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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

Getting  Started  
Congratulations on receiving an award from the U.S. Department of Justice (DOJ), Office of Community Oriented 
Policing Services (COPS Office). The 2020 COPS Office Community Policing Development (CPD) Program awards are 
used to develop the capacity of law enforcement to implement community policing strategies by providing 
guidance on promising practices through the development and testing of innovative strategies; building knowledge 
about effective practices and outcomes; and supporting new, creative approaches to preventing crime and 
promoting safe communities. According to the COPS Office, community policing is a philosophy that promotes 
organizational strategies that support the systematic use of partnerships and problem-solving techniques to 
proactively address the immediate conditions that give rise to public safety issues such as violent crime, nonviolent 
crime, and fear of crime. For a complete definition, please see Community Policing Defined, which can be found at 
https://cops.usdoj.gov/RIC/ric.php?page=detail&id=COPS-P157. 

Compliance with this Award Owner’s Manual is a condition of your award and this manual is binding guidance. This 
manual will assist your organization with the administrative and financial matters associated with your award. It 
was developed to ensure that all award recipients are able to clearly understand and meet the requirements of 
their award. Please review this manual carefully because failure to follow award requirements can have serious 
ramifications. Please do not hesitate to call your COPS Office Program Manager if you need assistance with the 
implementation of your award. 

Thank you for providing us with the opportunity to work in partnership with you on this important project. 

1 

https://cops.usdoj.gov/RIC/ric.php?page=detail&id=COPS-P157


       

 

               
               

              
                 

                 
           

    

                   
                

     

                
                   

                 
                

         

              
             
                
                  

             
               
                 

                
                  

                  
               

 

                  
                   

                  
                

              

2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

I.  Award  Acceptance,  Terms,  and  Conditions  
To officially accept and begin your COPS Office CPD Program award, your organization must access 
https://portal.cops.usdoj.gov, to log in, review, and electronically sign the award document with the award terms 
and conditions; the financial clearance memorandum and, if applicable, the cooperative agreement that is 
incorporated by reference into the award document; and, if applicable, the special award conditions or high risk 
conditions in the award document supplement within 45 days of the date shown on the award congratulatory 
letter. Please see the Agency Portal User Manual at https://cops.usdoj.gov/cpd#programdocuments for detailed 
instructions on award acceptance. 

Your organization will not be able to draw down award funds until the COPS Office receives your signed award 
document. For more information on drawing down award funds, please see the section titled “Accessing Award 
Funds” in this manual. 

The  award  document  

The award document is the document indicating your official award funding amount, the award number, the 
award terms and conditions, and the award start and end dates. Please note that if your award includes a 
cooperative agreement, it is incorporated by reference into the award document and that by signing the award 
document, your organization has entered into the cooperative agreement with the COPS Office and agrees to 
abide by all the requirements in the cooperative agreement. 

The award document is preprinted with your organization’s law enforcement and government executives’ names 
and addresses. For non–law enforcement agencies (institutions of higher education, private organizations, etc.), 
the authorized officials are the programmatic and financial officials who have the ultimate signatory authority to 
sign contracts on behalf of your organization. If this information is incorrect or has changed, please update your 
“Agency Contacts” online at https://portal.cops.usdoj.gov. If the law enforcement or government official has 
changed since the time of application, please have the current law enforcement executive or government 
executive for your organization sign the award document. Be sure to familiarize yourself with all terms, conditions, 
and requirements of your award before signing the award document. To officially accept your award, please 
electronically sign the award document within 45 days of the date shown on the award congratulatory letter. Print 
and retain a copy of all pages of the award document, award terms and conditions, the Financial Clearance 
Memorandum (FCM), and, if applicable, the cooperative agreement and the award document supplement for your 
records. 

The award start date indicated on the award document means that your organization may be reimbursed for any 
allowable costs incurred on or after this date. The duration of your award is listed on your award document. 

Your award number is in the following format: 2020-XXXX-XXXX for Fiscal Year (FY) 2020 awards. The COPS Office 
tracks award information based upon this number. Therefore, it is important to have your organization’s award 
number (or your organization’s ORI number) readily available when corresponding with the COPS Office. 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

Your originating organization identifier (ORI) number begins with your state abbreviation followed by five numbers 
or letters (e.g., VA00000). This number is assigned by the Federal Bureau of Investigation (FBI) for use in tracking 
information for the Uniform Crime Report (UCR). The COPS Office tracks programmatic award information based 
upon this ORI number. If you have any questions regarding your award, please refer to your award number or your 
organization’s ORI number when you contact the COPS Office. 

Award  terms  and  conditions  

The award terms and conditions are listed on your organization’s award document. By accepting this award, you 
are obtaining federal funds from the COPS Office. As part of that agreement, your organization acknowledges that 
it will comply with these terms and conditions (and, if applicable, any additional special or high risk conditions 
specific to your organization). The section that follows describes, in detail, all of the award conditions, their 
rationales, and their implications. It also addresses many frequently asked questions. If you have additional 
questions concerning any of these award conditions, please contact your COPS Office Program Manager or call the 
COPS Office Response Center at 800-421-6770. 

In limited circumstances, your award may be subject to special conditions that prevent your organization from 
drawing down or accessing award funds until the special conditions are satisfied as determined by the COPS Office. 
Any special or high risk conditions will be included in the award document supplement. However, if you have 
questions about the special or high risk conditions, please contact your assigned COPS Office Program Manager. 

      Reasons for award terms and conditions 

The requirements of your CPD award are established within 

• the Public Safety Partnership and Community Policing Act of 1994, which established the COPS Office; 

• the applicable rules, regulations and policies issued by the U.S. Department of Justice, Office of Management 
and Budget (OMB), the Government Accountability Office (GAO), and the United States Treasury; 

• the specific CPD programmatic requirements established by the COPS Office. 

A list of source documents for this manual is provided in the appendices. You may request copies of any source 
reference document from 

Office of Administration, Publication Unit 
New Executive Office Building 
725 17th Street NW, Room G 236 
Washington, D.C. 20503 

COPS Office–specific documents may be requested directly from the COPS Office by contacting your COPS Office 
Program Manager. 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

Unless otherwise approved by the COPS Office, independent consultant rates will be approved based on the salary 
a consultant receives from his or her primary employer, as applicable, up to $650 per day (or $81.25 per hour). 
Please note that this does not mean that the rate can or should be as high as $650 for all consultants. If individuals 
receive fringe benefits from their primary employer, such fringe benefit costs should not be included in the 
calculation of consultant rates. A consultant rate justification will need to be submitted for review and approval to 
the COPS Office for any consultants hired through a noncompetitive bidding process and paid more than $650 per 
day prior to incurring any costs. Determinations of approval will be made on a case-by-case basis. Please see 
appendix D beginning on page 94 of this guide for the Consultant Rate Justification fact sheet. 

Consultant travel costs follow the same guidelines as the “Travel/Training/Conferences” category but should be 
costs associated with consultant travel. These costs should not be reflected in the “Personnel” or “Travel” 
categories. 

All other consultant-related expenses should be included in this section such as supply and equipment requests. 
The same guidelines as previously stated in the above sections will apply. 

If an applicant proposes a program or activity that would deliver services or benefits to individuals, the costs of 
taking reasonable steps to provide meaningful access to those services or benefits for individuals with limited 
English proficiency may be allowable. Reasonable steps to provide meaningful access to services or benefits may 
include interpretation or translation services, where appropriate. For additional information, see the “Civil Rights 
Compliance.” 

Other costs 

Items that do not conform to any of the category descriptions specific above but that have a direct correlation to 
the overall success of a recipient’s project objectives and are necessary for the project to reach full 
implementation will be considered on a case-by-case basis by the COPS Office. 

If at any time you are unsure if an item is considered allowable or unallowable, please contact your COPS Office 
Program Manager for further assistance. 

Indirect costs 

Indirect (facilities and administrative, or F&A) costs are costs that are incurred for a common or joint purpose 
benefiting more than one cost objective and not readily assignable to a particular project but are necessary to the 
operation of the agency and the performance of the project. Indirect costs are allowable for this program, but 
must adhere to the standards set forth in the applicable Office of Management and Budget (OMB) guidance as 
stated in 2 C.F.R. Part 200 (Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards) as adopted by the U.S. Department of Justice in 2 C.F.R. § 2800.101. Examples of indirect costs 
include those incurred for facility operation and maintenance, depreciation, and administrative salaries. 

Indirect cost rates are federally negotiated and approved rates that are based on audited and documented 
expenses approved to be included within an indirect cost rate. It is important that your agency carefully track and 
update its indirect cost rate during the COPS Office award period. 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

The recipient understands that if they were approved for indirect costs based on an expired indirect cost rate at 
the time of application, a special condition may have been added to the award prohibiting the drawdown of funds 
for reimbursement of indirect costs until a current indirect cost rate has been determined by their cognizant 
agency and a copy of the “new” approved and signed Indirect Cost Negotiation Agreement has been submitted to 
the COPS Office. 

The recipient understands that indirect costs may typically only be requested at the time of application. 
Transferring funds into or out of the indirect cost category is not allowable without prior approval from the COPS 
Office. A budget modification is required. 

If your agency’s approved indirect cost rate expires during the award period, a current approved rate must be 
submitted to the COPS Office in order to continue to draw down award funding for indirect costs. Your expired 
rate must be renegotiated or extended by your cognizant federal agency. An approved indirect cost rate may be 
extended one time for up to four years, and once the cognizant federal agency has approved your extension, you 
must abide by that rate for the agreed-upon time period. At the end of the extension period, you must renegotiate 
a new indirect cost rate. Your agency must advise the COPS Office in writing of any changes to your approved 
indirect cost rate during the award period and must request a budget modification with the COPS Office to reflect 
any rate change. 

In addition, if a provisional indirect cost rate is in effect at award closeout, your agency shall proceed with 
closeout, but you will need to complete an expenditure analysis upon receipt of the approved final indirect cost 
rate to determine if an adjustment is necessary. If your agency drew down excess COPS Office funding for indirect 
costs, then your agency must return the overpayment to the COPS Office and submit a revised Federal Financial 
Report (SF-425). If your agency incurred additional indirect costs, then your agency may request a budget 
modification if the award is still open and award funds are available. If your agency returns or draws down COPS 
Office funding, then your agency will need to submit a revised final Federal Financial Report (SF-425). 

See the fact sheet on indirect costs in appendix D beginning on page 94. 

Please be advised that recipients may not use COPS Office funding for the same item or service also funded by 
another U.S. Department of Justice award. 

See also award condition 13, “Duplicative Funding,” on page 17. 

     4. Supplementing, Not Supplanting 

 Condition: 

State, local, and tribal government recipients must use award funds to supplement, and not supplant, state, local, 
or Bureau of Indian Affairs (BIA) funds that are already committed or otherwise would have been committed for 
award purposes (hiring, training, purchases, and/or activities) during the award period. In other words, state, local, 
and tribal government recipients may not use COPS Office funds to supplant (replace) state, local, or BIA funds that 
would have been dedicated to the COPS Office-funded item(s) in the absence of the COPS Office award. 34 U.S.C. § 
10384(a). 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

If your organization has fewer than 50 employees or receives an award of less than $25,000 or is a nonprofit 
organization, a medical institution, an educational institution, or an Indian tribe, then it is exempt from the EEOP 
requirement. To claim the exemption, however, your organization must certify that it is exempt by logging into the 
EEO Reporting Tool on the OCR website at https://ojp.gov/about/ocr/eeop.htm, providing the contact and 
organizational profile information, and then submitting a Certificate of Exemption. 

If you have further questions regarding the EEOP requirements, you may contact an EEOP specialist at the OCR by 
telephone at 202-307-0690, by TTY at 202-0307-2027, or by email at EEOPforms@usdoj.gov. 

    12. False Statements 

 Condition: 

False statements or claims made in connection with COPS Office awards may result in fines, imprisonment, 
debarment from participating in federal awards or contracts, and/or any other remedy available by law. 

   Why this condition: 

This condition advises recipients of the consequences of submitting false claims or statements on applications, 
financial and programmatic reports, or other award documents. 

    What you should do: 

Ensure that all documentation related to your agency’s receipt and use of award funding (award applications, 
progress reports, Federal Financial Reports, etc.) is true and accurate. 

   13. Duplicative Funding 

 Condition: 

The recipient understands and agrees to notify the COPS Office if it receives, from any other source, funding for the 
same item or service also funded under this award. 

   Why this condition: 

This award was made to your agency for approved project costs that are not funded with other funds, including 
federal, state, local, tribal, or BIA funds. Consequently, your agency may not use this funding for items or services 
that you already have funding for from other sources. 

