this POE‘

v

@

4/ Start] @~ @ [~ @) () ) C\Documents a |ﬁ Microsoft Power | % Texas Domes... ] Dooument! - i [

g ‘SealchDesklop v ‘E”E],_)E@% 10:43 PM
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5. Your item will now be ON ORDER status. Click NEEDS INVOICE.

’almnslinmnshnl-‘rnp < Y tps-Google Search  x

€ - C 4 nttpsimawtexasdpa.com w A
Bl WelcomatoFace.. [ AMPUFY:Online Victorie's SecretCre.. | ) BlusbonnetElecic  » Cell Phones, Mobi.. & ATAT|CellPhon.. [ NewTab $ Google | Microsaft Outook.. ® (] Other bookmarks

|}
(JTMIF TR -

© Resowces ) UserProfle ) Admin Menw

Carter, Brandy

Project: Iﬂ:qinnnl Citizen Prepardness Project d o U LR

Item Status: I Filter by Item Status - "I :W""-mﬂ“m

I Group by Project ¥ Show Canceled Items

PROTFCT MII FRTONFS [ 2dd new miestone |
This tonl allows you b enter in ane ar more project milestones for each of your assigned projects. & milachane is a referance: poink that marks a majar evert in a praject and is sed ta manitar the penject’s progrese. Milestones chould he
specific, measurable, sttainable, relevant, timely, open, small, assignable, progressive, and significant.

Oncs you have entered all milestones, they chould be submitted <o they can be a parmanent part of the project and grant.

Mo mitestonss have been created for this project.

CITY OF AUSTIN EXPENDITURE LIST [ request new expenditure ]

Total Local Invoice

ALL Lateqory Expenditure Status Uty Unit Lost Cusl Slale

Project: Regional Citizen Prepardness Project

(140.TP.0LTRPL) Traveliper diem rlated to planning Train the Trainer: Prepare Communitics 4 Agrotorro Meeds POE 1 $250.00 25000 Nolnvoice  Nolnvoice [odt] o
{140.TP.01.TRPL) Traveliper diem related b planning Fire Corps Conference February 2010 Needs POE 1 $225.00 §22500  Molnvoice Mo lnvoice [2dt] 0

(11.REONRFNC) Reference Materials, non-CARNE  Stratfor Subseription | |

{04.HW.01.INHW) Hardwars, Compater, Intagrated  Laptop for Citizen Corps Coordinator

Pruject Value:  $128,750.00
Project Uncommitted Funds: $2,565.67
* Subgrantee Funds Used: $0.00

d

wstar] () . @ fu/fe () D C\Dooumentsa. | [ Mioosof Pover. [ Towas Domos. &) Documentl i | @2 2 WA, WRBL 1044PH
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6. Verify all information on the screen below. Select multiple or single invoice. Then click Save
and Continue.

[orestmesre  Wistees
€ - C & hitpslwwtexasdpa com E Y

* [ Oherbockmarks

F" TEXAS  os vepsrment ot i sty e b

F5 friomeland Security [+ city of Austin | Gray, Meredith | [2009 SHsp J:}

I Welcome to Face... EW: Onfine .. Victona's Secret Cre.. [ BlushonnetElectic % Call Phones, Mobi.. € ATAT | Cell Phon_ [ NewTab -'«l (Google [ Microsoft Ouiook

O hesooes @ Usarpoe ) AdwnMenu Gtome Gy B Logw

INYOICE ITEM

Subgrantee:  City of Austin

POE: POES000-101101104158

Yendor: Ace Hardware

Project: Regional Citizen Prepardness Project

| lewpenditure ________Jeategoy |0y | nitCost | Total |
Central Texas Citizen Corps (140.CC.01.ECCP) Establish, | 1 | $123,ﬂﬂ].|]|]| [ $1z3850m0 |
Coordinator enhance, or evaluate Citizen
Hultiple Invoice Allowed Corps related volunteer

programs
MAttached Documents:
g
ACTIONS

The multiphs invoice process will create a new ikem for the invoice you currently have and leave the balance of this item in
Meeds Invoice state for future invoicing.

Camplefing the tem will treat the #em as  maliple mvnices 2re nnk allwed.

‘Would you like to process this item using multiple invoices?
 Process Multiple Invoices r Complete item with a single invoice
Save & Continue >3 | Save and process 2¢ selected zhove.

Cancel Cancel any changes.

B R
st 3. @R Gk ICDoumentsa. | @ MiosotPoser. [ Teras Domes.. &)Doomentl-Mi.| [ 2 -

2 \gﬂﬂpg@sg 1045 PM
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7. A cover sheet will be generated in SPARS. This Cover Sheet must be printed, signed and
submitted to SAA. Note: Even though you click the submit button in SPARS, this does not
officially submit the request. You must sign then email, fax, or mail a completed Cover

Sheet to SAA before the process is complete.

City of C
edar Park Submit Date: 01/06/2
Local Purchase Submission Cover Sheat Print Data: | 103573000 oea Mt

L

City of Cedar Park
600 N. L
City/State/Zip; Ceda pB!I 2 Agency: Cedar Park
Federal IDg; Al Clty/State/Zip: Cedar Park, FIT;(E?E

, TX 78613
E-maii; (PRSI Phonet 512-401-5160
rparkt,
Fax: 512-3364858 b 512-336-4859

e e
e —

: 2008 cep l
u Illl.. D02-9545205-
¢ y 1263678 3204218 $16,52

Fax all documents to TxDPS at: 512-206-3137

e b G I i 5 o
1 ’gaﬁ print out for each Item, e

Copy of Invelce fa. ench
JE r ftem submittad, Invoices with multiple ltems should have the ltem submy
3 PC:: ¥ Payment o signed Economic hardship farm N

C. ADDITIONAL REIMBURSEMENT INFORMATION
Below is a list of additional reimbursement guidelines for sub-recipients.

Jurisdictions with Planning Grants should submit for reimbursement monthly.

