
 
Instructions for TN ICAC Sub-grantee applications 
 
Please click read only to open the application form. This will allow you 
to enter your information into the form. The budget application form 
will also allow you to enter your information. Please complete, print 
the original, haveyour authorized representative to sign forms (Mayor, 
Administrator, or CountyExecutive) make five copies, and submit your 
application by October 21, 2011 at 4:30 p.m. 
 
A DUNS number is required.  
All applicants under this solicitation must include a 
DUNS (Data Universal Numbering System) number in their application. 
Applicationswithout a DUNS number are incomplete. A DUNS number is a unique 
nine-digit sequence recognized as the universal standard for identifying and 
keeping track of entities receiving Federal funds. The identifier is used for 
tracking purposes and to validate address and point of contact information for 
federal assistance applicants, recipients, and sub recipients. The DUNS number 
will be used throughout the grant life cycle. Obtaining a DUNS number is a free, 
simple, one-time activity. Obtain one by calling 1-866-705-5711 or by applying 
online at http://www.dnb.com/us/. Individuals are exempt from this 
requirement. 
 
Central Contractor Registration (CCR) is required. In addition to the DUNS 
number requirement, OJP requires that all applicants (other than individuals) for 
federal financial assistance maintain current registrations in the Central 
Contractor Registration (CCR) database. The CCR database is the repository for 
standard information about federal financial assistance applicants, recipients, and 
sub recipients. Organizations that have previously submitted applications via 
Grants.gov are already registered with CCR, as it is a requirement for Grants.gov 
registration. Please note, however, that applicants must update or renew their 
CCR registration at least once per year to maintain an active status.  
 
Program Narrative 
Applicants must submit a program narrative that presents a detailed description 
of the purpose, goals, objectives, strategies, design, and management of the 
proposed program. The program narrative must address the following selection 
criteria: (1) statement of the problem/program narrative, (2) project/program 
design and implementation, and (3) capabilities/competencies. The connections 
between and among each of these sections must be clearly delineated. For 
example, the goals and objectives must derive directly from the problems to be 
addressed. Similarly, the project design section must clearly explain how the 
program’s structure and activitieswill accomplish the goals and objectives 
identified in the previous section.  



 
Statement of the Problem  
Applicants must briefly describe the nature and scope of the problem that the 
program will address (e.g., online enticement of children by sexual predators, 
child exploitation, and child obscenity and pornography cases). 
 
Local data should be used to provide evidence that the problem exists, 
demonstrate the size and scope of the problem, and document the effects of the 
problem on the target population and the larger community. Applicants should 
describe any previous or current attempts to address the problem. 
 
Goals.  
Applicants must describe the program’s intent to change, reduce, or 
eliminate the problem noted in the previous section and outline the project’s 
goals. 
 
Program Objectives. Applicants must explain how the program will accomplish 
its goals. Objectives are specific, quantifiable statements of the project’s desired 
results. They must be clearly linked to the problem identified in the preceding 
section and measurable. (Examples of measurable objectives include the 
following: to provide school-based and community services for 40 youth 
returning from commitment, to increase the percent of youth who successfully 
complete their current academic grade, to expand counseling services to cover 
an additional 50 at risk youth.) 
 
Performance Measures. Award recipients are required to collect and report 
data in support of performance measures (see application) 
 
How will you implement the program. Applicants must detail how the 
project will operate throughout the funding period and describe the strategies 
that will be used to achieve the goals and objectives identified in the previous 
section.  Applicants should detail any leveraged resources from local sources, 
cash or in-kind, to support the project and discuss plans for sustainability beyond 
the grant period. Applicants should identify any other federal, State, or private 
foundation grants that serve the same local area and target population. 
 
 
Timeline. Applicants must submit a timeline or milestone chart that indicates 
major tasks, assigns responsibility for each, and plots completion of each task by 
month or quarter for the duration of the award, using “Year 1,” “Month 1,” 
“Quarter 1,” etc., not calendar dates. (see “Sample Project Timelines” at 
ojjdp.ncjrs.gov/grantees/timelines.html). 
 
