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Grant Management 101

OSC Quarterly Newsletter
The OSC Quarterly Newsletter: 

• Provides the latest information on upcoming 
convenings and events, 

• Highlights the successes of an OSC grantee, 
and

• Offers resources and news within the grantee 
community. 

Sign up here!

https://lp.constantcontactpages.com/sl/I4qU0Lu

https://lp.constantcontactpages.com/sl/I4qU0Lu


OSC 2025 Statewide Community 
of Practice Conference

December 8-9, 2025
The Founders Inn & Spa, Virginia Beach

Free event with lunch provided both days!

This event will bring law enforcement agencies, local government agencies, and non-profit 
organizations together from across the Commonwealth for collaborative and informative 
sessions that will discuss a range of topics, share innovative interventions, and build 
stronger networks. We are honored to announce that Jens Ludwig, author of Unforgiving 
Places: The Unexpected Origins of American Gun Violence, will deliver our keynote address. 
Breakout sessions will include program highlights, real-world case studies, and panel 
discussions. 

Scan the QR code for details and to register!
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Who We Are

Presenter Notes
Presentation Notes
We know this can be a confusing process and that you might be competing with someone whose only job is to apply for and write grants. So, we want to hear what you hope to get out of this training and what experiences you have with writing grants?  

While we act as the gatekeepers, we don’t throw the book at people for fun. We are caught between the general assembly or Congress and agencies that need the funding. We have to be good stewards of public funding while also trying to support localities trying to provide services for their constituents. 

At the end of the day, our job here is to help you use other people’s money to provide services to your communities while also avoiding jail for yourselves and us by not misusing public funds.



Who We Are

The mission of the Virginia Department of Criminal Justice Services 

(DCJS) is to provide leadership to improve the criminal justice system in 

Virginia’s communities through effective training, partnerships, grant 

funding, research, regulation, and support. 

Presenter Notes
Presentation Notes
The Virginia Department of Criminal Justice Services (DCJS) is charged with planning and carrying out programs and initiatives to improve the functioning and effectiveness of the criminal justice system as a whole (§9.1-102 of the Code of Virginia).

DCJS is unique in state government because of its system-wide perspective on criminal justice. While it directs programs and services to each component of the system, it has an overarching responsibility to view the system as a whole, to understand how changes in one part of criminal justice will affect other parts, and to work to assure that plans and programs are comprehensive.
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DCJS Grants Management

Ensures fiscal and programmatic compliance for all 
state and federal grant funds

Manages and distributes federal and state funding to 
localities, states agencies, and nonprofit organizations 

State Administering Agency (SAA)



Responsibilities 
Behind the Scenes:

Grant Program 
Coordinators and 

Monitors

Coordinate and monitor grants programs

Review grant applications and provide information 
to the Criminal Justice Services Board (CJSB)

Provide technical assistance to applicants and 
grantees

Review and negotiate status reports

Conduct desk reviews and on-site monitoring 
activities

Work closely with other DCJS Divisions

DCJS Grants Management

Presenter Notes
Presentation Notes
So, what is it that we actually do?





Office of Safer Communities 

1

Provide localities with 
technical assistance 
for capacity building, 
planning, and 
sustainability

2

Identify and 
implement 
standardized reporting 
metrics

3

Issue new grant 
solicitations for FVIP 
and OCG



OSC Funding Streams



OSC Funding Streams

This program:
• Supports the implementation of violent crime reduction 

strategies;
• Provides training for law-enforcement officers and 

prosecutors;
• Provides equipment for law-enforcement agencies; and 
• Awards grants to organizations, such as state and local law 

enforcement agencies, local Commonwealth’s Attorneys, 
localities, social services providers, and non-profit 
organizations, that are engaged in group violence intervention 
efforts.

Operation Ceasefire Grant (OCG) Fund



• This program supports the implementation of evidence-
informed gun violence intervention and prevention efforts, 
including street outreach, hospital-based violence 
intervention, and other violence intervention programs.

OSC Funding Streams

Firearm Violence Intervention and Prevention (FVIP) Grant Fund



• This program provides funding to address the needs of 
communities impacted by violent crime through the 
promotion and expansion of evidence-based interventions, 
strategic coordination, and data-driven performance metrics.