[ ]
e Individual expenditures cannot be reimbursed in segments.
e Down payments and advance payments cannot be reimbursed prior to receipt of the

services/equipment.
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Milestone payments are not allowed.
For equipment delivered and/or services rendered, all payments must be paid in full.
Discounts must be integrated into the price.
Be aware of common submittal reimbursement errors:
0 No proof of payment.
0 Incorrect dates. Dates in SPARS must match those on the invoice.
0 Incorrect vendor names. Vendor names must match those on the invoice.
O Roundingissues. Ensure costs are entered with 2 decimal places.
When a hardship is requested, funds will be disbursed to the jurisdiction. Jurisdictions
must remit those funds to the vendor within 10 days of receipt.
0 Jurisdictions must provide SAA with proof of payment to the vendor within 30
days of payment.
0 Failure to provide proof of payment may result in grants being locked until such
proof is received.

D. ACCEPTABLE SUPPORTING DOCUMENTATION
Category Acceptable Supporting Documentation
e Copy of the payroll journal for the month reimbursement is being requested,
Salary listing the individuals name, and rate of pay. The page should also be
certified by the Payroll Officer.
e Travel voucher with all supporting documents (i.e., airline ticket, gasoline
Travel receipts, meals, and lodging.

e Accounting ledger/budget report listing.

e All out-of-state travel must be pre-approved prior to commencement.

e Three way match (invoice, purchase order, receipt of goods, services, or
equipment document).The invoice should be stamped paid and reference to,
either a check number, ach routing number, or the means of payment used
and date.

Supplies e [f the three way match information is not available a combination of the
&/or following should be provided:
Equipment | ® Accounting ledger/budget report
0 Invoice marked paid
0 A copy of the credit card statement reflecting the purchase and the
cancelled check paying the balance.

e If an order is made via the internet and payment is made by credit card,
provide a copy of the internet receipt and the confirmation email. The
purchase order and receiver should also be provided.
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e For the first reimbursement request (expecting multiple payments for the
contract period the request must contain a copy of the signed
contract.(Details on # of payments being applied along with the amounts and
dates of scheduled services to be provided)

Contractual | ® Copy of the cancelled check and the vendor invoice reflecting the contract
Services number.

e Accounting ledger/budget report listing.(expanded with enough details to
understand calculations)

NOTE: All payments for contractual services must reflect a date within the

grant performance period. If the invoice reflects services outside the

performance period, reimbursement will be denied.

Operating e Postage, printing, communications, rental, software, etc.

Expenses Use the Cost Reimbursement Form with accounting ledger as back-up. (Ensure
to identify each category on the ledger to each category on the CRF)

e Copy of the registration form and training certificate.

e For payments made by credit card, a credit Card Statement reflecting the
charge and a copy of the cancelled check reflecting the payment of the credit
card statement.

e Backfill charges must have:

Training 0 the name of the individual used as backfill
0 a breakdown of the amount and how it was derived
0 documentation supporting this information

e [f training reservation is made via the internet and payment is made by
credit card, provide a copy of the internet receipt and the confirmation
email. The purchase order should also be provided.

e Name, type of exercise and location

. e Certificate from exercise, if offered
Exercise . . .. . .

e If a certificate is not offered, a copy of the order to participate in the exercise

e Accounting ledger/budget report with attendee's name

e Ten (10) line items or less pre submission.

General . . .
.. e Do not mix projects on a submission.
Submissions

e Do not combine and resubmit denied submissions.

e Omitting the proper supporting documentation will result in denial of the reimbursement

request.

e Please submit your signed submission cover sheet and the supporting documentation by
scanning and email to your Grant Accountant/Technician and following up by sending the
signed coversheet to SAA.

e If you do not have scanning capabilities, you may fax your signed submission cover sheet
with the supporting documentation to (512) 206-3137 to the attention of your Grant
Accountant.
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V.PROPERTY MANAGEMENT

Federal guidelines and regulations require sub-recipients to be prudent in the acquisition and
management of property acquired with federal funds. Sub-recipients must assure an effective
system for property management exists; this assurance is included within the award agreement
with the SAA. The following are the management requirements outlined in the 44 CFR § 13.32.

A. PROPERTY AND EQUIPMENT RECORDS

Sub-recipients are required to maintain accurate property and equipment records. These
property and equipment records shall include, at minimum:

e Description of the property (including make and model)

e Manufacturer’s serial number or other identification number

e Vendor (source of the property)

e Acquisition date

e Cost of the property

e Percentage of federal participation in the cost of the property

e Location of the equipment

e Condition of the equipment as of the date the information is reported
e Disposition data: Date of disposal and sale price

1. EQUIPMENT CONTROL

Sub-recipients shall affix asset tag where applicable and list equipment on Master
Equipment Inventory List (found in the SAA information bulletins in Appendix A). The asset
tag must identify jurisdiction and tag sequence number (e.g. Bexar County — No. 00025).

2. EQUIPMENT EXCHANGE OR RETURN
Equipment that is damaged, incomplete, non-functional or incorrect should be returned or
exchanged as soon as possible.

3. INSPECTION OF EQUIPMENT

Upon receipt of equipment from a vendor, the receiving entity for the sub-recipient must
immediately inspect the equipment for damage, completeness, and functionality. The sub-
recipient is permitted to delegate the responsibility of inspecting the equipment to the end-
user.

4. MILEAGE LOGS

Sub-recipients must maintain mileage logs for vehicles procured with federal funds. The
SAA may request mileage records at any time for a vehicle procured with federal funds to
verify allowable vehicle use (e.g. official response to CBRNE incidents).
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5. MASTER EQUIPMENT INVENTORY LIST

The sub-recipient shall maintain a master equipment inventory list of grant purchased
equipment. Federal and SAA policies require the sub-recipient to conduct a full equipment
inventory at least once every two years. Any discrepancy must be investigated by sub-
recipients and reported to SAA if it is not resolved.

6. LOSS, THEFT OR DAMAGE OF EQUIPMENT
Sub-recipient should make all efforts to prevent loss, theft or damage of equipment. Any

loss, theft or damage of equipment should be investigated and reported to the SAA within
10 days.

7. EQUIPMENT MAINTENANCE

The end user of equipment must implement maintenance procedures to keep the property
in good condition. Evidence of this requirement will be reviewed as part of the monitoring
process.