    What you should do: 

If your agency receives funding from another source for the same item(s) or services(s) also funded under this 
award, please contact your COPS Office Program Manager. If necessary, the COPS Office will work with your 
agency to reprogram funding for items or services that are allowable under this award program. 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

III.  Procurement  Process  
. In general, recipients are required to procure funded items through open and free competition when feasible. For 
the purchase of equipment, technology, or services under a COPS Office award, recipients must follow their own 
policies and procedures on procurement as long as those requirements conform to the federal procurement 
requirements set forth in the uniform administrative requirements (2 C.F.R. §§ 200.317 – 200.326). Consistent with 
the uniform administrative requirements that prohibit procurement practices that restrict competition, recipients 
and subrecipients may not discriminate against any person or entity on the basis of a person or entity’s status as 
an “associate of the Federal Government” (or on the basis of a person or entity’s status as a parent, affiliate, or 
subsidiary of an associate of the Federal Government). The term “associate of the Federal Government” means 
any person or entity engaged or employed (in the past or at present) by or on behalf of the Federal Government as 
an employee, contractor, subcontractor, award recipient, subrecipient, agent, or otherwise. 

As described in the award condition titled “Sole Source Justification”, recipients are required to submit a sole 
source justification (SSJ) request to the COPS Office for noncompetitive procurements in excess of $250,000 prior 
to purchasing equipment, technology, or services; obligating funding for a contract; or entering into a contract 
with award funds. If submitting a sole source justification request to the COPS Office, please use the format 
described in the Sole Source Justification fact sheet in the appendices of this manual. 

If you have any questions regarding the federal requirements that guide procurement procedures, please contact 
your COPS Office Program Manager. 

For more information about COPS Office programs and resources, please call the COPS Office Response Center at 
800-421-6770 or visit the COPS Office online at www.cops.usdoj.gov. 
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2020 COPS Office Community Policing Development (CPD) Program Award Owner’s Manual 

IV.  Accessing  Award  Funds  
This section provides answers to payment-related questions, including all the information needed to provide 
access to request payments from your COPS awards. For assistance with financial management and award 
administration, please contact the COPS Office Response Center at 800-421-6770 or visit our website at 
www.cops.usdoj.gov. 

Payment  method  

      What method of payment is used? 

There is currently one payment system available for accessing federal award funds—the Grant Payment Request 
System (GPRS). GPRS is a web-based system that enables recipients to use a secure Internet connection to request 
funds. Approved payment requests will automatically be scheduled for payment by the United States Department 
of the Treasury through electronic funds transfer (EFT). The Automated Clearing House (ACH) is the primary system 
that agencies use for EFT. An award recipient will be able to review previous payment requests made since July 
2009. For more information regarding GPRS, please visit the following website: 
https://ojp.gov/about/offices/ocfogprs.htm. 

Setting  up  your  account  

         How do we set up a new GPRS account? 

If you are a new award recipient to the COPS Office, your organization should determine which authorized 
employee(s) will be responsible for requesting federal funds for your COPS Office awards through the GPRS 
system. The individual(s) selected must click on the following link and register with the GPRS system to become a 
drawdown specialist for your organization: https://grants.ojp.usdoj.gov/gprs/welcome. All individuals that need 
access to GPRS must register separately and create their own unique GPRS username account, as these accounts 
are not meant to be shared. 

Once you have been approved, you will receive an email containing a temporary password and information on 
how to use GPRS. Please note that part of the verification process may involve outreach to your Law Enforcement 
Executive, Government Executive, or other financial points of contact to validate the information that was 
provided during the registration process. Once you receive your temporary password, you should login to the GPRS 
website and change your temporary password to a permanent password. If you ever have an issue regarding your 
GPRS password, you have the option to utilize the “Forgot Password” link on the webpage. It will email you a new 
temporary password. If this does not work, please contact the GMS Helpdesk (888-549-9901, option 3) for a 
password reset for GPRS with the username you selected upon registration. 

DOJ award recipients who already have active GPRS accounts for awards created in the OJP Grants Management 
System (GMS) may be instructed to consolidate usernames once their COPS GPRS username is approved and 
becomes active. For more information on GPRS username consolidation, please visit the following link: 
https://ojp.gov/about/pdfs/gprsjobaid.pdf. 
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If you are currently registered for an active COPS Office award username in GPRS and would like to add a recently 
funded COPS Office award number to your existing COPS Office award username, you must contact the COPS 
Office GPRS Registration Desk. Please send your request via email to COPSGPRSRegistration@usdoj.gov and 
provide the following COPS Office award GPRS username information: 

• User name (for COPS Office awards) 

• First/last name 

• Vendor number (as listed on your award document) 

• Award number(s) to be added 

         How do we fill out the payment enrollment forms? 

If you are a new award recipient to the COPS Office, your organization will need to complete an Automated 
Clearinghouse (ACH) Vendor/Miscellaneous Payment enrollment form (SF-3881). This form can be found on the 
COPS Office website at https://www.cops.usdoj.gov/pdf/ach_form_new.pdf. 

Prior to accessing your award funds, your organization must mail the original signed form to: 

Office of Justice Programs 
Office of the Chief Financial Officer 
810 Seventh Street NW 
Attn: Control Desk, Fifth Floor 
Washington, DC 20001 

Your organization must complete the “Payee/Company Information” section following the directions on the back 
of the form and also provide the award number (printed on the award document). Next, your financial institution 
must complete the “Financial Institution Information” section and have the appropriate financial official sign the 
form. 

If you are a recipient of a previous COPS Office award, you should already have filled out an ACH enrollment form. 
You will not be required to submit a new ACH enrollment form for the new award as long as your bank account 
information or OJP vendor number has not changed. If you have any questions, or wish to verify your ACH 
enrollment form information, please call the COPS Office Response Center at 800-421-6770 and ask to speak with 
your state assigned Financial Analyst. 

       When should Federal Financial Reports be filed? 

Current regulations state that all COPS award recipients are required to submit their initial Federal Financial Report 
(FFR) using Standard Form 425 (SF-425) at the end of the period that includes the award start date, regardless of 
when the award was accepted, and thereafter, at the end of every calendar quarter, regardless of award activity. 
This report should reflect actual expenditures and unliquidated obligations incurred by your organization on a 
cumulative basis. You will not be able to make drawdowns from your GPRS account if the SF-425 report for the 
most recent reporting quarter is not on file with the COPS Office by the deadline date. Recipients are encouraged 
to submit their SF-425 reports via the Internet at https://portal.cops.usdoj.gov. 
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• Any interest earned on federal advance payments deposited in interest-bearing accounts that is in excess of 
$500 per year must be remitted annually to the Department of Health and Human Services Payment 
Management System (PMS) through an electronic medium using either Automated Clearing House (ACH) 
network or a Fedwire Funds Service payment. For detailed information on remittance, please see appendices 
for a full text of the electronic medium remittance options. 

• If you do not have access to an electronic medium option, then please make a check payable to “The 
Department of Health and Human Services” and mail the check to Treasury-approved lockbox: HHS Program 
Support Center, P.O. Box 530231, Atlanta, GA 30353-0231. (Please allow 4–6 weeks for processing of a 
payment by check to be applied to the appropriate Payment Management System (PMS) account). 

• Please notify your COPS Office Staff Accountant in the COPS Office Finance Business Unit when any interest 
that is earned is remitted to the Department of Health and Human Services, Payment Management System. 

  Matching funds 

Under the COPS Office CPD Program, no local match is required. The COPS Office is funding 100 percent of the 
allowable items approved in your FCM. Any organization desiring to contribute additional funds to this project is 
encouraged to do so by reporting these funds on the SF-425 as a recipient share of expenditures (line 10j). 
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V.  Financial  Record  Maintenance  
As an award recipient under the COPS Office CPD Program, your organization is required to establish and maintain 
accounting systems and financial records to accurately account for funds awarded and disbursed. These records 
must include both federal funds and any local funds contributed to this project. 

Accounting  systems  and  records  

     What accounting systems are required? 

Your organization needs to establish and maintain accounting systems and financial records to accurately account 
for the funds awarded. 

As required by 2.C.F.R. § 200.62 (Internal control over compliance requirements for federal awards), your 
accounting system should be designed to provide reasonable assurance regarding the achievement of the 
following objectives for federal awards: 

• Transactions are properly recorded and accounted for in order to prepare reliable financial statements and 
federal reports and to maintain accountability over assets. 

• Transactions are executed in compliance with all applicable federal statutes, regulations, and the award terms 
and conditions. 

• Funds, property, and other assets are safeguarded against loss from unauthorized use or disposition. 

     What records must be kept? 

Your organization’s fiscal control and accounting systems should enable you to make accurate, current, and 
complete disclosure of the financial activity under your CPD award. Your accounting records should contain 
information showing expenditures under the award and must be supported by items such as payroll records, time 
and attendance records, canceled checks, purchase orders, or similar documents. 

Your organization must adequately safeguard award funds and make sure that they are used for authorized 
purposes only. Your organization will be responsible for refunding any unallowable expenses. 

      How long must records be kept? 

All financial records and supporting documents associated with your CPD award (including payroll, time and 
attendance records, canceled checks, and purchase orders) must be retained for a period of three years from the 
date of submission of the final expenditure report as stated in 2 C.F.R §C.F.R. § 200.333 (Retention requirements 
for records). 

Your organization should maintain records so that you can identify them by award year or by fiscal year, whichever 
you find more convenient. If any litigation, claim, negotiation, audit, or other action involving these records has 
been started before the end of the three-year period, the records should be kept until completion of the action. 
These records should be easily located and should be properly protected against fire or other damage. Failure to 
maintain adequate records to document award expenditures may result in a requirement to repay all federal funds 
that cannot be supported with appropriate records. 
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If your organization has more than one COPS Office award or an award from another federal agency, funds 
received under one project may not be used to support another project without specific written authorization 
from the COPS Office, or in the case of an award from another agency, from both awarding agencies. Your 
accounting systems and financial records must reflect expenditures for each project separately. 

     Who may access our records? 

Authorized federal representatives, including representatives from the U.S. Department of Justice, the Comptroller 
General of the United States, the COPS Office, and any entity designated by the COPS Office may access these 
records for the purposes of conducting audits, site visits, or other examinations. 
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• Initiating suspension or debarment proceedings as authorized under 2 C.F.R. part 180 and federal awarding 
agency regulations (or in the case of a pass-through entity, recommending such a proceeding be initiated by a 
federal awarding agency). 

• Withholding further federal awards for the project or program. 

• Taking other remedies that may be legally available. 

Your SAA reports should not be sent to the COPS Office. 

If the U.S. Department of Justice is your cognizant federal agency (see the Glossary of Terms in the appendices), 
they should be sent to the Federal Audit Clearinghouse at: 

Federal Audit Clearinghouse 
Bureau of Census 
1201 East 10th Street 
Jeffersonville, IN 47132 

The U.S. Department of Justice, Office of Justice Programs (OJP) serves as the liaison between recipients and 
auditors in the conduct of resolving and closing SAA audits. Questions and comments regarding SAA audits may be 
directed to the COPS Office Response Center at 800-421-6770. 

Office  of  Inspector  General  (OIG)  recipient  audits  

          What is the role of the OIG for award audits? 

The OIG is a separate component of the U.S. Department of Justice and is independent of the COPS Office. The 
primary objective of OIG recipient audits is to assess compliance with award terms and conditions. OIG audits are 
designed to prevent fraud, waste, and abuse of federal funds. The OIG audit process promotes efficiency and 
effectiveness in the administration and implementation of awards by evaluating compliance with the terms and 
conditions of awards. 

          How are COPS Office awards selected for an OIG audit? 

The OIG randomly selects awards to be audited or may conduct a COPS Office recipient audit in response to a 
referral that the OIG believes warrants further evaluation. The OIG also surveys DOJ award-making agencies on an 
annual basis to solicit input on suggested audit areas for the upcoming fiscal year. In most instances, however, the 
OIG generally selects awards to be audited based on a number of factors, including the geographical distribution of 
awards funded, award amount, population served, award status (active and expired), and type of award (hiring 
and nonhiring). As such, the fact that a recipient has been selected for an OIG audit is not necessarily indicative of 
a suspected concern or problem area. 
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The COPS Office Grant Monitoring Division’s Audit Liaison Section serves as the liaison between recipients and the 
OIG’s Audit Division, which conducts the audit. The OIG steps in the audit process will determine the interactions 
between the OIG, the recipient, and the COPS Office Grant Monitoring Division Audit Liaison Section: 

• Call for award data. The OIG requests award documentation from the COPS Office. 

• Entrance conference. The OIG schedules to meet with the recipient to gather documentation and conduct 
audit. 

• Draft audit report. The OIG reviews documentation and presents initial recommendations (findings) to the 
recipient and copies the COPS Office. The COPS Office interacts with the recipient to coordinate any 
repayments and/or policy or procedure documents to be submitted to the OIG before release of the Final 
Audit Report. 

• Final audit report. The OIG has completed its direct interaction with the recipient. The COPS Office directs the 
recipient to formulate a Corrective Action Plan to address recommendations (findings). As each 
recommendation is successfully addressed by the recipient, the COPS Office requests closure on the 
recommendation. 

• Closing the audit. When all recommendations have been closed, the COPS Office requests closure on the audit 
from the OIG and notifies the recipient that the audit is closed. 

