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QUICK TIPS

· Contracts are active only for the period identified in the official grant contract.  

· In no circumstance, should a contractor assume future funding beyond the contract period. 

· Do not make expenditures based on assumptions or expectations of future contract revisions. 

· Make expenditures for only those costs included in an approved contract budget. 

· Do not supplant existing funds from other sources.

· Submit the mandatory progress report and financial reports “on-time”; otherwise payment of grant funds may be withheld. 

· Carefully review the Special Conditions of the grant award prior to making expenditures.

· Become familiar with the federal contract compliance requirements described in the U.S. Department of Justice Financial Guide. 
· Consult the Financial Guide if you plan to use grant funds for conducting a conference, training event, workshop, seminar, etc.; become familiar with the rules regarding purchasing of food and beverages and other eligible meeting/ conference expenditures. 

· Sub-contractors or consultant’s fees may not exceed $450 per day; refer to the Financial Guide for additional details on limitations and waivers of this requirement.

· Request approval from OPM to change a budget item, modify the scope of activities or change the grant period.
· Implement a process to document personnel time charged to a grant.

Grant Requirements

 All sub-grantees receiving grant awards from the State Office of Policy and Management (OPM) are obligated to read and follow the U.S. Office of Justice Programs (OJP) Financial Guide which will assist them in the management of their grants. The following hyperlink will take you directly to the OJP Financial Guide . A link to the guide can also be found on the OPM STOP grant reports and forms page.  Any requirements from OPM are in addition to the OJP Financial Guide requirements.
The OJP Financial Guide serves as a primary reference manual to assist award recipients in fulfilling their fiduciary responsibility to safeguard grant funds and ensure funds are used for the purposes for which they were awarded. The Guide should serve as a day-to-day management tool for OPM award recipients. The provisions of the Guide apply to all grantees receiving awards.
The Department of Justice US Office of the Inspector General has instituted an initiative called “Grant Fraud Awareness”.  The Inspector General’s Office has instructed states to be more diligent in identifying fraud, either intentional or not, in grantee projects.  This makes it more imperative that grantees understand and follow the Federal Guidelines for managing their grants.  Information on the Inspector General’s initiative can be found at http://www.usdoj.gov/oig/ , Office of the Inspector General.  

Contract Requirements 
A partial listing of OPM and Federal contract requirements are included in the Notice of Grant Award which serves as the contract for receiving a grant from OPM.  It is very important that this contract is carefully read and completely understood by all service providers, including your sub-contractors.  Your agency will be held accountable for all conditions of the contract as well as those in the OJP Financial Guide and any additional requirements prescribed by OPM. The following includes highlights of conditions that are most likely to cause issues with contract compliance. References to other source documents are given for clarification and additional requirements when appropriate. This list is not all inclusive or definitive. 
General Conditions
· Expenditures must be for allowable expenses only (OJP Financial Guide Part 3 Chapter 7, Allowable Costs and Chapter 16, Unallowable Costs) and must represent only the expenses identified in your grant’s approved budget.  
Please note that the STOP Grant is a Reimbursement Grant.  All requests for reimbursement (see Cash Request in Attachment A) must include documentation of expenses.
· In-state Conferences and Workshop/Food and Beverage - Three tests should be satisfied in order for provision of food and/or beverages to be allowable: 
1. The cost of food and/or beverages provided is reasonable
2. The food and/or beverages provided are incidental to a work related event
3. The food and/or beverages provided are not related directly to amusement and/or social events. (Any event where alcohol is being served is considered a social event; and, therefore, costs associated with that event are not allowable)
Further explanation of allowable food and beverage costs for in-state conferences or workshops can be found in the OJP Financial Guide Part 3, Chapter 7.
· Travel must be authorized by OPM forty-five (45) days prior to registration for an event or to making any related travel arrangements.  Within thirty days of return from an authorized trip, an Out of State Travel Expense Report must be sent to OPM.(See attached Travel Expense Report and Instructions)  The OJP Financial Guide specifies as unallowable travel costs:

1. Entertainment
2. Sporting Events

3. Visa fees

4. Passport charges

5. Tips

6. Bar charge/Alcoholic Beverages

7. Laundry charges

8. Conferences and Workshop Lodging Costs in Excess of the Federal Per Diem

However, if OPM approves the use of your agency’s Travel Procedure and it includes tips and a larger per diem for lodging as an allowable cost, those costs will be allowed under the term of the OVW STOP Grant.
· Contracts (Projects) are only active for the period identified in the official grant contract.  In no circumstance should a grantee assume funding beyond the grant period. (OJP Financial Guide Part III Chapter 2, Period of Availability of  Funds)
· Property and Equipment - Sub-grantees must show prudence when purchasing property, equipment and supplies, such as office supplies and computers, etc.  If suitable property/equipment required for the success of a project is already available within your organization, the purchase will be considered an unnecessary expense and disallowed from grant funding.  Also, recipients need to be aware that they must demonstrate they have an adequate property management system in place and in use in order to avoid disallowance of any property/equipment acquisitions. (OJP Financial Guide Part III Chapter 6, Property and Equipment)
· Supplanting - A grantee receiving grant funds cannot use those funds to supplant existing project funding.  Awarded funds can only be used to supplement and increase the level of private, federal, state, municipal or local funding already in place for this project. (OJP Financial Guide Part II Chapter 3, Standards for Financial Management Systems)
 

· Federal Funding and Civil Rights Laws - The U.S. Department of Justice (DOJ) requires the State of Connecticut to provide training regarding non-discrimination provisions under various Federal civil rights laws for all DOJ grant sub-recipients. To meet this requirement, the Office of Policy and Management, the Connecticut Judicial Branch and the Department of Emergency Management and Homeland Security (DEMHS) cooperatively offers a program called “Protected by Law: What Sub-Grantees Should Know about Federal Funding and Civil Rights Laws”  Follow this link to the OPM Web page for complete information on this requirement for sub-grantees.  
  Special Conditions

· Following the OPM General Conditions in your Grant Award package, there is a section that identifies required Special Conditions. For the STOP VAW Grant, there are fifteen (15) Department of Justice OVW Special Conditions.  Please go through these carefully to avoid non-compliance issues.  You will find specific information on the following as well as other conditions on the Special Conditions pages: (this is not an inclusive list)
· Statement required to be added to all publications, written materials, and visual or audio materials – “This project was supported by Grant No._____ awarded by the Office on Violence Against Women, U.S. Department of Justice.  The opinions, findings, conclusions, and recommendations expressed in this publication /program/exhibition are those of the author(s) and do not necessarily reflect the views of the Department of Justice, Office on Violence Against Women.”
· Use of Federal Grant Funds

· Agreement to comply with requirements of  28 C.F.R. Part 38, the Department of Justice regulation governing “Equal Treatment of Faith Based Organizations”

· The submission of Progress Reports and Financial Reports to OPM with data to be forwarded to DOJ

· Requirement for the collection of  project data 

· Identification and reporting of measures of project success

Other Specific Requirements

· Costs Requiring Prior Approvals – Consultant Rates are only one of a list of cost requiring prior approval by OPM and the VAW. The OJP Financial Guide Part III, chapter 15, states that rates exceeding $450 per eight-hour day, excluding travel and sustenance costs, require PRIOR APPROVAL from the awarding agency.  Please read the entire section for the complete listing of all costs requiring prior approval.
· Program Changes - Program changes to grant projects that (1) impact the scope or purpose of the grant, (2) impact the grant budget or (3) result in a break in service require that OPM be notified immediately by submission of the proper forms.  (Sample forms can be viewed in Attachment C)
1. Change in Scope Form

A change in scope occurs when the original project definition, as identified in the project grant application, has had a component added, altered or deleted.

2. Revised Budget Form

A change in budget may be an increase or decrease in the original budget.
3. Break in Service Form

A break in service occurs when a person assigned to the project leaves the project for more than five (5) consecutive days and continuity of services is affected or the person in the position is replaced. 
4. Grant Period Adjustment Form
OPM also requires immediate notification if an extension of time is required for the project.  A Grant Period Adjustment form needs to be sent via email to the grant manager for approval.  A copy of the request should be placed in the sub-grantee’s project file
.
Please review OJP Financial Guide, Part III Chapter 5, Adjustments to Award
· Financial and Progress Reporting - The Federal Department of Justice Office of Violence Against Women requires all grantees and sub-grantees to submit Progress Reports and Financial Reports.  The data from these reports is used in national statistical reports on Violence Against Women authorized programs.  OPM also uses the data for reporting purposes and to help in the determination of the strengths and weaknesses of each project.
Financial and Progress Reports are emailed by the OPM program manager to the sub-grantee for each grant project that is active during the reporting period prior to the reporting period end date.  
Sub-grantees must email the completed report to OPM by the due date.
Below is the current schedule for Progress Reporting based on the Calendar Year:  This schedule is NOT valid for Recovery VAW STOP Grants.
	Reporting Period
	Report Due Date