• Current Safer Communities:
‒ Roanoke
‒ Richmond
‒ Portsmouth
‒ Norfolk

OSC Funding Streams

Safer Communities Program (SCP)



Firearms Violence Intervention and
Prevention Fund Operation Ceasefire Grant Fund Safer Communities Program

2022 $1,500,000 $0 $0
2023 $8,000,000 $2,000,000 $0
2024 $9,000,000 $17,000,000 $10,000,000
2025 $9,000,000 $10,000,000 $14,000,000
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Violent Crime Funding

2022 2023 2024 2025

Program Funding

Presenter Notes
Presentation Notes
State funding for local and state violent crime reduction strategies has been a key component for localities and nonprofit organizations since the Virginia General Assembly took notable steps to address violent crime with dedicated grant funding options beginning in 2020. Adequate and sustained state-level investments are essential to enable communities to implement evidence-based interventions that can effectively prevent and respond to violent crime. State funding has supported promising violence reduction initiatives, such as community-based street outreach, hospital-based violence intervention programs, and support services for youth and young adults. The funding allows local organizations and government agencies to enhance their violence prevention and response efforts, providing much-needed resources and services to impacted communities



The 
Announcement:

Where to Find 
Funding 
Opportunities

Presenter Notes
Presentation Notes
This presentation will focus on the application process at DCJS. However, there is some helpful information that can be applied to writing grants for other funding opportunities.



DCJS Website
dcjs.virginia.gov 

Presenter Notes
Presentation Notes
To start off, we strongly recommend that you sign up for DCJS Updates via our website. To register, go to dcjs.Virginia.gov and click “Sign Up for DCJS Updates” under “Register for Trainings & Events”. You will be brought to the login screen where you can create an account. After your registration is complete you can sign up to receive various updates on trainings, announcements, and grant opportunities.  




DCJS Website
dcjs.virginia.gov 

Presenter Notes
Presentation Notes
Also on our website, you can find DCJS open funding opportunities by clicking on the "GRANTS" tab in the blue ribbon at the top. This will take you to the list of current funding opportunities. 







OSC Website—Grantee 
https://www.dcjs.virginia.gov/safer-communities-youth-services/information-grantees-and-applicants

Presenter Notes
Presentation Notes
Also on our website, you can find DCJS open funding opportunities by clicking on the "GRANTS" tab in the blue ribbon at the top. This will take you to the list of current funding opportunities. 
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DCJS On-Line Grants Management System 
(OGMS)

ogms.dcjs.virginia.gov

Presenter Notes
Presentation Notes
Jenna

To apply for grants, DCJS uses an on-line grants management system that allows potential grantees to apply for funding opportunities. Within DCJS, we use the system to list and maintain information about all current and past grantees to ensure accuracy and ease of use and reporting. 

Open solicitations are also on the announcements to the right which also includes links for OGMS training and resources, and tech support for system issues, not grant issues. 

http://about:blank


Register in OGMS

• Allow 3-5 business days for the registration 
process to be completedRegister early 

• Submitting an application
• Uploading status reports
• Entering financial reports
• Reimbursements

Anyone conducting DCJS grant activity will 
need to create an account, including people 

who are:

• www.dcjs.virginia.gov/grants/ogms-
training-resourcesInformation on how to register for OGMS can 

be found on the DCJS website

• Project Directors 
• Project Administrators 
• Finance Officers 

We recommend registering Authorized Officials 
who have different contact information

Presenter Notes
Presentation Notes
It’s important that anyone in your locality that will work on the application, or the grant, must register in the system. This would include Project Directors, Project Administrators, Finance Officers, and anyone who will be submitting reports and completing the application. 

It’s important to note that OGMS is compatible with many different browsers but when you are in the system, it’s recommended that you use the OGMS menu and not the browser menu. OGMS tends to work better in Google Chrome.

http://www.dcjs.virginia.gov/grants/ogms-training-resources
http://www.dcjs.virginia.gov/grants/ogms-training-resources
http://www.dcjs.virginia.gov/grants/ogms-training-resources
http://www.dcjs.virginia.gov/grants/ogms-training-resources
http://www.dcjs.virginia.gov/grants/ogms-training-resources
http://www.dcjs.virginia.gov/grants/ogms-training-resources


Before You 
Apply

Presenter Notes
Presentation Notes
Next, we will discuss some helpful tips to think about before you apply.



Which grant is right for you?

Answer these questions:

• What problem will the grant solve and how?
• What are your current resources and why are they not working?
• Who/what will the grant impact?
• What is the capacity of your organization to accomplish your goal?
• What are the challenges in completing the project?
• How much will the project cost and will the grant cover all 

expenses?
• How long will it take?
• What data will you need to collect to measure success?