If you have any questions regarding an OIG audit, please contact the COPS Office Grant Monitoring Division’s Audit 
Liaison Section via the COPS Office Response Center at 800-421-6770. Questions and comments regarding the 
administration of your COPS Office CPD award, not specifically related to an audit, should be referred to your COPS 
Office Program Manager. 

Typical  audit f indings  

The OIG has typically reported the following audit findings pertaining to awards as a result of lack of proper 
documentation, poor business practices, or inadequate accounting and record keeping systems: 

• Unallowable costs. Recipient incurred costs that were not approved in the original budget or a budget 
modification, were in excess of the approved budget, or were charged to the award after the expiration date 
and an award extension was not obtained. 

• Unsupported costs. Specific award expenditures and reimbursements could not be supported by adequate 
documentation (including but not limited to receipts or purchase orders), that may have been allowable under 
the program, but for which no prior written approval was obtained from the COPS Office , or award 
expenditures were in excess of actual approved award costs. 

• Lack of complete/timely programmatic and financial reporting. Recipient failed to submit required 
programmatic and financial reports in a timely manner and/or had inadequate record keeping systems. 

• Funds to better use. Funds could be used more efficiently based on management actions such as reductions in 
outlays; deobligation of funds; withdrawal; costs not incurred by implementing recommended improvements; 
and other identified savings. 
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• Questioned costs. Costs that are questioned by the auditor because of an audit finding which resulted from a 
violation or possible violation of a provision of law, regulation, award terms and conditions, or other 
document governing the use of federal funds; or because costs incurred appear unreasonable and do not 
reflect the actions a prudent person would take under the same circumstances; or because costs at the time of 
the audit are not supported by adequate documentation. 

• Policy and procedure. Weaknesses are identified in a recipient’s accounting practices, fiscal stewardship, 
accuracy of data used in the development of the award applications, and/or inventory controls that led to the 
recommendation cited in the audit. The recipient is required to develop or revise policies and/or procedures 
consistent with their existing practices and submit to the COPS Office to forward to the OIG to close the 
recommendation. 

After the final OIG audit report has been issued, the COPS Office Grant Monitoring Division’s Audit Liaison Section 
will continue working as the liaison between your organization and the OIG to obtain closure on any audit findings. 
The COPS Office will issue a closure letter once all audit recommendations have been closed by the OIG. You must 
keep all documentation related to the audit for a period of three years following the audit’s closure. 
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Recipients may need to make a change or may be asked by a subsequent COPS Office reviewer to make a 
correction to a submission. The recipient can update the submission by logging on to the COPS Office website or by 
calling the COPS Office Progress Report Team at 800-659-7379. 

         Will the data that we submit be publicly available? 

Program Progress Reports submitted to the COPS Office may be reported publicly in response to a Freedom of 
Information Act (FOIA) request. 

If your agency has any questions regarding the submission of these required reports, please call the COPS Office 
Progress Report Team at 800-659-7379. 

In addition, please visit https://cops.usdoj.gov/complianceandreporting to review progress report FAQs and new 
questions that have been added to the report. 

Contact  points  to  obtain  technical  assistance  and  report  violations   

Any alleged violations, serious irregularities, or acts that may result in the use of public funds in a manner 
inconsistent with the Public Safety Partnership and Community Policing Act of 1994 or the purposes of this award 
may be reported to the U.S. Department of Justice. Furthermore, the COPS Office welcomes the opportunity to 
provide assistance regarding the implementation of award provisions to help ensure that federal award funds are 
spent responsibly. As such, the following contacts are provided to address noncompliance and technical assistance 
issues: 

• If you suspect violations of a criminal nature, please contact the U.S. Department of Justice, Office of the 
Inspector General (OIG) at www.oig.justice.gov/hotline, OIG.hotline@usdoj.gov, or 800-869-4499. 

• If you suspect award violations (not criminal in nature) related to the award conditions listed in this manual, 
please contact the COPS Office Grant Monitoring Division at 800-421-6770. 

• If you have any questions or need assistance regarding your award, please contact your COPS Office Program 
Manager via the COPS Office Response Center at 800-421-6770. 
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Final  Program  Progress  (Closeout)  Report  

After your award period has ended, your organization may be sent a final progress or closeout report from the 
COPS Office and asked to complete it. This report will serve as your agency’s final programmatic report on the 
award, and the information your organization provides in this report will be used to make a final assessment of 
your award progress. 

  Equipment disposition 

Each recipient must use any equipment funded through a COPS Office award for approved award-related purposes 
and must retain the equipment for the life of the award. After the conclusion of the award period, property 
records must be maintained by the recipient. The records should include a description of the property; a serial 
number or other identification number; the source of the property; the name of the person or entity that holds the 
title; the acquisition date and cost of the property; the percentage of federal participation in the cost of the 
property; the location, use, and condition of the property; and any ultimate disposition data, including the date of 
disposal and sale price of the property. A control system must be developed to ensure adequate safeguards to 
prevent loss, damage, or theft of the property. 

When the award has expired and original or replacement equipment obtained under the award is no longer 
needed for the original project or for other activities currently or previously supported by a federal agency, 
disposition of the equipment shall be made as follows: 

Items of equipment with a current per-unit fair market value of $5,000 or less may be retained, sold, or otherwise 
disposed of with no further obligation to the awarding agency. 

Items of equipment with a current per-unit fair market value in excess of $5,000 may be retained or sold and the 
awarding agency is entitled to an amount calculated by multiplying the current market value or proceeds from sale 
by the awarding agency’s federal share in the cost of the original purchase. 

For more information, please see 2 C.F.R. § 200.313. 
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IX.  Conclusion  
We hope that this manual has assisted you and your organization with your award questions. We welcome and 
encourage any comments you have regarding the COPS Office CPD Program and the materials we have developed 
for its administration. If you have specific comments regarding this manual or have any questions about your 
award, please call your COPS Office Program Manager or the COPS Office Response Center at 800-421-6770. 

Pursuant to Executive Order 13513, “Federal Leadership on Reducing Text Messaging While Driving,” the COPS 
Office encourages recipients of U.S. Department of Justice funds to adopt and enforce policies that ban text 
messaging while driving and to establish workplace safety policies to decrease crashes caused by distracted 
drivers. 

In addition, pursuant to Executive Order 13043, “Increasing Seat Belt Use in the United States,” the COPS Office 
encourages recipients of U.S. Department of Justice funds to adopt and enforce on-the-job seat belt policies and 
programs for their employees when operating company-owned, rented, or personally owned vehicles. 
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Department of Justice-Sponsored Conference


 Request and Report 
 
 

A RED  cell indicates that your entry exceeds the DOJ meal threshold AND cannot be submitted unless within the meal threshold. 
A YELLOW  cell indicates that your entry exceeds the DOJ threshold, and additional justification must be provided. 
A GREY box indicates that no entry is required. 

Attachment 1 

JMD Tracking Number 
Date  Received 

Component Internal Tracking Number 
(Optional) : 

CA/Contract Number 
CA/Contract Recipient 

CA/Contract PoC Phone 

Request Cost per 
Attendee #DIV/0! Actual Cost per 

Attendee 

COPS Average 
Cost per 
Attendee 

DOJ Average 
Cost per 
Attendee 

1. Name of Requestor 
2. Component Name (Drop Down) 
3. Is this submission for a conference request 
or report? (Drop Down) 
4. JMD Tracking # (Report Only) 
5. If this is a Re-Submission of a previously 
disapproved conference, indicate original JMD 
Tracking Number. 
6. Official Title of the Conference 
(No Abbreviations) 
7. Is this a blanket request? (Y/N) 
(Drop Down) If "YES" Skip A9-13,A16 and 
Sections C,D,& E1, If "NO" Skip A8 

If Yes, please enter the length of the 
conferene below (days). 

8. If this is a Blanket Request, indicate for 
each: 1) Number of occurrences this fiscal 
year, 2) Locations, and 3) Start and End Dates 
9. Conference Start Date (MM/DD/YYYY) 
10. Conference End Date (MM/DD/YYYY) 

COMPONENT USE ONLY: 

CA/Contract PoC 
Name 

JMD FINANCE STAFF USE ONLY:

COPS - Office of Community Oriented Policing Services 

Conference Request 

No 

CA/Contract PoC 
Email 

#DIV/0! 

A. GENERAL CONFERENCE INFORMATION: 

DOJ-Sponsored Conference Request and Report Form_Version 2 SUBMISSION FORM 
Release Date: 4/1/13 Return To:  JMD Finance Staff, TSG at Conference.and.Non-Federal.Center@usdoj.gov 1 of 13 

   



                     

   

   
 

 
 

 

 
  

 

  

 

 
 

 
  

 
 

 

 
 

 
  

 

 
 

 
 

 
 

 
 

  
 

 

 
 

 
 

 
 

 
 
 

 

  

 Blank

#DIV/0!

11. Location: Country (Drop Down) 
12. Location: State / Territory / Possession 
(Drop Down) 
13. Location: City 

14. Justification that conference is essential to 
accomplishing core mission 

15. Funding Appropriation Symbol 
16. Facility Name (Specific) 
17. Facility Type (Federal/Non-Federal) 
(Drop Down) 
18. Cooperative Agreement (Y/N) 
(Drop Down) 
19. Reporting Period (Required when 
reporting actuals) (Drop Down) 

Conference REQUEST Information Conference REPORT Information 
20. Number of DOJ Federal Attendees 
21. Number of Other Federal Attendees 
22. Number of Non-Federal Attendees 
23. Total Number of Attendees 
(Auto-populates) 

0 0 

24. Total number of attendees whose travel 
expenses are paid for by DOJ (required) 
25. Total Cost 
(Auto-populates from entries below) 

$0 $0 

26. Predominately Internal Event held at a Non-
Federal Facility (Y/N) (Auto-populates based on 
Facility Type and Number of Attendees) 

PLEASE PROVIDE NUMBER OF ATTENDEES 

Competitive Contracting: 

27. Were Federal procurement regulations 
followed as appropriate? (Drop Down) 

28. Were all market research documents used 
in conference planning decisions retained? 
(Drop Down) 

When REPORTING quarterly conferences, only complete the request information if JMD approved your request and you have a JMD tracking number 

B. TOTAL CONFERENCE COSTS: 

Conference REQUEST Information Conference REPORT Information 

ESTIMATED 
DIRECT COST 

ESTIMATED 
INDIRECT COST 

(Funding from 
Cooperative 
Agreement ) 

ESTIMATED 
TOTAL COST 
(Auto-populates) 

% OF TOTAL 
COST 

(Auto-populates)

 ACTUAL 
DIRECT COST

 ACTUAL 
INDIRECT COST

 (Funding from 
Cooperative Agreement 

)

 ACTUAL 
TOTAL COST 
(Auto-populates) 

VARIANCE 
(Between Actual 

and Estimate) 
(Auto-populates) 

VARIANCE JUSTIFICATION 
(Provide justification if  variance is 

>$1,000 and >10% as indicated by a light 
yellow cell OR exceeds cost thresholds, as 

indicated by a bright yellow cell) 

Attachment 1 
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NO

NO

YES

1. Conference Meeting Space (including
rooms for break-out sessions) 
2. Audio-visual Equipment and Services 
3. Printing and Distribution 
4. Meals Provided by  DOJ 

a. Breakfast 

$  ­

-
-

-

0.00% 

0.00% 
0.00% 

0.00% 

$  ­

-
-

-

$  ­

-
-

-
b. Lunch - 0.00% - -
c. Dinner - 0.00% - -

5. Refreshments Provided by DOJ 
6. M&IE for Attendees 

-
-

0.00% 
0.00% 

-
-

-
-

7. Lodging 
8. Common Carrier Transportation 
9. Local Transportation 
10. Conference Planner - Logistical 
11. Conference Planner - Programmatic 
12. Conference 
Trainer/Instructor/Presenter/Facilitator 
13. Other Costs: ( Itemize Below) 

-
-
-
-
-

-

-

0.00% 
0.00% 
0.00% 
0.00% 
0.00% 

0.00% 

0.00% 

-
-
-
-
-

-

-

-
-
-
-
-

-

-
- 0.00% - -
- 0.00% - -
- 0.00% - -
- 0.00%  ­ -

14. Total Conference Cost: 
(Auto-populates)  $  ­ $  ­ $  ­ 0.00%  $  ­ $  ­ $  ­ $  ­

C. MEALS & REFRESHMENTS THRESHOLD CALCULATOR 
CONFERENCE LOCATION: PER DIEM RATE 

1. Continental United States MI&E GSA Per-Diem Rates 

2. Hawaii, Alaska, US Territories & 
Possessions MI&E 

DOD Per-Diem Rates 

3. Foreign Country MI&E State Department Per-Diem Rates 

D. MEALS 

1. Breakfast 

NUMBER OF 
TIMES MEAL IS 

SERVED 

NUMBER OF 
ATTENDEES 

0 

PER PERSON 
THRESHOLD 

($) 
 SELECT PER 
DIEM RATE 

TOTAL JMD 
THRESHOLD 

($) 