	January 1 – June 30 - Semi-Annual Progress Report
	July 15 of the reporting year

	July 1 – December 31 – Federal Annual Report
	January 15 of the year following the reporting period


· Semi-Annual Progress Reports provide data on all STOP grant projects that were active during the first six months of the reporting year.

· The Federal Annual Progress Report provides cumulative data for all STOP grant projects that were active during the calendar year.  

OPM may require additional reporting quarterly and sometimes more frequently.  The nature of the additional reports will be dependant on the scope of the grant project.  A sampling of currently required forms is attached to this document.  Additional reports may be required.
Financial Reports are due according to the following schedule based on the State Fiscal Year:
	Reporting Period
	Report Due Date

	1st Quarter
July1 – September 30
	October 15

	2nd Quarter
October1 – December 31
	January 1

	3rd Quarter
January 1 – March 31
	April 15

	4th Quarter
April 1 – June 30
	July 15


Contact information for both Financial and Progress reporting:  
charlene.gallaway@ct.gov 
phone: 860-418-6297
Additional information for Financial and Progress Reporting for all grants is located at OPM Adult Criminal Justice Policy and Planning , Grantee Reporting.

· Records Retention
“All financial records, supporting documents, statistical record and all other records, pertinent to the award shall be retained by each organizations for AT LEAST 3 YEARS following notification by the grant authorizing agency [OPM] that the grant has been programmatically and fiscally closed or at least 3 years following the closure of its audit report covering the entire award period, whichever is later.  Retention is required for the purpose of Federal examination and audit. Records may be retained in automated format. States or local governments may impose record retention and maintenance requirements in addition to those prescribed.”  (OJP Financial Guide Part III Chapter 12, Retention and Access Requirements for Records
· Documentation of Personnel Charges
Sub-grantees must implement a system for tracking the amount of time personnel spend on grant activities.  Only hours that have been validated by a tracking system will be reimbursed by the grant.  The following is an example of a time tracking system.
Name:

John Jones


Grant Number:
08VW6637999
Date

Task



Time


Hrs. Worked
1-14-08

worked on brochure

9:00 to 10:30

1.5 

1-14-08

staff training on project
2:00 to 4:00

2.0 
1-16-08

meeting with client

8:30 to 11:30

3.0 
· Audits
The Office of Management and Budget (OMB) Circular A-133,  describes the responsibilities of auditors of state, local and non-profit agencies projects supported by Federal funds.  It is important to understand that the audit has two main objectives:
1.
An audit of the financial statements and the reporting on the Schedule of Expenditures of Federal Awards (SEFA) in relation to those financial statements 

2.
 A compliance audit of federal awards expended during the fiscal year 

The auditor is required to determine whether the grantee and sub-grantee complied with laws, regulations, and the provisions of contracts or grant agreements pertaining to federal awards and to render an opinion on his/her findings. 

These objectives are applicable to audits performed by OPM staff also.
It is imperative that the grantee understand their roles and responsibilities when obtaining federal and state funding.  The purpose of this document is to highlight some of the roles and regulations.  It is not inclusive. 

Grantees are required to read and understand all relevant Federal and State laws and requirements pertaining to the acceptance and use of government funds.  Your OPM grant manager is available to provide assistance and answer questions you may have.

Following are SAMPLES of some documents currently used/required by OPM.  Other documents may be required as a condition of your grant.

