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Agenda 

● Intro to Office of School Safety       
Grant Unit 

● Reporting Requirements
● Required Supporting Documents 

and Proof of Payments 
● Updated forms 
● Budget Change Request 
● Risk Management 
● Close Out 



The OSS Grants unit 
The Grants Unit is established in the Office of School Safety to manage 
available school safety grant funding from state and federal authorities 
and provide grant training and consultation to schools across Colorado.

The OSS is the sole point of contact concerning these funds and all 
communications must be made through the Office of School Safety.

Charli North 
Grant Manager 

Chamone Jones 
Grant Analyst 



Cash Advance Grant 

Disbursement occur 4-8 weeks after the OSS receives a fully completed 
financial packet. (Signed acceptance letter, EFT Authorization, voided 
check, W-9, bank letter)

Grants that are awarded through a lump sum disbursement typically towards 
the beginning of the award period. The signed acceptance letter and 
financial documents must be received before the disbursement process can 
begin.



Reporting is Required for ALL Grants 

From inception of your Small Dollar Grant Agreement (SDGA), Progress 
Reporting begins, no matter where it falls in the table below. For example, if 
you have your SDGA effective July 1st – your first progress report is due 
October 30th.

Progress reporting is a requirement of the grant. Progress reports are due 
quarterly, 30 days after the end of the calendar reporting period. Should 
these due dates fall on a weekend: The reports are due the Friday before 
the weekend.



Grant Guidance and Forms  
● Quarterly Progress Reporting form 
● Request for Reimbursement/Cash Advance Proof of Expenditure 

form 
● Budget Change Request Form 
● Guidebook 
● Reporting Webinar Slides are available on website 

All Grant Guidance and forms are located on the OSS Grant Unit 
Website. 

 



Where are the forms located? 

All forms can be downloaded directly from our website





Quarterly Reporting 



The Progress Report consists of two sections, the narrative information and financial 
updates. The report keeps OSS informed with current information on your grant. The 
reports require original or dated electronic signatures from your organization’s 
authorized representatives. 

Narrative Information: 
•Captures significant activity completed during the quarter
•Identifies challenges/issues within the project
•Identifies any technical assistance needed from OSS (Note in the progress report if 
there were no expenses and why)

Financial Updates: 
•Identifies expenditures to date
•Broken down by project and solution area

Please see the application Handbook for more details and instructions on completing 
the Quarterly Report 

The Quarterly Progress Report 



Reporting schedule

Quarterly reports indicate your 
organization’s progress on the 

approved projects and assist the OSS 
Grant Team in supporting you. 

If you have not been able to conduct 
any grant activities in the past 

quarter, that is acceptable. Please 
report that information and any 

barriers or issues your organization 
is experiencing. 

Reporting Schedule 



 



Encumbrance # / Grant #

 



 





Request for Reimbursement 
Proof of Expenditures Form (RFR) 



Is the RFR required for all 
grant Recipients? 

Answer: YES 

RFR are required for Cash Advance grants and Cash Reimbursable 
grants. 

If the grant is a Cash Advance grant, this form will serve as a proof of 
expenditures form. 

RFRs can be submitted as frequent as monthly or at a minimum 
quarterly, alongside the quarterly report. 



To complete the RFR correctly Please: 
●

● Remember there are two tabs that need to 
be completed and submitted. 
(Request Form and Project details)

● Complete all of the red fields. The red fields 
on the Request Form will auto Populate the 
information onto the Project Details form

● Red Fields will also auto populate balances. 
● You are able to edit the expense summary 

and Solution Areas. 







https://oss.colorado.gov/grant-guidance-and-forms



Required 
Proof of Payments 

and
 Supporting 
Documents



Proof of Payments 

• Receipts 
• Invoices 
• Cancelled checks 
• Bank Statements
• Credit Card Statements
• Pay records (i.e. employee 

Paystubs, payroll ledgers 
for multiple employees) 

• General Ledgers cannot 
be accepted as proof of 
payments

Please redact any 
confidential information 
such as account numbers, 
credit card numbers, SSN 



Common Budget Categories  

• Personnel 
• Fringe/ Benefits 
● Supplies 
● Training 
● Travel 
● Equipment
● Capital construction 
● Engagement 

 

Please refer to the specific grant program, individualized agreement and individualized budget. 