 N/A 

2. Lunch 0  SELECT PER 
DIEM RATE  N/A 

3. Dinner 0  SELECT PER 
DIEM RATE  N/A 

E. OTHER THRESHOLDS CALCULATOR 

DOJ-Sponsored Conference Request and Report Form_Version 2 
Release Date: 4/1/13 Return To:  JMD Finance Staff, TSG at Conference.and.Non-Federal.Center@usdoj.gov 
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SUBMISSION FORM 
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0.00 0.00

COST CATEGORY: NUMBER OF 
ATTENDEES 

PER PERSON 
THRESHOLD ($) 

TOTAL JMD 
THRESHOLD 

($) 
1. Conference Space & Audio-visual 
Equipment and Services 0  $ 25 $  ­

2. Logistical Conference Planner 0  $ 50 $  ­
3. Programmatic Conference Planner 0  $ 200 $  ­

F. JUSTIFICATION IF SUBMITTING CONFERENCE REQUEST FORM WITH ESTIMATED COSTS OVER THRESHOLD (Complete if cells turn YELLOW): 

1. Conference Space & Audio-visual 
Equipment and Services 

2. Refreshments 

3. Logistical Conference Planner 

4. Programmatic Conference Planner 

G. JUSTIFICATION REQUIRED FOR CONFERENCES WITH MEALS (Complete if cells turn YELLOW ): 

Government Provided Meals 

H. JUSTIFICATION FOR NON-FEDERAL FACILITY (Complete if cells turn YELLOW) : 
Justification for Using a Non-Federal Facility 
(Drop Down) 

I. FACILITIES CONSIDERED 

NAME 
FACILITY 

TYPE 
(Drop Down) 

TOTAL EST. 
CONFERENCE 

COST 

SELECTED 
(Y/N) 

REASON FOR USE OR NON-USE 

0  $  ­  YES 

Attachment 1 
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J. ESTIMATED ATTENDEE INFORMATION

ATTENDEE DUTY STATION ATTENDEE ORGANIZATION NUMBER OF 
ATTENDEES 

TOTAL - (Breakout must match entry on line A23) 0 



 

 

 
 

  

       
              

        
      

     
   

  

 

        

 

 
 

 



   

 


 


 


 


 


 


 

 
 
 

 
 

 

 
 
 

 


 


 


 

Please answer the following questions below:
Meeting/Event name: 
Meeting/Event date: 

Please select yes or no from the drop down: 
1. Is the cost of the event greater than $20,000? 
2. Are there meeting room costs? 
3. Are audio visual costs greater than $25 per attendee 
or more than $1000 in total? 
4. Are there any food and beverage costs? 
5. Did the request for the meeting come from multiple 
jurisdictions or agencies? 
6. Do the participants represent multiple agencies that 
are not co-located or joined by an agreement (e.g., task 
force with MOU)? 
7. Are there trinkets being purchased? 
8. Is there a formal published agenda? 
9. Are formal discussion or presentation panels 
planned? 
10. Are there logistical planning costs beyond 
incidental internal administrative costs necessary to 
arrange travel and lodging for a small number of 
individuals? 

Yes/No 

If any question is answered "yes", the event must be submitted for prior 
approval. If all answers are "no", the event does not require additional prior 

approval. The CCRPOC must sign the certification below and this 
documentation along with the original cost estimate must be maintained in 

the award files in accordance with the record documentation guidelines 
outlined in the Financial Guide. 

CCRPOC Certification (only to be used if all answers are "no"): 

The CCRPOC for this award certifies that the answers to all the 
questions above are "no", thereby not requiring prior approval. 
The CCRPOC further certifies that actual costs charged to the 
cooperative agreement  will not exceed $20,000, including any 
applicable indirect costs. 

Typed CCRPOC Name: 

Date: 

Please answer the following questions below to continue with your prior approval: 

One sentence describing the event: 
Purpose for the event: 

How the purpose ties to the COPS Office/DOJ Mission: 

COPS Office Mission: To advance the practice of community policing by the nation’s state, local, territorial, and tribal law 
enforcement agencies through information and grant resources. 
DOJ Mission: To enforce the law and defend the interests of the United States according to the law; to ensure public safety 
against threats foreign and domestic; to provide federal leadership in preventing and controlling crime; to seek just 
punishment for those guilty of unlawful behavior; and to ensure fair and impartial administration of justice for all Americans. 



 

  Brief discussion of how and why the venue (City, State and facility) was selected.

Intended audience (select all that apply "X") 

Topic (select all that apply "X") 

Answer: 

Venue selection justification documents or venue selection matrix provided. 

Community based organizations/NPOs 
Community Members/Volunteers/General Public 
Corrections / Detention Personnel 
Court Personnel 
Crime Scene Investigators 
Defense Attorneys 
Educators 
Faith-based Organizations 
Financial Managers 
Forensic Scientists 
Grant Managers 

Industry 
Judges 
Law Enforcement 
Probation /Community Corrections/Parole 
Prosecutors 
Tribal 
Victim Advocates 
Youth 
Other – describe below 

Health services (medical, mental health, substance abuse treatment) 

Corrections 
Courts 
Crime Prevention 
Crime Scene Investigation 
Drugs 
Forensic Science 
Grants Management (financial, administrative, programmatic) 
Justice Systems 
Juvenile Justice 
Laboratory Operations 
Law Enforcement 
Standards 
Technical Working Groups / Advisory Groups 
Victims of Crime 
Other – describe below 



ESTIMATED EXPENSE JUSTIFICATION/COST CALCULATION SECTION  

Conference/Meeting Space 
Justification Item Cost per Day Number of Days Total Direct Costs Total Grantee Cost Total Cost 

$0 $0 

$0 

$0 
$0 
$0 
$0 
$0 

A/V Equipment & Services 
Justification Item Cost per Day Number of Days Total Direct Costs Total Grantee Cost Total Cost 

$0 

$0 $0 

$0 
$0 
$0 
$0 
$0 

Justification Item Unit Cost Total Direct Costs Total Grantee Cost Total Cost 
$0 
$0 
$0 
$0 
$0 
$0 

Justification Item Unit Cost Number of Attendees Number of Days Total Direct Costs Total Grantee Cost Total Cost 
Breakfast $0 

Lunch $0 
Dinner $0 

Refreshment $0 

Justification Desciption Per Diem Rate Number of Travelers Number of Days Total Direct Costs Total Grantee Cost Total Cost 
$0 
$0 
$0 
$0 
$0 

DOJ Attendee M&IE $0 $0.00 

Justification Desciption Lodging Rate Number of Travelers Number of Nights Total Direct Costs Total Grantee Cost Total Cost 
$0 
$0 
$0 
$0 
$0 

DOJ Attendee Lodging $0 $0.00 

Justification Desciption Rate Total Direct Costs Total Grantee Cost Total Cost 
$0 
$0 
$0 
$0 
$0 

DOJ Attendee Transportation $0 $0.00 

Justification 
Item Cost/Rate Total Direct Costs 

Total Grantee Cost 
Total Cost 

Taxi $0.00 
Parking Fees $0.00 

Shuttle Service $0.00 
POV (mileage) $0.00 

$0.00 

DOJ Attendee Local Transportation $0 $0.00 

Lodging 

$0 
$0 

Quantity 

$0 $0 

Gov't Provided Meals 

$0 $0 

M & IE 

$0 
$0 

Transportation 
Number of Travelers 

$0 
$0 

Local Transportation 

Number of trips, miles, vehicles, persons 

$0 
$0 

Logistical Planner 
Justification Item Cost/Rate Total Direct Costs Total Grantee Cost Total Cost 

$0.00 
$0.00 

hours/days 

Printing and Distribution 

      

      

     

         

          

        

    

  
 

 

    

  

 
  

 

  

     



    

    

    

    

  
  
 
 
   

 

          
              

 
 

  
 

     
   

  
 

 

 

                  
      

  









Include staff time spent on logistical and 
$0.00 $0 $0 
$0.00 
$0.00 

Programmatic Planner 
Justification Item Cost/Rate hours/days Total Direct Costs Total Grantee Cost Total Cost 

Justification 

$0.00 

Total Grantee Cost 

$0 

Total Cost 

$0 
$0.00 
$0.00 
$0.00 

Item Cost/Rate 
Conference Facilitator 

hours/days 

$0.00 

Total Direct Costs 
$0.00 

$0 $0 
$0.00 
$0.00 
$0.00 
$0.00 

 Other Expense 
Justification Item Cost/Rate Quantity Total Direct Costs Total Grantee Cost Total Cost 

$0.00 

$0 $0 
$0.00 
$0.00 
$0.00 
$0.00 

 Indirect Cost 
Justification Item Rate Base Total Direct Costs Total Grantee Cost Total Cost 

$0.00 

$0 $0 
$0.00 
$0.00 
$0.00 
$0.00 

Total Number of Event Days 
Average Meeting Space and AV expenses /person 

/day 

Attached Documents 
Please mark "X" in the box and provide a copy of the document 
Hotel contract/proposal (if applicable please mark "X" in the box and provide a copy of the unsigned contract) 

Copy Provided 

Meeting Agenda (required) 
Copy Provided 

Indirect Cost Rate Agreement 
Copy Provided 

Total Direct Costs $0 
Total Indirect Costs $0 
Total Grantee Costs $0 
Total DOJ Costs $0.00 
Total Conference Costs $0.00 figure should match submission form total 

Attendees 
List of attendees and where they are travelling from. Please add more spaces as necessary. (If attendee information is not known at this time please enter TBD in the chart below. If 
attendees are not yet known please write in a justification in the box below) If attendees are not 
*Please note if other DOJ component attendance (FBI, DEA, known ­
USMS, USAO, etc.) is expected explanation: 
Organization: Name: Duty Station: Traveling From: 



Hotel Selection Justification and Cost Breakdown  

 
 

 
 

 
Bid Hotel Total Cost Availability Food 

Guest Room 
Rate per 

Night 

Meeting 
Space Rental 
Fee + Service 

Fee 

Microphones, 
Mixer, and 
Recording 

Screen and 
Projector 

Technician and 
Service Fee 

1 
2 
3 

Audio/Visual Cost Justification 
If A/V estimate costs are above the threshold, use the space below to explain and/or justify the cost. 



 

  
 

 

 
 

 
 
 
 
 
 

     

 

       

 

Itemized Travel Costs Paid or Reimbursed with Cooperative Agreement Funds
Only complete this form when submitting Conference Report Actuals. 

Purpose/Role Total 
Duty Station (Participant, Lodging Common Carrier Local Transportation 

(Departure and Return Facilitator, Logistical Total (Include Transportation Baggage (Includes taxi, parking, 
Name Location) Coordinator, etc.) # of days M&IE tax) (Air, Rail, or Bus) Fees* rental car, POV) Total 

$ 
$ 
$ 
$ 
$ 
$ 

-
-
-
-
-
-

TOTAL $ - $ - $ - $ - $ -

* Although there is a separate column for "Baggage Fees" that expense should be added to the "Common Carrier Transportation" in the actuals report. 



                        

 

  
Complete this form only when submitting Actual Costs  and if there are particular itemized expense in "Part B Total Conference Costs" of the Reporting Form exceeds 

the threshhold or the allowable variance. Provide justification/explanation and calcualtions in the below form. 

Expense Category Cost Reporting Form Variance Justification/ Explanation 

Conference Meeting Space $0 
A/V Equipment and Services $0 

Conference Meeting Space and 
A/V Equipment and Services $0 Total will auto-populate 

Printing and Distribution $0 
Gov't Provided Meals* $0 

Breakfast $0 
Lunch $0 
Dinner $0 

Refreshments* $0 
M&IE $0 

Lodging $0 
Transportation $0 

Local Transportation $0 
Logistical Conference Planner $0 

Programmatic Conference Planner $0 
Conference 

Trainer/Instructor/Presenter/Facilitator $0 Conference trainer/instructor/presentor/facilitator costs should be broken out in the "Conference 
Request Questions" sheet. 

Other Costs $0 
Indirect Costs $0 

$0 
$0 
$0 
$0 
$0 
$0 

Total: $0 Total will auto-populate 
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Appendix  D.  Financial/Budget  Fact  Sheets  

This appendix contains fact sheets on Program Income, Consultant/Contractor Rates, Sole Source Justification, 
Indirect Costs, Budget Modification, and Background Screening. 
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Consultant/Contractor Rate Information  
for FY 2020 Awards

Recipient guidelines on consultant rate 
approval requests

Compensation for individual consultant services procured 
under a COPS Office award must be reasonable and alloca-
ble in accordance with 2 C.F.R. Part 200, Subpart E—Cost 
Principles  and consistent with that paid for similar services 
in the marketplace.