8. EQUIPMENT PREPARED FOR DEPLOYMENT

The end user of equipment must inspect equipment to ensure it is operational for
deployment. Evidence of this requirement will be reviewed as part of the monitoring
process.

9. TRANSFERRING PROPERTY AND EQUIPMENT

A sub-recipient must inform the SAA within 30 days when transferring equipment from its
original documented location to another location. Sub-recipients must submit Property
Transfer Record Agreement (found in the SAA information bulletins in Appendix A). The
sub-recipient must retain a copy of the agreement in the applicable federal grant file.

10. DISPOSITION OF EQUIPMENT
Disposition of equipment is addressed in SAA Informational Bulletin #3 found in Appendix A.

B. EQUIPMENT VS SUPPLIES

An “equipment” item is a material unit which meets ALL of the following conditions:

e [t retains its original shape and appearance with use.

e [t is nonexpendable; that s, it is usually more feasible to repair it rather than
replace it with an entirely new unit.

e It does not lose its identity through incorporation into a different or more complex
unit or substance.

Therefore, if an item does not meet all of the above criteria it must be considered as a “supply”
item.
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C. SAFEGUARDING GOVERNMENT PROPERTY

A control system shall be in effect to ensure adequate safeguards to prevent loss, damage, or
theft of the property. Sub-recipients are responsible for replacing or repairing the property
which is willfully or negligently lost, stolen, damaged or destroyed. Any loss, damage or theft of
the property must be investigated and fully documented, and made part of the official grant
record. The investigation report and documentation shall be submitted to the SAA.
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V1. BIANNUAL STRATEGY IMPLEMENTATION REPORT
(BSIR) AND GRANT CLOSE OUT

Sub-recipients will be required to submit updated strategy implementation information
biannually. BSIRs will satisfy the narrative reporting requirement, which are due within 30 days
after the end of the reporting periods (June 30 and December 31), for the life of the award.
BSIRs will update information on obligations, expenditures, and progress made on activities
noted in the Initial Strategy Implementation Plan (ISIP), and will include an update of all
information submitted in that report. The report format for the BSIR will be identical to the ISIP.
Sub-recipients are also required to submit a Final Strategy Implementation Report 90 days after
the end date of the federal performance period.

SAA grant close-outs are done once the period of performance has ended for the sub-recipient.
Any funds not expended will be reallocated according to SAA guidance. Any unexpended funds
will be de-obligated at the end of the federal grant period of performance and returned to
FEMA.

A. REGIONAL / LOCAL LEVEL CLOSEOUT

= (Close out and reconciliation of grant within 45 days after end of the sub-recipient
performance period or any approved extensions
0 Submission of any outstanding invoices and related expenditure documents
= Awarded funds that were not expended will be reallocated according to SAA policy
=  Complete final progress report in SPARS
O Status of projects
0 Milestones accomplished
=  Complete Final Strategy Implementation Report requirements for respective
jurisdictions within 90 days after the end of the federal performance period

B. STATE/FEDERAL LEVEL CLOSEOUT

= Close out due within 90 days after end of the federal performance period or any approved
extensions
0 No new expenditures can be submitted during close out
o All adjustments, credits, and reconciliations must be completed
0 Once closeout is complete no adjustments or reimbursements will occur; sub-
recipients will have to contact FEMA directly to submit payments or credits
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C. RETENTION OF RECORDS

Financial records, supporting documents, statistical records, and all other records pertinent to
an award shall be retained for a period of three years from the date of submission of the final
expenditure report per OMB Circular A-110. The three year period begins after the SAA has
submitted the final report for the state, not when the sub-recipient has submitted its report to
the SAA.

D. ACCESS TO RECORDS

OMB Circular A-110.53 sets forth requirements for record retention and access to records for
awards to recipients.
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VII. MONITORING

As the grantee of homeland security grant funding for Texas, the SAA, assisted by the Council of
Governments (COGs) pursuant to their Statement of Work, is responsible for monitoring sub-
award activities. The SAA monitors sub-recipients to provide assurance that the Federal award
is administered in compliance with Federal and State requirements and ensure performance is
achieved.

A. MONITORING PROCESS

Monitoring begins from the time a jurisdiction receives a grant award and continues
throughout the life of the grant. The monitoring process includes reviews and approvals of
expenditure requests, reimbursements, property management, financial records, and other
activities associated with allocating and expending grant funds. Annual single A-133 audits are
reviewed for those sub-recipients that expend $500,000 in Federal and state funds. Quarterly
performance reports are also analyzed. Periodically, the SAA and COGs will conduct monitoring
through desk reviews and on-site visits.

B. DESK REVIEWS AND ON-SITE VISITS

In desk reviews, to substantiate progress and ensure compliance with Federal regulations and
grant terms and conditions, monitors conduct detailed, paper-based reviews and evaluations of
financial transactions, progress reports, correspondence, and other grant documentation. After
completing the desk review, monitors may also decide to conduct an on-site visit.

When the SAA conducts on-site monitoring, it sends a pre-monitoring letter/email to the
jurisdiction. In the letter, SAA staff will confirm location, date, and time of the visit, and
introduces the team of SAA and COG staff conducting the monitoring. The letter also requests
the necessary sub-recipient representatives who should be available (i.e. the designated
representative, authorized official, and/or procurement official) and highlights some of the
materials / equipment necessary for monitoring. Enclosed in the letter is also a Representation
Form and the Monitoring Checklist.

(Continued on next page)
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TEXAS DEPARTMENT OF PUBLIC SAFETY

5805 N. LAMAR BLVD « BOX 4087 « AUSTIN, TEXAS 78773-0001
512/424-2000

www.txdps.state.tx.us

COMMISSION

STEVEN C. McCRAW

DIRECTOR ALLAN B. POLUNSKY, CHAIR
LAMAR BECKWORTH C. TOM CLOWE, JR.
CHERYL MacBRIDE ADA BROWN
JOHM STEEN

DEPUTY DIRECTORS CARIN MARCY BARTH

DATE

Name of Elected Official
Title

Address

City, State, Zip Code

Dear Sir/Ma’am:

This letter is to follow-up a recent notification by the Texas Department of Public Safety State
Administrative Agency of an on-site monitoring review at on DATE of Review. The
purpose of the visit is to verify that your Homeland Security grant award 1s administered in compliance
with grant requirements and the Sub-recipient Agreement. Also included is a review of your jurisdiction’s
performance in support of the Texas Homeland Security Strategic Plan.

