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EDWARD BYRNE MEMORIAL JUSTICE ASSISTANCE 

GRANT PROGRAM INSTRUCTIONS

I.     INTRODUCTION

The Edward Byrne Memorial Justice Assistance Grant Program (Byrne/JAG) establishes a program of criminal justice grants administered by the U.S. Department of Justice, Bureau of Justice Assistance, to aid state and local governments, educational institutions, and nonprofit organizations in implementing effective criminal justice improvement projects.  JAG blends the previous Byrne Formula and Local Law Enforcement Block Grant (LLEBG) Programs to provide agencies with the flexibility to prioritize and place justice funds where they are needed most.
Grant funds may be used to support projects, which improve the prevention, apprehension, prosecution, 
adjudication, detention, and rehabilitation of violent crime and drug offenders.  Additionally, eradication projects, demand reduction and education projects, treatment projects, projects that target major drug offenders and violent crime reduction, and projects which improve the overall effectiveness of the criminal justice system are eligible for funding.

The Office of Criminal Justice Programs in the Tennessee Department of Finance and Administration has been designated as the state agency responsible for administering the Byrne/JAG Formula grant program in Tennessee.

Each state is required by the Anti-Drug Abuse Act of 1988 (Public Law 100-690) to insure that the projects funded under this grant program are coordinated with existing efforts so that the maximum impact on the criminal justice system is achieved.  Tennessee's Multi-Year Strategy was developed utilizing information from our statewide criminal justice community and with input and information from key authorities in the state regarding drug enforcement, drug treatment, drug prevention and violent crime.

Tennessee's Multi-Year Strategy continues the existing focus areas for intervention to reduce illegal drug and violent crime activities.  Competitive applications will only be accepted for 2010/2011 from the list of Tennessee’s focus areas, OCJP Program Titles and their respective Byrne/JAG federal legislatively authorized purpose areas listed in this packet.

II. PROGRAM PURPOSES

The purpose of the Byrne/JAG Program is to assist state agencies, units of local government and not for profit agencies in obtaining seed funding for specific projects. This grant program provides funding for projects which assist local and state government agencies in their efforts to reduce violent crime and illegal drug activities, improve the criminal justice system and support local, state and national priorities.  The projects should offer a high probability of improving the functioning of the criminal justice system.  Federal funding is available for up to thirty-six (36) consecutive months with OCJP approval.  The project should be created in such a manner that if successful can be replicated by other agencies.  At the conclusion of the federal grant funding, the agency is expected to continue the project with regular budgeted funds.  

Formula grant funds may be used to support projects that enforce state and local laws which establish offenses similar to offenses established in the Federal Controlled Substances Act, and to improve the functioning of the criminal justice system, with emphasis on violent crime and serious offenders.  Funds may be used to provide personnel, equipment, training and technical assistance to support more widespread prevention, apprehension, prosecution, adjudication, detention, treatment and rehabilitation of offenders who violate state and local laws.

III.     PROGRAM REQUIREMENTS

In developing Tennessee’s statewide strategy for combating drug and violent crime, the Office of Criminal Justice Programs solicited input from the criminal justice community regarding program priorities.  Additionally, judicial districts and state agencies provided input regarding their priorities for intervention.  Participation in a local/state strategy process is a prerequisite for eligibility to receive funds under this grant. 

The intent of the Edward Byrne/JAG Memorial State and Local Law Enforcement Assistance Formula Grant Program is to provide criminal justice assistance to state agencies, local units of government, and non-profit organizations.  The Department of Justice has defined a unit of local government as a general-purpose political subdivision of a state, such as a judicial district, city or county.  

Preference will be given to agencies who employ evidence-based programming in their grant project or who use best practices (as identified in research) in the implementation of their proposed project.

In order for law enforcement agencies to qualify for grant funds, the agencies must comply with the following:

A. Fingerprint Reporting Requirement.  The Agency shall ensure that they will comply with Tennessee Code Annotated (TCA) 38-3-122 and will submit all fingerprints taken to the Tennessee Bureau of Investigation (TBI).

B. TIBRS Reporting Requirement.   The Agency shall ensure that they will comply with Tennessee Code Annotated (TCA) 38-10-101 et seq. and will submit crime statistics using the Tennessee Incident Based Reporting System (TIBRS) to the Tennessee Bureau of Investigation (TBI).

All agencies must comply with Tennessee Code Annotated, Sections 37-1-403 and 37-1-605 by reporting suspected cases of child abuse to the Department of Children's Services and with Tennessee Code Annotated 71-6-103 by reporting cases of adult abuse to the Department of Human Services as required by law.

For further program requirements please refer to the Byrne/JAG portion of the OCJP Administrative Manual on the Office of Criminal Justice Programs website at   http://tennessee.gov/finance/rds/ocjp/manuals.html
IV.     FINANCIAL REQUIREMENTS

General Financial Requirements

OCJP grants awarded under this Byrne/JAG grant program are governed by the provisions of the Office of Management and Budget (OMB) circulars applicable to financial assistance.  These circulars, along with additional information and guidance, are contained in the Byrne/JAG portion of the OCJP Administrative Manual available from the Office of Criminal Justice Programs upon award of grant funds or by referring to the Byrne/JAG portion of the OCJP Administrative Manual on the Office of Criminal Justice Programs website at http://tennessee.gov/finance/rds/ocjp/manuals.html.  This policy manual provides information on allowed costs, methods of payment, audit requirements, accounting systems and financial records.  

