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Resources for Administering an OAJJA 
Grant 

Grantee (PD/FO) Responsibilities 
DCJ Administrative Guide 
Setting Up a Working Grant File 
Grant Agreement 
Certifications  
Conference/Meeting Policy 

 
 
 



 Your DCJ Program Manager 
 
 OAJJA web site  - http://dcj.oajja.state.co.us/ 

 
 DCJ Grants web site  - 

http://dcj.state.co.us/home/grants 
 

DCJ Administrative Guide for Federal Grants Programs 
 
2015 DOJ Grants Financial Guide 

http://dcj.oajja.state.co.us/
http://dcj.state.co.us/home/grants




 Project Director has the ultimate responsibility for the 
grant project. 

 Project Director must be aware at all times about 
what is happening with the grant project. 

 Project Director is the “go to” person.  It is fine to use 
administrative staff to help with details, however, the 
Project Director must have complete oversight of the 
project. 

 Completion  and submission of all DCJ Reporting 
Forms:  quarterly narrative reports, quarterly financial 
reports, cash requests, and any grant modifications. 
 



 Project Director must know what the grant application 
includes; what the grant pays for and what your agency 
agreed to do. 

 What are the goals of the project? Are grant project 
goals being met?  Are there issues with project goals?   

 Responsible for monitoring and managing any contracted 
services.  Pay close attention to time sheets and 
invoices they should have detailed information about 
the number of hours worked and what was performed.  

 Stay in regular communication with your DCJ grant 
manager; it is better to “ask a question”, than to 
GUESS!  

 Be responsive to your DCJ grant manager as they are 
your “best resource”! 



 Coordinate with the project’s Financial Officer 
on a regular basis and keep him/her in the 
communication loop with regard to grant 
activities. 

 Project Director must thoroughly review 
invoices, receipts, payroll records, mileage 
vouchers, time sheets, etc. and all other 
expenses related to the grant. 

 All expense back-up documents should be 
marked with the uniquely assigned grant name 
and number and then signed off by the Project 
Director with your ORIGINAL signature and 
date.* 

 
*An electronic signature in PDF is a valid “original” signature. 

 



 Financial Officer must thoroughly review 
invoices, receipts, payroll records, mileage 
vouchers, time sheets, etc. and all other 
expenses related to the grant. 

 Ensure that all internal controls are in place 
and are operating. 

 Set up accounting system(s) structure for the 
grant. Should be a unique set of accounting 
codes that separates expenditures, revenues 
and identifies them to this grant. 



 Coordinate with the Project Director on a 
regular basis and keep him/her in the 
communication loop with regard to 
financial status of the grant. 

 Reconcile at least quarterly to general 
ledger or sub-ledger accounts. 

 Prepare the financial reports using 
quarterly data from your accounting 
system. 

Monitor budget for proper expenditures. 
 





The Project Director and Financial Officer of each 
grant should have a copy or have access to the DCJ 
Admin Guide! 

 
Contains the information that will help you 

understand and meet the financial, administrative 
and audit requirements for your grant.  

 
The Administrative Guide for Federal and State Grant 

Programs (Guide) is available on-line at: 
   

http://dcj.state.co.us/home/grants  
 
The Guide may be updated periodically. Check the 

website for the most recent copy. 
  

http://dcj.state.co.us/home/grants
http://dcj.state.co.us/home/grants




 Grant Agreement (legal binding contract) 
 Includes signed award documents, and  exhibits which 

includes your project’s goals and objectives and budget 

 All Correspondence related to grant 

 Administrative Guide 
 When applicable;  certification of 

privacy/confidentiality   
 Active license(s) for treatment providers funded 

with grant funds (including contractors) 
 Signed (Memorandum of Understanding) MOU’s 

with outside entities 



 Signed copy of contracts/purchase orders with outside 
vendors/consultants  

 A letter to your DCJ grant manager if your project was 
not operational within 60 days of the signature of the 
State Controller or delegate.  The letter should address 
what steps were taken to initiate the project, why 
there were delays and what was the anticipated start 
date  

 Copies of or original receipts/invoices to support 
approved expenditures in the approved budget 
categories  (personnel, supplies, operating, travel, 
equipment, etc) of the original grant 
application;  payroll records ; mileage vouchers 

 Internal agency timesheets and time records  
 



 Time records from any contractor(s) being paid with 
grant dollars 

 Any released reports and/or other publications, 
notices, visual or audio publications (books, films, 
manuals, etc) 

 Any Conference Policy and Certification form(s) 
 Any other items/documentation related to the grant 

award 

 



 Remember:  If you have multiple 
grants with DCJ, you must have a 
separate working file for each grant! 

 
 Also remember:  Each grant has a 

unique grant number! 
 
 Please make sure to include the 

unique grant number in all your 
correspondence with DCJ 





 Grant Agreement is the contract between the 
grantee and DCJ and includes: 
 table of contents 
body of the grant agreement drafted by the 

Colorado Office of the State Controller (OSC) 
 signatures pages 
exhibits 
 special conditions 
 program and reporting requirements 
 additional federal requirements 
 statement of work 
 approved budget by line item 



Important Information about your  
Project and where to find it: 
 
The federal Catalog for Domestic 
Assistance (CFDA) Number varies for 
each type of federal award and is located 
on the first page of the award document. 
You will need to know this number for any 
required audit you receive. 
 Know your project period; located in section “Term” or “Term and 

Early Termination” (titles & numbering may vary). Activities that 
fall outside the project period will not be reimbursed. 