Presenter Notes
Presentation Notes
When looking for a funding opportunity, decide if the grant can meet all your requirements to complete the project or if you project goals can fit the parameters of the funding opportunity. For instance, if you think the project will take a year to accomplish but the grant is only for nine months, can you realistically complete the project within that timeframe? If not, do you have additional resources that can support the last part of your project but are insufficient to cover the whole year?

Another thing to ask yourself, can you meet all the requirements of the grant? You cannot count on an exception to a requirement if the grant is awarded. As an example, if the grant requires you to partner with another agency, but that agency doesn’t want to participate, then you won’t be able to meet all the requirements. 



First 
Things 
First…

Register
• Register in OGMS

Read
• Read the grant Guidelines and 

Application Procedures document

Eligibility
• Take note of eligibility requirements 

and program priorities 

Requirements
• Note other requirements and 

restrictions

Funding
• Take note of available funding 

amounts and match requirements

Presenter Notes
Presentation Notes
<Read slide>



How to 
Prepare

Plan Allow time for paperwork to be reviewed 
and completed by your agency.

Identify
Identify the necessary personnel required to 
oversee the grant and partners needed to 
accomplish grant objectives.

Develop Develop an itemized budget.

List Make a list of project needs.

Ensure Ensure adequate resources to implement 
the project.

Confirm Confirm allowable and unallowable 
expenses and activities.

Note Note important dates and deadlines.

How to 
Prepare

Presenter Notes
Presentation Notes
Make sure you read the funding opportunity thoroughly to gain understanding of what you will need to apply. We work hard to make the funding opportunities easy to follow and navigate as  you are applying 

Necessary personnel :  
Project Director
Project Administrator
Finance Officer




Planning

Meet with the finance 
team to determine funds 

needed and how the 
match will be met.

Understand the process 
in your locality, if 

applicable, for reviewing 
and signing applications. 

Develop a timeline for 
completing sections of 

the application that 
allows for unexpected 

delays.

Presenter Notes
Presentation Notes
In the application planning stage, we recommend that you meet with your financial staff to determined the funding amounts you will need to complete the project. This also includes how you will meet match requirements, if applicable.

Know your local process for preparing and accepting grants. 
Quite often this process may take up to one month.

Develop a timeline for completing certain parts of the application. For instance, which section should be completed first so it can be reviewed? The finance team should review the budget; therefore you might want to complete the budget section first so they can review while you are completing other sections. 



Things to 
Consider

Presenter Notes
Presentation Notes
Now that we’ve have a plan in place to apply for the grant, here are some additional things to consider. 



What You Should Do

 Read the Guidelines and 
Application Procedures.

 Be clear and concise. 
 Provide data to support your 

project. 
 Check your math. 

 Check grammar, spelling, and 
punctuation. 

 Have another person review your 
application.

 Answer all the questions in the 
funding opportunity. 

 Ask the program coordinator 
questions.

 Begin early. 
 Read!

Presenter Notes
Presentation Notes
When writing the application, the most important part is to read the funding opportunity in its entirety.



What You Should NOT Do

DO NOT:
• Use acronyms (unless written 

out at the beginning),
• Assume the grant reviewer is a 

subject matter expert in your 
field,

• Go on a tangent,
• Write complicated sentences 

or use grandiose language,
• Make the reviewer guess or 

assume, or
• Add information or items that 

are not requested.



More Tips

Read the entire funding 
opportunity.

Identify and communicate 
with partners that can 
support the intended 

program (including referral 
sources from other 

programs).

Write the grant so that 
someone unfamiliar with the 
project could still implement 

it.

Have the finance 
department review the 

proposed budget and check 
your math.

Follow the application 
guidelines exactly. Be realistic.

Familiarize yourself with the 
forms and know what 

information you need to 
collect/provide.

Read everything!

Presenter Notes
Presentation Notes
Do you need letters of support, then request those early. SAM registration




A 
Few More 

Tips

 Ensure the budget items are tied to the activities 
in your project.

 Break down costs and explain how the requested 
amounts were determined. 

 Review allowable and unallowable costs.

 Review definitions.

 Look for resource guides.

 READ the entire funding opportunity.

 You can expand/enhance, but you cannot 
supplant.

Presenter Notes
Presentation Notes
Make sure the budget items are tied to the activities in your project. You cannot ask for expenses that have nothing to do with the project you are applying for, so make sure you can explain how each expense relates to the project’s goals and objectives. 



Supplementing vs. Supplanting

Supplementing:
• Occurs when grant funds are 

used to enhance existing 
state or local funds for 
program activities.

Supplanting:
• Occurs when a state or unit 

of local government reduces 
state or local funds for an 
activity, specifically, because 
grant funds are available (or 
expected to be available) to 
fund that same activity;

• To take the place of or 
replace. 

