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Homeland Security Grant Program (HSGP)

2015 Application Guide
lowaGrants.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.

* QOvertime 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 lowaGrants 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

Timeline: 2015 HSGP

* Application Deadline: March 13, 2015 at 4:00 P.M.
* Webinars: For application assistance:

Time 2015 Homeland Security Grant Program (HSGP)
Application Assistance Webinar

9:00—10:30 Please register for the date and time that works best for
2015

AM you by clicking this link:
https://attendee.gotowebinar.com/rt/57848718860634
Feb. 10, 1:30-3:00
36033
2015 PM

* Anticipated Performance Period: October 1, 2014 —
June 30, 2016


https://attendee.gotowebinar.com/rt/5784871886063436033
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Getting to your account

lowaGrants.gov

System Compatibility

Welcome to lowaGrants.gov
lowa’s Funding Opportunity Search and Electronic Grant

Management System

FUNDING OPPORTUNITIES OFFERED BY
IOWA STATE AGENCIES

ELECTRONIC GRANT MANAGEMENT
SYSTEM

lowa Grants.gov allows you to electronically apply
for and manage grants received by the state of
lowa. Persons accessing the system for this
purpose are reguired to register.

Search Here

You do not need to register for Search access.

Returning Users Sign In Here

New Users Register Here
{Registration Instructions)

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

Main Menu

From the Main Menu you may:

lowaGrants.gov

Qvenu| B telp| fLog Ot

& Weicome

GBack| 1 1 I

Main Menu

3 instructions

8 wyProfie

@ Funding Opportunities
QS Wy Applications

£k My Grants

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.


http://www.iowagrants.gov/
mailto:ITE.Servicedesk@iowa.gov

Basic User Functions

Typed Name of Author]
Represematj *

Date of Authof;
Representative's Requbst*

Performance Grant

Emergency Management f— zmz.Pas@ ‘

Telephone Number* 515-795-3218 ‘

6.

Always use the system Back button to return to the
previous page instead of browser Back button.
Using Back does not save Edits.

Always click Save to save data and edits..

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.

Text in blue lettering that fade when you hold the
cursor over them are clickable links.

Some fields like telephone numbers and dates
automatically insert dashes. Be cognizant of this
when completing those fields.

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 lowaGrants.gov fields.
You will not be pleased with the formatting, and it
will lock fields from editing. Only copy text.

Accessing Funding Opportunities

To begin your
application, click

\if
:\\ Uy, f—

D Menu B Help “;‘ g Out
<) Welcome

Main Menu

Funding
LS Opportunities.

e If you previously

started your

application, click
instead, My

:\ Instructions

8 1y Prome Applications.

5 ;;’ o P See page 14 for more
5 v.v: c instruction on

accessing an existing

application.
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Finding the Funding Opportunity

['a Funding Oppontunities

Current Funding Opportunities

Click on the titfe to open the Funding Opportunity summary.

D Agency Program

All currsntly postsd opportunities appsar bslow. The Application Deadine indicstss the dug date for the spplication submission. You will be unable to submit

Opportunity Title Rl

85548 Public Health Public Health Global

105689 Public Health Substance Abuse Prevention &

Treatment
Substance Abuse Prevention &
SE2 P tieah Treatment
90623 Education Green Ribbon Schools
90528 Education Green Ribbon Schools
90038 Education Green Ribbon Schoois
95692 Education Early Chikihood At-Risk
95269 Management Research & Development
73871 Public Health Pubiic Health Global

105664 Public Health
Homeland Security and
99321 Emergency Management
Department

HIV, ST! and Hepatitis Services

Hazardous Materials Emergency
Preparedness - Planning (HMEP-PL)

Homeland Security and

0425 Crarpencs Marasemment Hazardous Materials Emergency

Preparedness - Training (HMEP-TR)

Department
Hometand Security and
Homeland Security Grant Program -
94732 Emergency Management
et State Homeland Security Program

Hometand Security and

56927 Emergency Manaement Homeland Security Grant Program -
Department

State Homeland Security Program
84635 Economic Development Authorty ITO - Trade Assistance Programs
81287 Economic Development Authority ITO - Trade Assistance Programs
96440 Public Health Chronic Disease Prevention
11679 Office of Energy Independence  SEP BEST Program