Grant eligibility will be reviewed including, but not limited to your Emergency Management Plan level,
NIMS compliance, TRRN registration and certification, and financial records. Your inventory control
process will be evaluated. Grant funded assets over $5,000 and all controlled assets will be checked
including your inventory control log, tagging, maintenance, security, and deployment. The jurisdiction
will need to document compliance with its procurement process in purchasing grant funded assets.

We look forward to working with you during our visit for a safer Texas.

Sincerely,

Machelle Pharr
Deputy Assistant Director
Texas Homeland Security, State Administrative Agency

MP:cs

Enclosures: 1 - Representation Form
2 - SAA Monitoring Checklist

Notification Letter
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Sample Copy
Representation Form

We request that this form be signed in blue ink and returned to the monitor on the date of the visit. The
jurisdiction confirms, via signature, the following representations.

1. We are responsible for ensuring that equipment is tracked and secured in the manner that is most likely
to prevent theft, loss, damage, or misuse of assets.

2. We have ensured purchased equipment has been opened, inspected, and readied for immediate
deployment.

3. The purchased equipment supports the Texas Homeland Security Strategic Plan and the jurisdiction’s
sub-recipient agreement.

These representations are made in good faith and to the best of our knowledge and belief.

Jurisdiction POC or Designee/Date

Representation Form

Chapter VII — Page 47




CHAPTER VII

SAA Sub-recipient Manual: Volume |l

Sample of only Cover Page
SAA MONITORING CHECKLIST

SUPPLANTING VERIFICATION

REFERENCE

Did your jurisdiction use grant money to pay for items that had previously been
appropriated for in your local budget?

Office of Grants Management
Financial Guide and Uniform Grant
Management Standards (UGMS)
2004

FINANCIAL MANAGEMENT

REFERENCE

What is your jurisdiction’s procurement policy?

Office of Grants Management
Financial Guide, Uniform Grant
Management Standards (UGMS)
2004, Local Government Code
Chapters 252 {(municipalities) and
262 (counties)

Note: Copies of your procurement
policy will be requested and reviewed
to ensure compliance with State
standards

Did your jurisdiction analyze the approved purchasing methods to determine the
best option for purchase?

Office of Grants Management
Financial Guide, Uniform Grant
Management Standards (UGMS)
2004, and Federal grant guidelines.

Note: Prime Vendor, HGAC or Local
Purchase

Monitoring Checklist
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During the on-site or desk-review, SAA personnel will conduct a review and complete the
Monitoring Checklist. The most common problem areas found during monitoring visits include:

e thejurisdiction has not adopted or cannot locate its National Incident Management
System (NIMS) Plan or its procurement policy;

e thejurisdiction failed to check whether its vendors are on the Excluded Parties List
System at www.EPLS.gov;

e thejurisdiction’s inventory failed to list all equipment purchased with grant funds for
more than $5,000, or did not collect each of the 12 pieces of required information, see
the Property Inventory Control Log; or finally,

e the jurisdiction used grant-funded vehicles improperly. Vehicle logs must be kept and
no executive transport with grant-funded vehicles is allowed. The list of forms are
located on SAA’s website at
www.txdps.state.tx.us/director staff/saa/audit and compliance.htm

NIMSCAST Website

7= NIMSCAST - Welcome to the NIMSCAST! - Microsoft Internet Explorer provided by Tx DPS

EFX
&3 )~ [ rupsiiivmne fema govinimscast] =T i
Fis Edt  View Favortes Tooks Help
W |85 MIMSCAST - Wekame to the MIMSCAST! | Pl T - s e e
FEMA National Integration Center

| MIMS Compliance Assistance Support Tool (NIMSCAST)

not logged in

Welcome to the NIMS Compliance Assistance Support Tool (NIMSCAST) @auestionsicomments

Raset My Password
sistance Suppon Tool (NIMSCAST) FEMA's National iMegration Center LOB In

1o the National Incident Management Systam
2 ihe NIWSCAST as the pramier sall-assessmen

Login e tibal, and local governmants to evaluate and report their junsdiction's
ation of NIMS: Emaik:

Beginning in Fis ity Presidential Dir Pasawrord:

HILES by State and loc

Centar relies on is n nnlgm

| Legin
51 or fargoflen password

Announcements

roal,

Frequently Asked

-up assessments that we
@cting responses to th
SCAST data Is restrich

in the HIMSCAST
assessments, data
basis

% been maintained
gntered into the system will still be avalable for review viathe

OMB NO.: 1660-0087

EXPIRATION DATE 01/31/2013

PAPERWORK BURDEN DISCLOSURE NOTICE

SDunC grmallor unlas
ng the Du den bo: Informati onsrlena"emcnt Jepantmant of

£, Paperwork Reduction Project (1860-0087) NOTE: Do not send your completed s
o Tnisted stes H100% -

displayed on1n s form, Send ans |eJ.}|um the ac
Homeland Security, Federal Emer ency Management Agency,

8 nbox - Mcrosoft Out... | ot - e 7 NIMSCAST - Wekcome. .,
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/= Excluded Part

File Edt View Favortes Tools  Help

£ itps:fovem.epls, gov]

W B | @ Excuded Parties List System

List System - Microsoft Internet Explorer provided by Tx DPS

EPLS

Search - Current Exclusions

= Advences Search
»Muligle Names

»Exact Hama and S5

t Upoates
# Al Reccrds

View Cause and Treatment Code
Descriptions:

»Recprocal Codes
» Procurement Codes
» Nemprocurement Codes

»dgency Contacts

» Agency Descrotons

> State/Country Code Descriotions

OFFICIAL GOVERNMMENT USE OMLY

8 tnbece - Microsoft Cut...