OJP TFSC Supplanting Guide Sheet
https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf

https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf
https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf
https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf
https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf
https://www.ojp.gov/fmvs/supplanting-guide-sheet.pdf


Starting an 
Application

Presenter Notes
Presentation Notes
Now, we will move on to starting an application. Again, this information focuses on DCJS processes and requirements but can be applied to grants from other agencies. 



Application 
Components

• General Information
• Face Sheet
• Budget Forms
• Project Narrative
• Goals and Objectives/Targets
• Non-supplantation
• Authority Certification
• Certifications and Assurances
• Other requested documents

Presenter Notes
Presentation Notes
For the most part, all applications will have the following components: *READ SLIDE*. When reading through your funding opportunity, it will confirm if these are all of areas that must be completed in the application. 



General Information

Application Title

Primary Contact

Organization

Additional Applicants

Presenter Notes
Presentation Notes
In the OGMS system, when you start an application, it will open an “Application Creation Wizard” which will require an application title, a primary contact, an organization, and will ask if additional applicants need access to the applications. 

Application title will be specific to the program you are applying under. 

Primary contact is the person who has the day-to-day responsibility for managing the grant. It is recommended that the Project Director (definition under Face Sheet) be listed as the primary contact. 

Organization, if you are someone who is connected to multiple organizations then you will want to choose which organization is applying for the grant. 

The people you list under Additional Applicants will have access to the application. If they are not listed, then they will not be able to see the application.



Face Sheet

Title 
• Grant program specific

Contacts
• Project Director
• Project Administrator
• Finance Officer

Project Description 
• Short description provided to 

CJSB *Important

Presenter Notes
Presentation Notes

Contacts: make sure when reading the funding opportunity, you are clear on who can be listed as the PD, PA, and FO. 

Project description: same goes for the project description. Please read through the funding opportunity to make sure that the description speaks to the requirements. 



Information used on reports to Grants Committee and CJSB:
• Funds Requested

‒ Federal
‒ State
‒ Special

Budget

Presenter Notes
Presentation Notes
Read instructions on where funding is coming from, Federal, State, or Special.
The budget is the most important because the information entered is used in reports to the Grants Committee and CJSB. If you don’t have the right amount in the budget then you may not get all of the funding you need. 
Always read guidelines and instructions to see what expenses are allowable under the grant program. Just because an item is allowable under a Federal funding source does not mean it is allowable under the program you are applying under. There are instances where the SAA has the discretion to decide if they will allow an item, such as the purchase of vehicles. 



Project 
Narrative

Presenter Notes
Presentation Notes
Participant break- 10-15 minutes



Project 
Narrative

Includes multiple sections:
• Demonstration of Need
• Project Description
• Demographics/Target 

Population
• Sustainment Plan

Presenter Notes
Presentation Notes
The Project Narrative might be another required section in your grant application. This may include multiple sections such as the Demonstration of Need, Project Description, Demongraphics or Targets, and Sustainment Plan. 

Program specific
Based on type of application- Continuation or New



Demonstration of Need

This provides an opportunity 
for applicants to describe 

their agency and the unmet 
need.

Describe the existing 
resources and services that 
are available to address the 
identified problem and state 
why those services are not 
adequate to address the 

problem.

Presenter Notes
Presentation Notes
The Demonstration of need gives you the opportunity to describe the unmet need your project will address. 

In this section, you will want to explain your agency and the problem. Provide any existing resources and explain why those resources are not adequate. It is also beneficial to use statistics to demonstrate your points. Make sure the statistics are relevant and up-to-date. 



Project 
Description

Describe the project and 
planned implementation 
activities.

Describe how the project 
will reach the goals and 
match the capabilities of 
your organization.

Tie goals and objectives 
to implementation 
activities.

Presenter Notes
Presentation Notes
In the Project Description, you will want to explain the project you are requesting funding for and provide the implementation steps. A timeline is helpful in this section and may be required. Explain how the project will meet the unmet need you describe earlier and address the capabilities of your agency to manage the project. If you application requires Goals and Objectives consider tying your implementation steps to them. 




Demographics & 
Sustainment Plan

Demographics:
This is a description of the 
target population your 
organization will serve.

Sustainment Plan:
If the grant is funding a 
position, the application 
may require you to describe 
how you plan to maintain 
the position after the grant 
period ends.

Presenter Notes
Presentation Notes
Under the demographics section, describe the population you hope to target with your project. 