Match 

Federal funds may be used to pay up to 75% of the cost of a project up to a 36 month total time period.  The remaining non-federal share must be in cash from non-federal funds.  Cash match includes actual cash spent by the subrecipient for project related costs.  Funds may be used to implement new projects or enhance existing projects.  Funds required to pay the non-federal portion of the cost of each project must be in addition to funds that would otherwise be available for the project.  Cash from the sale of forfeited assets or other program income may be used as the non-federal portion of a project.

All funds designated as match are restricted to the same uses as the Byrne/JAG funds and must be expended within the grant period.  

Audit Requirements

The subrecipient shall prepare and submit, within nine (9) months after the close of the reporting period, an annual report of its activities, to the Office of Criminal Justice Programs.  The annual report for any subrecipient that receives $500,000 or more in aggregate federal and/or state funding for all its programs shall include audited financial statements in accordance with the Office of Management and Budget “Circular No. A-133 – Revised June 27, 2003 Audits of States, Local Governments, and Non-Profit Organizations.”

Multiple Year Contracting

The Office of Criminal Justice Programs began the use of multiple year contracts July 1, 1998.  Multiple year contracting reduces unneeded paperwork and duplication for OCJP as well as the subrecipient’s office.  This reduction in bureaucratic paperwork allows the subrecipient more time to spend on project implementation and evaluation while allowing OCJP more time to provide oversight, technical assistance and evaluation of individual projects and OCJP programs. 

Multiple Year contracts will remain contingent, as always, on the availability of U.S. Department of Justice federal appropriations.

State Agency Applicants

State agency applicants (executive, judicial or legislative branch agencies) must notify their Department of Finance and Administration budget analyst at the time the OCJP application is submitted of their intentions to apply for a grant.  This budget office notification is required so that necessary steps can be taken to include the grant in the agency’s state budget should the state agency receive an award granted from OCJP.

NOTE:  State agencies procuring information technology must obtain formal support of procurement from the Office of Information Resources in the Department of Finance and Administration prior to the signing of the grant contract with OCJP.
For further program requirements please refer to the Byrne/JAG portion of the OCJP Administrative Manual on the Office of Criminal Justice Programs website at http://tennessee.gov/finance/rds/ocjp/manuals.html.
V. ALLOWED USE OF FUNDS

Allowable funds may be used by the subrecipient for personnel costs, training and technical assistance, equipment, operational costs and information systems that are part of an approved project and are in addition to the resources already available to the subrecipient.  In addition, costs must be reasonable, allocable and necessary to the project and comply with the Edward Byrne/JAG Memorial Grant requirements.  Any questions about allowable use of funds should be directed to the Office of Criminal Justice Programs.

General Salaries and Personnel Costs: Payment of personnel costs is allowable if costs are a part of an approved project and are necessary and incidental to project implementation and operation.  Overtime pay will only be approved by OCJP on a case-by-case basis.

Operational Costs:  Payment of operational costs are allowable if costs are part of an approved project and are necessary to the project implementation and operation.  Operational costs may include supplies, telecommunication costs, postage and shipping, printing and publications costs, rent, equipment rental costs and insurance costs. 

Professional Fees: Individual consultant fees are limited to $450 per day or $56.25 per hour; this includes legal, medical, psychological, training and accounting consultants.  A subcontract with individual consultants or another entity, approved in writing by OCJP, is required whenever this budget section is utilized.  The subcontract must include an OCJP Budget Summary and Budget Detail worksheets for each fiscal year that a subcontract is used.  

EXAMPLE:  When the implementing governmental agency or non-profit organization is entering into a subcontractual relationship with an entity that is providing all or part of the project, a subcontract will be required.  This subcontract between the implementing agency and the subcontracting entity must be approved in writing by OCJP prior to implementation . All subcontractual budget information must be entered in the Implementing Agency Budget Line Item 4, 15; Professional Fees/Grant & Awards.  The exception to this is the use of speakers for conferences and meetings.  In this case the information must be entered into Budget Line Item 11, 12; Travel/Conferences & Meetings.  Do not enter subcontracting information for professional consultant or subcontracting entity employees under the OCJP line item Salaries (the Salaries line item is only to be used for implementing agency employees).    

Equipment:  Equipment expenses, which are part of an approved project, if necessary and incidental to that project, are allowable expenses. Non-expendable equipment is tangible property having a useful life of more than two years.  Equipment or other assets that are purchased in whole or in part with grant funds are subject to OCJP policy guidelines.  These guidelines require that whenever a subrecipient wishes to dispose of surplus equipment, or change its use, the equipment must be returned to the Office of Criminal Justice Programs or be disposed of within the guidelines of the Subrecipient agency with 75% of the proceeds returned to the Office of Criminal Justice Programs.  There is no time limit on this requirement.

