
1/16/2015

1

Homeland Security Grant Program (HSGP)
2015 Application Guide 

IowaGrants.Gov

January 2015

What’s New: 2015 HSGP

• Homeland Security Advisory Committee (HSAC) 
recommends priority gap capabilities: 

Operational Communications Cybersecurity

Operational Coordination Mass Care Services

Planning Intelligence & Info. Sharing

Public Information & Warning Mass Search & Rescue

Situational Assessment Public/Private Services & Resources

• Funding decisions will be based in part on building or 
strengthening priority gap capabilities.

• Overtime and Backfill will no longer be approved or 
reimbursed due other priorities for grant dollars.
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What’s New: 2015 HSGP, continued

• Implementation of Title 2 of the Code of Federal 
Regulations, Part 200, the Uniform Administrative 
Requirements, Cost Principles, and Audit 
Requirements, (“Uniform Guidance”)

• Scope of Work form in IowaGrants updated.

• Applicants selected for funding will have several 
additional forms to complete to comply with 
Uniform Guidance:

– Federal Funding Accountability and Transparency Act

– Applicant Risk Assessment

– Disclosures, Certifications, and other Assurances
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Timeline: 2015 HSGP

• Application Deadline: March 13, 2015 at 4:00 P.M.

• Webinars:  For application assistance:

• Anticipated Performance Period: October 1, 2014 –
June 30, 2016
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Date Time
2015 Homeland Security Grant Program (HSGP) 
Application Assistance Webinar

Jan. 23, 
2015

9:00 – 10:30 
AM

Please register for the date and time that works best for 
you by clicking this link:
https://attendee.gotowebinar.com/rt/57848718860634
36033Feb. 10, 

2015
1:30 – 3:00 

PM

https://attendee.gotowebinar.com/rt/5784871886063436033
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Getting to your account
To apply for a funding 

opportunity, visit 
www.iowagrants.gov

Click on Returning Users Sign in 
Here. Enter your user ID and 
password.  If you have not 
registered, click on New Users 
Register Here to register.  If you 
forget your user name or 
password, contact the DAS-ITE 
Service Desk email: 
ITE.Servicedesk@iowa.gov

or phone 1-515-281-5703 

or phone 1-800-532-1174
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Main Menu
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1. Click My Profile to edit 

your organization and 

personal information.

2. Click Funding 

Opportunities to start a 

new application for an 

open funding 

opportunity.

3. Click My Applications to 

access applications 

you have already 

started or submitted. 

4. Click My Grants to 

access grants you have 

been awarded. 

From the Main Menu you may:

http://www.iowagrants.gov/
mailto:ITE.Servicedesk@iowa.gov
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1. Always use the system Back button to return to the 

previous page instead of browser Back button.  

Using Back does not save Edits.

2. Always click Save to save data and edits..

3. A red asterisk indicates information must be entered 

into the associated field. If you try to save 

information on a form without entering data in a 

required field, a pop up box will appear reminding 

you to complete the required fields.

4. Text in blue lettering that fade when you hold the 

cursor over them are clickable links.

5. Some fields like telephone numbers and dates 

automatically insert dashes.  Be cognizant of this 

when completing those fields.

6. Copying and pasting text in the system is possible 

using “Ctrl C” to copy and “Ctrl V” to paste.  DO 

NOT copy tables or cells into IowaGrants.gov fields.  

You will not be pleased with the formatting, and it 

will lock fields from editing.  Only copy text.

Basic User Functions
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Accessing Funding Opportunities

8

To begin your 
application, click 
Funding 
Opportunities.  

If you previously 
started your 
application, click 
instead, My 
Applications.  
See page 14 for more 
instruction on 
accessing an existing 
application.
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Finding the Funding Opportunity

9

Hint: Click 
Opportunity Title 
to alphabetize 
the list.

Click Homeland 
Security Grant 
Program – 2015, 
the Funding 
Opportunity for 
which you intend 
to apply.  Note 
the posted 
deadline date.

Reviewing Funding Opportunity

10

Read the Description of the Grant. 
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Reviewing Funding Opportunity

11

Scroll down past the Description to find 
Attachments, Website Links, and Questions 
and Answers.

You may return to these documents at any 
time.   

To open an Attachment or Website Link, find 
the Description of the document, then click 
the blue link to the right.

