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Purpose of the Sub-Recipient Grant Administrator’s Guide:

The purpose of the Sub-Recipient Grant Administrator’s (SGA) Guide is to establish consistent program and project
management procedures for the Sub-Recipients of the Mississippi Office of Homeland Security (MOHS). This guide will
enable sub-recipients to manage an awarded homeland security grant and help guide in compliance with U.S. Department
of Homeland Security, Federal Emergency Management Agency (FEMA) and State regulations. This guide contains
information, administrative, and financial procedures and will assist staff and administrators in performing their assigned
functions.

This SGA Guide does not, however, specifically address all regulations which must be followed. References to other Federal
and State manuals and policies will be included, if applicable. It is the responsibility of the SGA to review and comply with
all federal and state regulations. This guide is intended for use by MOHS personnel, department employees, State and local
government officials and anyone interested in the procedures which are followed by the MOHS.

This SGA Guide has been developed to provide Homeland Security grant programs with a comprehensive listing of
Mississippi and Federal regulations governing the administration of approved homeland security projects. If questions arise,
which are not covered by this SGA Guide, the questions should be directed to the Mississippi Office of Homeland Security
(MOHS).

This guide is intended as a program guide for use by sub-recipients, and any others interested in procedures in support of

the federal grant program administered through the MOHS. This guide should serve as a day-to-day management tool for
the Sub-Recipient to administer grant programs funded through the MOHS.

Updating the Sub-Recipients Grant Administrator’s Guide:

The MOHS will review this SGA Guide every grant fiscal year to ensure that procedures remain current and accurate.
MOHS sub-recipients will be notified of any updates made to the SGA Guide.

Availability of Sub-Recipient Grant Administrator’s Guide:

An electronic copy of the SGA Guide will be provided via email to each agency after Grant Orientation. For more
information, contact the MOHS office at 601-987-1278 and at mohsgrants@dps.ms.gov.

Laws and Regulations:

Authority:
For a State to receive federal funds under Homeland Security Act, the Governor must establish a Homeland Security Agency

that has adequate powers and is suitably and organized to carry out homeland security program to the satisfaction of the
U.S. Department of Homeland Security (DHS) and the Federal Emergency Management Agency (FEMA). See Sections
2002 to 2004 of the Homeland Security Act of 2002 (Pub. L. No. 107-296), codified as amended (6 U.S.C. §§ 603-605) and
the Department of Homeland Security Appropriations Act, 2021 (Pub. L. No. 116-260).

Uniform Administrative Requirements, Cost Principals, Audit Requirements for Federal Awards (Super Circular): 2CFR
Part 200 and 1201: The Super Circular super-cedes 49 CFR Parts 18 and 19 (Common Rule). The Super Circular was
adopted by the Department of Homeland Security on December 26, 2014. All grants will follow the requirements in the
Supercircular, 2 CFR Parts 200 and 1201.

Internal Management Controls: The MOHS shall have policies and procedures to reasonably ensure that: (a) programs
achieve their intended results; (b) resources are consistent with agency mission; (c) programs and resources are protected
from waste, fraud, and mismanagement; (d) Federal laws and regulations are followed; (e) reliable and timely information
is obtained, maintained, reported and used for decision making; and (f) reasonable measures are taken to safeguard protected
personally identifiable information and other information designated as sensitive, see 2 CFR Part 200.303.
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Other Applicable Office of Management and Budget Circulars: Federal regulations at 2 CFR Parts 200 and 1201 supersede
OMB Circulars A-21, A-50, A-87, A-89, A-102, A-110, A-122 and A-133. FEMA recipients are responsible for following
all standards in 2 CFR Part 200 as modified by 2 CFR Part 1201.

State Laws and Regulations: The laws and regulations of the State of Mississippi Department of Public Safety policy also
govern the Mississippi Office of Homeland Security (MOHS). The Department of Public Safety was enacted and created
by Mississippi statutes, MCA, Section 45-1-2, et seq.

The Mississippi Office of Homeland Security was established by Executive Orders Executive Order 872 and repositioned
under the authority of the Mississippi Department of Public Safety through Executive Order 916. These orders give the
MOHS the authority to monitor and evaluate programs; promote and coordinate homeland security activities; assist in the
prevention of terrorist attacks within the State, reduce vulnerability to terrorism and or any disaster that may occur, minimize
the damage, and recover from events that do occur.

Organization: The MOHS is located within the Mississippi Department of Public Safety. Homeland Security Programs are
assigned to MOHS personnel and various State programs as necessary, may be assigned as required by State statute.

Governor’s Homeland Security Representative/State Administering Agent: The Governor of Mississippi names a Homeland
Security Advisor and a State Administrating Agent (SAA) for Homeland Security to act as his or her representative for the
State’s homeland security program.

