SCRIPT 1:  AFG GRANTS MANAGEMETN 101 

AS SHOT IN THE STUDIO FROM THE PROMPTER

	

	NARRATOR ON CAMERA

Congratulations!  Your organization has been notified that it will receive an award from the Assistance to Firefighters Grant program.  All of your planning and hard work has paid off.  



	Before you start spending those grants funds, there is some key information about how to manage your grant that you need to know.  There are specific requirements and procedures that you must follow to ensure success with your grant. So let’s go over those requirements and procedures so that you can start using your grant.  



	First, you’ll need to log in to the AFG’s E-Grant system at https://portal.fema.gov/famsVuWeb/home. This is the same website where you submitted your original application. You must use the same User ID and password that you created for your application.  If you need help logging in, or if you need to correct personal information for the primary point of contact on the grant, check the AFG website’s Frequently Asked Questions.  Or just call the AFG Help Desk at 1-866-274-0960.  



	The E-Grant system is the home of the AFG Mail Center, and this is where you will receive all formal correspondence about your grant— you will receive no correspondence through the mail. The E-Grant system is also the point from which you will conduct all your grants management business, from requesting payments to submitting reports. All AFG correspondence will be sent to the primary point of contact listed in your application, with a copy stored in the online Mail Center. 



	If your application is approved for award, the primary contact will receive a single electronic mail notification from firegrants@dhs.gov. 

Applicants must formally accept or decline awards within 30 days of notification. The award will not be final until the primary contact formally accepts the award. 



	Once you are logged in, you should download and print a copy of the entire Award Package, which includes the Articles of Agreement for your grant. This essential document shows your award’s official period of performance and your approved budget.  



	Before formally accepting or declining any award, please make sure that you are familiar with the requirements in both the Articles of Agreement and the Guidance and Application Kit.  These two documents provide the rules and guidelines for the AFG award. Failure to follow the requirements in these documents may result in the loss of the grant or having to repay the Federal share of funds.

	Be sure to read the Articles of Agreement in their entirety. In particular, review Article IV carefully to view items that may have been adjusted during pre-award negotiations. Any limits or conditions placed on your grant will be described in Article IV.  Article V AND the Request Details section of your application show the exact number and types of items and activities awarded.  We recommend that you highlight or create a list of all the key terms and required actions for your grant. You’ll be held accountable for this information.



	If you have questions about any part of your award package or the articles of agreement, contact one of your Regional Fire Program Specialists. A list of all regional program specialists is found at www.fema.gov/firegrants/program/contact.shtm. You also can contact the AFG Help Desk, which can be reached toll-free at 1-866-274-0960, or by email at firegrants@dhs.gov.



	To keep track of your grant, we recommend that you save printouts of your grant documents in a large 3-ring binder.  Store your grant binder and documents in a locked room or locked filing cabinet. Your Federal grant documents are official records that must be kept for three years after the grant is officially closed.



	Your grant binder should include copies of all award documents, including your application, submission confirmation, award notification, and award package documents.  This is the place where you should save copies of supporting documentation for all grant submissions, including email correspondence, payment requests, performance reports, and amendment requests. You also should save receipts for all grant-related expenditures, invoices, and cancelled checks.  



	As a Federal grantee, you must document your organization’s procurement policies and procedures.  Save copies of these procedures and all requests for bids, bid specifications, and other procurement documents related to your award.  In general, you want to back up or document in writing all grant-related communications, including vendor and/or manufacturer conversations.



	So, how will you receive your grant payments?  First of all, you won’t receive any checks in the mail.  You’ll receive all payments electronically by Direct Deposit to your organization’s bank account.  



	Shortly after receiving your award notification, you’ll be asked to verify the data on your1199A Direct Deposit form. This information must be verified before you will be able to submit any payment requests or receive any grant funds. You want to verify that this information is correct or provide any needed corrections as quickly as possible because this is where your grant money will be deposited.  


	The goods and services you listed in the “Request Details” section of your application are known as your grant’s scope of work.  You were awarded a grant so that you could obtain the specific items or services at the quantity and cost approved at award.  Sounds obvious, right? Here’s the part where some people get confused—your grant is restricted to funding precisely the items approved for award in the application’s “Request Details” section—no more and no less. 