 



Capabilities/Competencies Applicants must describe the roles and 
responsibilities of project staff and explain the program’s organizational structure 
and operations. Management and staffing patterns must be clearly and evidently 
connected to the project design described in the previous section. Applicants 
must describe the experience and capability of the applicant’s organization and 
any contractors that will be used to effectively implement and manage this effort 
and its associated federal funding, highlighting any previous experience 
implementing projects of similar design or magnitude. Attach a resume for all 
staff connected to the project. 
 
Budget Detail Worksheet 
Applicants must provide a budget that: (1) is complete, allowable, and cost-
effective in relation to the proposed activities; (2) shows the cost calculations 
demonstrating how the applicant arrived at the total amount requested; (3) 
provides a brief supporting narrative to link costs with project activities. 
Applicants must submit a budget that includes a detailed worksheet itemizing all 
costs and a narrative explaining and justifying each budget item, as described 
below. Total costs that the applicant specifies in its budget must match the 
amount it provides in the Estimated Funding section of the Project Information 
screen in GMS. All funds listed in the budget will be subject to audit. 
 
The worksheet must provide the detailed computation for each budget line item, 
listing the cost of each item and showing how it was calculated. For example, 
costs for personnel must show the annual salary rate and the percent of time 
devoted to the project for each employee paid through grant funds. The budget 
detail worksheet must present a complete and detailed itemization of all 
proposed costs.  
 
 
Additional Requirements 
Successful applicants selected for an award must agree to comply with additional 
applicable requirements prior to receiving grant funding. Please review the 
information pertaining to these additional requirements prior to submitting your 
application. 
 
PROFESSIONAL SERVICES CONTRACTING REQUIREMENTS  
The Grantee shall not assign this Grant Contract or enter into a subcontract for 
any of the services performed under this Grant Contract without obtaining the 
prior written approval of the State. If such subcontracts are approved by the 
State, they shall contain, at a minimum, sections of this Grant Contract below 
pertaining to "Conflicts of Interest," “Lobbying,” "Nondiscrimination," “Public 
Accountability,” “Public Notice,” and “Records” (as identified by the section 
headings). Notwithstanding any use of approved subcontractors, the Grantee 
shall be the prime contractor and shall be responsible for all work performed. 



 
The OCJP Required Subcontract Language must be included in all professional 
service contracts:  
 
REQUIRED CONTRACT LANGUAGE FOR ALL  
PROFESSIONAL SERVICE CONTRACTS / SUBCONTRACTS:  
 
1. Conflicts of Interest. The Grantee warrants that no part of the total Grant 
Amount shall be paid directly or indirectly to an employee or official of the State 
of Tennessee as wages, compensation, or gifts in exchange for acting as an 
officer, agent, employee, subcontractor, or consultant to the Grantee in 
connection with any work contemplated or performed relative to this Grant 
Contract.  
 
The Grantee acknowledges, understands, and agrees that this Grant Contract 
shall be null and void if the Grantee is, or within the past six months has been, 
an employee of the State of Tennessee or if the Grantee is an entity in which a 
controlling interest is held by an individual who is, or within the past six months 
has been, an employee of the State of Tennessee  
 
2. Lobbying. The Grantee certifies, to the best of its knowledge and belief, that:  
 
a. No federally appropriated funds have been paid or will be paid, by or on behalf 
of the undersigned, to any person for influencing or attempting to influence an 
officer or employee of an agency, a Member of Congress, an officer or employee 
of Congress, or an employee of a Member of Congress in connection with the 
awarding of any Federal contract, the making of any Federal grant, the making 
of any federal loan, the entering into of any cooperative agreement, and the 
extension, continuation, renewal, amendment, or modification of any federal 
contract, grant, loan, or cooperative agreement.  
 