The sustainment plan should address how you plan to maintain the project after the grant has ended. This may include collecting data to present to your Board of Supervisors or Board of Directors or if you have plans to raise funds through other means. 



Goals and Objectives

The goal is the outcome of your project and should 
be broad and general.

• Specific
• Measurable
• Achievable
• Related to the project
• Timebound

Objectives should directly support the goal and 
should be written in SMART format.

Presenter Notes
Presentation Notes
We will break each one of these down a little more shortly. 



S.M.A.R.T. Approach

Presenter Notes
Presentation Notes
Setting specific, measurable, achievable, relevant, and time-bound (SMART) objectives is a good way to plan the steps to meet the long-term goals in your grant. It helps you take your grant from ideas to action.

S 	– Is it Specific? (simple, sensible, significant)
M 	– Is it Measurable? (quantifiable)
A	– Is it Achievable? (attainable)
R 	– Is it Relevant? (reasonable, realistic, results-based)
T 	– Is it Time-Bound? (time sensitive, time limited)




Goals and Objectives

Goals

• Describe what 
you hope to 
accomplish 
with the 
project.

‒Broad 
overview

‒Link to your 
original need

‒Final impact 
of the project

Objectives

• Identify the 
project’s 
focus.

‒A step 
towards the 
goal

‒S.M.A.R.T 
approach

‒Does it 
support the 
larger goal?

Activities

• Measurable 
activities and 
tasks to 
accomplish 
each objective 

Presenter Notes
Presentation Notes
The Goal is the outcome of your project and should be broad and general. An example would be, “Establish, enhance, and continue the partnerships between local law enforcement agencies and school divisions to promote a safe and secure learning environment.” 

Objectives should directly support the goal. It is realistic, precise, measurable, and capable of being completed in the grant year. An example would be, “Reduce the number of reported disruptions/assaults to the SRO from 23 to less than 15.” 

Activities are a list of measurable tasks to accomplish the objective. You can have multiple activities per objective. Some examples include, “Meet with school administration quarterly to assist in identifying students frequently referred to the office for disruptive behavior” or “Provide 2 presentations to 4 sixth grade classes to increase their knowledge of Virginia laws.” When developing your activities, know that you will need to be able to document performance if the grant is awarded. Documenting daily activities might be cumbersome especially if they are performed multiple times throughout the day. 



Itemized 
Budget



Itemized Budget 
Forms: 
Description and 
Justification

Description
Clearly describe the expense 
and how it will be used or, in 
personnel, explain the job 
responsibilities and 
activities.

Justification
Explain how the request is 
essential to the project and, 
if needed, additional 
itemization on how you 
determined the cost in your 
request.



Itemized 
Budget Forms: 
Equipment

2 CFR Part 200: Equipment means tangible personal 
property (including information technology systems) 
having a useful life of more than one year and a per-
unit acquisition cost which equals or exceeds the lesser 
of the capitalization level established by the non-Federal 
entity for financial statement purposes or $5,000. 

Presenter Notes
Presentation Notes
Always read the grant guidelines and instructions to determine their definition of Equipment. 

Pro-rate

Code of Federal Regulations- Uniform Administrative Requirements

Grant funds cannot support the entire cost of an item that is not used exclusively for grant project-related activities; however, grant funds can support a pro-rated share of such an item.

A capitalization level/threshold is the minimum cost at which an asset must be reflected in your accounting records and financial statements. An asset is when a cost is not expected to be entirely consumed in the current period, but rather over an extended period of time. 
Capitalization level/threshold/limit is the set amount where the item can be categorized as an asset or supply. 



Itemized Budget Forms:  Supplies

Categorize by major types

• Office supplies - pens, paperclips, staples, etc.
• Conference registration

Presenter Notes
Presentation Notes
Items under the capital threshold or $5,000. 

Again, you must pro-rate any items that are not fully used for the grant funded project. 

Enter the item, and the unit cost/monthly rate.

For major categories you will provide more detailed information under the description section. This is where you will list the items under the category but don’t have to necessarily itemize each item. 




Additional 
Forms



Authority 
Certification

If someone else is signing, provide a memo from 
authorized official designating that person as 
having signing authority.



Additional 
Forms

General Conditions and 
Assurances

Lobbying and Debarment

Attachments

Presenter Notes
Presentation Notes
General Conditions and Assurances and Lobbying and Disbarment are federal documents that must be signed by the Project Administrator or their signatory authority.

General Conditions and Assurances, is a list of conditions and requirements that the applicant agrees to comply with. It includes assurances for financial systems, auditing, reports, grant closeout, unused funds, and more. 