Expansion of MIECHV RFA TEST Application Forms
Families in Focus Training

FY15 Families in Focus

FY15 lowa Green Ribbon Schools - College Application

FY15 lowa Green Ribbon Schools - District Sustainability Award Applic:
FY15 lowa Green Ribbon Schools - School Application

FY16 Shared Visions Preschool Application

Gear Up Test #1

Global Forms for Public Health Standard Global Forms (DO NOT TEST
THIS FUNDING OPPORTUNITY)REFERENCE AND DEMO ONLY

HIV Core Medical and Support Services

HMEP Planning FFY2016

HMEP Training FFY 2016

Homeland Security Grant Program - 2015

Homeland Security Grant Program - Reallocations

International - Domestic Trade Show Assistance Program (DTAP) FY15
International - Export Trade Assistance Program (ETAP) FY15

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.

fowa Cancer Control Plan implementation RFP 58815019
lowa Energy Bank (BEST) Building Energy Smart Program

(D Funsag Oppormnses

e
34732 Hematand Securty Grant Program - 2015
e b vt By B omeant e e
Appreation Camre $VIENYS 13 00 M

Pxxex - x

e e ko e

==

Mametares ety G ant Program

As of Jam 15, 3915, e federa appragraton for FFY
Fosers b nseg Cogornty Arroscemert tew Stuml ioes Momwand
3 meng frerd e e moacator thave o
e 4 Pough Becanor and e gutanie be ct wassed

Grant Overveew

Varagemast
IO o ighe of DNEFEMA S mcommendaton for 4iates 13 be plamang Be

HEEND & the State Admearatve Aguecy (SAA) for MBOP  HSEMD appies for ang Boceses e federsl suaed from FEMA. As 8
0510 of wie g HEOP 1SRG oud 3 e 1 SomORte 2% Bl SN CHOACATES DISEIAmECt The MIbesimert Gestlen
o WO £ ARG Caseat, targers 1or o Caatitas Geriied & e hatcrs Pagewsrens oe NFO masor res
of Gravention, retecion, mEGHON. IGOnMe. S5 MoSvery  Rencts of B SISRITASt have Seen mvwed Dy mamers of lowr s
Momeand Securty Advacey Commites (MIAT  Wonmg e Uan Soncuses
Cuniet i prortint O e mavy Catabetes Bt eew Gettled v Gase A HINASG Lacataty e e okowng v
Seremoed 15 v e Sgrest ronty (o o71om @ fng Pose Ga6e

Cowstans Commumcatons Cyterec

Cowrcrs Cotester Mass Cors Servicms
Poeny g ce 103 et Daeg
Bt ntormaten & Wamoy Vass Sawch 0t Sesie

Seistors Asserimest

Putic a2 Prioe Sericas 0
Fesories

Reviewing Funding Opportunity
Read the Description of the Grant.
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Reviewing Funding Opportunity
===

Descripton
2014 Core Capabities Assessment, HSEUD

o ot et Scroll down past the Description to find
T e | Attachments, Website Links, and Questions

Anncuncement. FEMA

o Sy o o ey s sreency sz s 00 | QN ANSWeETS.

Natonsl Preparedoess Goal DHS

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.

Submated Date Sabmamied By sts Guesvon
1Wmat & e Sesme for suomANg 87

" 14 B

102000 TEST wsEWD Postes 4

Reviewing Funding Opportunity

Click on the File Name to open attachment

Description File Name

2014 Core Capabilities Assessment, HSEMD 2014 Statewide Capabilities Assessment - Final.pdf

2045 Application Budget Worksheet
2015 HSGP Funding Opportunity Announcement, HSEMD
Designated Authorized Representative (DAR)

2015 Budget Worksheet.xlsx
2015 HSGP FOA, HSEMD.pdf
Designation of Authorized H

2014 Homeland Security Grant Program (HSGF) Federal Program Funding Opportunity
Announcement, FEMA

fy_2014_hsap_foa_final.pdf

lowa Strategy for Homeland S mergency Management 2015-
2017 (2).pdf

national_preparedness_goal_

lowa Strategy for Homeland Security and Emergency Management 2015-2017, HSEMD

National Preparedness Goal, DHS

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

VD Menu | Help | \gaj Log Out S Back |
w Funding Opportunities

Click “Start A
New Application

Current Applications

Any previcusly created agpications. for s cpportundy. appear beow To start 8 new applcation for s cpportunty. Clck