Software and Hardware:  Any law enforcement records management system must be from a TBI approved vendor (list in section III) and be TIBRS compliant.

Travel:  Expenses and reimbursements for in state and out of state travel must follow the most current comprehensive State of Tennessee Rules and Regulations.

VI.     LIMITATIONS ON THE USE OF FUNDS

Length of Project Support: Projects funded under the formula grant program are eligible for up to thirty-six (36) months of funding and thus a thirty-six (36) month or three (3) year contract.  All multi-year applications for competitive funding are required to justify their requests and submit a competitive application for the number of months of funding being requested, i.e. a grant application for 36 months of funding will contain a competitive application with three budgets, one for each fiscal year, covering the entire life of the grant.  One-time requests for equipment and/or software only are limited to twelve (12) months of funding.  

Construction:  Use of grant funds for construction projects is prohibited under both state and federal guidelines for this program.

Vehicle Purchase:  Vehicle purchases with grant funds are prohibited without written approval of OCJP.
Land Acquisition: Acquisition of land with grant funds is prohibited.

Supplanting:  Federal funds cannot be used to supplant state or local funds.  Supplanting means that federal funds are used to replace state or local funds that would, in the absence of such federal aid, be made available for law enforcement, criminal justice system improvement, victim compensation and assistance, and drug enforcement. All applicants must certify that formula grant money will be used to increase the amount of funds available for the applicable drug law enforcement or other criminal justice system activity.

Other Unallowable Expenses:
 1.
Legal Fees

 2.
Costs in applying for this grant

 3.
Any expenses prior to the grant award date

 4.
Lobbying or advocacy for particular legislative or administrative reform

 5.
First class travel

 6.
Entertainment

 7.
Management or administrative training

 8.
Management studies or research and development

 9.
Honorariums

10.
Fines and penalties

11.
Fund raising and any salaries or expenses associated with it

12.
Losses from uncollectible bad debts

13.
Memberships and agency dues

14.
Contributions and donations

15.
Sole source contractors (without prior written approval from the Office of Criminal Justice Programs)

Please Note: This list is NOT ALL-INCLUSIVE.  For further clarification, contact OCJP or refer to the Byrne/JAG portion of the OCJP Administrative Manual at http://tennessee.gov/finance/rds/ocjp/manuals.html.
VII. PROGRAM PRIORITIES

Tennessee has developed nine program areas through its comprehensive criminal justice planning.  These program areas correlate to legislatively authorized purpose areas developed by the U.S. Department of Justice, Edward Byrne/JAG Memorial Grant Program.  In order to most efficiently utilize resources available through other grants administered by OCJP, and address the most serious gaps and service needs identified in Tennessee’s criminal justice system.  NOTE:  Preference will be given to agencies who employ evidence-based programming in their grant project or who use best practices (as identified in research) in the implementation of their proposed project.  The OCJP is accepting new applications for the 2010/2011 fiscal year in the following programs: 
OCJP Program Title:  Pre-trial Service Delivery
Federal Purpose Area:  Prosecution and Court
Projects:  Projects funded in this program area will be specifically designed to identify and divert less serious offenders into alternative resources or will be designed to improve the efficient flow of cases through the court system.  For this funding cycle, applications for this program area will only be accepted for projects addressing offenders with serious mental health and/or co-occurring disorders involved with the criminal justice system.  Grant funds will be used for:

· Hiring key personnel to identify less serious cases of offenders identified with serious mental illness and/or co-occurring substance abuse disorders which may be expedited and/or diverted

· Implementing new procedures to decrease time between arrest and adjudication of offenders identified with serious mental illness and/or co-occurring substance abuse disorders
· Only projects willing to work in conjunction with current criminal justice resources in a collaborative manner will be considered.  These projects should compliment and enhance with the services currently available in the criminal justice system and not compete for participants. 
All projects must expedite cases through the court system so that more serious cases may be addressed. 

NOTE:  For a more detailed description of this priority area go to the following link.  http://www.state.tn.us/finance/rds/ocjp/documents/PreTrialAb.pdf 
OCJP Program Title:  Community Crime Prevention
Federal Purpose Area:  Prevention and Education

Projects:   Because of the demographic changes Tennessee is experiencing, resources are needed to:

· Prevent the use of illegal drugs by the state’s children and adolescents

· Provide additional efforts to educate young people to the dangers of drugs and alcohol and about alternatives to violence

· Include empowering partnerships for community policing and crime prevention, such as Crime Watch programs, community substations, training, and/or education programs aimed at the general public.

NOTE:  For a more detailed description of this priority area go to the following link.

http://www.state.tn.us/finance/rds/ocjp/documents/CCPAb.pdf 
OCJP Program Title:  Criminal Justice Professional Enhancement Training

Federal Purpose Area:  Prevention and Education

Projects:  The projects funded in this program area seek to develop professionalism in the criminal justice system through enhanced education of the systems practitioners and planners (i.e. judges, law enforcement officers and correctional staff).