	That means that if you were awarded a grant to buy 20 turnout coats at a specific price, then you are expected to buy those 20 coats—not19 coats at a higher price, and not 22 coats at a lower price. Just the 20 coats approved at the time of award.  The cost savings from ordering 19 rather than 20 coats do not become excess funds for you to spend.



	Now, how do you request a grant payment from the Federal share of your award?  You’ll complete a payment request screen that can be found in the “Manage Grant” section of the E-Grant system.  You’ll be asked to provide two pieces of information:  
1. The amount requested; and 
2. The reason for the request.  This should include a brief description of the items purchased and, if applicable, the projected delivery date. In your description, use the same terms that you used in your application’s Request Details section.
  

	The payment request screen will ask you whether the payment requested is for reimbursement for grant items you have purchased and received, or for an advance payment. The advance payment is to obtain funds for items that you have ordered and will receive within the next 30 days. Please note that if you keep Federal funds for more than 30 days before spending them, you later will be required to remit any interest earned.



	If you choose to purchase the items up front and request reimbursement, you have a couple of options.  You may request reimbursement for individual invoices, or you may submit a single payment request to be reimbursed for several invoices at once.  If your organization decides to use the advance payment option, you may request multiple payments over time to pay several invoices as they arrive.  If you choose the advance payment option, you must use the grant funds within 30 days of receipt.



	However you decide to manage your payment requests, be sure to save all of your grant purchase documentation in your grant binder. This includes copies of all your procurement documentation, including solicitations, invoices, receipts, purchase agreements, vendor correspondence, warranties, everything. You want to be sure that your grant records could survive the scrutiny of an audit.



	Once you submit a payment request, FEMA staff members will review it and contact you if they have any questions. You’ll receive an email in the E-Grant system to notify you when your payment request is approved or denied.  After it has been approved and processed, the payment will be automatically deposited into your organization’s bank account.
  

	Here are a few things to remember about payment requests.  For one thing, it may take several weeks for your payment request to be processed, so plan ahead and don’t wait until the last minute to request funds. Also, most AFG grants have a 1-year period of performance. This means that you’re expected to obtain your grant-funded items and request payments within the 1-year timeframe.  


	Planning and organizing your grant payment requests and saving all the related documentation will help protect you later should questions arise about your grant purchases.



	An “amendment” refers to any change in the grant project from what was approved in your award AND what was written in your organization’s “Request Details” section of the application.  If for some reason you need to change your grant’s scope of work or make some other type of change, you’ll need to submit an amendment request.

  

	Amendments must contain specific and compelling justification for the requested change, and they are reviewed and approved on a case-by-case basis.  And remember that preapproval is required before taking action to change your grant’s scope of work or period of performance. It may take several weeks for your amendment to be processed. 



	You will find the screen for submitting a grant amendment in the same section of the E-Grant system where you submitted your payment request.  Your request must state what change is needed and the specific reasons why it is needed.  Also explain the project status, what work has been completed, and amount of grants funds spent to date.  Provide a timeline for the rest of the project’s activities, including a specific completion date.



	One common reason for an amendment request is to seek a change to a grant’s Scope of Work.  This refers to a change in the Request Details information of your grant application. Any change in the scope of work from your approved application will require an amendment request and preapproval.   

 

	A justifiable reduction in a grant may be approved if requested through an amendment. Let’s say you requested 20 turnout coats in your amendment request. A local vendor just donated five of the same type that you requested in your application.  So now, you only need to buy 15 coats. In this case, you could request an amendment to change your scope of work and reduce the number of items to be purchased from 20 to 15.


	Grantees who fail to obtain the necessary preapproval of a change in the scope of work, or cannot document agency preapproval, may find that cost reimbursements will be denied.  In such cases, funds have to be repaid to the U.S. Treasury.  



	When preparing an amendment request, make notes and gather your supporting documentation, including emails of conversations with vendors or manufacturers, correspondence, letters, and other documentation.  Pay particular attention to NFPA and Program Guidance definitions when requesting a change in scope of work.  Remember to put all supporting documentation in your award binder. 



	Title 44, chapter 1, part 13.30 of the Code of Federal Regulations, or CFR, on Emergency Management and Assistance describes the changes that grantees may make to their grants.  The vast majority of these changes must be preapproved by the AFG.  Therefore, you should submit an amendment request to authorize and document any changes you wish to make to your grant.