The Commissioner of the Department of Public Safety makes recommendations to the Governor regarding a selection for
the SAA for the Mississippi Office of Homeland Security. The SAA is responsible for signature, authorization and
certification of the annual Investment Justification, Threat, and Hazard Identification Risk Assessment (THIRA) and
corresponding applications for funding to the Mississippi Office of Homeland Security.

Authority Delegation & Signatory Authority: The MOHS provides SAA authority documentation to FEMA’s Region IV
office. Authority documents shall be updated periodically to correspond with personnel changes within the MOHS.

NIMS Compliance: The State of Mississippi formally adopted (Executive Order 932) and follows the principles of the
National Incident Management System (NIMS) as specific by the U.S. Department of Homeland Security (DHS).

e NIMS provides standards that ensure compatible equipment, training, and procedures for all Mississippi first
responders.

e All recipients and sub-recipients will ensure that purchased equipment conforms to NIMS and if said equipment is
identified in the NIMS Resource Typing Definition that it conforms as defined by Federal Emergency Management
Agency (FEMA).

e Equipment, communications, and data systems acquired through State/Territorial and local acquisition programs are
interoperable.

e Subrecipients must be NIMS compliant and must sign a compliance with the Grant Application. Non-Compliance
can result in funds being withheld or reallocated.

e Training received will conform to the NIMS.
e FEMA Incident Management Systems Division publishes a NIMS five-year training plan.
e NIMS Information can be found at: http://www.fema.gov/emergency/nims/
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MOHS Planning Calendar:

The MOHS Planning Calendar that is provided is a tentative calendar that is updated as needed. The calendar is an ever-
evolving document with dates that are added and changed as deadlines, updates and changes become available. MOHS Sub-
Recipient Grant Administrators (SGA) will notify sub-recipients of all changes as they become available, so that sub-
recipients have time to make scheduling arrangements and make changes in program management.

MOHS 2022 Grant Cycle and Schedule- (Updated Annually)

The Mississippi Office of Homeland Security (MOHS) follows a management process that consists of the following
major functions:

Planning
Programming
Implementation
Monitoring or Review
Evaluation

Grant Cycle:

TEERL e
= EEE
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2022 Planning Schedule- (Updated Annually)

September 1 New Grant Year Begins
September 15 4™ Quarter Report Due (If Sub-Recipient was funded during previous year.
October 1 National Cybersecurity Review Opens (Federal Requirement)
October 15 Sub-Recipients Grant Closeouts Due (FY21)
October 15 Deadline for All Award Paperwork to be provided to MOHS Grants Dept.
November 30 1% Quarter Ends. Begin Preparation of 1% Quarter Financial and Progress Report
December Strategic Planning Meetings (All Staff)
December 15 1% Quarter Financial and Progress Reports Due to MOHS
January Strategic Planning Meetings
February Strategic Planning Meetings (All Staff)
February 1 Notice of Application Released for Upcoming Grant Funding
February 15 MOHS Homeland Security Grant Program Grant Released
February 28 National Cybersecurity Review Closes (Federal Requirement)
February 28 2nd Quarter Ends. Begin Preparation of 2nd Quarter Financial and Progress Report
March Strategic Planning Meetings (All Staff)
March 15 2nd Quarter Financial and Progress Reports Due to MOHS
April Strategic Planning Meetings (All Staff)
April 1 MOHS Grant Applications are Due to mohsgrant@dps.ms.gov
April 1-30 MOHS-Staff: Application Financial Risk Assessment Review.
May
May Strategic Planning Meetings (All Staff)

May 1-May 31 MOHS-Peer Review: Peer Review of Applications

May 31 3" Quarter Ends. Begin Preparation of 3'¢ Quarter Financial and Progress Report
May 31 Last day for Grant Modification or Grant Changes
May 31 Grant Extension Justifications are due to MOHS

June

June 15 3™ Quarter Financial and Progress Report Due to MOHS
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July Grant Orientation Meetings

4™ Quarter and Grant Year Ends. Begin Preparation of 4™ Quarter Financial and Progress Report. Begin
Preparation of Closeout Paperwork.

September 15 4th Quarterly Report Due to MOHS

August 30

October 15 Closeout Paperwork Due to MOHS

Grant Management and Administration
Sub-Recipients Grant Administrator Responsibilities

The agency staff member responsible for the day-to-day oversight of a grant is the Sub-Recipient Grant Administrator
(SGA). The SGA is responsible for tasks associated with project management, correspondence, grant reimbursements and
providing all documentation to support project. Failure to perform these tasks correctly can result in significant grant
management and financial concerns.

The SGA should read the Grants Agreement, federal Notice of Funding, and the federal Preparedness Manual for a working
knowledge of the grant and the processes for the grant funding. All expenses incurred for the project must be within the

specified period of performance of the grant award.

o Costs incurred before September 1% or after August 31st of the fiscal year are not eligible for reimbursement.