Lobbying and Debarment is a certification concerning restrictions on lobbying and that the applicant is not debarred, suspended, or proposed debarment. 



The Review 
Process

Presenter Notes
Presentation Notes
Chad

Now we are going to jump a little into the review process. 



Grant Application Review Process

Continuation 
vs. 

Competitive

• Internal
• External

Reviewers

• Negotiations
• Encumbrances 

Corrections

Presenter Notes
Presentation Notes
MAY include external reviewers, but not always!

DCJS staff will utilize an application review form to review all grant applications. “New” grant applications will be reviewed as part of a competitive review process. The competitive review process may include external/non-DCJS staff and DCJS staff who will rate each application based on the information provided, adherence to the funding opportunity, and the clarity, substance, and strength of the request made for funding. Reviewers may consider demonstrated need, geographic location, budget justification, cost-effectiveness of proposed projects, and the availability of competitive funds. DCJS reserves the right to change program budgets based on allowable costs, justification of items, and available funding. Grants may be funded in full or in part, based on the number of qualifying applications, available funding, geographical representation and additional information specific to the overall funding opportunity. Each submitted grant application will be rated on its quality and adherence to these guidelines.
 







Criminal Justice 
Services Board 
(CJSB)

• Reviews summaries of staff 
evaluations and application 
scores

• Makes recommendations to 
the full CJSB

Grants Committee

• Final grant award decisions

Full CJSB Board

Presenter Notes
Presentation Notes
Once the competitive review process is complete, all recommendations for funding, goes to the CJSB.  The 32 member Criminal Justice Services Board (CJSB) is the Department's policy board. It has representation from all aspects of the criminal justice system on both state and local levels of government, as well as representatives of the private security industry, the public-at-large and the General Assembly.

The Board is the approving authority for the regulations the Department promulgates in accord with the Administrative Process Act and approves most of the grants the Department awards to localities, state agencies and private non-profit organizations.

Grants Committee: Hears applicants' appeals of other grant review subcommittees' "no funding" recommendations and reports to the CJSB. Meets as needed.

The Grants Committee of the Criminal Justice Services Board (CJSB) will review summaries of staff evaluations of applications and grant application scores for new applications. The Grants Committee will then make funding recommendations to the full CJSB who will make final grant award decisions at its meeting. Funding decisions made by the CJSB are final and may not be appealed.





Grant Awards

Presenter Notes
Presentation Notes
Once a grant recommendation is approved by the CJSB, there are a few more steps before you/the grantee can spend the funds.



Grant 
Management

Award Package

Review the grant requirements.

Record Retention 

Determine who will complete reports.

Alerts and notifications will be sent through 
OGMS.

All changes to the grant must be reviewed 
and approved before they are implemented.. 

Payments will be held if an encumbrance has 
not been met. 

Presenter Notes
Presentation Notes
An award package with the terms of the grant and amount will be sent. This includes the statement of Grant Award "SOGA" and grant requirements 
 It is responsibility of the Project Administrator to Review the Grant Requirements on the DCJS website and under the Funding Opportunity component.
o   Grantee will be held accountable for all information in the grant requirements and special conditions. 

3.    Record Retention: Documents associated with the grant must be kept outside of OGMS either electronically or in paper files.
o   Current grant year and past 3 grants years.
§  Signed SOGA
§  Signed Applications
§  Approved Status Reports
§  Approved Claims
§  Approved Encumbrances
§  Contract Amendments
§  Evidence that supports the information reported on the status report.
§  Personnel time sheets for grant funded employees. 
4. The locality should determine who will complete reports and those persons should be registered and have access to the grant in OGMS.
o   Claims and Status Reports are required quarterly even if no activity has occurred. Ultimately, it is the Project Director’s responsibility to coordinate report submissions. 
5. Alerts and notifications will be sent through OGMS.
o   It is the grantee’s responsibility to ensure they do not go to their spam folder. 

6. All changes to the grant must be reviewed and approved before they are implemented. 
·         The grantee is required to notify DCJS within 30 days of any changes in grant funded staff or authorized officials.

7. Payments will be held if an encumbrance has not been met or if status reports are not up to date. 








Statement of Grant Award (“SOGA”)

• Acceptance of the grant award constitutes 
its agreement that the grantee assumes full 
responsibility for the management of all 
aspects of the grant and the activities 
funded by the grant. 

• By signing the Statement of Grant 
Award/Acceptance, the grantee agrees to 
comply with all the special conditions 
outlined.

• READ all the Special Conditions.