· Projects will demonstrate a need for training.

· Proven experts in the field or topic area will be used as facilitators.

· Training must be advertised and cost effective.

· Collaboration among agencies will occur.

· Training must benefit and be available to agencies on a Statewide or regional basis.

NOTE:  For a more detailed description of this priority area go to the following link.

http://www.state.tn.us/finance/rds/ocjp/documents/CJEdAb.pdf 
OCJP Program Title:  Correctional Programming


Federal Purpose Area:  Corrections

Projects:  The nature of violent offenders, gang offenders and drug offenders is presenting unique problems to the Tennessee correctional system.  Programs to focus upon will:

· Detect, counsel and monitor drug-abusing inmates and offenders in community corrections
· Address needs prohibited by statutory exclusions in the federal RSAT funds
· Enhance the participant’s cognitive, behavioral and vocational skills 
· Emphasize re-entry planning and appropriate follow-up services upon release 
NOTE:  For a more detailed description of this priority area go to the following link.

http://www.state.tn.us/finance/rds/ocjp/documents/CorrProgAb.pdf 
OCJP Program Title:  Innovations in Criminal Investigations


Federal Purpose Area:  Law Enforcement
Projects:  The projects funded under this program priority will incorporate process innovations in the field of criminal investigations, including, but not limited to creating multi-jurisdictional task forces for investigation, computer forensics investigations, cold case units and anti-gang investigation and enforcement units.  Drug task force and gang prevention units are not included.  Programs will focus on:

· Detection of criminal activity through proven processes.
· Increasing the clearance rate of targeted types of crime.
· Addressing a need in criminal investigation not previously met.
· Increasing the number of agencies involved in collaborative activities. 
NOTE:  For a more detailed description of this priority area go to the following link.

http://www.tn.gov/finance/rds/ocjp/documents/New Innovations in Criminal Investigations.doc
VIII.
FUNDING LIMITATIONS

In order to increase the number of agency projects receiving OCJP grant awards, a maximum yearly federal funding limit will remain in effect for fiscal year 2010/2011.  The maximum federal funding allowed per project per state fiscal year will be $75,000.  Multi-year projects may be funded at the maximum amount of $75,000 of federal funds per each fiscal year effective 2010/2011.   Matching funds, in excess of the required 25% (over-match) are allowable but should not be reflected in the budget pages themselves.
IX.     REPORTING REQUIREMENTS

Tennessee Department of Finance and Administration Invoice for Reimbursement:  The invoice is used to request monthly reimbursement. Funds can only be distributed to subrecipients upon receipt of a properly prepared and signed invoice.  The Monthly Invoice is due no later than the 5th day of the following month for which expenses are being billed.  The invoices are sent to the Office of Business and Finance of the Department of Finance and Administration. 

Quarterly Program Income Summary Reports:  Project Directors will be required to submit this report on a quarterly basis.  It is due to OCJP no later than 30 days past the end of each state fiscal year quarter, (July 1 - September 30), (October 1 - December 31), (January 1 - March 31), (April 1 - June 30).  All income generated as a direct result of an agency funded project shall be deemed program income and reported on this form.

Quarterly Performance Reports: Project Directors will submit the applicable required Quarterly Performance Report to the OCJP no later than 15 days past the end of each state fiscal year quarter, (July 1 - September 30), (October 1 - December 31), (January 1 - March 31), (April 1 - June 30).  

Annual Project Reports: Project Directors will submit the applicable required Annual Project Report to the OCJP no later than 30 days after the close of each fiscal year period (no later than July 31st).  These reports provide the Project Director an opportunity to describe both in narrative and quantitative fashion the success of their project.

Project Equipment Summary Reports:  This report form is completed on an annual basis.  It is due to OCJP no later than 30 days past the end of the State fiscal year or July 31.  For new projects, the Equipment Summary Form should list new or start-up equipment purchases.  For multi-year projects, the Equipment Summary Form should specifically identify any purchases that have been made for equipment, either totally or in part by grant money, since the last Fiscal Year. 

The necessary forms will be made available to subrecipients during the award process, however, it is the subrecipient’s responsibility to obtain and submit reports to OCJP.  Attendance at OCJP training for subrecipients will be expected and adherence to Byrne/JAG portion of the OCJP Administrative Manual on the Office of Criminal Justice Programs website at http://tennessee.gov/finance/rds/ocjp/manuals.html, will be a requirement. 

X.     LENGTH OF PROJECT SUPPORT

Multi-year funding for competitive applications/projects will be awarded based on the completion of this multi-year application and subsequent adequate progress and reporting.  Byrne/JAG funds are available for projects up to 36 months of continuous funding.  Project length must be justified and can be one year or multiple years up to the 36 month limit.  At the conclusion of the multi-year grant funding, it is expected that the state/local agency will pick up the full cost of the project and incorporate it into its regular budget.  Agencies that do not continue successful projects after the grant funding is exhausted will be identified by OCJP and this fact will be taken into consideration for applications for future project funding.