Important Notice -- EPLS Help Desk Changes

On Monday September 21, 2009, the email addresses and phone number to contact the EPLS help desk will change
Beginning on this date. all EPLS help requests will be directed to the GSA Federal Senice Desk. The cument phone
number and email addresses will be discontinued, and any requests made using the curent contact information wall
not receive a response starting on September 21

Introduction

This VWorld Wide VWeb site is provided as a public senice by General Senices Administration \) for the purpose of
efficiently and comveniently disseminating information on parties that are excluded from receiing Federal contracts
centain subcontracts, and certan Federal financial and nenfinancial assistance and benefits. pursuant ta the
provisions of 31 US C 6101, note O 12549 EO 12689 48 CFR 9404, and each agency's codification of the
Common Rule for Honprocurement suspension and debarment

Security Notice

" € booument! - Mcrosof.., /7

This system and related sofiware and equipment are intended solely for the communication transmission
processing, and storage of U S vemnment information. For site security purposes and to ensura that thi b site
remains available to all users, GSA monitors network traffic to identify unauthonzed attempts to upload or change
infarmation or to otherwise cause damage to the site Anyone using this Web site expressly consents to such

Resources

= Search Help

» Advanced Search Tigs
» Publc User's Marual
*FAQ

» cronyms

a2 Hgwn

= Agvanced Reporis

» Advanced Archive Search

= Wutipie Names

»Recest Updates

» Browas Al Recors
e
&/ Trusted stes

-5 B8 10:31 AN

PROPERTY INVENTORY CONTROL LOG

Sample Copy

SAATXDPS Form D6-005(0&/10)
Condition of

Property
(N=NEW,
G=G000, Disposition
ltem Control ltemn Name & SerialModel Acquisition Unit % of Federal Grant Location of Property F=FAIR, Name of Title Diate/Fair Market
Mumber Description MNumber Date Cost Pariicipation Typelfear | Property Purpose P=POOR} Haolder Walue

*Conduct physical inventory at least once every two years
* Control system mst ensure adequate safeguards to prevent loss,

damage or theft

* Disposition - see procadures m (OJP Fmancial Guide
* Use Vehicle Identification Mumber (W11} in place of serial mumbers for

motor vehicles

* Enswre adequate equipment maintenance procedures

Property Inventory Control Log
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Sample Copy

Vehicle Operator Log
LICENSE

MONTHYEAR MAKEMODEL PLATE #
JURISDICTION VIN#
MILEAGE
DATE BEGINNING ENDING TOTAL PURPOSE FOR WHICH VEHICLE IS BEING USED PRINT NAME OF OPERATOR

SAATXDPS Form 06-009 (08/10)

Vehicle Operator Log

C. MONITORING REPORTS

After the monitoring visit or desk review, the jurisdiction will receive a post-monitoring letter.
The letter will include a draft report which summarizes the monitoring results, makes
recommendations for improvements, and discusses any remaining compliance issues. If there
are any remaining deficiencies issues, the jurisdiction will be asked to propose a corrective
action plan. The jurisdiction must acknowledge receipt of the report, return the reply sheet to
the SAA, and submit a Technical Assistance Plan within twenty days of receipt of the report.
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TEXAS DEPARTMENT OF PUBLIC SAFETY

5305 N LAMAR BLVD = BOX 4087 = AUSTIN, TEXAS 78773-0001
512/1424-2000

o WL dps. texas . g ov

Name of elected Official
Tatle/ Junsdiction
Address

City and State

Dear:

This letter forwards for vourreview a copv ofthe draftreport forthe homeland securnity grant monitoring and
compliance review conducted on September 7, 2011, Because deficiencies were notad, a Technical
Aszistance Planis enclozed foradoption as vour junisdiction’s Comective Action Flan. To do so, within 20
calendar days ofthisreport, please sigh and retn the comective action 'technical assistance plan (TAP)to
the THSSAA.

The Texas Department of Public Safety and the State Adnumistrative Agency will assume vou concur with
thereport and adopt the TAPunless vou advise us othersise in writing within 20 calendar davs.

Completion of all TAP items is due by (30, 60 davs or date specified). Failure to complete all TAP items
within time frame specifiedmay lead to the junisdiction’s grant funding being withheld, or suspendedas
outlinedin 44 CFE § 13.43{a)(1)-{4).

Uzing the enclosedreply fax sheet, Irequestthat vouacknowledgereceipt ofthe draftreport and TAP within
10 calendar davys.

Sincerely,

Machelle Pharr
Deputy Assistant Director,
Texas Homeland Secunty, State Adnumistrative Agency

MP;d
Enclosures: 1 — Draft Feport

2 —5AA Feply Form
3 — Technical Aszistance Plan

Post Monitoring Letter
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First Page Only
Homeland Security Grant Review
Name of Jurisdiction/Entity
Date of the Review
Report Number XXXX

Overview

The Texas Department of Public Safety, State Administrative Agency (TxXDPS/SAA) Monitoring
and Compliance team conducted an on-site review of Name of Jurisdiction. The focus of this
review was to ensure the jurisdiction complied with the regulations and guidelines of the
Homeland Security Grant Program.

The SAA provided technical assistance and will continue to work with the jurisdiction to correct
the deficiencies listed in this report. A Technical Assistance Plan 1s included with this report.

Summary of Monitoring Results

Jurisdiction Provided Assurance Grant Funds Used to Supplement Existing Funds and Not
Replace Funds that Have Been Approved for the Same Purpose as Required By the HSGP
Grant Guidance

[] Confirmed by the Jurisdiction [ ] Not Confirmed by the Jurisdiction

Purchase Methods Analyzed to Provide the Best Value for Purchased Items as required by
44 CFR 13.36, UGMS Subpart C(.36) and Local Government Code 252 and 262

] Satisfactory [ ] Needs Improvement [] Corrected

Spending Plan or Timetable Outlining Expenditure of Homeland Security Grant Funds as
Required by the SAA

] Satisfactory [] Needs Improvement [] Corrected

Jurisdiction has Followed Competitive Bidding and Sole Source Guidelines as Required by
44 CFR 13.36, UGMS Subpart C(.36) and Local Government Code 252 and 262