  

	Most AFG awards have a 1-year period of performance.  In some extreme cases, you may need to request an amendment to extend your grant’s period of performance.  To do this you’ll complete and submit the amendment request screen on the E-Grant system.  Again, decisions are made on a case-by-case basis.    

Keep in mind that you’ll need to wait several weeks to receive an answer on your request, so factor that into your planning process.



	After you pay for all of the items in your grant’s scope of work, you may discover that you have some grant funds remaining. These excess funds can result because of cost savings through good planning and by following your organization’s procurement standards and competitive bidding procedures.  



	You may be able to use these excess funds to buy items or services similar to your grant’s scope of work or to expand your scope of work.  For example, you may be eligible to use the funds for fire or injury prevention projects.  The point is that you have several options if you have excess funds.



	To help determine whether you have excess funds available and what activities may be eligible, download and review the Excess Funds Worksheet from the AFG Website at http://www.fema.gov/firegrants/



	Remember that your grant’s scope of work must be completed before you are eligible to spend excess funds.  Buying less than the total number of items approved—like buying 15 helmets instead of the 20 previously approved—will NOT give you excess funds. 



	If you have excess funds totaling $5,000 or more, OR, if you want to use excess funds on a fire or injury prevention project, then you must submit an amendment request and obtain preapproval before using the funds.   



	However, if you have less than $5,000 in excess funds AND want to use them to buy other AFG program items, you do not need to submit an amendment request or obtain preapproval.  Confused yet?  If you have any questions about spending excess funds, call or email your regional fire program specialist or the AFG Help Desk.



	Now, when you read your grant’s Articles of Agreement and the AFG Program Guidance, you’ll have noticed that you are required to submit regular reports on your grant.  But these reports don’t have to be lengthy.  Just tell us what purchases you’ve made, how much money you’ve spent, and your plan for completing the grant.  To make it as easy as possible, you’ll do all of your reports online in the “Manage Grant” section of the E-Grant system. But don’t forget to put printed copies of your reports in your grants binder.



	You will submit two main types of reports:  performance reports and Federal financial reports.  We advise you to write down the due dates for these reports and set up a system of reminders to ensure that you submit them on time.  Missing a report deadline will delay approval of any payment request you may have pending.  So make every effort to submit your reports on time.

 

	Performance reports. You’re required to submit one every 6 months.  So, for a 1-year grant, that’s just two reports.  The first performance, or progress, report will be your semiannual report, which will be due 6 months after your award date. Should your grant be extended, you’ll continue to submit performance reports every 6 months.  These reports also are a great place to tell success stories about how the grant has helped to save lives or improve firefighter safety.    

   

	The second performance report will be your grant closeout report, and it will be due 12 months after your award date at the end of your period of performance.  This report differs from the first performance report because you also will provide a final accounting of how all grant funds were spent. You have up to 90 days after the end of your period of performance to submit this report.

 

	Next are the Federal financial reports.  All grantees must submit two Federal financial reports per year: one by January 31 and one by July 31.  These reports, also known as the SF-425, are required by law and must be submitted by those exact dates regardless of whether you’ve spent any grant funds.  Yes, even if you just received your award on May 30 and have not spent any grant funds, you’ll still have to submit a SF-425 by July 31 to cover the period of January 1 through June 30. But again, these reports are very brief and you’ll submit them all online. No papers to write or mail in.   



	Wow. That’s a lot to remember about grants management, isn’t it?  But you can always come back and review this information again at any time.  And, as always, if you have ANY questions or problems, contact your regional fire program specialist or call the AFG Help Desk.  



	The AFG Help Desk staff members both answer the toll-free phone line and respond to e-mail messages received.  The Help Desk is staffed Monday through Friday during business hours to answer questions and provide technical assistance with the E-Grant system. 



	Other resources found on the AFG Website include the FEMA Grants Management Tutorial, which goes into more detail about the grants management issues we’ve just discussed.  And don’t forget to check the website’s Frequently Asked Questions for information.



	Once again, congratulations on receiving an AFG award.  And thank you for your dedication and commitment.



	FADE OUT