The SGA will expedite the Quarterly Financial Report, along with required documentation to be processed in accordance
with the grant requirement without necessary delays.

The SGA will:

e Establish and/or use an accounting system that conforms to generally accepted accounting principles and ensure that
source documents are developed which will reliably account for the funds expended.

o Establish the agency in the Mississippi Department of Finance, Mississippi Accountability System for Government
Information and Collaboration (MAGIC). All reimbursements will be prepared and funded through the MAGIC
accounting system.

e Maintain copies of job descriptions and resumes of persons hired for all project-related positions which are grant funded.
(if applicable)

e Maintain records showing actual hours utilized in project-related activity by all grant-funded personnel and by all other
staff personnel or volunteers. (if applicable)

e Any proposed changes in the project objectives, scope of work, key project personnel, time, budget or mailing address
must be requested in writing and receive approval from MOHS.

e Maintain records, files and equipment purchased for all activities for the MOHS

e Submit a claim for reimbursement no later than the 15th day of the following month, after the quarter ends, in which
expenses were incurred, using the form provided by MOHS as follows:

o Copies of invoices and/or receipts for all specified items must be submitted upon request with the claim for
reimbursement.

o Claims must be submitted quarterly, even if activity did not occur.

o Claims must be signed by the authorized signatory official or designated representative of the grant.

The SGA will not:
e Impose any task or permit any substitute activity not specifically provided for in the project agreement.
e Approve expenses for activities that do not meet project performance specifications contained in the project agreement.
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e Authorize expenditure of funds except in accordance with the specific terms of the project agreement.

e Offer advice that may adversely affect project performance, compromise MOHS’s rights, or provide the basis of a claim
against MOHS that may affect any pending or future determination of fault or negligence.

e Authorize or agree to any change in the project agreement, standard provisions, certifications, project period, delivery
schedule, maximum amount eligible for reimbursement, or other terms and conditions of the project agreement, unless
such change is specifically authorized in the project agreement; or

e Promise or infer that a future agreement or extension of an agreement for another year is approved prior to MOHS
approval.

Property Management
Purchasing:

All purchases regardless of cost must meet all state purchasing laws and regulations and be in accordance to Section 7-7-
23, Miss. Code Ann. (1972), state in part: “Purchases of equipment, supplies, materials or services of whatever kind of
nature for a department, officer, institutions, or other agency of the state, the cost of which is to be paid from funds in the
State Treasure on State Fiscal Officer disbursement warrants, may be made only by written purchase orders duly signed by
the official authorized so to do, on forms prescribed by the State Fiscal Officer.

Purchases of such equipment, supplies, materials, or services, as specified herein, made without the issuance of such
purchase orders shall not be deemed to be obligations of the state unless the State Fiscal Officer, by general rule or special
order, permits certain purchases to be made without the same.”

Required documentation:
e Commodities & Non-Computer Equipment
o 0-$5,000 requires one quote.
o Over $5,000 to $50,000 requires two quotes
o Over $50,000 requires sealed bids (contract procurement)
o Over $500,000 requires PPRB Approval

e Contractual Services
o 0-$50,000 requires one quote.
o Over $50,000 to $75,000 requires three quotes
o Over $75,000 requires sealed bids (contract procurement)
o Over §75,000 requires PPRB Approval

e Computer Equipment

Require IT Director Approval

0-$5,000 requires one quote.

Over $5,000 to $50,000 requires two quotes

Over $50,000 requires sealed bids (contract procurement)
Over $50,000 requires ITS Approval

Over $500,000 requires PPRB Approval

O 0O O 0 o0 O

Budget:
This section explains the requirements involved in administering the Grant Agreement budget.
Fixed Cost: The grant may authorize payment of an agreed upon fixed amount not subject to modification. Payments are

made periodically at agreed upon intervals, or once - upon completion of the project. If this method is used, there must be
a detailed and thorough cost analysis made during the negotiation process. Reference 2CFR 200.201 and 2 CFR 200.333
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Maximum Amount Eligible for Reimbursement: MOHS policy requires all agreements include a ‘maximum amount eligible
for reimbursement. This maximum amount is the grant reimbursable amount and is MOHS’s share of the estimated project
cost. The budget specifies each line item and cannot exceed the specified line-item amount for reimbursement. A line item
in the budget is the authorization for funds to be expended on the item.

Increased Costs: If costs exceed the awarded amount in the contract, reimbursement will not be authorized. The MOHS will
send a letter notifying the Sub-Recipient. All Grant Agreement budgets must contain at a minimum, the following
information:

Personal Services (if applicable): Salaries & Wages--The agreed amount to be paid by federal share and amount to be paid
as state or local match. The personnel section lists each position by title, showing the yearly salary and the percentage of
time to be utilized for the project. All time reported to conduct program activities must be specifically for the funded project
and must be program activities only for reimbursement of salary. Documentation must be provided for any amount claimed.