• The signed SOGA should be sent to the DCJS 
grants administration division as outlined in 
the award package.

Presenter Notes
Presentation Notes
Once all components of the Award package is reviewed, the SOGA, must be completed and sent back to Grants Management. READ BULLET ONE

READ BULLET TWO The signed Statement of Grant Award “SOGA” must be signed by the Project Administrator, or the individual given signing authority, before the project can be implemented. 




Encumbrances are actions 
that need to be taken 
before you can implement 
the project or submit a 
claim. 

Encumbrances

Presenter Notes
Presentation Notes
We have been throwing the word "encumbrance" around, so we wanted to dive a little more to help you gain a better understanding. Encumbrances  are actions that need to be taken before you can implement the project or submit a claim.  Encumbrances were previously known as “special conditions”.

Encumbrances can be viewed while the grant is in ‘Awarded’ and ‘Underway’ status and it is the grantees responsibility to check this component for any actions they need to take.  

An encumbrance, with a hold on payments, can be entered if status reports and other requested documentation are not provided on time.



Grant 
Awards

DENIED
Contact DCJS for technical assistance to apply for 
future funding opportunities.

Presenter Notes
Presentation Notes
Once a grant recommendation is approved by the CJSB, there are a few more steps before you/the grantee can spend the funds.



Reporting 
Requirements

• Review Grant Requirements

• Quarterly Reporting
- Financial Reports/Claims
- Status reports
- Other data as requested

• Payments may be held if 
status reports are not up to 
date.

Presenter Notes
Presentation Notes
Before signing the SOGA, please have a clear understanding of the expectations of the grant, reporting dates, and any other requirements based on the grant. Payments will be held of any report is not submitted by the required date, previously stated as an encumbrance. 



Reminders
Grant Writing:
• Note important due dates.
• Read all guidelines and 

instructions.
• Note match requirements.
• Check your math.

Grant Management:
• Read and understand grant 

requirements.
• Return the signed SOGA
• Inform DCJS of potential grant 

changes.
• Keep all records pertaining to the 

grant.

Presenter Notes
Presentation Notes
Remember to note important dates and mark your calendars for when things need to be completed. 

READ, READ, READ all guidelines and instructions. Don't assume you know what information they are requesting. 

Note any match requirements and how to calculate it. 

Check your match!! Do your numbers match, do they make sense, and are they reasonable. 

If you get the grant, make sure to read and understand all guidelines and special conditions. Return the SOGA signed by the Project Administrator or the designated signing authority. 

All changes to the grant must go through DCJS for review and approval. 

Keep all records pertaining to the grant. Highly recommend keeping files outside OGMS, whether they are paper copies or in a separate electronic file.



Contract Amendments

• Budget Revision - Amendment

• Budget Revision - In-Line Adjustment

• Change in Grant Funded Staff

• Change in Authorized Official

• Change in Award Sponsorship

• Grant Award Period Extension

• Modified Award Amount

• Project Scope of Work Revision

• Reporting Extension

Be sure to reach 
out to your 

Grant Monitor for 
guidance before 

submitting an 
amendment.

Presenter Notes
Presentation Notes
Jenn



When to Submit a Budget Amendment

• Grantees are allowed to submit two budget 
amendments per fiscal year.

• When the dollar amount for specific categories has 
changed or the grantee is seeking to move funds to 
other categories, a budget amendment is required 
prior to spending any of the funds for the proposed 
purpose.



Budget Amendments

• How to submit a budget amendment:
‒ Open GRANTS COMPONENTS
‒ Click CONTRACT AMENDMENT
‒ Choose BUDGET REVISION - AMENDMENT



Completing the Budget Amendment Grid

Be sure all funds are listed as STATE or SPECIAL.



Budget Amendment: Itemization

• Using the grid, indicate the increase/decrease of the 
categories needed to be amended, include the dollar 
figure, and include justification for the change.



Completing Budget Amendment Grid

Be sure all funds are listed as STATE or SPECIAL, depending on funding area.

Once all figures are included from the original budget and proposed budget and 
in the correct categories, mark as complete and submit.



Budget Amendment Reminders

• Equipment includes any tangible items over $5,000.
• All salary increases, supplies, and equipment MUST include 

supporting documentation. This includes:
▪ Estimates
▪ Copy of invoice
▪ Screenshot of online shopping cart or other cost 

analysis
▪ Approval of salary changes

• Be sure to include an itemized justification for all changes. 
▪ Example: List specific training/conference for staff and 

the type of consultant requested.