Nophcaton ok an e ooy £ rmtng Appec aton i

) Appiicaton Tite

Opportunity Details n

-94732-TEST - DO NOT USE LIVE - Homel:

DO NOT click “Copy T “Ask A Question” is

ST Phene a new feature you
Categoricai Ares may use. Check

the bottom of the
Funding

Description Opportunity for

posted Responses

See HSEMD Funding Opportunity Announcement

Start a New Application

@y Menu | BHEIp\ il Log Out <3 Back | | | i save _]
=> & Application

General Information
Thie page must be complated and saved befors proceding with the rest of the application procese

Registerad Applicant:* TESTHSEMD v

Project Tie! ‘7ot pre applicasion Instructions
(lmited to 100 characters)s =% Pre-Application Instruce

Organization:* |0y Homeland Securty & Emergency Management

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 lowa Regional Preparedness”

Select the appropriate Organization from the dropdown menu.

4. Click Save; you have now opened or started an application.

w
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Accessing the Application

lowaGrants.gov
& Applications
Qina| B ool s Gna
~ Current Applications Archived App
% Wekcome The sppications bl re sssocated wihrecent Fning Cpporuniis snd are i Eding, Submiied or Gonscting ststuses. To v ok sppications, i o th Archived
gpiestons k.
Mol Menu D Status  Stage Project Title Funding Opportunity Program Area
- v o 56721 Corecting |, "™ - Homeizna Securty Grant Progrem -
SST21 GG i, 2013 -
— N S804 Homeland seurty Grant rogram aram - Sz
sesto gsing | TestPredeplcation boe - Hometznd Security Grant Program -
w0 gdin ] nstructions bz
ot Esg 4128 - Homeland Security Grant Pragram
s Esig P “TESTCCRBUDGET DT (H12s K
: . ena 14127 - Homeland Security Grant Program
o4 Emng P TESTURS BUDGET 211 farTT e
s T U e e e 35476 Homeland Security Grant Program -

Once you have started an application, you may always returnto 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

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.

& Application

@Apphcalmn: 105693 - Test Application for Training

Program Area: _Homaland Se

Application Deadline: (01/14/2015

Instructions

Application Forms Preview | Submit

Form Name Complete? Last Edited
General Information v 110672015
Cover Sheet-General Information v
Scope of Work v
Work Plan: Actions & Timeline v
Application Budget Worksheet v

HSGP Budget Form
Designated Authorized Representative
Minority impact Statement
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@ Application

Application: 105693 - Test Application for Training
Program Area: Homeland Security Grant Program - State Homeland Security Program
Funding Opportunity: 94732 - Homeland Security Grant Program - 2015
Application Deadline: 01/14/2015
Instructions

be marked as complete in order fo subma.

Application Forms

Form Name Complete? Last Edited
General Information v 011062015
Cover Sheet-General Information ¥ 0110672015
Scope of Work v 011062015
Work Plan: Actions & Timeline v 011062015
Application Budget Worksheet v 010062015

HSGP Budget Form
Designated Authorized Representative
Minority Impact Statement

Ciiclang "Mark as Complete” does nol subm the applcation component or prevent further editing. To submil the appiicabion chick the Subma button. Nole: All appcabion components must

Preview | Submit

Completing the Application

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.

@ Application

=) Application: 105693 - Test Application for Training
Program Area: Homeland Security Grant Program - State Homeland Security Program
Funding Opportunity: 94732 - Homeland Security Grant Program - 2015
Application Deadline: 01/14/2015
Instructions

‘be marked as complete in order fo submil

Form Name Complete? Last Edited
General Information v 0110672015
Cover Sheet-General Information L 01/06/2015
Scope of Work ¥ 01/06/2015
Work Plan: Actions & Timeline v 01/0672015
Application Budget Worksheet v 01/06/2015

HSGP Budget Form
Designated Authorized Representative
Minority Impact Statement

Clicking "Mark as Complete” does not submit the application component or prevent further editing. To submit the appication click the Submit button. Note: All application components must

Application Forms Erevlew | Sub

18
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General Information

1/16/2015

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.