Unless otherwise approved by the COPS Office, approved 
consultant rates will be based on the salary a consultant 
receives from his or her primary employer, as applicable,  
up to $650 per day. If individuals receive fringe benefits 
from their primary employer, such fringe benefit costs should  
not be included in the calculation of consultant rates. For 
consultant or contractor rates that exceed $650 per day, the 
COPS Office requires written justification. The recipient 

must provide justification for any consultant rate in excess 

of $650 per day and receive COPS Office approval of that 

rate before drawing down award funds. An organization 
may not expend award funds or drawdown reimbursements 

for consultant rate increase requests until after the request 
has been approved by the COPS Office in writing. Any 
organization that does not provide sufficient written justifi-
cation as outlined in the following section will be limited to 
$650 per day for each consultant or contractor. Please note 
that this does not mean that the rate can or should be $650 
for all consultants.

NOTE: Consultant and contractor daily rates do not include 
travel or subsistence costs but may include preparation, 
evaluation, and travel time.

Compensation for individual consultant services procured 
under a COPS Office award must be reasonable, allocable, 

and consistent with that paid for similar services in the 
marketplace. The recipient must provide justification for any 

consultant rate in excess of $650 per day and receive COPS 
Office approval of that rate before drawing down funds.

June 2020

Guidance for requesting a consultant  
rate based on employment

��Consultants associated with institutions of higher 
education (including state-run educational institu-
tions). If representing the academic institution, the max- 
imum rate of compensation that will be allowed is the con- 
sultant’s academic salary projected for 12 months, divided 
by 260. These individuals normally receive fringe benefits 
that include sick leave for a full 12-month period, even 
though they may only work 9 months per year in their 
academic positions. This does not apply to individuals 

performing consultant work outside of their academic 
commitments. In such cases, the rate of compensation 
will be based on reasonable cost principles and requires 
documentation supporting the requested rate.

��Consultants employed by state and local govern-
ment. Compensation for these consultants will be 
allowed only when the unit of government will not pro-
vide these services without cost. If a state or local govern-
ment employee is providing services under a federal award 
and is representing his or her agency without pay from the 
respective unit of government, the rate of compensation 
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Consultant/Contractor Rate Information

is not to exceed the daily salary rate for the employee paid 
by the unit of government. If the state or local govern-
ment employee is providing services under a federal 
award and is not representing his or her agency, the rate 
of compensation is based on the necessary and reasonable 
cost principles. Please note that under the nonsupplanting 
requirement of the COPS Office statute, COPS Office 
funds may not be used to supplant (replace) local fund-
ing that otherwise would have been spent on consultants 
employed by state or local government. The statute bars 
federal funding of existing consultants and of newly hired 
consultants that a community is committed to fund in the 
absence of a COPS Office award.

��Consultants employed by commercial and nonprofit 
organizations. These organizations are normally subject 
to competitive bidding procedures. Thus, if consultants 
have been selected through competitive bidding, they 
are not subject to the per-day maximum compensation 
threshold. Otherwise, the rate of compensation will be 
approved based on the salary a consultant receives from 
his or her primary employer, as applicable, up to $650  
per day.

To request approval of a consultant rate in excess of  

$650 per day, please submit the signed request on recipi-

ent department letterhead and include the agency ORI 

number and the award number for which the approval is 

being sought.

Please include the following:

��Description of the services to be provided by the con- 
sultant or contractor, including the following:

– The number of days and hours to be worked by  
each consultant and contractor

– The daily rate of each consultant and contractor  
that exceeds $650 per day (indicate fringe benefits  
if applicable)

��A resume or curriculum vitae for each consultant or con-
tractor whose rate exceeds $650 per day

��Documented prior instances when a similar rate has been 
charged by or paid to the consultant or contractor

��If the consultant is not self-employed and has a primary 
employer, documentation showing that the requested 
daily rate is proportionate to the consultant’s regular salary 
(e.g., pay stubs, letter from employer)

You may optionally submit other important information 
about the consultant or contractor at this time, such as let-
ters of reference; lists of any relevant publications, papers,  
or honors; advanced experience as a practitioner or academic 
in the subject area; advanced training relating to the focus 
of your project; or any unique circumstances that you feel 
should be considered as the COPS Office reviews your pro-
posed consultant/contractor rates.

To request approval of a consultant/contractor rate in  
excess of $650 per day, please return this information to 
your Grant Program Specialist or Program Manager as  
soon as possible to expedite the consultant/contractor rate 
review process.

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020

https://cops.usdoj.gov


U.S. Department of Justice
Office of Community Oriented Policing Services

www.cops.usdoj.gov Fact Sheet

Sole Source Justification

What is “sole source” justification?

Sole source procurement or procurement by noncompetitive 
proposals is procurement through solicitation of a proposal 
from only one source. Sole source procurements must 
adhere to the standards set forth in 2 C.F.R. § 200.320(f ) in 
the Uniform Administrative Requirements, Cost Principles, 
and Audit Requirements for Federal Awards, as adopted by 
the U.S. Department of Justice in 2 C.F.R. § 2800.101.

When is sole source approval  
required by the COPS Office?

A recipient must request written approval from the COPS 
Office for sole source procurements in excess of $250,000 
prior to purchasing equipment, technology, or services; 
obligating funding for a contract; or entering into a contract 
with award funds. For the purchase of equipment, technol-
ogy, or services under a COPS Office award, recipients must 
use their own documented procurement procedures that 
reflect applicable state and local laws and regulations, as long 
as those requirements conform to the federal procurement 

June 2020

An award recipient must request written 
approval from the COPS Office for sole source 

procurements in excess of $250,000 prior 
to purchasing equipment, technology, or 

services; obligating funding for a contract; or 
entering into a contract with award funds.

standards set forth in 2 C.F.R. § 200.318. A sole source 
justification should be submitted to the COPS Office if a 
recipient determines that the award of a contract through 

a competitive process is infeasible. Recipients may conduct 
noncompetitive proposals (or “sole source” procurement) 
by procurement through solicitation from only one source 
when one or more of the following circumstances apply:

��The item or service is available from only one source.

��The public exigency or emergency for the require- 
ment will not permit a delay resulting from competi- 
tive solicitation.

��The COPS Office authorizes noncompetitive proposals  
in response to a written request from the recipient.

��Competition is determined inadequate after solicitation  
of a number of sources.

Sole source procurement should be used only when com- 
petitive solicitation procedures like sealed bids or competi-
tive proposals are not applicable to the requirements or  
are impractical.

What documentation must be submitted  
to the COPS Office for approval of a sole 
source procurement?

Requests for sole source procurements of equipment, tech-
nology, or services in excess of $250,000 must be submitted 
to the COPS Office in writing certifying that the award of 
the contract through full and open competition is infeasible. 
An organization may not expend award funds or drawdown 
reimbursements for sole source justification requests until 
after the sole source request has been approved by the COPS 
Office in writing.

The outline that follows may be helpful in preparing your 
agency’s sole source procurement request (which should 
include your sole source justification) and ensuring that all 
of the necessary information is included.

https://cops.usdoj.gov
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Sole Source Justification

The sole source procurement request must be signed and 
submitted on the recipient’s organization letterhead and 
must include the organization's ORI number and the award 
number for which approval is being sought.

The request should also include the following information.

��Section I. A brief description of the project, the amount 
to be designated for the sole source procurement, and the 
purpose of the contract

��Section II. (a) An explanation as to why it is necessary to 
contract in a noncompetitive manner and (b) which one 
(or more) of the four circumstances identified here applies 
to the procurement transaction (include supporting infor-
mation as identified under the applicable section(s)).

1. The item or service is available from only one source.

Please include the following:

− Uniqueness of items or services to be procured from 
the proposed contractor or vendor (compatibility, 
patent issues, etc.)

− How the organization determined that the item or 
service is available from only one source (market sur-
vey results, independent agency research, patented 
or proprietary system, etc.)

− Explanation of need for contractor’s expertise linked 
to the current project (knowledge of project man-
agement, responsiveness, experience of contractor 
personnel, prior work on earlier phases of project, etc.)

− Any additional information that would support  
the case

2. The public exigency or emergency for the require- 
ment will not permit a delay resulting from competi-
tive solicitation. 

Please include the following:

− When the contractual coverage is required by your 
department and why

− Impact on project if deadlines or dates are not met

− How long it would take an alternate contractor to 
reach the same required level of competence (equate 
to dollar amounts if desired)

− Any additional information that would support  
the case

3. The COPS Office authorizes noncompetitive proposals 
in response to a written request from the recipient.

4. Competition is determined to be inadequate after 
solicitation of a number of sources. 

Please include the following:

− Results of a market survey to determine competi- 
tion availability; if no survey is conducted, please 
explain why not

− Any additional information that would support  
the case

��Section III. A budget breakdown for the subcontract  
(see the Award Owner’s Manual for budget requirements)

��Section IV. A declaration that this action or choice is in 
the best interest of the organization

Failure to provide all of the necessary information will delay 
the processing of your request. Your organization will be 
contacted if any of the identified information is missing or if 
additional supporting information is required. If the COPS 
Office determines that the request does not meet the stan-
dards set forth here, the request will be denied.

Please be advised that conflicts of interest are prohibited 
under the federal procurement standards set forth in  
2 C.F.R. § 200.318(c). In addition, program funds should 
not be awarded to any party that is debarred or suspended 
from participation in federal assistance programs.

If you have any questions regarding the federal require- 
ments that guide procurement procedures, please contact 
your Grant Program Specialist or Program Manager at  
800-421-6770.

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020
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Indirect Cost Rate for FY 2020 Awards

approved indirect cost rate during the award period and, if 
necessary, request a budget modification that reflects the rate 
change. Please contact your COPS Office Grant Program 
Specialist or Program Manager to determine when a budget 
modification is necessary.

If the organization experiences an increase or a decrease in 
its indirect cost rate, it should submit the new rate to the 
COPS Office within 30 days of the change.

Can an organization reprogram indirect costs  
to direct costs?

Reprogramming requests of indirect costs to direct costs 
are administered through the budget modification process 
for the specific COPS Office award that your organization 
received. Please contact your COPS Office Grant Program 
Specialist or Program Manager to obtain guidance on any 
additional requirements that may apply to your modification 
request. The COPS Office will then evaluate your request 
and notify you in writing of our decision.

Please be advised that if your organization's revised indirect 
cost rate is lower than the rate approved at the time of award 
and a formal budget modification was not approved, excess 
indirect cost rate funds should not be drawn down and will 
be deobligated at closeout.

What should an organization expect at  
the end of the award period regarding its  
indirect cost rate?

If a provisional indirect cost rate is in effect at award 
closeout, the recipient shall proceed with closeout but 
will complete an expenditure analysis upon receipt of the 
approved final indirect cost rate to determine if an adjust-
ment is necessary. If the recipient drew down excess COPS 
Office funding for indirect costs, the recipient must return 
the overpayment to the COPS Office and submit a revised 

Federal Financial Report (SF-425). If the recipient incurred 
additional indirect costs, the recipient may request a bud-
get modification if the award is still open and award funds 
are available. If the recipient returns or draws down COPS 
Office funding, the recipient will need to submit a revised 
final Federal Financial Report (SF-425).

Other important factors

To support the indirect cost rate agreement, recipients are 
responsible for ensuring independent audits are conducted 
in accordance with existing federal auditing and reporting 
standards set forth in 2 C.F.R. Part 200, Subpart F—Audit 
Requirements. A copy of the audit report must be submitted 
to the cognizant federal agency to support the indirect cost 
rate agreement.

In accordance with ensuring proper award management and 
use of funding awarded through the COPS Office, recipients 
may be selected for a site visit or an enhanced office-based 
grant review (EOBGR) or may need to address an alleged 
noncompliance complaint during a compliance review by 
the COPS Office Grant Monitoring Division.

Therefore, recipients must adhere to proper accounting 
practices and recordkeeping to ensure all necessary docu-
mentation is available for review if requested by the COPS 
Office. Noncompliance may result in the repayment of mis-
used funds, suspension of funds, or other remedial actions 
available by law until the noncompliance is resolved.

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020
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Next steps

Your budget modification will go through two rounds of 
review at a minimum: (1) by your PM and (2) by a budget 
analyst (BA).

The PM will review the budget programmatically and may 
reach out to you for clarification, changes, or justification. 
Any changes required by your PM will result in the rejection 
of the modification. You will receive notification from the 
COPS Office, and you will be able to access the modifica-
tion and make the necessary changes. The recipient will have 
to reenter the system, make the budget adjustments where 
necessary, and resubmit the saved changes.

Once the budget modification has been programmatically 
approved, a BA is assigned. The BA will review the modifi-
cation to ensure the revised budget is allowable and meets 
all regulations and policies. The BA will work with the PM 
for any points of clarification, changes, or justification. Any 
changes required by the BA will result in the rejection of 
the modification, and the recipient will have to correct and 
resubmit the modification.

In the case of any rejection, an automatic notification will 
be sent out via email, and the award’s status changes to the 
green “No action required” icon, from which  you can initi-
ate another request.

In the case of any approval, an automatic notification will  
be sent out via email.