Quarterly Reporting Requirements

• To submit a quarterly Claim:
1. Under Grant Components, select Claims.
2. Click the Add claim button in the right corner.
3. Select Reimbursement.
4. Add the reporting period.
5. Save form.

• Include figures that show how the funding was spent 
during that specific reporting period.

• Make sure to round all figures to the whole dollar.
• Mark as COMPLETE and submit.



Claims

• To file a claim for funding:
1. Click Claims under Grant Components.
2. Click Add Claim.
3. Be sure the claim reflects reimbursement (or report only 

for advance payment grantees)
4. List all funds under State or Special.
5. Be sure that the total amount of the claim doesn’t exceed 

the total amount of the grant award listed on the award 
letter.



Reimbursement Form

• Enter the total amount of actual expenditures to be 
reimbursed. This grid should align with the Detail of 
Expenditures form. Be sure all figures are correct 
before continuing. 



Detail of Expenditure with Attachment
1. Add rows under each approved budget category to 

reflect actual expenditures.
2. Save form.
3. Mark as complete.



Claims Supporting Documentation

• Be sure to attach the signed OGMS Claims 
Certification form.

• The form must be signed by the Finance Officer.
• Save form.



Contract Amendments – Changes in Scope

Once you have decided to change the scope of your 
grant funded project and have spoken to your grant 
monitor, you must submit a project scope of work 
revision contract amendment.



Contract Amendments – Change in Staff / 
Authorized Officials

Any updates to grant-funded staff or authorized 
officials must be made in OGMS. Be sure to complete 
and sign the required form and attach to this contract 
amendment.

Contact a Grant 
Monitor for the 
form.



Tips
• Review spelling, grammar, 

and punctuation.
• Use technical language 

only when necessary.
• Avoid over-complicating.
• Sentences:

‒ Narratives
‒ Ideas

• Spell out acronyms.
‒ (i.e., SMART approach)

Presenter Notes
Presentation Notes
Read over your application and make sure you've met all the requirements and have answered all of the questions. 

Review spelling, grammar, and punctuation. We recommend having others read over the application to catch mistakes but also to see if what you wrote makes sense. Have someone with no knowledge of the project review the application and see if they understand what you are trying to get across to the reviewers. 

Avoid over complicating. Try to be clear, concise and to the point. 

Also, spell out acronyms. It's best to write the application as if the person reviewing it has no background knowledge. 



Your 
Resources at 
DCJS

• Status reports
• Goals and objectives
• Budget amendments

Grant Monitor

• Financial reporting/claims
• Grant closeouts
• Other financial questions

Finance Management 

• ogmssupport@dcjs.virginia.gov

OGMS technical support: 

Presenter Notes
Presentation Notes
Here is some guidance for who to contact and when. 

If you have questions about your grant’s status reports, goals and objectives, budget amendments or other programmatic issues, you will need to contact your grant monitor.

Your award package will give you contact information on who to contact for questions on claims and reimbursements, 
When contacting various staff at DCJS about your grant, please include your grant number and grant program and feel free to copy your grant monitor. 


mailto:ogmssupport@dcjs.virginia.gov
mailto:ogmssupport@dcjs.virginia.gov


• Don’t hesitate to reach 
out to your grant 
monitor with 
questions.

• We are here to work on 
issues together.

• We provide tools to 
help you achieve your 
goal.

Assistance



• Risk Assessment for Grantees
• Site Visits vs. Desk Reviews

‒ FVIP Site Visits began in July 2025. Current FVIP 
programs will receive in-person site visits or 
virtual desk reviews.

‒ Earmark grantees will receive programmatic site 
visits.

Site Visits & Desk Review

Presenter Notes
Presentation Notes
Site visits and desk reviews will be conducted throughout the duration of your grant award. The level of monitoring depends on the organization’s risk assessment that was conducted at the beginning of your award.



Questions
(Don’t forget to READ the 
resource documents and 
funding opportunity!)



Contact Information
Chad Felts

Capacity Building and Sustainability Coordinator – FVIP: Local Units of Government, Public 
Housing Authorities, Hospitals; Safer Communities Program

Office of Safer Communities and Youth Services
chad.felts@dcjs.virginia.gov

Jenna Foster
Capacity Building and Sustainability Coordinator – FVIP: Nonprofit Organizations, Earmarks

Office of Safer Communities and Youth Services
jenna.foster@dcjs.virginia.gov

Jenn Quitiquit
OSC Coordinator and Program Analyst – Operation Ceasefire

Office of Safer Communities and Youth Services
jennifer.quitiquit@dcjs.virginia.gov

Statewide Community of Practice: Grantee Meeting
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