Standard Grant Agreement 

Interagency Grant Agreement 



Important Information about your  Project and where to find it: 
 
Your final approved budget is located in EXHIBIT B2 – BUDGET AND BUDGET NARRATIVES of the award 
document.  For a quick budget summary you can look under Budget: Total Request 
 
Special Conditions are located in EXHIBIT A1.  These vary project by project 
 
This award document needs to be signed by your Signature Authority, DCJ’s Director and a representative of 
the State Controller’s office before it is considered a legal and binding grant contract. 



Important Information about your  Project and where to find it: 
 
Amount Awarded is found in “Payment to Grantee” or  “Payment-Maximum Amount”. State funding awards will 
also contain a segment for the allowable cost per State fiscal year. 

Standard Grant Agreement 

Interagency Grant Agreement 



 System for Award Management (SAM) can be 
found at www.sam.gov: All grantees are 
required to keep SAM registration up to date. SAM 
registrations are valid for a period of 12 months 
and must be renewed annually. If your SAM expires 
during the grant period please renew it and 
contact your grant manager with the new 
expiration date. 

 Federal Funding Accountability and 
Transparency Act (FFATA):  All grants will be 
listed in a searchable federal database system, 
which is pulled from your DUNS Number with 
additional information supplied by DCJ. 

 
 

 

http://www.sam.gov/


 
 Form 30 & Equal Opportunity Employment 

Plans 
 

 Limited English Proficiency (LEP) 
 



DCJ Form 30 Certification of Compliance 
 All grantees must certify by submitting the Form 

30 that their agency is in compliance with 
regulations and requirements regarding Limited 
English Proficiency, Civil Rights, and for EEOP. 
A link to the online Civil Rights Training) can be found 

at http://dcj.state.co.us/home/grants 
 

 This form must be signed by the Signature 
Authority listed on the Grant Agreement 

 
 

http://dcj.state.co.us/home/grants


Common Issues: 
 The form was returned without Certification A, 

B or C selected 
 The middle box on the first page is not filled 

out with the contact information for the person 
responsible for reporting civil rights findings. 
This is usually someone from your Human 
Resource Department 

 The Signature Authority did not sign the form 
 Grantee did not certify to all the requirements 

 



Grantees are required to prepare an Equal Opportunity 
Employment Plan (EEOP) if their agency is: 

 State or local government agency or any business; 
AND 

 50 or more employees; AND 
 Received single award of $25,000 or more 

 
Organizations receiving a single award of over $500,000 
must submit EEOP to the Federal Office for Civil Rights 
(OCR) 
 
Findings of discrimination must be reported to DCJ 

 
 
 



Limited English Proficiency (LEP)   
Executive Order 13166: Improving Access 
to Services for Persons with Limited 
English Proficiency 
Your agency must take reasonable steps 
to ensure meaningful access to programs, 
services, and information free of charge 
www.lep.gov 
www.ojp.usdoj.gov/about/ocr/lep.htm 

 

http://www.lep.gov/
http://www.ojp.usdoj.gov/about/ocr/lep.htm


Twelve-Step Recovery Programs: 
 
Are permitted with federal OJP grant funds but 
recipients are prohibited from using federal funds to 
engage in inherently (or explicitly) religious activities, 
such as proselytizing, scripture study, or worship. Faith-
based recipients may, of course, engage in inherently 
religious activities; however, these activities must be 
separate in time or location from the program supported 
with federal funds and participation in these programs 
must be voluntary.  More information is located in 
Appendix B of the JAG instructions. 
 
Drug Free Work Environment: 
 
Recipients of federal OJP grant funds, both applicant 
agency and vendor(s), must comply with a drug free 
work environment which includes Marijuana. 



Complete, sign 
and keep a copy 
in your master file 
if applicable.  You 
don’t need to 
submit a copy to 
DCJ unless you 
answered “yes” to 
any of the 
questions.  
Contact your DCJ 
Manager 
immediately. 



Who to call/email: 
  
Financial Matters 
 Cindy Johnson   (303) 239-4443 
   cindya.johnson@state.co.us  
   
All Other Grant Questions: 
 Kyle McDonald    (303) 239-4452 
 kyle.mcdonald@state.co.us  
  
Please complete a brief survey regarding this 

training: 
https://www.surveymonkey.com/r/2MRDLF7 
    

mailto:cindya.johnson@state.co.us
mailto:kyle.mcdonald@state.co.us
https://www.surveymonkey.com/r/2MRDLF7
https://www.surveymonkey.com/r/2MRDLF7


I certify that I have completed this 2016 Module 
101: Grant Administration and Set Up training. 

 
Date Completed:__________________________ 
Name:___________________________________ 
□ Project Director or □ Financial Officer (check one) 

Grant Number:___________________________ 
Project Name:____________________________ 
Email Form to: cdps_dcj_oajjagrants@state.co.us   

mailto:cdps_dcj_oajjagrants@state.co.us
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