Implementation of the modified award budget may begin 
following this written approval from the COPS Office. The 
modification approvals for active awards will be accompa-
nied by a modified FCM reflecting the approved changes.

Other resources

Your PM can provide you with a budget detail worksheet to 
help keep track of your costs and modifications. This tool 
can be used to track all of your costs, and when you submit 
a budget modification, it can be useful to submit as supple-
mental documentation to your PM.

For additional information, please review the Sole Source 
Justification, Consultant/Contractor Rate Information, and 
Indirect Cost Rate fact sheets. These fact sheets are available 
at https://cops.usdoj.gov/programdocuments.

Finally, your Award Owner’s Manual, Award Document, 
Cooperative Agreement (if applicable), FCM, and Terms 
and Conditions will provide more information on specific 
requirements that are applicable to your award. Your Award 
Owner’s Manual will include a list of allowable and unallow-
able items.

Please contact your PM for further direction on any addi-
tional requirements that may be applied to your modifica-
tion request or any other questions.

Budget Modifications for CPD, CPD Microgrants, TRGP-TA, LEMHWA, and PASS Recipients

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020

https://cops.usdoj.gov/programdocuments
https://cops.usdoj.gov


U.S. Department of Justice
Office of Community Oriented Policing Services

www.cops.usdoj.gov Fact Sheet

Background Screening and Prevention  
Training Resources for Projects Involving Minors

To aid in the safeguarding of minors involved in U.S. 
Department of Justice (DOJ)–funded youth-centered 
programs, we have identified two relevant training 
programs that are available free of charge through the 
Office of Juvenile Justice and Delinquency Preven-
tion (OJJDP)–funded National Children’s Advocacy 
Center (NCAC): (1) Preventing Child Sexual Abuse 
in Youth-Serving Organizations and (2) Rethink-
ing Sexual Violence Prevention: Innovations With 
Bystanders, The Internet, and Youth Serving Organi-
zations. These programs are accessible via the NCAC 
Virtual Training Center (www.nationalcac.org); 
grantees can search the training program by name 
from the home page.

In addition, the COPS Office is currently work-
ing with the National Center for Missing and 
Exploited Children (NCMEC) to update a 2013 
publication titled What You Need to Know About 
Background Screening (https://cops.usdoj.gov/RIC/
ric.php?page=detail&id=COPS-P260) for dissemina-
tion to DOJ grantees. This publication addresses the 
importance of background screening, the range of 
screening options available to organizations, and best 
practices in conducting background screening and 
acting upon the results. The COPS Office anticipates 
that the updated version of this publication will be 
available during FY 2020.

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020

https://cops.usdoj.gov
https://cops.usdoj.gov/RIC/ric.php?page=detail&id=COPS-P260
https://www.nationalcac.org
https://cops.usdoj.gov
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Appendix  E.  Federal Civil Rights Memo  

MEMORANDUM 

TO: COPS Office Award Recipients 

FROM: Michael L. Alston 
Director, Office for Civil Rights, Office of Justice Programs 

DATE: June 1, 2020 

RE: Federal Civil Rights Statutes and Regulations 

Congratulations on your recent award! The Office for Civil Rights (OCR), Office of Justice Programs (OJP), U.S. 
Department of Justice (DOJ) has been delegated the responsibility for ensuring that recipients of federal financial 
assistance from the OJP, the Office of Community Oriented Policing Services (COPS), and the Office on Violence 
Against Women (OVW) are not engaged in discrimination prohibited by law. Several federal civil rights laws, such 
as Title VI of the Civil Rights Act of 1964 and Title IX of the Education Amendments of 1972, require recipients of 
federal financial assistance to give assurances that they will comply with those laws. In addition to those civil rights 
laws, many grant program statutes contain nondiscrimination provisions that require compliance with them as a 
condition of receiving federal financial assistance. For a complete review of these civil rights laws and 
nondiscrimination requirements, in connection with OJP and other DOJ awards, see 
https://ojp.gov/funding/Explore/LegalOverview/CivilRightsRequirements.htm 

Under the delegation of authority, the OCR investigates allegations of discrimination against recipients from 
individuals, entities, or groups. In addition, the OCR conducts limited compliance reviews and audits based on 
regulatory criteria. These reviews and audits permit the OCR to evaluate whether recipients of financial assistance 
from the Department are providing services in a non-discriminatory manner to their service population or have 
employment practices that meet equal-opportunity standards. 

If you are a recipient of grant awards under the Omnibus Crime Control and Safe Streets Act or the Juvenile Justice 
and Delinquency Prevention Act and your agency is part of a criminal justice system, there are two additional 
obligations that may apply in connection with the awards: (1) complying with the regulation relating to Equal 
Employment Opportunity Programs (EEOPs); and (2) submitting findings of discrimination to OCR. For additional 
information regarding the EEOP requirement, see 28 CFR Part 42, subpart E, and for additional information 
regarding requirements when there is an adverse finding, see 28 C.F.R. §§ 42.204(c), .205(c)(5). Please submit 
information about any adverse finding to the OCR at the above address. 

We at the OCR are available to help you and your organization meet the civil rights requirements that are 
associated with OJP and other DOJ grant funding. If you would like the OCR to assist you in fulfilling your 
organization's civil rights or nondiscrimination responsibilities as a recipient of federal financial assistance, please 
do not hesitate to let us know. 
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(g) Definitions.--In this section: 

(1) The term “abuse of authority” means an arbitrary and capricious exercise of authority that is 
inconsistent with the mission of the executive agency concerned or the successful performance of a 
contract or grant of such agency. 

(2) The term “Inspector General” means an Inspector General appointed under the Inspector General Act 
of 1978 and any Inspector General that receives funding from, or has oversight over contracts or 
grants awarded for or on behalf of, the executive agency concerned. 

(h) Construction.--Nothing in this section, or the amendments made by this section, 1 shall be construed to 
provide any rights to disclose classified information not otherwise provided by law. 
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Appendix  G.  2  C.F.R.  Appendix  II  to  Part  200:  Contract  provisions  for  
nonfederal  entity  contracts  under  federal  awards   

NOTE: The National Defense Authorization Act for fiscal year 2018 (NDAA), Public Law 115–91, Division A, Title VIII, 
Section 805, raised the simplified acquisition threshold to $250,000 for all recipients. The OMB Memorandum 
M-18-18 entitled Implementing Statutory Changes to the Micro-purchase and the Simplified Acquisition Threshold 
for Financial Assistance granted an exception for recipients to use the higher simplified acquisition threshold of 
$250,000 effective as of June 20, 2018, in advance of revisions to the Uniform Guidance. 

In addition to other provisions required by the federal agency or nonfederal entity, all contracts made by the 
nonfederal entity under the federal award must contain provisions covering the following, as applicable. 

(A) Contracts for more than the simplified acquisition threshold currently set at $250,000, which is the inflation 
adjusted amount determined by the Civilian Agency Acquisition Council and the Defense Acquisition Regulations 
Council (Councils) as authorized by 41 U.S.C. 1908, must address administrative, contractual, or legal remedies in 
instances where contractors violate or breach contract terms, and provide for such sanctions and penalties as 
appropriate. 

(B) All contracts in excess of $10,000 must address termination for cause and for convenience by the non-Federal 
entity including the manner by which it will be effected and the basis for settlement. 

(C) Equal Employment Opportunity. Except as otherwise provided under 41 CFR Part 60, all contracts that meet the 
definition of “federally assisted construction contract” in 41 CFR Part 60-1.3 must include the equal opportunity 
clause provided under 41 CFR 60-1.4(b), in accordance with Executive Order 11246, “Equal Employment 
Opportunity” (30 FR 12319, 12935, 3 CFR Part, 1964-1965 Comp., p. 339), as amended by Executive Order 11375, 
“Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and implementing regulations at 
41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of 
Labor.” 

(D) Davis-Bacon Act, as amended (40 U.S.C. 3141-3148). When required by Federal program legislation, all prime 
construction contracts in excess of $2,000 awarded by non-Federal entities must include a provision for 
compliance with the Davis-Bacon Act (40 U.S.C. 3141-3144, and 3146-3148) as supplemented by Department of 
Labor regulations (29 CFR Part 5, “Labor Standards Provisions Applicable to Contracts Covering Federally Financed 
and Assisted Construction”). In accordance with the statute, contractors must be required to pay wages to laborers 
and mechanics at a rate not less than the prevailing wages specified in a wage determination made by the 
Secretary of Labor. In addition, contractors must be required to pay wages not less than once a week. The non-
Federal entity must place a copy of the current prevailing wage determination issued by the Department of Labor 
in each solicitation. The decision to award a contract or subcontract must be conditioned upon the acceptance of 
the wage determination. The non-Federal entity must report all suspected or reported violations to the Federal 
awarding agency. The contracts must also include a provision for compliance with the Copeland “Anti-Kickback” 
Act (40 U.S.C. 3145), as supplemented by Department of Labor regulations (29 CFR Part 3, “Contractors and 
Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United 
States”). The Act provides that each contractor or subrecipient must be prohibited from inducing, by any means, 
any person employed in the construction, completion, or repair of public work, to give up any part of the 
compensation to which he or she is otherwise entitled. The non-Federal entity must report all suspected or 
reported violations to the Federal awarding agency. 
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https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=e70d4d5b3d21f635ea2aec391214bde6&term_occur=27&term_src=Title:2:Subtitle:A:Chapter:II:Part:200:Subpart:D:Subjgrp:29:200.305
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https://pms.psc.gov/
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Appendix  I. ACH templates with instructions  

The following pages contain ACH templates and instructions for completing these financial documents. 
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Ach Template Instructions 
United States Department Of Justice 
Office Of Justice Programs 

ACH Credit Instructions 

1. Grantee Name – Enter the grantee name exactly as it is assigned on your grant award document. 

2. Effective Date - Enter the payment date (similar to the check date). 
3. Amount - Enter the refund dollar amount. 
4. Receiving Company Name – Office of Justice Programs – Enter the grant number. 

Page 2 of 2 
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Ach Template Instructions 
United States Department Of Justice 
Office Of Justice Programs 

ACH Credit Instructions 

1. Grantee Name – Enter the grantee name exactly as it is assigned on your grant award document. 

2. Effective Date - Enter the payment date (similar to the check date). 
3. Amount - Enter the refund dollar amount. 
4. Receiving Company Name – Office of Justice Programs – Enter the grant number. 
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Appendix  J.  Sample  Financial  Clearance  Memorandum  (FCM)  

This appendix contains a sample FCM. Please refer to your specific FCM for the list of approved allowable cost 
under your award. 
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ORI #: CA00ZZZ Grant #: 2015TEST0012 Legal Name: Test Police Department 

Sworn Officer 

Number of  positions:  0  

Total:  $0.00  $0.00  $0.00  

Civilian/Non-Sworn Personnel 

PositionTitle  Positions  Salary  Benefits  Total  Adjustment  

Police Specialist  1  $37,401.00  $2,861.17  $40,262.17  $0.00  

College Intern  1  $16,881.60  $1,291.44  $18,173.04 $0.00  

Total:  $54,282.60  $4,152.61  $58,435.21  



 

 

ORI  #:  CA00ZZZ  Grant #:  2015TEST0012  Legal Name:  Test Police Department  

Budget Category: Equipment/Technology  

Item  Qty  Cost/Item  Total  Adjustment Reason  Disallowed/Adjusted  

Laptop  /  Tablet  0  $1,500.00  $0.00  -$1,500.00  

Total:  $0.00  



 

 
 

     

     

     

     

     

     
 

 

  

 

ORI  #:  CA00ZZZ  Grant #:  2015TEST0012  Legal Name:  Test Police Department  

Budget Category: Supplies  

Qty  Cost/Item  Adjustment Reason Disallowed/Adjusted  Item Total 

SLPD/Weibo Canopy Tent 1 $2,500.00 $2,500.00 $0.00 

Office Supplies 12 $30.00 $360.00 $0.00 

Outreach Video 0 $3,000.00 $0.00 -$3,000.00 

Outreach Materials 0 $3,000.00 $0.00 -$3,000.00 

Services / Memberships 0 $1,000.00 $0.00 -$1,000.00 

Laptop 1 $1,500.00 $1,500.00 $1,500.00 

Total: $4,360.00 



 

 
 
 

ORI  #:  CA00ZZZ  Grant #:  2015TEST0012  Legal Name:  Test Police Department  

Budget Category: Travel/Training  

Total:  $0.00  





 

 
 

 

  

     

     

     

  

ORI  #:  CA00ZZZ  Grant #:  2015TEST0012  Legal Name:  Test  Police  Department  

Budget Category: Other Costs  

Qty  Cost/Item  Adjustment Reason Disallowed/Adjusted  Item Total 

Outreach Video 1 $3,000.00 $3,000.00 $3,000.00 

Outreach Materials 1 $3,000.00 $3,000.00 $3,000.00 

Service Memberships 1 $1,000.00 $1,000.00 $1,000.00 

Total: $7,000.00 



 

 
 
 