ATTACHMENT A

SAMPLE FINANCIAL DOCUMENTS
All documents are subject to change at any time.  Documents for submission should be downloaded from the OPM website only or provided by the Program Manager
The following documents are samples of current financial documents required by OPM for (1) filling Quarterly Financial reports, (2) requesting cash reimbursement for expenditures against your grant and (3) reporting of expenditures for Property/Equipment Inventory procured through grant monies.
1. Financial Report
2. Cash Request
3. Property/Equipment Inventory    
Please note that the documents attached to this Guide are SAMPLE documents only and should not be used for reporting purposes. Clicking on the title will take you to the OPM STOP grant Financial Website page where links to financial documents are located.
SAMPLE FINANCIAL REPORT FOR STOP VAW GRANTS
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	SAMPLE CASH REQUEST
	Please enter information in this column

	1.
 Grantee Name: 
	

	    Address:
	

	2. Grant Number:
	

	3. Amount of Grant:
	$

	4. Project Title:
	

	5. Cash Request for the Period of:
	                                           through 

	6. Cash Received to Date:
	$

	7. Amount of Cash Requested:
	$

	8. Justification of Amount Requested:
	

	9. Submitted by: (Project Director or Financial Officer of Record for the Grant)
	

	10. Date:
	


	CJPPD USE ONLY
	Federal Cash drawn to date:

	
	State Match Cash drawn to date:

	Special Conditions and reporting requirements have been met.

	$                                
	Federal is approved for draw at this time

	$                                
	State Match  is approved for draw at this time


	Comments:

	



Approval:

	
	

	Signature of CJPPD Financial Manager
	Phone

	
	

	Signature of CJPPD Signatory Authority
	Date


	APPROVED FOR PAYMENT                         OPM

MY SIGNATURE ABOVE AUTHORIZES PAYMENT IN THE AMOUNT SHOWN AND CERTIFIES THAT SERVICES HAVE BEEN RENDERED, THAT THE INVOICE AND SUPPORTING DOCUMENTATION HAVE BEEN RECEIVED AND REVIEWED AND ARE ACCURATE, COMPLETE, AND CONSISTENT WITH CONTRACT TERMS.


	
	OPM20350
	12060
	
	
	
	OPM00000000
	
	

	
	OPM20350
	11000
	
	
	
	OPM00000000
	OPM0
	

	Amount
	Department
	Fund
	SID
	Account
	Program
	Project
	CF2
	Budget Ref Year


SAMPLE PROPERTY/EQUIPMENT INVENTORY REPORT FORM
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ATTACHMENT B

SAMPLE PROGAM DOCUMENTS
All documents are subject to change at any time.  Documents for submission should be downloaded from the OPM website only or provided by the Program Manager

The following are samples of current program documents required by OPM for (1) filling STOP Grant Semi-Annual Progress reports and (2) documenting travel expenses related to a specific grant
1. STOP Semi-Annual Progress Report – This form is sent to sub-grantee prior to the end of the six month reporting period of January 1 – June 30
2. Travel Expense Report 

Please note that the documents attached to this Guide are SAMPLE documents only and should not be used for reporting purposes.  Clicking the title above will take you to the OPM Program Website page where a link to the Travel Expense Report is located.
SAMPLE
OFFICE OF POLICY AND MANAGEMENT

Criminal Justice Policy and Planning DIVISION

450 Capitol Avenue-MS#52CPD

Hartford, CT  06106-1308

OPM QUARTERLY PROGRESS REPORT
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VAW STOP GRANT
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All reports must be submitted electronically via email to charlene.gallaway@ct.gov  
Hard copy will not be accepted unless this is the Final report, which requires a signature.
Project Progress Report

Please address all of the following completely.
1. Briefly summarize project activities for this quarter.  Please include supporting statistical information, for example, the number of arrests, warrants served, etc.
2. Is the project on schedule?  Do you anticipate that the grant funds will be fully obligated or expended within the grant period?  If not, please explain.

 IF <> "" "Enf." "" 

 IF <> "" "Edu." "" 

 IF <> "" "CrimePrev." "" 
3. Is the project fully staffed?  Has there been any staff turnover?  Any staffing problems?

4. Are there any areas where new approaches or strategies are being considered and/or implemented?  If so, please explain.

5.  Discuss any developments that have positively or negatively affected the project's activities

6. Do you anticipate incurring any conference costs that are in excess of the federal per diem rate?  If so, please submit a justification statement and a request for approval within 45 days of incurring the costs.

7. Do you anticipate any budgetary changes that will alter a budget category by more than 10% or $500, which ever is greater, or placing resources in a budget category not previously funded?  If so, please submit a Revised Budget Itemization form.

8. Do you anticipate using grant funds to purchase food and/or beverages for a training session, meeting, a conference or an award ceremony?  If so, please submit a request for approval within 45 days in advance of the event.

_______________________________________________________________________________

I hereby certify that the information contained in this progress report is based on official records and is, to the best of my knowledge, true.