Regular/Overtime Rate: Overtime hours for personnel is considered over and beyond normal shift hours. The overtime
pay rate for personnel is based on actual cost per employee (including straight time hours if personnel does not qualify for
overtime rate) in accordance with the Sub-Recipient’s policy for payroll and salary rate.

Proof of Payment: Proof of Payment can include Time Sheets, Monthly Time Activity Reports, payroll registry, account
ledger, copy of payroll checks/cancelled checks, bank statement, direct deposit statement.

Grant Activity Training: The MOHS will not reimburse for the training, unless approved in the MOHS agreement. Any
training or training assistance that is claimed and not listed in the approved MOHS agreement will not be reimbursed.
Additional information may be requested.

Travel: Section 25-3-41, Mississippi Code of 1972, establishes guidelines for travel reimbursement of officers and
employees of the State of Mississippi, and of any department, institution, board, or commission thereof. The MOHS follows
guidelines from the Department of Finance and Administration, Department of Public Safety and in house guidelines for all
travel. Documentation must be provided for any amount claimed.

The agreed amount to be paid by federal share of expected expenditures and balance is to be paid as state or local match.
Travel section must include estimated cost associated with each travel identified and must include all cost associated with
the travel. Travel cost must be specific to program area and needed to carry out project activities.

Travel cost must coincide with all MOHS, state, and federal guidelines/policies/rates.

Travel Voucher: All expenses to be reimbursed must be reported on an approved MOHS travel voucher for reimbursement.
A copy of the travel voucher can be found: https:/www.dfa.ms.gov/dfa-offices/purchasing-travel-and-fleet-
management/bureau-of-purchasing-and-contracting/travel/
= Travel Vouchers should be typed or completed in ink and signed by the employee. The signature is a certification
by the traveler that reimbursement is being requested for actual expenses that are valid allowable business
expenses.
= One state employee should not claim expenses for another state employee.
= Hotel/motel receipts must be itemized to be reimbursed.
= Express check-out receipts which do not provide an itemized hotel bill are not acceptable.
= The hotel bill submitted shall be the original form the hotel provides when the bill is paid.
= Necessary travel expenses do not include personal expense items such as entertainment and trip insurance.
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Meal Reimbursement - Officers and employees of the state and political subdivisions shall be reimbursed the actual cost
of meals incident to official travel, not to exceed the daily maximums for the specific location of assignment; except on
travel days when / of the meal reimbursement is authorized.

The amount allowed for individual meals when traveling within the continental United States (including Alaska) shall be at
the discretion of the governing authority or the department head, provided that the total does not exceed the maximum state
reimbursement rate listed below. Meal reimbursements are not allowed within the official duty station. Alcoholic beverages
are not reimbursable. Meals can only be claimed with an overnight hotel stay.

A list of the maximum state reimbursement rates for meals in high cost areas has been pre-calculated for your convenience
and is available on the OPTFM Travel Information website at: https://www.dfa.ms.gov/dfa-offices/purchasing-travel-and-
fleet-management/bureau-of-purchasing-and-contracting/travel/hotels-meals-miles-reimbursements/meal-reimbursement/

If you cannot find the city you are looking for, locate the county and use the amount listed. If neither the city nor county is
listed, the maximum state reimbursement rate is $46.00/day. The DPS policy for meal reimbursements for all Sub-Recipients
and employees of the MOHS is as follows: Travel cost must coincide with all MOHS, state, and federal
guidelines/policies/rates.

Meal Tips-Meal tips should be included in the actual meal expense unless the inclusion of the tips would cause the meals
to exceed the maximum daily limitations placed on meals by the Department of Finance and Administration. Total meal
tips shall not exceed 20% of the maximum daily meal reimbursement claimed.

Travel Receipts: All travel in-state must include itemized receipts for meal, lodging and mileage reimbursement.

Itemized receipts should be received with all meal reimbursements for in-state travel. Itemized receipts are not required for
out of state travel.

To receive reimbursement for claims that include meals please remember the following:
1. All meal receipts must be itemized.
2.All meal receipts must be legible.
3.Itemized meal receipts should reflect only meals for (1) individual.
4.1f purchasing a meal to consume for another mealtime later that day (and allowed under travel guidelines),
purchases should be reflected on a separate itemized receipt.
5.The purchase of alcohol should not be included on itemized meal receipts.