[ ] Satisfactory [ ] Needs Improvement [[] Corrected
Economic Hardship Procedures Followed as Required by SAA Information Bulletin No. 9
[] Satisfactory [] Needs Improvement [] Corrected [] Not Applicable

Local Procurement Policy Complies with Local Government Code 252 (Cities and Councils
of Governments) and Local Government Code 262 (Counties)

] Satisfactory [] Needs Improvement [] Corrected

Draft Monitoring Report

Chapter VII — Page 53




CHAPTER VII

SAA Sub-recipient Manual: Volume |l

TEXAS DEPARTMENT OF PUBLIC SAFETY

5805 N. LAMAR BLVD « BOX 4087 » AUSTIN, TEXAS 78773-0001
512/424-2000
Www.txdps.state.tx.us

COMMISSION

STEVEN C. McCRAW
DIRECTOR ALLAN B. POLUNSKY, CHAIR
LAMAR BECKWORTH C. TOM CLOWE, JR
BRAD RABLE ADA BROWN
DEPUTY DIRECTORS JOHN STEEN
CARIN MARCY BARTH

R EPLY F A X

Please acknowledge receipt of the draft report for the SAA Monitoring visit conducted on
. Sign and fax this form to SAA upon receipt.

Name:

Signature:

Chief Elected Official/Executive

Please sign and fax to 512-206-3137
NO COVER SHEET REQUIRED

If unable to fax, please mail form to:

TxDPS - SAA

Attn: Audit Compliance Unit
P.O. Box 4087

Austin, TX 78773-0270

You may also scan and email to: Cedic.Scott@txdps.state.tx.us

Acknowledgement of Report Letter
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JURISDICTION: DATE:

TECHNICAL ASSISTANCE PLAN

Ref#

TECHNICAL ASSISTANCE ITEM Grant ACTION STATUS

20111

Jurisdiction will provide to the SAA a NIMS training implementation
plan and a letter from the Gounty Judge confirming that the training
plan has been implemented as County policy.

All

| have read and understand the deficient items listed needing corrective action and will choose the fellowing action :
Please initial the appropriate respense below.

| adopt the TAP as provided by the SAA in its current form as our corrective action plan

The jurisdiction will pravide its own corrective action plan within 20 calendar days to the SAA

Please sign and return this form within 20 calendar days to the Texas Homeland Security State Administrative Agency.
1033 La Posada, Austin, Texas 78752 Fax- §12-206-3137

MName of elected official / Date

Technical Assistance Plan

D. FREQUENTLY ASKED MONITORING QUESTIONS

1. WHAT IS MONITORING VERSUS AUDITING

e Monitoring — to watch and keep track of — check for a special purpose

(0}

O O 0O

(0}
o

Is preventative

Oversight and stewardship of Federal funds

Assessment of performance and progress

Quality assurance and control

Compliance to regulations, Administrative Requirements, OMB Circulars / 2 CFR
Grants and Agreements

Not a one-time event, but an on-going process

Requires Technical Assistance (TA)

e Auditing — to conduct a formal examination of an organization

(0}

Is corrective or curative

WHY MONITOR?

e Assess progress of the sub-recipient

e |dentify and correct problems early

e Work with sub-recipient to correct problems

e Prevent waste, fraud, and abuse

e Ensure good performance and success

e Develop working relationships with the jurisdictions

e Ensure Federal requirements are met (44 CFR § 13.40)
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e Ensure OMB Circular A-133 Single Audit requirements are met ($500,000 or more
federal funds expended in a fiscal year grant)
e To ensure and assess:
0 Programmatic objectives are achieved
0 FEMA grant funds and any required matching are expended in ways that meet
the provisions of pertinent statutes, regulations, Administrative Requirements,
and relevant OMB Circulars
0 Property and other grant-related resources are appropriately protected

3. WHAT IS MONITORED?
e Programmatic

(0]

Strategic and objectives based

O Technical

(0]

Performance

e Financial

(0}
(0}
(0}

Business and financial administration
Evidence of expenditures
Compliance with Federal financial rules and program requirements

4. WHAT ARE THE TYPES OF MONITORING?

e Desk Reviews

(0}

Detailed, paper-based review and evaluation of required financial and
progress reports, correspondence, and other documentation, including
grantee policies and procedures, to substantiate progress and compliance
Verifies grantee compliance with Federal regulations, Terms, and Conditions
Identifies exceptions and potential issues

Financial

= Review of transactions

= Can be reviewed on a regular basis

= Core review of a grantees’ general management practices

= May require further scrutiny through on-site financial monitoring

e Electronic Grant Management System (EGMS) — currently using State Preparedness
Assessment Reporting System (SPARS) to monitor daily and assist in accomplishing
desk reviews

e Site Visits (On-site)

O Visit by FEMA/SAA program staff and/or grants management staff to the site

of grantee operations and/or selected performance sites (e.g., for sub-
grants) to substantiate progress and compliance with laws, regulations, and
policies, or to provide technical assistance

Ideally conducted by a team

Assess grantees’ capability, performance, and compliance against
administrative regulations and public policy requirements
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SAA Sub-recipient Manua: Volumell

Informational Bulletins can be obtained at_http://www.txdps.state.tx.us/director staff/saal.

Information Bulletin, No. 1 Guideline for Equipment Management Procedures
GDEM-SAA Information Bulletin, No. 1, June 16, 2006

Homeland Security Grant Program (HSGP) Equipment

Management Guideline — Use of Grant-Funded Vehicles

Information Bulletin, No. 2 Guideline for Equipment Tagging Procedures

GDEM-SAA Information Bulletin, No. 2, August 10, 2006

Homeland Security Grant Program (HSGP) Equipment Management Guideline — Equipment
Tagging Procedures

Information Bulletin, No. 3 Guideline for Disposition of Purchased Equipment

GDEM-SAA Information Bulletin, No. 3, August 31, 2006

GDEM-SAA Homeland Security Grant Program (HSGP) Equipment Management Guideline-
Disposition of Grant-Purchased Equipment

Information Bulletin, No. 4 Guideline for Elevated Security Threat Reimbursement
GDEM-SAA Information Bulletin, No. 4, September 22, 2006