Reviewing Funding Opportunity

12

Under Attachments, be sure to open and 
read the 2015 HSGP Funding Opportunity 

Announcement, HSEMD document for 
important grant information. 
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Scroll back to top of the Funding 
Opportunity

13

DO NOT click “Copy 
Existing Application”

Click “Start A 
New Application

“Ask A Question” is 
a new feature you 
may use.  Check 

the bottom of the 
Funding 

Opportunity for 
posted Responses

Start a New Application

Enter General Information:   
1. Use the dropdown menu to find the name of the Registered 

Applicant. 
2. Enter a brief project title.  For example:  

“SE Iowa Regional Preparedness”
3. Select the appropriate Organization from the dropdown menu.
4. Click Save; you have now opened or started an application.
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Accessing the Application

15

Once you have started an application, you may always return to it at a 
later time.
1. From the Main Menu, click My Applications.
2. From the list of current applications find the ID number of the 

application you want to complete.  Click on the Project Title to 
access the application. (Not the Funding Opportunity)

Completing the Application

16

You should now be back to the application.   Before you start working on it, 
verify the number is correct and the funding opportunity says Homeland 
Security Grant Program –2015.
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Completing the Application

18

The application is comprised of 8 Application Forms which are completed 
individually.  Only after all forms are completed may you Submit the 
application.  You may Preview at any time.
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General Information

19

Notice that the General Information form is checked as complete and the 
Last Edited date is shown.  

Although it is marked as complete, this form may need updating.  Open it.

To open any 
application form, 
click on the form 

title under 
Application Forms

Edit General Information

20

Click Edit to unlock the form. Select 
Additional Grantee Contacts  
(registered users) so they may 
see and edit the application (and 
later, the grant).

To select more than one name, hold the CTRL key while selecting. 
Click Save to save data.



1/16/2015

11

After clicking Save, this screen will appear.  Review the information to 
ensure it is correct.  If it is not, click Edit to make changes.  Save.

Once the information is correct, click Go to Application Forms.  Follow this 
process for all forms.

Editing/Saving General Information

21

Cover Sheet – General Information

22

Click on the form title, Cover Sheet – General Information to enter data.
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Cover Sheet – General Information

23

The Cover Sheet – General 
Information form is a 
required form for all 
funding opportunities in all 
agencies, so the Iowa 
Department of 
Management  can collect 
the information 
consistently.  

Click Edit to unlock the 
form.

Cover Sheet – General Information

24

Authorized Official: enter name of agency 
official authorized to sign contracts and 
accept federal funds.

Fiscal Officer/Agent: (could be same) enter 
the contact who manages the financials i.e. 
accountant, auditor, etc.

County/Congressional/Legislative Areas
Select applicable areas involved or affected 
by this application’s proposed work plans.  
To select multiple areas within one 
dropdown, hold down the Ctrl key and click 
the items.  Click the Maps to identify areas if 
need be.  

Complete all fields and scroll to the top and 
click Save.
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Cover Sheet – General Information

25

After clicking Save, a screen 
similar to this will appear.  Review 
the information to ensure it is 
correct. 

If it is not,  click Edit and repeat 
steps to make necessary changes.  

If you know you will need to come 
back to this form later, click Go To 
Application Forms.  You will be 
reminded later to go back into it if 
you do not mark it as complete.

Save. Once the information is 
correct, click Mark as Complete.

Form Completion
After you click Mark as Complete or Go to Application Forms you will 
see this screen.  Notice the checkmark appears after you have selected 
Mark as Complete.

26

Click Preview to see 
how your application 
looks at any point in 
the process.
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Scope of Work

27

Click Scope of Work to open the form.  

Read and follow the instructions 
provided at the top of the form.  

Scope of Work

28

This form is a series of 
questions and drop down 
menus.  It is 
recommended that you 
read all the questions 
before you begin to 
compose responses. 

Be sure to Save.  Using the 
Back button does not save 
changes.  Click Edit if 
needed to open the form 
for revisions.  
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Work Plan: Actions & Timeline

29

A well thought out project will have a 
clear goal and objectives that will be met 
by accomplishing a series of actions in a 
specific order by target deadlines. 

A grant’s performance period will be 
established based on the Work Plan. 

Click Work Plan: Actions & Timeline to 
open the form.  

Work Plan: Actions & Timeline

30

Read and follow the 
instructions provided.