[ APplication: 105692 - Test Application for Training

Program Area: Homeland Security Grant Program - State Homeland Security Program
Funding Opportunity: 94732 - Homeland Security Grant Program - 2015

Application Deadline: 01/14/2015

Instructions

Clicking "Mark as Complete” does not submit the application component or prevent further editing. To submit the appication click the Submit button. Note: All application components must

be marked as complete in order fo submit

Application Forms

Preview | Submit

Form Name
General Information
Gver Sheet-General Information

Complete?

Last Edited
01/06/2015

Scope of Work

Work Plan: Actions &Timeline
Application Budget Worksheet

HSGP Budget Form

Designated Authorized Representative
Minority Impact Statement

Edit General Information

@ menu| [ Heip | il Log Out yBack| ] | l | ean| l

& Appication

41418 - Hameland Sscurkty Grant Pragram - SHSP 2012

bei 45623 - AIM 2012 Test Project

seant Program Secunty Program
e QS1BZ012

™ 45523
e AB 2012 Test Project
TEST HSEMD

Hameland Secunty & Emergency Mansgement

& Application

General Information

Regitered Appicant®  [EST HGEMD

Additional Grantea Contacts:
Anry Mesion
Susan Moater
Vicks Mortis

DT -
ichosa Matthes

(mited 0 100 characters)’

T T 1oL Application for Training

Iowa

L BN

SPBack |

TTRIZ0TS
01/0672015
0110672015
01/06/2015

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.

20
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Editing/Saving General Information

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.

Gmenu| B Help | G Log out $PBack| | |

S Application

Application: 105633 - Test Application for Training

pregram asen: Homeland Security Grant Pragram - State Homeland Security Program
Funding Oppertunity: 84732 - TEST - DO NOT USE LIVE - Homeland Security Grant Program - 2015
Appicat oo Q1142015

Instructions

General Information Go to Application Forms

System10: 105683

Praject Title: Tast Agplication for Training
Registored Applicant: TEST HSEMD
Addstionsl Contacts: Jim Marwadel

Organization: lgwa Homeland Security & Emergency Managemant

Last Edted B, TES

21

Cover Sheet — General Information

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

Qfﬂpp.'ica!ion

:>App1icalion: 105693 - Test Application for Training
Program Area: Homeland Security Grant Program - State Homeland Security Program
Funding Opportunity: 94732 - Homeland Security Grant Program - 2015
Application Deadline: 01/14/2015

Instructions

Clicking "Mark as Complete” does not submit the appiication component or prevent further editing. To submit the appiication click the Submit button. Note: All application components must
be marked as complete in order fo submi

Application Forms Preview | Submit
Form Name Complete?
- v
[ Cover Sheet-General Information ] v
STope oTWork v 01/0672015
Work Plan: Actions &Timeline v 0110672015
Application Budget Worksheet v 01/06/2015

HSGP Budget Form
Designated Authorized Representative
Minority Impact Statement

22

1/16/2015
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Cover Sheet — General Information

lowaGrants.gov

@ tenu | [ Hetp | i Log Out g Back| | |

& Application

Authorized Official

Flscal Officer /Agent

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

Click Edit to unlock the
form.

23

Cover Sheet — General Information

& Appacanon

L

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.

1/16/2015
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Cover Sheet — General Information
After clicking Save, a screen

CLEE YT I similar to this will appear. Review
& Asscavon . . s
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.

25

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.

Application Forms Preview | Submit
Form Name Last Edited
General Information 01 £

Cover Shest-General Information
Scope of Work

Work Plan: Actions & Timeline
Application Budget Worksheet
HSGP Budget Form

Designated Authorized Representative
Minority Impact Statement

26

13
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Scope of Work

Application Forms Click Scope of Work to open the form.

General Information

T e, Read and follow the instructions

—

Scope of Work )| provided at the top of the form.

Work Plan: Actions &Timeline
Application Budget Worksheet

HSGP Budget Form

Designated Authorized Representative
Minority Impact Statement

Instructions

Click 'Edit' ta open the form to enter data or make changes.

Click 'Save’ to save information entered.

Click 'Back' to return fo previous page without saving changes.

Click ‘Markc as Complete’ when the form is completed. You may still ‘Edit’ after marking as complete
Click 'Go to Application Forms' to return to list of forms.

27

Scope of Work

This form is a series of
questions and drop down
menus. Itis
e recommended that you
read all the questions
before you begin to
TeessEmes e a - dee compose responses.