GDEM-SAA Homeland Security Grant Program (HSGP) Elevated Security Threat
Reimbursement Guidelines

Elevated Security Threat Reimbursement Form

Information Bulletin, No .5 Guideline for Interoperable Communications
GDEM-SAA Information Bulletin, No. 5, March 22, 2007
GDEM-SAA Homeland Security Grant Program (HSGP) Interoperable Communications

Information Bulletin, No. 7 Guideline for M&A Funds Associated with HSGP
GDEM-SAA Information Bulletin, No. 7, August 22, 2007

Clarification of Available Personnel and Management and Administration (M&A) Funds
Associated with the Homeland Security Grant Program (HSGP)

Information Bulletin, No. 9 Guideline for Cash Advance

GDEM-SAA Information Bulletin, No. 9, January 10, 2008

GDEM - SAA Homeland Security Grant Program (HSGP) Cash Advance Requirement
Guiddine

Information Bulletin, No. 11 Sole Source Procurement Requirement Guideline

GDEM-SAA Information Bulletin, No. 11, March 3, 2009

Sole Source Procurement Requirement Guideline

Sole Source Checklist

Justification to awarding agency for Non-competitive Procurement (Sole Source Contracting)

Information Bulletin, No. 12 Allowable and Unallowable Costs
GDEM-SAA Information Bulletin, No. 12, June 3, 2009
Clarification of Allowable and Unallowable Costs for the 2008 IECGP
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SAA Sub-recipient Manua: Volumell

Information Bulletin, No. 13 Allowable and Unallowable Costs
TDEM-SAA Information Bulletin, No. 13, December 1, 2009
Expenditure Request — Required Documentation

Information Bulletin, No. 14 Grant Funded Out-Of-State Travel
TDEM-SAA Information Bulletin, No. 14, December 1, 2009
Approval process for an out-of-state travel request

Information Bulletin, No. 15 Operation Stonegarden Procedures
TDEM-SAA Information Bulletin, No. 15, January 11, 20010
Guidance and procedures for Operation Stonegarden reimbursement

Information Bulletin, No. 11-001 Guidance for Non-governmental Entity Receipt of HSGP
Funded Equipment

SAA Information Bulletin, No. 11-001, March 2, 2011

Property Transfer Record Agreement

Property Permanent Loan Form

Information Bulletin, No. 11-004 Council of Governments Statement of Work
SAA Information Bulletin, No. 11-004, August, 2010
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SPARS State Prepar edness Assessment and Reporting Service

https://www.texasdpa.com/

SPARS is a customized grant management tool that is designed to increase the ease of
overseeing homeland security grants. It is a Secure Sockets Layer (SSL) encrypted, web-based
application that can be accessed anywhere you have in Internet connection. (Password Required)

National Incident Management System Integration Center (NIC)
http://www.fema.gov/emergency/nims/

The NIC was established by the Secretary of Homeland Security to provide strategic direction
for and oversight of the National Incident Management System (NIMS).

Responder Knowledge Base

https://www.rkb.us/

This Knowledge Base was created to provide Emergency Responders, purchasers, and planners
with a trusted, integrated, on-line source of information on products, standards, certifications,
grants, and other equipment-related information. It includes grant guidance, authorized
equipment list (AEL) codes, tabs for grant allow-ability, and previous AEL numbers.

U.S. Department of Justice Office of Justice Programs Financial Guide
http://www.ojp.usdoj.gov/financialguide/

This document is provided for the use of all recipients and their sub recipients of federal grant
programs administered by the Office of Justice Programs (OJP).

FEMA Homeland Security Grants
http://www.fema.gov/government/grant
Provides guidance on homeland security grants.

Texas State I nteroper ability Executive Committee

http://www.tsiec.region49.org/

This site contains links to the COG's Interoperability Plans and news regarding interoperability
progress.

Office of the Governor Grant Guidelinesand Instructionsfor State Agenciesand Others
http://governor.state.tx.us/homeland/
http://governor.state.tx.us/grants/

Texas Association of Regional Councils

http://www.txregionalcouncil.org/

The Texas Association of Regional Councils (TARC) was organized in 1973 by interlocal
agreement among Texas' 24 regional councils of governments. The statewide association assists
the regional councils in strengthening their capabilities to serve their local government members;
provides a forum for the regular exchange of information and ideas; educates other governmental
entities, public and private organizations, and the general public about the services and functions
of regional councils; and represents the councils before both state and federal agencies and
legislative bodies.
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Citizen Corps by Region
http://www.txregionalcouncil.org/display.php?page=cc/index.php&sub=cc

L essons L earned Information Sharing

https://www.llis.dhs.gov/index.do

This website is the national network of Lessons Learned and Best Practices for emergency
response providers and homeland security officials. LLIS.gov’s secure, restricted-access
information is designed to facilitate efforts to prevent, prepare for and respond to acts of
terrorism and other incidents across all disciplines and communities throughout the US.

Excluded PartiesList System

https://www.epls.gov/

This site is a public service by General Services Administration (GSA) for the purpose of
efficiently and conveniently disseminating information on parties that are excluded from
receiving Federal contracts, certain subcontracts, and certain Federal financial and non-financial
assistance and benefits.

SAFECOM

http://www.safecomprogram.gov/SAFECOM

SAFECOM, a communications program of the Department of Homeland Security's Office for
interoperability and Compatibility (OIC), with its Federal partners, provides research,
development, testing and evaluation, guidance, tools, and templates on communications-related
issues to local, tribal, state, and Federal emergency response agencies.

Fusion Center Guidelines (Large PDF - 5.74 MB)
http://it.ojp.gov/documents/fusion_center_guidelines_law_enforcement.pdf

Texas Homeland Security Conference 2010 — Presentation: "How Grants Work" (PDF)
http://www.txdps.state.tx.us/dem/saa/documents/HowGrantsWork.pdf

SAA overview of the Homeland Security Grant process. Presented at the Texas Homeland
Security Conference — February 18, 2010
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Allowable Costs - A cost is allocable to a particular cost objective if the goods or services
involved are chargeable or assignable to such cost objective in accordance with relative benefits
received.