Identify actions and 
milestones that will occur 
to accomplish the projects 
goal and objectives.   Use 
only the amount of time 
(quarters) required to 
complete the project.

Be as specific as possible.   

Save.  Mark as Complete
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Application Budget Worksheet

31

A sound project has a sound budget.  Click Application Budget 
Worksheet to open the form.

Application Budget Worksheet

32

Read and follow the instructions provided.  Be sure to click on the 
blue link “here” to open the Application Budget Worksheet.  It is an 
Excel document.  Note: if using FoxFire as your browser, be sure to 
indicate the file that you are trying to open is an Excel document.
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Application Budget Worksheet

33

The worksheet is a tool to  help develop a 
meaningful budget. Complete and upload  the 
document. It will provide valuable 
information for funding decisions.

The document opens on the Instruction page.  
PRINT, READ and FOLLOW THE 
INSTRUCTIONS. 

34

After completing 
the Worksheet on 

Tab 2, print the 
Budget Summary, 

Tab 3.
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HSGP Budget Form

35

Open the HSGP Budget -

2015 Form.

Click Edit.

36

Enter costs from the Budget  

Summary form that you just 

printed.

Check line item amounts and 

budget total to make sure they 

are correctly entered.

Save.  

Mark as Complete.
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Designated Authorized 
Representative

This form is completed and signed by 

the organization’s Executive Officer 

or Chief Elected Official to authorize 

specifically named people to manage 

the grant.  Otherwise, only the 

Authorized Official identified on the 

Cover Page may serve as grantee 

contact and submit claims.  Follow 

instructions provided.

37

Minority Impact Statement

Follow instructions provided.

Save. 

Mark as Complete.
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Preview Application

39

When all forms have been marked complete, click Preview to 

preview entries. If you need to change an entry, click Go to 

Application Forms, click on the form you need to change, click 

Edit and make revisions.  Save your changes. If the application 

is correct and you want a hard copy, click Print.  This will open a 

second window for you to then click File and Print. 

After all information is 
verified and each form has 
been marked complete, click 
Submit. 

The authorized 
representative must submit 
the application.  
Type your name for your 
signature and certify “Yes” 
that you understand the 
terms of the Funding 
Opportunity. 

Click Submit. 

Application Submission

40
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A pop-up window will open 
asking if you are sure you are 
ready to submit this 
application.  Click Yes. 

A screen will appear 
confirming submission.   If 
you do not see this screen, 
you have not successfully 
submitted the application.

Application Submission

41

From this screen, 
click the Back 
button.  

Application Verification

42

You will be taken back to 
the Funding Opportunity 
page where you can 
verify your application is 
in Submitted status. 

You may Log Out.  You 
do not need to do 
anything further at this 
time. 
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If you receive an e-
mail from Dulles 
Tech stating you 
need to make 
corrections or if 
you  simply want to 
check the status of 
your application, 
Click My 
Applications.  

Checking Status of Application

43

Under the Project 
Title heading, 
locate your Pre-
Application.  

Notice under 
Status, it shows 
Submitted. 

To open, click on 
the title.  

Checking Status of Application

44
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Submitted Application

45

No changes can be made to a 
submitted application.  You will 
only be able to view a “flat” 
version of the information you 
submitted.    

If a significant change is  
necessary and the submission 
deadline has not passed, you 
may contact HSEMD grant staff 
and ask that they return the 
application for correcting.  

Application Status

46

Definitions of Application status in My Applications: 

Editing = Application is started but not yet submitted. 

Submitted = Application is submitted and awaiting HSEMD review/action. 

Correcting = Application was reviewed and negotiated back to the applicant.  
From this status, the applicant must make necessary changes and resubmit.  
Once resubmitted, the application goes back to Submitted status. 
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Additional Information

47

You will receive notifications of changes in your 

application status (submitted, correcting, underway).  

To ensure you receive these notifications, make sure 

the following email address is not blocked by your 

spam filter:

iowagrants@dullestech.com (do not respond to this 

address)

If you have more than one project for which you need 

to submit an application, you must start a new 

application.  

Contact For Questions

Homeland Security Grant Program

Jim Marwedel, Program Officer

Phone:  515-725-3249

E-mail:  jim.Marwedel@iowa.gov

Annette Mansheim, Grant Manager

Phone:  515-725-3291

E-mail:  annette.mansheim@iowa.gov
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