NOTE:  All Criminal Justice Records Improvement grants will be one-year awards with a maximum length of 12 months.

Multi-year contracts will remain contingent, as always, on the availability of U.S. Department of Justice federal appropriations.

XI. FISCAL AND PROGRAM MONITORING

The Office of Criminal Justice Programs employs program and fiscal monitors to provide routine, program and fiscal monitoring of all OCJP contracts.  This monitoring provides program and fiscal contract compliance review, much needed information on how the program is actually being implemented, and assistance to the OCJP Grants Program Manager in identifying sub-recipients experiencing problems requiring corrective action.  If a monitor identifies a problem area and corrective action is requested OCJP sub-recipients must adhere to the corrective action requirements within the time period required. 

XII. APPLICATION REQUIREMENTS

The Fiscal Year 2010/2011 Edward Byrne/JAG Memorial Competitive Grant Application for Tennessee commences on March 17, 2010 with applications submitted via the online system to OCJP no later than Thursday, April 16, 2010 at 4:30 PM CST.  Late applications will not be accepted.
The Office of Criminal Justice Programs will only accept applications for this grant electronically from our website.  All other methods of applying for these funds must be approved by OCJP.  No applications will be accepted prior to March 17th.  Applications will not be accepted via facsimile machine transmission.  Incomplete applications will result in lowered scores and/or ineligibility.  

For technical assistance contact one of the following: 

David Lewis (615) 532-2988 or e mail at David.W.Lewis@tn.gov  

Marie Crosson (615) 253-2037 or e mail at Marie.Crosson@tn.gov 
OCJP will make all reasonable attempts to respond with an answer to questions within one business day of receiving the question at OCJP.

XIII.     REVIEW AND EVALUATION OF PROPOSALS

Review teams are assembled each year consisting of team members at both the state and local levels who have considerable experience in the criminal justice system.  Each application will be reviewed for financial and programmatic completeness and be judged based upon the project proposal, adequacy of the projected staffing, the innovation of the proposed project, the project’s ability to address national, state and local priorities, as set forth in the state and local strategies, and the project’s ability to improve collaboration in the community.  Areas of greatest need and special issues, such as geographical location and special populations, will also be considered.

In the past, OCJP has collected data that can be used in quantitative evaluation of subrecipient projects.  In the future OCJP plans to expand this approach by including tools that collect qualitative data that will help OCJP help applicants develop and implement the best project possible.  OCJP believes that successful projects should be identified, nurtured and replicated across the state.

All competitive applications will undergo a final review by OCJP Staff and applicants will be notified no later than June 1st of approval or denial.  If an application is approved, the contract between the state and the subrecipient will be enclosed with the approval letter.  The contract must be signed by the Authorized Official and returned to the Office of Criminal Justice Programs for approval by the Commissioner of Finance and Administration.  After the Commissioner approves the contract, an executed original contract will be emailed to the subrecipient.

XIV.     EDWARD BYRNE/JAG MEMORIAL GRANT APPLICATION EVALUATION 
A national evaluation will be conducted of the overall Byrne/JAG Program, which means that any programs funded within our state will be evaluated by the Office of Criminal Justice Programs, and possibly by the Department of Justice.  The purposes of this evaluation are to document outcomes based on measurable goals and objectives and determine the impact of the State-level coordinating mechanism on the development of an integrated response to the improvement of the criminal justice system as it relates to drugs and related violent crime.  Evaluators may visit subrecipient sites to collect data for these evaluations.  Each State and its subrecipients must be willing to cooperate in this evaluation and provide necessary information that may be requested.  In addition, States and their subrecipients are encouraged to conduct local evaluations or assessments of their projects.

XV. BYRNE/JAG PROGRAM CONTACTS
Program Manager(s)

David Lewis

(615) 532-2988

Jim Higgins

(615) 741-9954
Daina Moran

(615) 253-8758

Tom Scollon

(615) 253-1984

Marie Crosson

(615) 253-2037

XVI.     BYRNE/JAG THREE PART APPLICATION PROCESS 
Please adhere to the following steps and make use of the following links when applying for the Byrne/JAG grant.

1. The first step to the JAG three part application process is to submit the “Attachment A” cover sheet through the following on-line link: http://ocjpsurveys.state.tn.us/ocjpsurveys/OCJPAttachment_A2011.htm (first read instructions below)
2. The next step is to create a project narrative by using the word forms document found at the following link: http://www.state.tn.us/finance/rds/ocjp/documents/JAG Scope of Services Narrative Form.doc (first read instructions below)
3. Finally, a budget needs to be created using the excel budget sheet(s) provided at:  http://www.state.tn.us/finance/rds/ocjp/documents/2011 Budget JAG Match Calculations.xls 
(first read instructions below)
4. Submit both the narrative and budget forms to OCJP via the following e-mail address:  mailto:CriminalJustice.Program@tn.gov.  
NOTE:  The instructions for all three parts of this application are found below therefore it would be beneficial to keep them close by as you fill out the easy to use forms found at the links identified above.