b. If any funds other than federally appropriated funds have been paid or will be 
paid to any person for influencing or attempting to influence an officer or 
employee of any agency, a Member of Congress, an officer or employee of 
Congress, or an employee of a Member of Congress in connection with this 
contract, grant, loan, or cooperative agreement, the Grantee shall complete and 
submit Standard Form-LLL, ``Disclosure Form to Report Lobbying,'' in 
accordance with its instructions.  
 
c. The Grantee shall require that the language of this certification be included in 
the award documents for all sub-awards at all tiers (including subcontracts, sub-
grants, and contracts under grants, loans, and cooperative agreements) and that 
all subrecipients shall certify and disclose accordingly. making or entering into 
this transaction imposed by section 1352, title 31, U.S. Code.Page 4 of 6 



3. Nondiscrimination. The Grantee hereby agrees, warrants, and assures that no 
person shall be excluded from participation in, be denied benefits of, or be 
otherwise subjected to discrimination in the performance of this Grant Contract 
or in the employment ractices of the Grantee on the grounds of handicap or 
disability, age, race, color, religion, sex, national origin, or any other classification 
protected by Federal, Tennessee State constitutional, or statutory law. The 
Grantee shall, upon request, show proof of such nondiscrimination and shall post 
in conspicuous places, available to all employees and applicants, notices of 
nondiscrimination. 
 
4. Public Accountability. If the Grantee is subject to Tennessee Code Annotated, 
Title 8, Chapter 4, Part 4, or if this Grant Contract involves the provision of 
services to citizens by the Grantee on behalf of the State, the Grantee agrees to 
establish a system through which recipients of services may present grievances 
about the operation of the service program, and the Grantee shall display in a 
prominent place, located near the passageway through which the public enters in 
order to receive Grant supported services, a sign at least twelve inches (12") in 
height and eighteen inches (18") in width stating:  
 
NOTICE: THIS AGENCY IS A RECIPIENT OF TAXPAYER FUNDING. IF YOU 
OBSERVE AN AGENCY DIRECTOR OR EMPLOYEE ENGAGING IN ANY ACTIVITY 
WHICH YOU CONSIDER TO BE ILLEGAL, IMPROPER, OR WASTEFUL, PLEASE 
CALL THE STATE COMPTROLLER’S TOLL-FREE HOTLINE: 1-800-232-5454  
 
5. Public Notice. All notices, informational pamphlets, press releases, research 
reports, signs, and similar public notices prepared and released by the Grantee 
shall include the statement, “This project is funded under an agreement with the 
State of Tennessee.” Any such notices by the Grantee shall be approved by the 
State.  
 
6. Records. The Grantee (and any approved subcontractor) shall maintain 
documentation for all charges under this Contract. The books, records, and 
documents of the Grantee (and any approved subcontractor), insofar as they 
relate to work performed or money received under this Contract, shall be 
maintained for a period of three (3) full years from the date of the final payment 
and shall be subject to audit at any reasonable time and upon reasonable notice 
by the state agency, the Comptroller of the Treasury, or duly appointed 
representatives. The records of not-for-profit entities shall be maintained in 
accordance with the Accounting and Financial Reporting for Not-for-Profit 
Recipients of Grant Funds in Tennessee, published by the Tennessee Comptroller 
of the Treasury and found at 
http://www.comptroller1.state.tn.us/ma/finreptmanual.asp. The records for local 
governments shall be maintained in accordance with the Internal Control and 
Compliance Manual for Tennessee Municipalities, published by the Tennessee 



Comptroller of the Treasury and found at 
ttp://www.comptroller1.state.tn.us/ma/citymanual.asp. and in accordance with 
GFOA's publication, Governmental Accounting, Auditing and Financial Reporting. 
 
APPENDIX E PROFESSIONAL SERVICES CONTRACTING REQUIREMENTS  