. Be sure to Save. Using the
e PO Back button does not save
changes. Click Edit if
needed to open the form
for revisions.

28

14
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Work Plan: Actions & Timeline

Application Forms

General Information
Cover Sheet-General Information
Scope of Work
[ |Work Plan: Actions &Timeline )
Application Budget Worksheet
HSGP Budget Form
Designated Authorized Representative
Minority Impact Statement

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.

29

Work Plan: Actions & Timeline

Instructions
Enter prioniy acti
courses by le: Meeting fo plan exercise scenario; Quarter
& 200 charact r each field.

1l Gocur i esch quarter of the perfomance period. W

Read and follow the
e i eeeres | iNStructions provided.

Actions and Timeline
Year 1 Quarter 1: October 1 - December 31, 2013

Action:
Action:
Action:
Action:
Action:

Year 1 Quarter 2: January 1 - March 30, 2014

Action:
Action:
Action:
Action:
Action:

Year 2 Quarter 3: April 1 - June 30, 2014
Action:

Action:

Action:

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

15



Application Budget Worksheet

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

Application Forms

General Information
Cover Sheet-General Information
Scope of Work
Work Plan: Actions &Timeline
[ Application Budget Worksheet ]
HSGP Budget Form
Designated Authorized Representative
Minority Impact Statement

Application Budget Worksheet

Read and follow the instructions provided. Be sure to click on the
blue link “here” to open the Application Budget Worksheet. Itis 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.

Instructions

1) Click here to open the Application Budget Workesheet. 2) Save it to your loca! computer. 3) Gomplete the fom and esve to your computer 38 Final Applicstion Budget
Workeheet. 4) Upload the Final Application Budget Worksheet into this fomn by clicking Add. 5) Click Browse to locate the Final Applicstion Budget Workeheet on your
computer. &) Highlight the document. 7) Click Open fo altach the document. &) in the Atiach File sereen, use the Description text box fo enter & description of the document you
zaved. For exampie: Final Application Budget Workshest. 3) Click Save. 10) Click Mark a2 Complete when done.

Once 3 file is uploaded it cannot be changed. However, you may make changes to the document you saved fo your computer then repiace the uploaded document with the
revized document. To do this, first delete the uplosded document: ) Click on the link under Description (not the File Name). 2) Click Delete and Yes, when it askz if you are
zure. 3) Click Add to upload the revised document

_

Application Budget Worksheet Mark as Complete | Go to Application Forms

Description File Name File Size Delete?
Last Edited By:

31

32

1/16/2015
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Application Budget Worksheet

@uﬂr-aA=

Wome | Imet  Pagelwoct  fomuls  Dats  Redew  View

Chdes ol R (] [
e e | B ] (0 0 e (50
s ok : s o
AL - o INSTRUCTIONS FOR COMPLETING BUDGET WORKSHEET
2

)
INSTRUCTIONS FOR COMPLETING BUDGET WORKSHEET
Please Read
First: SAVE this document to your computer!!! Save changes often!!!

v oweorvavT:

1. SAVE this document to your local computer.

2. After it is complate, SAVE again as the FINAL Application Budget Worksheet.

3. Upload the FINAL Application Budget Worksheet into the Work Plan: Application
Budget Worksheet Form in lowaGrants.gov.

4. If your project is approved to move to Phase 2, during the Final Application you will
need this document again 36 saving to a lacation where you will be able to access itis
important. See bottom of the page for additional information,

2 Click on the green Budget Worksheet tab at the bottom of your screen 0 access the
spreadsheet. If you do ot see any tabs, maximize the Excel application using the icon in
the upper right hand comer on the line with the 2012 Budget Workshet - Microsoft Excel
header.

3 The project work plan should be well developed prior to identifying
financial resources necessary to support the project. This includes the
project scope of work, goals, objectives, actions, and timeline. Identify
and describe all financial resources requested for the project ensuring
that the budget aligns with all aspects of the project's description.

-

‘Description Column: Use this column to specify known information beyond the budget sub-
category. Include detail such as names of conferences, names of tralning courses, and
types of meetings.