XVII.   INSTRUCTIONS FOR COMPLETING ATTACHMENT “A” (Applicant Contact & Profile Information)
The following link will take you directly to the online application for attachment A only.

http://ocjpsurveys.state.tn.us/ocjpsurveys/OCJPAttachment_A2011.htm
Narrative and budget pages must be completed and submitted separately via e-mail (see instructions below).  mailto:CriminalJustice.Program@tn.gov.  

Instructions:  Please use your "Tab" key or your mouse to move from field to field.  Your application will not be submitted until you click the “Submit Application Now" button at the bottom left of the online application.
1. OCJP Priority Area: Choose the appropriate Priority label (See priorities listed in section XII below).
2. Project Title: Enter locally selected descriptive title of applicant project.  This will be the Project Title used to identify your Scope of Service/Narrative and Budget forms in this application. Make sure the Project Title is logical and descriptive. For example, a project title of “Davidson County Community Based Employment Re-entry Program” is more descript than “Project Get a Job”.
3. Person Completing: Enter the name, title, phone number, and email for the person completing this application.
4. Authorizing Agency 

· Name of Authorizing Agency: Enter the name of the agency/organization which will be responsible for entering into a binding commitment contract. 

PLEASE NOTE: Authorized Official, Project Director, AND Financial Director MUST BE THREE (3) DIFFERENT INDIVIDUALS. 

5. Authorized Official 

· Authorized Official: Enter the title, name, address, and telephone number of the person authorized to enter into binding commitments on behalf of the Authorizing Agency. This is the person who will sign any contract between your organization and the state. Authorized officials must be Mayors, City Managers, County Mayors, District Attorneys, State Commissioners, or the Chief Executive Officer of a Non-Profit Organization. 

· E-Mail Address: Enter the electronic mail address for this individual. 

6. Federal ID Number: Enter the Federal ID# of the applicant. This is a 9 digit number and should be input in this format, XX-XXXXXXX. This must be completed in order for application to be considered.


7. Implementing Agency: Enter the name of the agency, unit, or organization, which will be responsible for the day-to-day operation of this project (i.e. Police Department, Sheriff’s Department, Center, Shelter, etc.).


8. Project Director 

· Project Director: Enter the title, name, address, and telephone number of the person who has direct responsibility for day to day operation and/or supervision of the project. Please note that the Project Director must either implement and/or supervise the grant or both. The Project Director must work for the implementing agency that is awarded the grant and is ultimately responsible for grant compliance. 

· E-Mail Address: Enter the electronic mail address for this individual.
9. Financial Director 

· Financial Director: Enter the title, name, address, and telephone number of the person responsible for fiscal matters relating to the project, including accounting, fund management, verification of expenditures, and financial reports. 

· E-Mail Address: Enter the electronic mail address for this individual. 


10. County or Counties Served: Enter name of the county or counties in which the project will operate. If persons from more than one county are served, enter the names of all counties. 


11.  Total Population of Service Area: Enter the population of the area being served (if the project will serve a city, enter the city’s population; if a county, enter the county population, and for a state agency, enter the population in the area of operation of the project). Not applicable for Family Violence Services. County population totals can be found on the web at the U.S. Census Bureau http://www.census.gov/datamap/www/47.html.  Tennessee municipality population totals may be found at http://factfinder.census.gov/servlet/GCTTable?_bm=y&-geo_id=04000US47&-_box_head_nbr=GCT-PH1&-ds_name=DEC_2000_SF1_U&-format=ST-7 . 


12.  Age Group of Project Target Population: If a particular age group is to be served under this grant please enter the age range.

13. US Congressional District(s): Enter the number for the congressional district(s) in which the project will operate. If you are unsure of your district you can locate this information on page 323 of the following document: http://www.state.tn.us/sos/bluebook/07-08/38-US%20Government.pdf .
 

14. Other Grant Funds: List all federal and state grant funds currently received by your agency. Please provide the source identity, i.e., U.S. Department of Justice, etc., grant number, amount of funds realized and the general purpose of these funds as utilized by the applicant agency. Please note: The application cover sheet and all attachments must be certified by the authorized official.
THE FOLLOWING LINK WILL TAKE YOU DIRECTLY TO THE ONLINE APPLICATION FOR ATTACHMENT “A” ONLY.  BUDGET PAGES AND NARRATIVE MUST BE SUBMITTED SEPARATELY VIA E-MAIL (SEE INSTRUCTIONS).

http://ocjpsurveys.state.tn.us/ocjpsurveys/OCJPAttachment_A2011.htm
NOTE:  The Attachment “A”, Applicant Profile cannot be saved as in progress.  Therefore take a look at the Attachment “A” and be prepared to finish it once you start it.

XVIII.   INSTRUCTIONS FOR APPLICANT’S PROPOSED SCOPE OF SERVICE/NARRATIVE 

Tennessee has developed nine program areas through its comprehensive criminal justice planning.  These program areas correlate to legislatively authorized purpose areas developed by the U.S. Department of Justice, Edward Byrne/JAG Memorial Grant Program and have been approved by BJA.  
NOTE:  Preference will be given to agencies who employ evidence-based programming in their grant project or who use best practices (as identified in research) in the implementation of their proposed project.