ORI  #:  CA00ZZZ  Grant #:  2015TEST0012  Legal Name:  Test  Police  Department  

Budget Category: Indirect Costs  

Total:  $0.00  
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Appendix  K.  Additional resources for Cooperative Agreement recipients  

Some recipients may be awarded Cooperative Agreements to develop reports, publications, manuals, training, 
videos, and other products. The Cooperative Agreement, which is incorporated by reference into the Award 
Document, includes customized tasks and deliverables that may require the recipient to follow one or more of 
these resource documents applicable to their project: 

• In Person Curriculum Standards Guide 

• Online Curriculum Process Guide 

• Instructor Quality Assurance Guide 

• Non-TOT Instructor Guide Template 

• Non-TOT Participant Guide Template 

• Non-TOT PowerPoint Background 

• TOT Instructor Guide Template 

• TOT Participant Guide Template 

• TOT PowerPoint Background 

• Webinar PowerPoint Template 

• Video Development Process Guide 

• COPS Office Logo Standards Manual 

• The COPS Office Editorial and Graphics Style Manual: Guide for Authors, New Revised Second Edition 

• Section 508 of the Rehabilitation Act of 1973 

The remainder of this appendix contains fact sheets on training, the ADDIE model, and information for webinars. 
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https://cops.usdoj.gov/pdf/training/In_Person_Curriculum_Standards_Guide.pdf
https://cops.usdoj.gov/pdf/training/Online_Curriculum_Process_Guide.pdf
https://cops.usdoj.gov/pdf/training/Instructor_Quality_Assurance_Guide.pdf
https://cops.usdoj.gov/pdf/training/Non_TOT_Instructor_Guide.docx
https://cops.usdoj.gov/pdf/training/Non_TOT_Participant_Guide.docx
https://cops.usdoj.gov/pdf/training/COPS_Non_TOT_PowerPoint_Background.pptx
https://cops.usdoj.gov/pdf/training/TOT_Instructor_Guide.docx
https://cops.usdoj.gov/pdf/training/TOT_Participant_Guide.docx
https://cops.usdoj.gov/pdf/training/COPS_TOT_PowerPoint_Background.pptx
https://cops.usdoj.gov/pdf/webinars/COPS_webinar_PowerPoint_template.pptx
https://cops.usdoj.gov/pdf/training/Video_Development_Process_Guide.pdf
https://cops.usdoj.gov/pdf/training/Logo_Standards_Manual.pdf
https://cops.usdoj.gov/RIC/ric.php?page=detail&id=COPS-W0434
https://www.section508.gov/content/learn/laws-and-policies


U.S. Department of Justice
Office of Community Oriented Policing Services

www.cops.usdoj.gov Fact Sheet
Training Fact Sheet
The COPS Office has a series of requirements for the  
development and delivery of in-person and online training. 
These requirements can be found in the two COPS Office 
curriculum guides: (1) Online Curriculum Standards and 
Review: Process Guide at https://www.cops.usdoj.gov/pdf/
training/Online_Curriculum_Process_Guide.pdf and  
(2) In-Person Curriculum Standards and Review: Process 
Guide at https://www.cops.usdoj.gov/pdf/training/In_ 
Person_Curriculum_Standards_Guide.pdf. The guides  
were established to provide guidance to COPS Office 
training providers and program managers on instructional 
design, promising practices, and the process by which the 
COPS Office will review and approve curricula.

The COPS Office trainings are national in scope and should 
have a specific law enforcement audience: executives, first-line  
supervisors, line officers, dispatchers, joint community and 
officers, etc. COPS Office training supports the needs of the 
law enforcement field and strives to increase public safety.

The training goals of the COPS Office are as follows:

��Establish a common process for the development of 
COPS Office training initiatives.

��Manage quality control through a series of review and 
approval checkpoints.

��Standardize content, style, format, and quality.

��Establish clear outcome expectations of training initiatives.

��Maintain training relevance for the field.

��Prepare training for accreditation through national law 
enforcement training accreditation programs.

The COPS Office defines training as the teaching and learn-
ing activities carried out for the primary purpose of helping 
members of an organization acquire and apply the knowl-
edge, skills, abilities, and attitudes needed by a particular 
job or organization. Training is driven by specific goals and 
objectives; it is not a single event but rather an ongoing pro-
cess that requires continuous self-reflection and evaluation.

Learning outcomes and objectives. Objectives describe 
what learners should be able to know and do after training. 
Learning outcomes establish the criteria by which the train-
ing will be judged a success. Training objectives and learning 
outcomes should be aligned with an employee’s position  
and with the organization’s goals and mission.

Self-reflection and evaluation. Self-reflection should be 
a conscious process whereby trainees critically analyze the 
training materials and test their own understanding and 
retention; it is an internal check on the progress and out-
comes of the training. Evaluation is the external check; 
it should consist of setting goals in accordance with the 
learning outcomes and objectives and conducting pre- and 
post-training testing and a final course evaluation to ensure 
those goals are met.

Training materials. Guides, webinars, articles, conference 
presentations, podcasts, videos, blogs, and newsfeeds (to 
provide a few examples) can serve as support material in 
trainings or as standalone materials to increase knowledge, 
but on their own they cannot be defined as training.

The COPS Office also has a series of requirements that instruc- 
tors must meet prior to becoming instructors for COPS 
Office courses and for the duration of their instructor tenure. 
Those requirements can be found in the COPS Office’s 
Instructor Quality Assurance Guide at https://www.cops.
usdoj.gov/pdf/training/Instructor_Quality_Assurance_
Guide.pdf.

Contact the COPS Office

For questions related to the development and 
delivery of in-person or online training, please 
contact the COPS Office Response Center.

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

June 2020

https://cops.usdoj.gov
https://cops.usdoj.gov
https://www.cops.usdoj.gov/pdf/training/Online_Curriculum_Process_Guide.pdf
https://www.cops.usdoj.gov/pdf/training/In_Person_Curriculum_Standards_Guide.pdf
https://www.cops.usdoj.gov/pdf/training/Instructor_Quality_Assurance_Guide.pdf
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The ADDIE Model of Instructional Design Fact Sheet

Implementation Phase

During the implementation phase, the procedure for 
training the facilitators is developed and delivered, and the 
procedure for training the participants is refined. This is 
also the phase where the project manager ensures that the 
supplemental resources (books, hands-on equipment, tools, 
CD-ROMs, and software) are in place and that the learning 
application or website is functional, available, and ready for 
use. In this stage, the course is also tested and deployed to 
determine whether the components function as designed 
within the identified environment. This phase validates the 
implementation and identifies any anomalies prior to full 
course deployment.

Evaluation Phase

The evaluation phase determines how students feel about 
the course experience, whether goals were achieved, whether 
the transfer of learning took place, and any long-term 
outcomes. This phase also identifies the gaps in student 
performance that need to be addressed. Two levels of 
evaluation may be conducted:

Level 1—Reactions. Learners provide reactions and 
comments to the course, usually in the form of a response to 
a questionnaire.

Level 2—Learning. Assessments of content retention, 
application, and institutionalization.



U.S. Department of Justice
Office of Community Oriented Policing Services

www.cops.usdoj.gov Fact Sheet

Information for Webinars

Webinars can be effective alternatives to in-person meet-
ings or presentations. They also can be recorded to allow a 
wider audience to access information than might have been 
possible in an in-person event. Consequently, many COPS 
Office award recipients may choose to offer webinars in 
addition to or instead of in-person training sessions. This 
fact sheet is intended to aid award recipients in producing 
webinars as part of their project deliverables.

As with other sponsored knowledge products, webinars  
produced with funding from the COPS Office are expected 
to include on any slide deck or advertising materials the 
COPS Office logo (see the Logo Guidance fact sheet at 
https://cops.usdoj.gov/pdf/training/Logo_Guideline_ 
FactSheet.pdf for information about correct use of the 
COPS Office logo) and the standard disclaimer language:

This project was supported, in whole or in part, by coop-

erative agreement / grant number XXXX-XX-XX-XXXX 

awarded to [awardee] by the U.S. Department of Jus-

tice, Office of Community Oriented Policing Services. 

The opinions contained herein are those of the author(s) 

or contributor(s) and do not necessarily represent the 

official position or policies of the U.S. Department of 

Justice. References to specific individuals, agencies, 

companies, products, or services should not be consid-

ered an endorsement by the author(s), the contributor(s), 

or the U.S. Department of Justice. Rather, the references 

are illustrations to supplement discussion of the issues. 

The internet references cited in this publication were 

valid as of the date of publication. Given that URLs and 

websites are in constant flux, neither the author(s), the 

contributor(s), nor the COPS Office can vouch for their 

current validity.

May 2020

Resources

The COPS Office has created a template for  
a slide deck that you may use for your webinar 
(see figure 1; the slides can be found at  
https://cops.usdoj.gov/pdf/webinars/COPS_
webinar_PowerPoint_template.pptx).

 

Figure 1. Webinar template slides

https://cops.usdoj.gov
https://cops.usdoj.gov/pdf/webinars/COPS_webinar_PowerPoint_template.pptx
https://cops.usdoj.gov/pdf/training/Logo_Guideline_FactSheet.pdf
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Information on Webinars Fact Sheet

Webinar requirements

For advertised events, award recipients are expected to follow 
the Marketing Guidelines developed for COPS Office–
sponsored training events (https://cops.usdoj.gov/pdf/ 
training/Marketing_Guidelines_FactSheet.pdf ). Your COPS 
Office program manager can work with you to ensure your 
webinar is advertised through COPS Office channels.

If your webinar will be recorded for future replay, the 
recording must be submitted to the COPS Office for review 
and vetting before public release. You and your project 
manager may also discuss options for posting the webinar 
recording on a COPS Office platform (such as the COPS 
Office YouTube channel or the COPS Training Portal) and 
additional promotional activities once it is ready for release. 
For recordings that will be posted on a COPS Office plat-
form, the audio track must be made compliant with section 
508 of the Rehabilitation Act of 1973 (closed captioned) 
prior to submission.

To ensure sufficient time for review and approvals prior to 
public advertisement, award recipients should plan to have 
all materials submitted to their program manager at least 
four weeks in advance of their preferred webinar date. Award 
recipients should not advertise webinar events prior to 
COPS Office approval.

Contact the COPS Office

For more information about COPS Office 
programs and resources, please call the COPS 
Office Response Center at 800-421-6770 or visit 
the COPS Office website at www.cops.usdoj.gov.

May 2020

https://cops.usdoj.gov
https://cops.usdoj.gov/pdf/training/Marketing_Guidelines_FactSheet.pdf
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Glossary  of  Terms  
allowable costs. Allowable costs are expenses that may be funded by this award program. The COPS Office CPD 
award must be limited to funding for equipment, services, personnel, and other costs purchased or hired on or 
after the award start date. Upon review of your submitted budget, any unallowable costs were removed. The 
Financial Clearance Memorandum (FCM) included in your award package specifies your allowable costs, contains 
the final budget category amounts for which your agency was approved, and notes any relevant revisions that 
were made to your original budget submission. 

audit. Work done by auditors, including both the Office of the Inspector General (OIG) and state or local auditors, 
to examine financial statements and to review 

• compliance with laws and regulations; 

• economy and efficiency of operations; 

• effectiveness in achieving program results; 

• allowability of costs claimed against the award. 

authorized officials. The authorized officials are the individuals in your organization who have final authority and 
responsibility for all programmatic and financial decisions regarding this award. At the time of award application, 
your agency listed the law enforcement executive (usually the chief of police, sheriff, etc.) and the government 
executive (usually the mayor, board president, etc.) for your agency. For non–law enforcement agencies 
(institutions of higher education, private organizations, etc.), the authorized officials are the programmatic and 
financial officials who have the ultimate signatory authority to sign contracts on behalf of your organization. These 
executives are listed on your award document and are understood to be your authorized officials. If any of the 
executive information is incorrect, please submit the correct information to the COPS Office by completing an 
official Change of Information form available online at www.cops.usdoj.gov. 

award end date. This is the date until which your agency is authorized to purchase items or hire positions that 
were approved by the COPS Office. The award end date is found on your award document. Recipients may not 
make any purchases or hire any positions after this date without written approval from the COPS Office. 

award number. The award number identifies your agency’s specific CPD award and can be found on your award 
document. This number should be used as a reference when corresponding with the COPS Office. Your award 
number is in the format 2020-CKWX-0000 for awards made in FY 2020. The COPS Office tracks award information 
based upon this number. 

award start date. This is the date on or after which your agency is authorized to purchase or hire any allowable 
equipment, services, personnel, or other costs that were approved by the COPS Office. The award start date is 
found on your award document. Recipients may not expend funds prior to this date without written approval from 
the COPS Office. 

career law enforcement officer. The COPS Office’s statute defines a “career law enforcement officer” as “a person 
hired on a permanent basis who is authorized by law or by a State or local public agency to engage in or supervise 
the prevention, detection, or investigation of violations of criminal laws.” 34 U.S.C. § 10389(1). 
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Catalog of Federal Domestic Assistance (CFDA). The CFDA is an annual government-wide publication that contains 
a description and index of all forms of federal assistance. Each program is assigned a CFDA number, which is used 
by auditors to track award revenues under the Single Audit Act. It is also used in participating states by State Single 
Points of Contact in conducting the required intergovernmental reviews under Executive Order 12372. The CFDA 
number for the COPS Office CPD Program award is 16.710. 

closeout. This is the process in which the awarding agency, the COPS Office, determines that all applicable 
administrative actions and all required work and conditions of the award have been completed and met by the 
recipient and awarding agency. 

cognizant federal agency. Your cognizant federal agency is generally the federal agency that provides your agency 
with the most federal money. The Office of Management and Budget (OMB) may have already assigned your 
cognizant federal agency to you. If this is the first federal award that your organization has received, the U.S. 
Department of Justice (DOJ) is your cognizant federal agency. 

community policing. Community policing is a philosophy that promotes organizational strategies that support the 
systematic use of partnerships and problem-solving techniques to proactively address the immediate conditions 
that give rise to public safety issues such as violent crime, nonviolent crime, and fear of crime. 

consortium. A consortium is a group of two or more governmental entities that agree to form a partnership to 
provide law enforcement services to their constituent communities. 

computing devices. Computing devices are machines used to acquire, store, analyze, process, and publish data and 
other information electronically, including accessories (or “peripherals”) for printing, transmitting, and receiving, 
or storing electronic information. 

cooperative agreement. A legal instrument of financial assistance between a federal awarding agency and a non-
federal entity to carry out a public purpose authorized by a law of the United States that, consistent with 31 U.S.C. 
§ 6302-6305, provides for substantial involvement between the federal awarding agency and the non-federal 
entity in carrying out the activity contemplated by the federal award. 