Calculation Columa; Use this column to show how you arrived at the total for each line
item.
s

5 The forms are protected 5 that you will only be able to enter data into the headers,
Description, Calculation and Cost columns.
"6 The Budget Workshest is divided into sections for each Solution Area: Planning,
Organization, Equipment, Training. Exercise (POETE). There is also a section for
et od f funds

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.

s P i e T
e Aot ama e ]

o aarany s cenpmor)
g ne o

ausraan raen
onar_yseray g
e ine FiTeen

33

Vi 1015 B i
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Bt s o i e St e
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PR R:

BNBEEBEYEEEN

SESBEE

After completing
the Worksheet on
Tab 2, print the
Budget Summar
Tab 3.

17



HSGP Budget Form

Application Forms

General Information
Cover Sheet-General Information

Open the HSGP Budget -
2015 Form.

Click Edit.

Scope of Work

Work Plan: Actions &Timeline
Application Budget Worksheet

(| HSGP Budget Form

)

Designated Authorized Representative
Minority Impact Statement

35

HSGP Budget Form

PLANNING

Personnel
Travel

Supplies & Materisls

Cost Categories

Contractusl
Other

Indirect Expenses (only with approved cost-sliacati

TRAINING
Cost Cate
Parsonnel
Travel
Supplies & Materials
Contractus!

Other

EXERCISE
Cost Categ

Personnel

Travel

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.

Supplies & Materisls S0

Contractusl £20.00

Other §20.00
EQUIPMENT

(01) Personal Protective Equipment

Sub-Categories

(02) Explesive Device Mitigation and Remediation Equipment

£1.00
§1.00
§1.00
$1.00
$1.00
§1.50

Training Budget

Exercise Budget

$30.00

Planning Budget

Equipment Budget

36

1/16/2015

18



1/16/2015

Designated Authorized
Representative

This form is completed and signed by
the organization’s Executive Officer
or Chief Elected Official to authorize

Application Forms

General Information

Cover Sheet-General Information Specifica”y named peop|e to manage
Scope of Work .

Work Plan: Actions &Timeline the grant' OtherWISel Only the

Anelioetion Suxiget Wotkaheet Authorized Official identified on the

HSGP Budget Form
[ Designated Authorized Representative | COVGI’ Page may serve as grantee

PR e contact and submit claims. Follow
instructions provided.

Instructions

Click here to download the Designation of Authorized Representative form. Complete the form. Print it. Sign it. Scan it. Then upload it by clicking Add. Click Browse to Upload and attach
your completed Scanned Designated Authorized Representative Form. Click Mark as Complete when done.

The original signed Designated Authorized Representative form must be kept in your official grant files.
Once a file is uploaded it cannot be changed. However, you may make changes to the document you saved to your computer then replace the uploaded document with the

revised document. To do this, first delete the uploaded document: 1) Click on the link under Description (not the File Name). 2) Click Delete and Yes, when it asks if you are
sure. 3) Click Add to upload the revised document.

37

Minority Impact Statement

Application Forms
Follow instructions provided.

General Information

Cover Sheet-General Information Save.

Scope of Work

Work Plan: Actions &Timeline Mark as complete.
Application Budget Worksheet

HSGP Budget Form

Designated Authorized Representative

rM_l'momy mpact Statement |

Instructions

38
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& Application

Form Name

1/16/2015

Preview Application

< Back | 1 Print|

41418 - Homeland Security Grant Program - SHSP 2012

45523 - A 2012 Test Project
Homeland Securty Grant Program - State Homeland Securtty Program
051182012

Complete?

lowaGrants.gov

“:M
CELT I

41418 - Homeland Security Grant Program - SHSP 2012
48820 - AN 2012 Towt Project
Momeland Security Grant Program - State Homeland Securlty Program

dd lowaGrants.gov

ek | g P

= 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.

39

Application Submission

Application Forms

Form Name

Submit butto

Last E¢
,

Sytiens| B veip| fLogOst

 Application
Appicaion Signatare
Spmte= 1,
1 crty thot T have read amd
snsrctand th torms of s Famdmg 3
Oppoctanity this applcation & o

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.

40
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Application Submission

Mesiage from webpase %]

lowaGrants.gov

D venu| B Heip| fgLog Out

(2 Funding Opportunities

$ Back | (g Print| |

Application Submitted Confirmation

You have successhully submitied your AM 2012 Test Project Application with Application 1D 45523

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.