In order to most efficiently utilize resources available through other grants administered by OCJP, and address the most serious gaps and service needs identified in Tennessee’s criminal justice system, the OCJP is accepting new applications in the following five programs only: 

· Pre-trial Service Delivery (only projects targeting those with serious mental illness and/or co-occurring substance abuse disorders)
· Community Crime Prevention

· Criminal Justice Professional Enhancement Training

· Correctional Programming



· Innovations in Criminal Investigations
NOTE:  See Section VII Program Priorities for additional detail for each priority
PROJECT SCOPE OF SERVICE/NARRATIVE:

The word document addressing each of the sub-heading areas listed below is found at: http://www.state.tn.us/finance/rds/ocjp/documents/JAG Scope of Services Narrative Form.doc.
This document must first be saved to your computer, and then it must be completed and forwarded via email to mailto:CriminalJustice.Program@tn.gov along with a budget form found at http://www.state.tn.us/finance/rds/ocjp/documents/2011 Budget JAG Match Calculations.xls 
NOTE:  The Scope of Service/Narrative will contain the following headers.  Thoroughly review this form before you develop your scope of service/narrative.
PROBLEMS FOR INTERVENTION AND NEEDS TO BE IMPROVED 

PURPOSE

INPUTS

ACTIVITIES 

INTENDED OUTPUTS (Products)

INTENDED OUTCOMES (Results)

DATA COLLECTION PROCEDURE

COLLABORATION ACTIVITIES

PLANS FOR CONTRACT CONTINUATION
All projects are required to plan for continuation once the federal grant funding ceases.  This section must outline the agency’s plan for local or state assumption of the project after federal funds expire.

XIX.    INSTRUCTIONS FOR COMPLETING BUDGET NARRATIVE AND LINE-

ITEM BUDGET

Please complete the budget form found at http://www.state.tn.us/finance/rds/ocjp/documents/2011 Budget JAG Match Calculations.xls  and provide a written budget justification to detail each line item for your budget. Begin by saving this document to your computer and then fill in the OCJP Detail tab of the excel spreadsheet.  The information from the OCJP Detail tab of the excel spreadsheet will then populate the Summary tab of spreadsheet and calculate the match for you.  Please use whole numbers.  See the example below.
NOTE:   The Project Title at the top of the budget summary page must match the title submitted in Attachment A and on your Scope of Service/Narrative.

NOTE:  After completing the budget form forward via email along with the project scope of service/narrative (see section XII above) to mailto:CriminalJustice.Program@tn.gov.  

Each fiscal year project budget consists of two components: the Summary Budget Amounts for the Federal, Match (if required), and Line Item total for each line item, and the Budget Narrative for each line item.  In addition to a total amount for each line item, applicants must provide narrative description for all costs, including the basis for computation of these costs for each line item as well.  The narrative should include a description of what will be purchased and a computation for the amount (example: Ink cartridge for printer, 6 per year at $50 each = $300).  A narrative description must be included for each line item in which a budgeted amount is included. The Budget Narrative does not need to break out the grant cost and match costs but should indicate the total cost for the line item.  
Line 1 Salaries Example:

For this line narrative, enter compensation, fees, salaries, and wages paid to implementing agency officers, directors, trustees, and employees of an approved project or program.  Compensation paid for implementing agency employees engaged in grant activities must be consistent with that paid for similar work within the applicant organization.  Overtime pay will be reviewed on a case by case basis and requires written approval from OCJP.  Complete the Salary Line by listing each position by title and name of employee, if available.  Show the annual salary and the percentage of time to be devoted to the project. Include narrative justification to indicate the direct use of the personnel listed to the project.  

Example:

	    SALARIES
	TOTAL

	Jen Doe,  Community Crime Prevention Specialist, 100% dedicated to the project , yearly salary $37, 365; Jim Doe,  Administrative Assistant, 50% dedicated to the project, yearly  salary  for project $16,871 – responsibilities: coordination of CCPS schedule,  production of all handout materials for each event, creating files, and grant reporting for the project.
	$54,236.00


Line 2
Benefits & Taxes 

Breakdown all fringe benefits for all implementing agency personnel listed on the salary schedule for the percentage of time devoted to the project.  Fringe Benefits are:  (a) the organization's contributions to pension plans and to employee benefit programs such as health, life, and disability insurance; and (b) the organization's portion of payroll taxes such as social security and Medicare taxes and unemployment and workers’ compensation insurance.  Fringe benefits on overtime hours are limited to FICA, Workman’s Compensation, and Unemployment Compensation and requires written approval from OCJP.  