Mileage Reimbursement - The rate set forth per Section 25-3-41, Mississippi Code of 1972, which mandates that state
officers and employees traveling on official state business in their private vehicle be reimbursed at the same rate federal
employees are for official federal business in private vehicle. The current reimbursement rate is set forth in the Mileage
Reimbursement Rate memo: https://www.dfa.ms.gov/media/qfplg0td/01012022-mileage-memo.pdf

The MOHS policy for mileage reimbursements for all Sub-Recipients and employees of the MOHS is as follows:

Proof of mileage should be received with all mileage reimbursement. Travel cost must coincide with all MOHS, state, and
federal guidelines/policies/rates. {Ex. MapQuest} Grant approved surveyors may utilize vehicle odometer mileage readings
(trip beginning and ending mileage readings).

When two or more employees travel in one private vehicle, only one travel expense at the authorized reimbursement rate
per mile shall be allowed.

Local/Municipal-Owned Vehicle- Actual operating expenses incurred in the use of agency-owned vehicles for grant
related travel will not be reimbursed by MOHS.
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Taxi Fares-Fares for taxis or airport transportation services to and from a hotel require a receipt which must be attached to
the Travel Voucher to receive reimbursement for that item. The MOHS policy for transportation reimbursements for all
Sub-Recipients and employees of the MOHS is as follows: Transportation reimbursements will not be reimbursed for travel
to/from personal entertainment during travel. Travel is only reimbursable for approved program related travel. Travel cost
must coincide with all MOHS, state, and federal guidelines/policies/rates.

Hotel/Airport Parking: Itemized Receipts must be attached to the Travel Voucher.

Baggage Allowance: Charges for baggage at check-in may vary per airline. Baggage fees are reimbursable expenses
according to grant agreement; however, they may not be paid for with the Travel Card. A receipt is required for charges.

Lodging - If a member(s) of the grant funded employee's family travels with the grant funded employee, the employee shall
claim reimbursement at the single hotel/motel room rate only. Express check-out receipts which do not provide an itemized
hotel bill are not acceptable.

Official Duty Station: The city, town, or other location where the employee's regular place of work is located, or the city,
town, or location where the employee's primary work is performed on a permanent basis. If the employee regularly works
in two or more areas, his official duty station shall be where the regular place of work is located. The regular place of work
should be determined by the entity head or authorized designee based on total time ordinarily spent working in each area
and the degree of business activity in each area.

Contractual Services:

Communication & Freight--The actual cost of communication expenses, such as telephone service, internet service, postage
expense, and freight expense for shipping equipment will be reimbursed, if applicable. A copy of the cost allocation must
be submitted to the MOHS. Documentation must be provided for any amount claimed.

Printing — The actual cost of printing will be reimbursed, if applicable. Documentation must be provided for any amount
claimed.

Fees, Professional & Other -- The actual cost of outside contractual services, if applicable. Any consultant contracts must
follow the bid procedures required by the state, or local ordinance if more restrictive, and must follow federal guidelines.
The duties and qualifications of the consultant should be detailed in a narrative along with itemized budget detail outlining
cost for service and included with the subcontract agreement. Agreements and sub-contracts must have prior approval from
MOHS. See Project Agreement/Contract Development above.

Installation cost — associated with equipment installation such as radio, camera, etc. Documentation must be provided for
any amount claimed.

Commodities:
Office Supplies--The actual cost of office supplies (pencils, pens, paper, paper clips, etc.) and training materials will be
reimbursed, if applicable. Documentation must be provided for any amount claimed.

Equipment Under $1,000.00-- The actual cost of minor equipment will be reimbursed, if applicable. Documentation must
be provided for any amount claimed.

Equipment: The actual cost for equipment necessary for the successfully implementation of the project/program. Itemize
each type of equipment and show cost per item. Provide information on why the equipment purchase is needed and how it
will enhance the successful operation of the project activities. Documentation must be provided for any amount claimed.

Compliance with state laws regarding bidding and procurement is required. Equipment over $1,000.00 must be maintained
on MOHS property inventory. Please see State Property manual at https:/www.dfa.ms.gov/media/6014/procurement-

manual.pdf
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Equipment is eligible for reimbursement as a direct expense chargeable to a specific project agreement, provided the
equipment is needed to perform that project. Equipment must be used, managed, and disposed of in accordance with
applicable Federal requirements. All equipment must meet the requirements stated here, and all expenditures to purchase
equipment are submit to audit. (See 2 CFR 200.439)

The DFA Financial Processes Manual defines major equipment as “...each item over $1,000.00” purchased with MOHS
funds (Please refer to MS DFA website for more detailed information regarding policy and procedures at:
https://www.dfa.ms.gov/dfa-offices/purchasing-travel-and-fleet-management/bureau-of-purchasing-and-
contracting/procurement-manual/

When equipment is purchased, the Sub-Recipient must submit a MOHS Equipment Inventory Form. The form is provided
in the Program Manager Workbook and at the Implementation of the grant, as well as posted on the MOHS website. The
form must be returned to the MOHS, and when equipment is received by the agency. Once the form is received by the
MOHS, it is included in the file of record for the Sub-Recipient, a database entry is generated, and the equipment will be
tracked for the full useful life of the item.