41

Application Verification

lowaGrants.gov

D viena) B Hotp| fLog ot
(2 Funding Opportunities

g Pr 12

Application Submitted Confirmation

You have successhully submitied your AM 2012 Test Project Application with Application 10 45523

&3 Back| | | I

@ thenu | Bnelpi

(A Funding Opportunities

 belomw: T strt 3 new appiicaton fo his opportuniy, Ciccthe Sart  New Application ink o o copy dafa

Application Title Status.
Test Dixon Submines

Test A Fat Canecting

TestPre gpicaton msuctons Sutmites I

Copy Existing Application | Start a New Appiication

‘Appication Deadiine: 04142013 11:59 P

From this screen,
click the Back
button.

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.

42
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Checking Status of Application

lowaGrants.gov

@Menu\ aHelp\ !ﬂLng Out (:aBack\
@ Welcome

Main Menu

Click Help above to view instructions. Go to "My Profile” to reset password
J Instructions
@ myProfile
f_ﬁ Funding Opportunities

@ My Applications
& My Grants

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.

43
@ Applications . A
Title heading,
Current Applications
The applications below are associated with recent Funding Cpportunities and are in Editing, Submitted, or Comecting statuses. To view Iocate yo u r P re-
Archived Applications link.
ID  Status Stage Project Title Funding Opportunity Progran| A |icati0n
se9sasubmited Ml TESTExampleCo.EMA  gepy cypg 2g13 - Emergency Pe p p :
Application 2013 EMPG
Fre- Hazardous Materials Emergd
15856 Editing [ Testing Planning work plan 15261 - HIEP 2012 Planning I
- Final ) . Hazardous Materials Emergd .
16191 Ediing (0% Testprojeot e 15263 - HMEP 2012 Training i HUER 1 R) Notlce under
wse3 Eatng "M% Testtest 32999 - HMEP 2013 Planning ] .
pplication Flanning (HMER-FL] Status it ShOWS
cosss caiting Fisl L 24000 HER 2012 1 Hazardous Materials Emergd ’
= Application ) raming Training (HMEP-TR) .
) Final . Hazardous Materials Emerge S b tt d
40808 Ediing LR TestTest 34000 - HMEF 2013 Training ] ubmitted.
. y Final Hazsrdous Materials Emerpe
562 .
so211 Ediing  TPRL | TestTEST 56104 - HMEP FFY 2014 Planning Planning (HMEP-PL)
o212 Editng Final  restTEST 56105 - HMEP FFY 2014 Training e S .
pplication Training (HMEF-TR) TO open CI ic k on
58135 Submitted Final MPGP Test 1 Final 58004 - Homeland Security Grant Program Homeland Security Grant Pre p )
Application -2013 Security Program
. Fre- . 58004 - Homeland Security Grant Program Homeland Security Grant Pr th t tl
s8193Submitted B Test Dixon ot e — e titie.
58751 Gomesting . ™ Tast AWM Final 58004 - Homeland Security Grant Program Homeland Security Grant Prim: ST
Application -2012 Security Program
sz matng P Testzam 58004 - Homeland Security Grant Program Homeland Security Grant Program - State Homeland 0.
pelication -2013 Security Program
58910 Submitted = Test Pre-Application 58004 - Homeland Security Grant Program Homeland Security Grant Program - State Homeland oy
Application_Instructions -a013 Security Frogram
18841 Editing Final  rsrocP BUDGET 211511 14128 - Homeland Security Grant Program Homeland Security Grant Program - Citizen Comps 1o o0 o
44
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Submitted Application

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

... -

Application Status

Current Applications

Eding ‘_P.m" 1595BTeslmgPIanmng
Aplication work plan

Status Ptage 1D ProjectTitle  Funding Opportunity

15261 - HIEP 2012 Planning

Archived Applications

Program Area Deadline

Hazardous Waterials Emergency

Preparedness - Planning (HIEP-PL) e

Final

Comecting | 36156 Test Project Title
Afnlirafinn

35468 - Homeland Security
Grant Pranram . SHSD 2044

Homeland Security Grant Program - WHIR01
State Hameland Sacurity Praaram §

Final mBJTEST-Examp\eCD‘ 41055 - ENPG 2012-

I
e Apican " EAIEIRG Prsbrou

Emergency henagemertPerimance .

272012
Grant

Definitions of Application status in My Applications:

Editing = Application is started but not yet submitted.

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

45

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.

46

1/16/2015

23



1/16/2015

Additional Information

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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