COPS Office. The Office of Community Oriented Policing Services (COPS Office) is the office within the U.S. 
Department of Justice that is the grantor or awarding agency for your award. The COPS Office is responsible for 
assisting your agency with the administration and maintenance of your award for the entire award period. You can 
reach the COPS Office at 800-421-6770. 

COPS Office finance staff. The COPS Office finance staff handles your agency’s financial and budgetary needs 
related to this award. A staff accountant has been assigned to your state, and is available to answer any questions 
that you may have concerning the financial aspects of your award. To identify your staff accountant, please call the 
COPS Office Response Center at 800-421-6770, or visit the COPS Office website at www.cops.usdoj.gov. 

COPS Office Program Manager. COPS Office Program Managers are trained to assist you with implementing and 
maintaining your CPD award. A Program Manager is assigned to your project and is available to answer any 
questions that you may have concerning the administrative, programmatic, and substantive aspects of your award. 
Your Program Manager can assist you with such matters as requesting an extension on your award or modifying 
the award, and reviewing outlines for project deliverables. The name and phone number of your COPS Office 
Program Manager is provided on the award congratulatory letter and available by contacting the COPS Office 
Response Center at 800-421-6770. 
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Data Universal Numbering System (DUNS) number. Since FY 2004, the Office of Management and Budget (OMB) 
has required all agencies applying for federal funding to obtain this number prior to application. The DUNS number 
is a unique nine- or thirteen-digit identification number that is assigned upon request to agencies by Dun & 
Bradstreet (D&B). This number will be used by the Federal Government to better track award recipient information 
throughout the award cycle and to provide consistent name and address data for electronic award application 
systems. To obtain a DUNS number, visit the Dun & Bradstreet website at www.dnb.com or call 866-705-5711. 

disallowed costs. Disallowed costs means those charges that are determined to be unallowable, in accordance 
with the applicable Federal statutes, regulations, or the terms and conditions of the federal award. 

Employer Identification Number (EIN) / OJP vendor number. This number is usually your agency’s nine-digit 
federal tax identification number as assigned to you by the Internal Revenue Service (IRS). Your 
accounting/bookkeeping department should have this number. In some cases, the EIN has been previously 
assigned to another agency within your jurisdiction. In this instance, a new vendor number will be assigned to you 
by the Office of the Chief Financial Officer. The newly assigned number is to be used for COPS Office administrative 
purposes only and should not be used for IRS purposes. 

equipment. Equipment is tangible personal property (including information technology systems) having a useful 
life of more than one year and a per-unit acquisition cost that equals or exceeds $5,000. 

federally recognized tribe. Tribal entities that are recognized and eligible for funding and services from the Bureau 
of Indian Affairs (BIA) by virtue of their status as Indian tribes. They are acknowledged to have the immunities and 
privileges available to other federally recognized Indian tribes by virtue of their government-to-government 
relationship with the United States as well as the responsibilities, power, limitations, and obligations of such tribes. 
Only federally recognized tribes are eligible to apply for COPS Office tribal award funds. For further information, 
contact BIA, Division of Tribal Government Services, MS-4631 – MIB, 1849 C Street NW, Washington, DC 20240, 
202-208-2475. 

grant. A legal instrument of financial assistance between a federal awarding agency and a non-federal entity to 
carry out a public purpose authorized by a law of the United States that, consistent with 31 U.S.C. § 6302-6305, 
does not provide for substantial involvement between the federal awarding agency and the non-Federal entity in 
carrying out the activity contemplated by the federal award. 

Grant Monitoring Specialist. COPS Office Grant Monitoring Specialists are trained and available to assist you in 
addressing any compliance-related questions regarding your award. Grant monitoring specialists plan and conduct 
site visits and office-based grant reviews. During the life of your award, you may be selected for a monitoring site 
visit to assess your compliance with the terms and agreements of the award program, to review your community 
policing initiatives, and to provide technical and administrative support for your award. Please contact the COPS 
Office Response Center at 800-421-6770 if you have any compliance-related questions. 

Indian tribe. For purposes of COPS Office awards, Indian tribe means a tribe, band, pueblo, nation, or other 
organized group or community of Indians, including an Alaska Native village (as defined in or established under the 
Alaska Native Claims Settlement Act (43 U.S.C.§ 1601 et seq.), that is recognized as eligible for the special 
programs and services provided by the United States to Indians because of their status as Indians. See 34 U.S.C. § 
10389(3). 
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indirect costs. Indirect (facilities & administrative (F&A)) costs means those costs incurred for a common or joint 
purpose benefitting more than one cost objective, and not readily assignable to the cost objectives specifically 
benefitted, without effort disproportionate to the results achieved. 

institutions of higher education (IHE). Institution of higher education is defined at 20 U.S.C. 1001. 

local budget cycle. Your agency’s fiscal year. Some common examples include January 1 to December 31, October 
1 to September 30, and July 1 to June 30. Some local budget cycles may extend up to 24 months. 

matching funds. What a locality must contribute as a cash match toward total allowable project costs over the life 
of the program. 

mobile data computer/laptop. A Mobile Data Computer (MDC) is a computer terminal mounted in a vehicle that is 
linked via wireless communication to a network that is often integrated with a CAD system. MDCs enable officers 
to complete previously handwritten reports on a computer. This often eliminates the need to enter duplicate 
information on multiple reports. 

modified total direct cost. Modified total direct cost (MTDC) means all direct salaries and wages, applicable fringe 
benefits, materials and supplies, services, travel, and up to the first $25,000 of each subaward (regardless of the 
period of performance of the subawards under the award). MTDC excludes equipment, capital expenditures, 
charges for patient care, rental costs, tuition remission, scholarships and fellowships, participant support costs and 
the portion of each subaward in excess of $25,000. Other items may only be excluded when necessary to avoid a 
serious inequity in the distribution of indirect costs, and with the approval of the cognizant agency for indirect 
costs. 

National Incident-Based Reporting System (NIBRS). A comprehensive reporting database. Agencies provide 
individual records for eight index crimes and 38 other offenses. 

nonfederal entity. Nonfederal entity means a state, local government, Indian tribe, institution of higher education, 
or nonprofit organization that carries out a federal award as a recipient or subrecipient. 

nonprofit organization. Nonprofit organization means any corporation, trust, association, cooperative, or other 
organization, not including institutions of higher education, that is operated primarily for scientific, educational, 
service, charitable, or similar purposes in the public interest; is not organized primarily for profit; and uses net 
proceeds to maintain, improve, or expand the operations of the organization. 

obligation of funds. The COPS Office obligates federal funds when the award document is signed by the COPS 
Office Director or his or her designated official. For the recipient, award funds are obligated when monies are 
spent or orders are placed for purchasing approved technology or services under your CPD award. The term 
“encumbrance” is often used at the local and state levels to describe this type of transaction. Liquidated 
obligations are considered cash outlays or monies actually spent. Unliquidated obligations are obligations incurred 
and recorded but not yet paid (accrual basis of accounting) or not yet recorded and not yet paid (cash basis of 
accounting). 

OJP vendor number/EIN number. This is your agency’s nine-digit federal tax identification number assigned to you 
by the IRS. Your accounting/bookkeeping department should have this number. 
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school resource officer (SRO). For purposes of COPS Office awards, school resource officer means a career law 
enforcement officer, with sworn authority, deployed in community-oriented policing, and assigned by the 
employing police department or agency to work in collaboration with schools and community-based organizations 
to (a) address crime and disorder problems, gangs, and drug activities affecting or occurring in our around and 
elementary or secondary school; (b) deploy or expand crime prevention efforts for students; (C) educate likely 
school-age victims in crime prevention and safety; (d) develop or expand community justice initiatives for 
students; (e) train students in conflict resolution, restorative justice, and crime awareness; (f) assist in the 
identification of physical changes in the environment that may reduce crime in or around the school; and (g) assist 
in developing school policy that addresses crime and to recommend procedural changes. See 34 U.S.C. § 10389(4). 

SAFECOM guidance. The U.S. Department of Homeland Security Office of Emergency Communications, in 
coordination with various stakeholder groups, develops the annual SAFECOM Guidance on Emergency 
Communications Grants. The guidance provides recommendations to recipients seeking funding for interoperable 
emergency communications projects, including allowable costs, items to consider when funding emergency 
communications projects, awards management best practices for emergency communications awards, and 
information on standards that ensure greater interoperability. The guidance is intended to ensure that federally 
funded investments are compatible and support national goals and objectives for improving interoperability 
nationwide. Recipients (including sub-recipients) that are using CPD funds to support emergency communications 
activities should comply with the latest version of SAFECOM Guidance, including provisions on technical standards 
that ensure and enhance interoperable communications. The most recent version of SAFECOM guidance is 
available at www.safecomprogram.gov/grant/Default.aspx. 

simplified acquisition threshold. Simplified acquisition threshold means the dollar amount below which a non-
Federal entity may purchase property or services using small purchase methods. Non-Federal entities adopt small 
purchase procedures in order to expedite the purchase of items costing less than the simplified acquisition 
threshold. The simplified acquisition threshold is set by the Federal Acquisition Regulation at 48 C.F.R. Subpart 2.1 
(Definitions) and in accordance with 41 U.S.C. § 1908. Currently, the simplified acquisition threshold is $250,000. 

subaward. Subaward means an award provided by a pass-through entity to a subrecipient for the subrecipient to 
carry out part of a Federal award received by the pass-through entity. It does not include payments to a contractor 
or payments to an individual that is a beneficiary of a Federal program. A subaward may be provided through any 
form of legal agreement, including an agreement that the pass-through entity considers a contract. 

subrecipient. Subrecipient means a non-Federal entity that receives a subaward from a pass-through entity to 
carry out part of a Federal program; but does not include an individual that is a beneficiary of such program. A 
subrecipient may also be a recipient of other Federal awards directly from a Federal awarding agency. 

supplanting. For the purposes of your COPS Office CPD award, supplanting means replacing state, local, or Bureau 
of Indian Affairs (BIA) funds that otherwise would have been spent on award purposes with federal COPS Office 
funds. State, local, and tribal governments are prohibited from supplanting throughout the award period. This 
means that your agency may not use COPS Office funds to pay for any equipment/technology, services, personnel, 
or other items which, in the absence of the COPS Office program, would otherwise have been funded with state or 
local funds or with funds supplied by the BIA. The COPS Office funds must instead be used to supplement, or 
increase, your budget on award purposes. For additional information on supplanting, please review the award 
condition titled ‘Supplementing, Not Supplanting’ in this manual. 
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2020 COPS Office Community Policing Development 
Program (CPD) Award Owner’s Manual 
This manual was created to assist COPS Office Community Policing Development program (CPD) recipients with the 
administrative and financial matters associated with their award. 

For more information about your award, please contact your COPS Office Program Manager. If you do not know 
the name or telephone number of your Program Manager, please contact the COPS Office Response Center at 800-
421-6770. 

U.S. Department of Justice 
Office of Community Oriented Policing Services 
145 N Street NE 
Washington, DC 20530 

To obtain details on COPS Office programs, 
call the COPS Office Response Center at 800-421-6770. 
Visit the COPS Office online at www.cops.usdoj.gov. 
Published June 2020 

https://cops.usdoj.gov
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