Line 4, 15
     Professional Fees/Grant & Award 

Enter the implementing agency’s fees to outside professionals, consultants and subcontracting organizations.  Services for consultants are limited to the prevailing hourly or daily rate indicated in the grant application.  Enter the name of the individual or company being used, the hours or days for the fiscal year and the total cost.  Include a narrative description indicating the specific services to be provided by the consultant or subcontracting organization as it relates to your project exclusively. 
NOTE:  If the implementing governmental agency or non-profit organization is entering into a subcontractual relationship with an entity that is providing all or part of the project, a subcontract will be required between the implementing agency and the subcontracting entity.  Do not enter subcontracting information for professional consultant or subcontracting entity employees under Salaries (the Salaries Line item is only to be used for implementing agency employees). This information must be entered in Line Item 4, 15; Professional Fees/Grant & Award.  As a part of the subcontract a complete line item budget (using the OCJP format) must be required of the subcontractor.  OCJP Budget Summary and Budget Detail Worksheets must be completed for each fiscal year.  Speaker fees for Conferences MUST be entered under Line Item 11, 12; Travel/Conferences & Meetings.

Line 5
Supplies

Enter the implementing agency’s expenses for office supplies, housekeeping supplies, expendable goods, and other supplies by item.  Include a narrative description indicating how these items would benefit your project exclusively.
 Line 6
Telephone
 Enter the implementing agency’s expenses for telephone, cellular phones, beepers, telegram, FAX, E-mail, telephone equipment maintenance, and other related expenses.  Include a narrative description indicating how these items and expenses relate to your project exclusively.
Line 7
Postage and Shipping

Enter the implementing agency’s expenses for postage, messenger services, overnight delivery, outside mailing service fees, etc.  Include a narrative description indicating how these costs relate to your project exclusively.

Line 8
Occupancy 

Enter the implementing agency’s expenses for use of office space and other facilities, heat, light, power, other utilities, outside janitorial services; and similar expenses.  Include a narrative description indicating the amounts for each specific service and how these items would benefit your project exclusively.

Line 9
Equipment Rental & Maintenance 

Enter the implementing agency’s expenses for renting or leasing (not lease purchase) and maintaining computers, copiers, and other office equipment, except for telephone, postage meters, truck, and automobile expenses, which are reportable on lines 6, 7, and 11/12, respectively.  Include a narrative description indicating the amounts for each specific service and how these expenses would benefit your project exclusively.
Line 10 
Printing and Publications 

Enter the implementing agency’s expenses for producing printed materials, purchasing books and publications, and buying subscriptions to publications.  Include a narrative description indicating how these purchases relate to your project exclusively.

Line 11, 12
Travel/ Conferences and Meetings 

Enter the implementing agency’s expenses for travel, including transportation, meals and lodging, and per diem payments.  Include gas and oil, repairs, licenses and permits, and leasing costs for company vehicles.  Include vehicle insurance here or on line 14.  Enter the implementing agency’s expenses for conducting or attending meetings, conferences, and conventions.  Include a narrative description delineating the amounts for mileage, lodging and per diem for each event; speaker fee expenses, registration costs, materials/supplies and facilities rental for each event and indicate how these expenses would benefit your project exclusively.  (Use State travel rates in projections.) 

 Line 13
Interest 

NA for BYRNE/JAG
 Line 14
Insurance 
 Enter the implementing agency’s expenses for liability insurance, fidelity bonds, and other insurance. Do not include employee-related insurance reportable on line 2.  Do not include property and vehicle insurance if reported on lines 7, 8, or 11/12.  Some insurance costs may be unallowable; therefore, check with the OCJP program manager before budgeting funds in this category.  Include a detailed justification for the expense.

Line 16
Specific Assistance To Individuals 

NA for BYRNE/JAG
Line 17      Depreciation 
NA for BYRNE/JAG
Line 18 
Other Non-Personnel (Confidential Funds) 

List items not included in any of the categories.  Check with the OCJP program manager before budgeting funds in this category.  Include a narrative description indicating how the costs would benefit your project exclusively.

Line 20 
Capital Purchases (Equipment)

  List non-expendable items to be purchased.  Non-expendable equipment is tangible property having a useful life of more than two years.  Expendable items should be included on Line 5, Supplies.  Applicants should analyze the cost benefits of purchasing versus leasing equipment, especially high cost items and those subject to rapid technical advances.  Rented or leased equipment cost should be listed on line 9.  Include a narrative description indicating each item and how the equipment is necessary for the success of the project. 

Line 22
Indirect Costs

NA for BYRNE/JAG
Line 24
In-Kind Expenses 

NA for BYRNE/JAG
Line 25
Grand Total 

This is the sum of Lines 1- 24 for each column.
If you have completed “Attachment A” cover page and submitted via the OCJP online system and have completed both the narrative form and budget form and submitted them via e-mail to:  mailto:CriminalJustice.Program@tn.gov  you have completed the application process.  Please refer to the time frames listed in this grant application to determine when you can expect a response from OCJP regarding possible funding. 
Application Completion Check-off

(Retain for your own purposes)

“Attacment A” completed and submitted on-line






 FORMCHECKBOX 

Narrative logic model completed on the forms document and e-mailed



 FORMCHECKBOX 

Budget Summary and Detail completed on the excel forms document and e-mailed
 FORMCHECKBOX 

If you have done the above your application is complete.
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