During monitoring visits of the grant, the MOHS Program Manager will inspect and tag all equipment purchases with a
MOHS inventory tag for all items valued at $1,000.00 or above. In addition to the $1,000.00 threshold, additional equipment
under the $1,000.00 threshold may be deemed equipment and required to be tracked will also be tagged. Please see the State
Auditors Procurement guide.

For the state property inventory manual and capital asset reporting, sub-section 23.10.30 (useful lives), see
http://www.dfa.state.ms.us/Purchasing/ProcurementManual/ProcurementManual.pdf

Property Disposition: Below please find the process on selling/disposing of equipment purchased with grant funds.

e Sub-Recipients are required to submit a letter to the MOHS requesting disposition or approval to remove equipment
purchased from its inventory records.

e Letter must state the piece(s) of equipment, serial number(s), and the grant award number that the equipment was
purchased under.

e State why the equipment is being sold or disposed.

Once letter is received from Sub-Recipient, the MOHS will provide written guidance and direction to the Sub-Recipient. If
any material or equipment ceases to be used in project activities, the Sub-Recipient agrees to promptly notify the MOHS.
In such event, the MOHS may direct the Sub-Recipient to transfer, return, keep, or otherwise dispose of the equipment.

Reporting Use of Equipment: Sub-Recipients are required to submit equipment/property reports as follows:

e Equipment purchased for a project funded by MOHS must be used for the intended project/program purpose. If used
otherwise the jurisdiction must cover all cost incurred.

e Funds generated using the equipment purchased for specific programs must be reported as program income and must
be expended on the specific program activities in which the funds were generated.

e Sub-Recipients are required to submit equipment reports on the equipment purchased with federal funds for the extent
of the useful life of the equipment, even if the Sub-Recipient is no longer active in the grant program.

e Equipment can and will be monitored during the useful life of the equipment purchased with federal funds, even if the
Sub-Recipient is no longer active in the grant program.

e Equipment can be retrieved from a Sub-Recipient at any time, if the equipment is not being used for the intent of the
program, proper use within the agreement requirement, being used improperly or any other reason that equipment is not
being used in accordance with the grant agreement.

Useful Life Schedule: The MOHS/Sub-Recipient property and equipment purchased in whole or in part with federal funds
will be monitored for its useful life according to the following schedule. The MOHS uses several sources for the Useful
Life Schedule for more information, please contact the MOHS.
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Useful Life Schedule:

Building/Installation Items
Intercom Systems/Public Announcement No Threshold 25 Years
Ventilation Fans No Threshold 5 Years
Propane Water Heater No Threshold 20 Years
Security System No Threshold 15 Years
Sound Systems No Threshold 10 Years
Security Door No Threshold 30 Years
Supply Cabinet No Threshold 10 Years
Wall Cabinets No Threshold 30 Years
Binoculars/Goggles:
Binoculars No Threshold 5 Years
Night Vision Googles No Threshold 10 Years
Camera/Presentation Equipment:
Digital Camera No Threshold 5 Years
DVR No Threshold 3 Years
In Car Camera No Threshold 5 Years
Video Camera No Threshold 5 Years
Projectors No Threshold 5 Years
Projection Screen No Threshold 10 Years
Security Cameras No Threshold 10 Years
Televisions No Threshold 5 Years
Clothing/PPE:
Bomb Suit No Threshold 10-15 Years
Bullet Proof Vest No Threshold 5 Years
Dry Suit No Threshold 3-5 Years
Fire Fighting Equipment No Threshold 10 Year
Tactical Vests No Threshold 5 Years
Communication Equipment:
Radios, Base Station Up to $2,000.00 10 Years
Radios, Mobile Up to $2,000.00 10 Years
Radios Over $2,000.00-Must have Executive

Director Approval
Computer Equipment/
Cyber-Security:
Computer Monitor No Threshold 5 Years
Computer Server No Threshold 5 Years
External Hard Drive No Threshold 5 Years
Laptop/Desktop Computer No Threshold 3 Years
Mainframe Computer System No Threshold 5 Years
Personal Minicomputers No Threshold 5 Years
Printer No Threshold 5 Years
Route Box/Ethernet No Threshold 5 Years
Server No Threshold 5 Years
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Software No Threshold 5 Years
Fencing/Security:

Chain Length Fence No Threshold 20 Years
Emergency Lighting No Threshold 10 Years
Lighting No Threshold 15+ Years
Portable Sign Machine No Threshold 20 Years
Public Address Systems No Threshold 25 Years
Wire Fence No Threshold 10 Years
Wood Fence No Threshold 15 Years
Yard/Athletic/Outside Lighting No Threshold 20 Years
Specialty Program Tools:

Air Compressors No Threshold 12 Years
Air Cylinders-Metal No Threshold 30 Years
Carbon Monoxide Monitor No Threshold 10 Years
Cascade System No Threshold 20 Years
Chainsaws No Threshold 10 Years
Firefighting Equipment No Threshold 14 Years
Defibrillator No Threshold 7 Years
Diving Equipment No Threshold 10 Years
Gas Detector No Threshold 15 Years
Generator No Threshold 10 Years
Hydraulic Tools No Threshold 10 Years
Lift Bag No Threshold 10 Years
Live Animals No Threshold 3 Years
Mobile GPS No Threshold 10 Years
Oxygen Tank, Motor System No Threshold 10 Years
Reel Light No Threshold 10 Years
Rescue Kit No Threshold 10 Years
Safety & Rescue Equipment No Threshold 19 Years
Stretcher, portable No Threshold 15 Years
Sign Machine No Threshold 20 Years
Training Aids No Threshold 20 Years
Tripod Light No Threshold 10 Years
Toolbox Chest No Threshold 10 Years
Transportation Equipment:

ATV No Threshold 20 Years
Boats, Inflatable No Threshold 5-10 Years
Boats, Small Craft No Threshold 20+ Years
Car Jump Kit No Threshold 3 Years
Ground Effect Vehicles No Threshold 15 Years
Spike Strips No Threshold 10 Years
Tractors No Threshold 13+ Years
Trailers No Threshold 10+ Years
Trailer Top No Threshold 15 Years
Vehicles No Threshold 10 Years
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Equipment that has been purchased and is past the useful life of the item, please contact the MOHS to take the steps of
property disposition. For any additional questions on Useful Life or Items that are on the MOHS Property Inventory, please
contact your PM. See Property Disposition above.

Authorized Equipment List: All equipment must be approved by MOHS and be included on the Authorized Equipment List
(AEL) and must be used specifically for the purposes for which is purchased. The AEL list can be found at:

https://www.fema.gov/grants/guidance-tools/authorized-equipment-list

Ensuring the Future is Made in All of America by All of America’s Workers: The Sub-Recipient must comply with the
“Build America, Buy America” provisions of the Infrastructure Investment and Jobs Act and E.O. 14005 which provide
that, as appropriate and to the extent consistent with law, the recipient must use all practicable means within their authority
under a federal award to provide a preference for the purchase, acquisition, or use of goods, products, or materials produced
in the United States (including but not limited to iron, aluminum, steel, cement, and other manufactured products.)

Procurement of Recovered Materials: States, political subdivisions of states, and their contractors must comply with Section
6002 of the Solid Waste Disposal Act, Pub. L. 89-272 (1965), (codified as amended by the Resource Conservation and
Recovery Act, 42 U.S.C. § 6962.) The requirements of Section 6002 include procuring only items designated in guidelines
of the Environmental Protection Agency (EPA) at 40 C.F.R. Part 247 that contain the highest percentage of recovered
materials practicable, consistent with maintaining a satisfactory level of competition.

Non-Reimbursable/Unallowable Expenses:

Limitations and Conditions: The provisions stated in the following section are not intended to deny flexibility in supporting
potential accident and injury reduction activities; however, the conditions do serve as a guide in describing costs that are
not allowable for Homeland Security funding. See FEMA Homeland Security Grant Preparedness Manual.
https://www.fema.gov/grants/preparedness/homeland-security

FEMA Approval: Grant funds may not be used for the purchase of equipment not approved by DHS/FEMA. Grant funds
must comply with IB 426 and may not be used for the purchase of the following equipment: firearms; ammunition; grenade
launchers; bayonets; or weaponized aircraft, vessels, or vehicles of any kind with weapons installed.

Unallowable Equipment Costs:

e Per FEMA policy, the purchase of weapons and weapons accessories, including ammunition, is not allowed with
HSGP funds.

e Small, unmanned Aircraft (SUAS) Drones.

e Body worn cameras.

Maintenance Contacts: Maintenance contracts, warranties, repair or replacement costs, upgrades, and user fees are only
allowable in the following circumstances:

e The use of DHS/FEMA preparedness grant funds for maintenance contracts, warranties, repair or replacement costs,
upgrades, and user fees are allowable, as described in FEMA Policy FP 205-402-125-1 under all active and future
grant awards, unless otherwise noted. Except for maintenance plans or extended warranties purchased incidental to
the original purchase of the equipment, the period covered by maintenance or warranty plan must not exceed the
POP of the specific grant funds used to purchase the plan or warranty.