Authorized Equipment List (AEL) - The AEL is published by the FEMA Grant Programs
Directorate, Department of Homeland Security, and is used to determine equipment allowability
under multiple grant programs.

Catastrophic Events - Sudden, natural or man-made situations where change and destruction
may occur without prior knowledge or preparation; such occurrences may limit normal functions
in daily living including communications and travel.

Construction — As defined by DHS for the EOC Grant Program, construction refers to building
a new facility or any changes to the footprint of an existing facility, while renovation refers to
internal improvement to an existing facility.

Grant Group(s) - A Grant Group is a group of staff members assigned to a specific region in
Texas for the purpose of grant administration, management, and monitoring. The Grant Group
consists of a group leader, grant coordinators, grant technicians, and a monitor.

Investment Justification (IJ) - An 1J is formal written justification for the investment of
projects being considered for grant funding. An 1J must demonstrate how a proposed project will
improve emergency management and preparedness capabilities as outlined in the DHS’s
Program Guidance and Application Kit. IJs must be submitted to the SAA.

Law Enforcement Terrorism Prevention Activities (LETPA) — States are required to ensure
at least 25 percent of SHSP appropriated funds and 25 percent of UASI appropriated funds are
dedicated towards law enforcement terrorism prevention-oriented planning, organization,
training, exercise, and equipment activities, including those activities which support
development and operation of fusion centers.

Memorandum of Understanding (MOU) - An MOU may be used as a confirmation of agreed
upon terms; it may also be a contract used to set forth the basic principles and guidelines under
which parties will work together to accomplish their goals.

National Environmental Policy Act (NEPA) — NEPA is a United States environmental law that
established a U.S. national policy promoting the enhancement of the environment and also
established the President's Council on Environmental Quality (CEQ).

National Historic Preservation Act (NHPA) - NHPA, (Public Law 89-665; 16 U.S.C. 470 et
seq.) is legislation intended to preserve historical and archaeological sites in the United States of
America. The act created the National Register of Historic Places, the list of National Historic
Landmarks, and the State Historic Preservation Offices. Senate Bill 3035, the National Historic
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Preservation Act, was signed into law on October 15, 1966; several amendments have been made
since, i.e., the act requires Federal agencies to evaluate the impact of all Federally funded or
permitted projects on historic properties (buildings, archaeological sites, etc.) through a
process known as Section 106 Review.

Point of Contact (POC) — A POC is the identification of, and means of communication with,
person(s) and organizations(s) associated with the resource(s). A POC can be a person or a
department serving as the coordinator or focal point of information concerning an activity or
program. POCs are used in many cases where information is time sensitive and accuracy is
important.

Responder Knowledge Base (RKB) — The RKB provides emergency responders, purchasers,
and planners with an online source of information on products, standards, certifications, grants,
and other equipment-related information.

Statement of Work - A Statement of Work (SOW) is a formal document that captures and
defines the work activities, deliverables and timeline a vendor will execute against in
performance of specified work for a customer. Detailed requirements and pricing are usually
included in the Statement of Work, along with standard regulatory and governance terms and
conditions.

Sub-Recipient/Sub-Grantee - The terms Sub-Recipient and Sub-Grantee are used
interchangeably to define entities of government that receive grant awards. A Sub-Recipient is a
State, city, local, non-profit, tribal Government, or other governmental agency that receives
Federal or State grant funds administered by the grantee, the Texas State Administrative Agency.
The sub-recipient is monitored by, and accountable to the grantee.
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Authorized Equipment List

After Action Report

Association of Public Safety Communication Officials
American Recovery and Reinvestment Act

Bi-Annual Strategy Implementation Report

Chemical, Biological, Radiological, Nuclear, Explosive
U.S. Customs and Border Protection

Cost to Capability

Citizen Corps Program

Center for Domestic Preparedness
Community Emergency Response Teams
Catalog of Federal Domestic Assistance
Code of Federal Regulation

Critical Infrastructure Key Resource
Councils of Government

Cities Readiness Initiative

Centralized Scheduling and Information Desk
Counter Terrorism

U.S. Department of Homeland Security
U.S. Department of Justice
Data Universal Numbering System

Environmental Planning and Historic Preservation

Emergency Management Division

Emergency Management Performance Grant

Emergency Operation Plan

Environmental and historic preservation screening memo
Emergency Systems for Advance Registration of VVolunteer Health
Professionals

Federal Acquisition Regulations

Federal Emergency Management Agency

Federal Emergency Management Agency Grand Program Division
Freedom of Information Act

Financial Status Report

Grant Adjustment Notice

Governors Division of Emergency Management
Geographic Information System

Grant Operations Section

Grants Program Directorate
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HSE

EP ..o
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Hazardous Materials

Homeland Security Exercise and Evaluation Program

Department of Health and Human Services/Assistant Secretary for
Preparedness and Response

State Homeland Security Grant Program

Incident Command System

Interoperable Communication Technical Assistance Program
Investment Justification(s)

Improvement Plan

Initial Strategy for Implementation Plan

Integrated Wireless Network

Law Enforcement Activities Program
Law Enforcement Terrorism Prevention Activity
Lessons Learned Information Sharing

Management and Administration
Memorandum of Agreement
Memorandum of Understanding
Medical Reserve Corp

National Emergency Communications Plan

National Environmental Policy Act

NIMS Integration Center

National Incident Management System

National Incident Management System Compliance Assistance Support Tool
The National Infrastructure Protection Plan

National Preparedness Goal (NPG)

Non-Profit Security Grant Program

National Response Plan

Organization for the Advancement of Structured Information Standards
Office of Emergency Communications

Office of Justice Programs

Office of Grants and Training

Office of Management and Budget

Operation Sonegarden

Operations and Maintenance

Program Analyst

Public Health and Emergency Preparedness

Point of Contact

Planning, Organization, Equipment, Training, Exercises
Program Manager
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	 Requested equipment that is not found on the AEL at https://www.rkb.us may only be purchased after receiving written approval from the SAA and federal awarding agency.
	 Requested equipment that is not listed as allowable on the AEL for a specific grant may only be purchased after submitting a request for waiver through SAA and receiving a written waiver from DHS.