Report prepared by:



NAME
TELEPHONE

Signature:



Project Director or Financial Officer of Record (Required for Final Report Only)
Date

	
	
	


SAMPLE OUT OF STATE TRAVEL 

APPENDEX C
SAMPLE CHANGE TO PROJECT DOCUMENTS
All documents are subject to change at any time.  Documents for submission should be downloaded from the OPM website only or provided by the Program Manager

The following are samples of current Change to Project documents required by OPM for 
(1) requesting a change to the grant period (time frame), (2) changes that impact the scope or purpose of the grant, (3) changes the impact the budget of the project and (4) when there is a significant break in services or replacement of personnel caused by a break in service.
1. Grant Period Adjustment Form
2. Change in Scope Form
3. Revised Budget Form
4. Break in Service Form
Please note that the documents attached to this Guide are SAMPLE documents only and should not be used for reporting purposes.  Clicking the titles above will take you to the OPM Website Project page where links to these and other documents are located.

SAMPLE GRANT PERIOD ADJUSTMENT FORM
Use this form when requesting a time extension to a project Grant Period.


[image: image3]

 SHAPE  \* MERGEFORMAT 
[image: image4]
SAMPLE CHANGE OF SCOPE FORM

The form is to be used when the sub-grantee requests a program change or changes to a grant project that impacts the scope or purpose of the grant.  The form must be submitted to OPM for approval by the grant manager prior to any changes being made 
Grantee Information
Grantee Name:

Grantee Address:

Grant Number:

Project Title:

Current Grant Amount:

Current Grant Period:

Contact Name:

Contact Phone:

Contact Email:

REQUESTED CHANGE IN SCOPE



Will change to scope affect grant $ amount 
______ Yes

_______  No

If answer is Yes, sub-grantee must submit a Revised Project Budget
On the following page, please provide a detailed account of how the scope of this project will be changed and justification for the change.  Supply as much clear information as possible to avoid delays in processing of this request.  Add pages as needed.
DESCRIPTION AND JUSTIFICATION FOR SCOPE CHANGE
	SAMPLE REVISED PROJECT BUDGET
	

	
	
	
	
	
	
	

	Provide data appropriate to changes made to the original budget
	

	
	
	
	
	
	
	

	REVISION DATE:          _______________________________________
	
	
	
	
	

	PROJECT TITLE:          _______________________________________
	
	
	
	
	

	PROJECT GRANT #:    ________________________________________
	
	
	
	
	

	PROJECT GRANT PERIOD:  From__________  To_________________
	
	
	
	
	

	
	
	
	
	
	
	

	
	BUDGET INFORMATION
	
	ORIGINAL BUDGET 75% FED
	ORIGINAL BUDGET 25%STATE
	REVISED BUDGET 75% FED
	REVISED BUDGET 25%STATE

	 
	 
	 
	 
	 
	 
	 

	Personnel Salaries:
	
	
	
	
	
	

	
	Please indicate Salary and Fringe Benefits for Grant Period Only
	
	
	
	
	

	Name and Position/Title
	
	 Salary
	
	
	
	

	% of Time Used for Grant Activities
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	Salaries Total
	 
	 
	 
	

	
	
	
	 
	 
	 
	 

	Fringe Benefits:
	
	
	
	
	
	

	Calculated at _______%
	
	Fringe Benefits
	 
	 
	 
	

	
	
	
	 
	 
	 
	 

	
	
	Fringe Benefits Total
	 
	 
	 
	

	Salaries + Fringe Benefits Total
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Travel Line item
	
	
	 
	 
	 
	

	 
	
	
	 
	 
	 
	

	Travel Total
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Equipment Purchases
	
	
	
	
	
	

	Description
	
	
	
	
	
	

	Quantity
	
	
	
	
	
	

	Unit Price
	
	
	 
	 
	 
	

	
	
	Total Price This Item
	 
	 
	 
	

	Equipment Total 
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Supplies Purchased
	
	
	
	
	
	

	Description
	
	
	
	
	
	

	Quantity
	
	
	
	
	
	

	Unit Price
	
	
	 
	 
	 
	

	
	
	Total Price This Item 
	 
	 
	 
	

	
	
	
	 
	 
	 
	

	Supplies Total
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Consultant
	If change of consultant please provide information below on the original and the new
	
	 
	 
	 
	