Personnel/ Benefits 
● Timesheets and Time and effort reports that documents 

time worked on grant. 
● Please report benefits as a separate line item and include 

the breakdown/ how the benefits are calculated . 
● Payroll Records 

○ Employee pay stubs 
○ Collective payroll for employees who are dedicating time 

to the grant 
○ Please redact any sensitive information (i.e. SSN) 



Personnel Cont. 
Have a contract employee? 

No problem. 

Submit a time sheet/ time and 
effort report showing time 
worked on the grant

Proof of Payment 

● Copy of cancelled check 
● Bank statement (please 

redact account numbers) 

Example of Cancelled Checks 



Supplies  

● Itemized receipts
● Invoices require proof of 

payment 
● Taxes removed
● brief explanation  



Training 

● Invoice 
● number of attendees 
● If food is provided, 

please include receipts
● Proof of Payment 



Engagement 
● Itemized Receipts 
● # of participants 
● Justification 
● invoice & proof of payment

Food purchases must all ready be 
specifically written into your grant 
application, agreement/ budget.  



Travel 
● Prior approvals may be required
● Itineraries and a brief description of travels and activities ( 

i.e. plane tickets, van rentals etc.) 
● Gas Receipts 
● Hotel invoice and proof of payment 
● Proof of mileage

○ Mileage tracker 
○ print out from google maps 



Equipment, vendors, capital 
Construction 

● Copy of Contract/ agreement with description/ statement 
of work 

● itemized Invoice
● Proof of payment 





Taxes 

Please ensure all taxes are deducted from receipts and 
invoices before submitting them as supporting documentation, 
as taxes are not eligible expenses through state funding. 



All reports will be submitted to one of the following emails. 

If you have both grants, please send each report to the grant specific email. 

 

SSD Reports 

 cdps_oss_ssd@state.co.us
or

SAFER Reports 

cdps_oss_safer@state.co.us  

Please include the following format in the subject line 

24Q_SSDentityname or 24Q_SAFERentityname 

EXAMPLE: 24Q1SSDOSS  

Submission of Reports  



 Grant Change Request



Grant Change Request Form



Grantee Risk Assessments



Risk Assessments allow the awardee to make informed decisions when 
funding applicants by evaluating the likelihood of risk and their 

potential impact on the grant objectives and goals. Risk assessments 
are completed periodically with them most commonly being 

completed during pre and post award.

● Pre-Award Risk Assessment
● Post-Award Risk Assessment

Grant Unit Risk Assessments   







Grant Closeout



Project completion= All grant related invoices are paid and all physical 
implementation of the project has concluded

1. Complete the “Final” tab of the Quarterly Progress Reporting Form. 

2.) Contact us to schedule a close out meeting. 

3.) Asset management up to 3 years 

4.) Keep us update of product malfunction and transitions via email

5.) If there are remaining funds, please complete the budget change 
request if needed. If the remaining funds cannot be utilized, please notify 
the grant unit via the specific grant email to schedule a meeting.  Once we 
have met, we can determine if the funds need to be returned. 

6.) The return of funds process is in your agreement. 

Grant Close Out 
 



Have you scheduled your check in 
meeting? 



These meetings are an essential opportunity for us to discuss your 
project’s progress, any challenges you may be encountering, your 
current budget status, and any areas where you might need 
additional support.



Questions



Colorado Office of School Safety (OSS) 
700 Kipling St., Suite 1000, Lakewood, CO 

80215
cssrc.colorado.gov 

ww.publicsafety.colorado.gov 

The School Access for Emergency Response Grant Program (SAFER): 

cdps_oss_safer@state.co.us 

The School Security Disbursement Grant Program (SSD): 

cdps_oss_ssd@state.co.us  

Charli Pringle-North, MPH | Grants and Agreements Manager
(720) 656-5864 Cell 

 
Chamone Jones | Grant Analyst 

(720) 822-2955 Cell 



                     Thank you! 