	Original Consultant
	
	
	
	
	
	

	Name
	
	
	
	
	
	

	Address
	
	
	
	
	
	

	Phone #
	
	
	
	
	
	

	New Consultant
	
	
	
	
	
	

	Name
	
	
	
	
	
	

	Address
	
	
	
	
	
	

	Phone #
	
	
	
	
	
	

	
	Contractual Budget Changes
	
	 
	 
	 
	

	
	
	
	 
	 
	 
	

	Contractual Total
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	Facilities
	If change of facility location please provide the information below on the original and new
	
	
	
	
	

	Original Facility Name
	
	
	
	
	
	

	Address 
	
	
	
	
	
	

	
	
	
	
	
	
	

	New Facility Name
	
	
	
	
	
	

	Address 
	
	
	
	
	
	

	
	 Facility Budget Changes
	
	 
	 
	 
	

	Facilities Total
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other
	Identify other budget line items being changed
	
	
	
	
	

	
	
	
	
	
	
	

	Line Item
	
	
	 
	 
	 
	

	
	
	
	
	
	
	

	
	
	
	 
	 
	 
	 

	Other Total
	
	
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	Total Grant Project  Budget 
	
	 
	 
	 
	

	
	
	
	
	
	
	

	All Budget Revisions must include the signature of preparer and project Director or Financial Officer
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	

	Prepared By ___________________________
	Date:
	
	
	
	

	(Name and Title)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Signature _____________________________
	
	
	
	
	

	
	
	
	
	
	
	

	Authorized By__________________________
	Date:
	
	
	
	

	(Name and Title)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Signature______________________________
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Mail this form to:
State of CT Office of Policy and Management
Adult Criminal Justice Policy and Planning
450 Capitol Avenue
Hartford, CT 06106
 
 Email this form to: charlene.gallaway@ct.gov
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SAMPLE BREAK IN SERVICE FORM

Agency Name:
     
Agency Address:
     
Grant Number

     
Project Name

     
Contact Name:
     
Contact Phone:
     

Email Address:
     
Staff Person Requiring Break:
     
Date Break in Service to:
 Begin
     

End      
Reason for Break in Service (extended termination, vacation, illness etc.): 
     
Will this position be covered? :  _____Yes      ______ No

Explain the extent of coverage and who will be covering this position:       
If coverage is provided, how will the break in service vacancy be funded? 

_______Other staff funded by this project will fill in and work overtime.  Cost will be charged to the grant.

______Other staff funded by this project grant will fill in during regular work hours without overtime costs incurred.

______Other staff not funded by this project will fill in and the project agency will incur the cost.

______The staff person leaving will be permanently replaced under the terms of the project grant.

To insure continuity of services, in the event that a project employee is unable to provide these services, or is otherwise unavailable for more than ten (10) consecutive business days, the contractor must:

1. Notify OPM of the expected duration of the absence as soon as the contractor knows that a break-in-service will occur and include an action plan for the continuation of services at contract levels using forms provided by OPM.

2. During the time of the employee's absence, the contractor must provide services as outlined in the contract.

3. In the event of a vacancy, the contractor will make a good faith effort to provide a substitute to ensure the continuation of services until the position is staffed again.

4. Provide continuing information to OPM regarding any such break in service and the contractor's efforts to limit the duration of the break in service 
___________________________________________


___________________



Executive Program Director




Date



GRANTEE INFORMATION





Grantee Name:





Grantee Address:





Grant Number:





Project Title:





Contact Name:





Contact Phone:





Contact Email:





Attach extra sheet if necessary





JUSTIFICATION FOR PROJECT PERIOD CHANGE





CHANGE PROJECT PERIOD





Current Grant Period:	





Requested Grant Period Change Dates:





			





For OPM Use Only





_____  Approved					_____   Not Approved








_________________________________		____________________


 	OPM Grant Manager Signature					Date





BREAK IN SERVICE REPORTING FORM





OFFICE OF POLICY AND MANAGEMENT


ADULT CRIMINAL JUSTICE GRANT MANAGEMENT 


This form is due to OPM within 10 days of a break in service





























For OPM Use Only





Grantee:  


       


Grant No.:      





Project Title:   





Address:       





Phone #:          203-797-4610





Period of Award:   





Report for Quarter Ending:   	





Report Due Date:    


Final Report:  ____Yes	____No
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