Unauthorized exercise-related costs include:
Reimbursement for the maintenance or wear and tear costs of general use vehicles (e.g., construction vehicles), medical
supplies, and emergency response apparatus (e.g., fire trucks, ambulances).
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Equipment: Equipment that is purchased for permanent installation and/or use, beyond the scope of the conclusion of the
exercise (e.g., electronic messaging sign).

In-Direct Costs: In-Direct cost are unallowable under these funds.

Personnel, Overtime and Backfill costs:
e Hiring of sworn public safety officers or supplant safety positions and responsibilities.
e Salaries and personnel costs of planners, equipment managers, exercise coordinators and/or training coordinators.
e Please note that overtime and backfill for training and exercise are only allowable in the following circumstances:
o Training:
= QOvertime and backfill for emergency preparedness and response personnel attending DHS/FEMA -
sponsored and approved training classes only.
= Overtime and backfill expenses for part-time and volunteer emergency response personnel
participating in DHS/FEMA training only.

The following are common requests that are unallowable and/or unfunded:
e Requests for equipment for routine/general use.
o All SHSP equipment requested must assist recipients and subrecipients in achieving core capabilities related
to preventing, preparing for, protecting against, or responding to acts of terrorism.
o For more information refer to “Explain how applicants proposed project supports terrorism preparedness”
the of this RFP.

e Tactical law enforcement protective equipment for routine use or riot suppression. Items in this category are
allowable only to supplement normal stores, to provide the surge capacity necessary for CBRNE terrorism response.

e Vehicles
o While certain vehicles are allowable, applications for vehicles will be reviewed on a case-by-case basis
based on need, use, and justification.
o General purpose vehicles (patrol cars, executive transportation, fire trucks and tactical/assault vehicles, etc.)
o Reimbursement for the maintenance and/or wear and tear costs of general use vehicles, medical supplies,
and emergency response apparatus.

Unallowable Sub-Granting Funds: Sub-Recipients are not authorized or allowed to sub-grant funds. Per 2 CFR. Part 225
(OMB Circular A-87) contributions or donations, including cash, property and services made by the governmental unit,
regardless of recipient, are unallowable.

Unallowable Promotional Items: The cost of promotional items and memorabilia, including models, gifts and souvenirs are
unallowable advertising and public relations costs. (2 CFR Part 200.421(e)(3)). Promotional items that are unallowable
can include t-shirts, hats, key chains, bumper stickers, etc.

Unallowable Program Administration:
e General costs of government. For States, local governments and Indian Tribes, the general costs of government

are unallowable (Reference 2 CFR § 200.444 and 2 CFR § 200.474)
e Entertainment costs, including amusement and social activities and expenses directly associated with such costs
(such as tickets to shows or sports events, meals, lodging, rentals, transportation, and gratuities). (2 CFR § 200.438)

Lobbying: Federal - the cost of influencing the U.S. Congress and Federal agency officials for activities associated with
obtaining grants, contracts, cooperative agreements, or loans.

State and Local - No Federal funds may be used for any activity specifically designed to urge or influence a State or local
legislator to favor or oppose the adoption of any specific legislative proposal pending before any State or local legislative
body. Such activities include both direct and indirect (e.g., grassroots) lobbying activities, with one exception. This does
not preclude a state official whose salary is supported with federal funds to engage in direct contact with State or local
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legislative officials, in accordance with customary State practice, even if it urges legislative officials to favor or oppose the
adoption of a specific pending legislative proposal.

Supplanting: Supplanting is the act of replacing existing funds with federal funds. Specifically, funding that is established
for the payment of personnel or operations required in the normal and usual conduct of business may not be replaced
using federal funds awarded via the grant.

Supplanting, including: (a) replacing routine and/or existing State or local expenditures with Federal grant funds and/or (b)
using Federal grant funds for costs of activities that constitute general expenses required to carry out the overall

responsibilities of State, local, or Federally recognized Indian tribal governments.

Grant Reimbursement and Payments:

Grant Reimbursement Process: Reimbursements shall be based upon authorized and allowable expenditures. Payment will
be held for pending corrections of deficiencies and additional information may be requested. Reimbursements are due on a
quarterly basis and as part of the Quarterly Reimbursement Claim and Progress Report.

Must be permissible under MS and Federal law.
e  Must not be allowable to or included as a cost of any other federally funded program.
Must not result in a profit to the agency.

st
e Must be incurred on or after the 1 day of the approved grant period; and
e  Must be adequately supported by source documentation.

MAGIC: For Sub-Recipients to receive payments and reimbursement, all Sub-Recipients must be set up in the Mississippi
Accountability System for Government Information and Collaboration (MAGIC) as a vendor.

e Link to Vendor MAGIC Page: https://www.dfa.ms.gov/dfa-offices/mmrs/mississippi-suppliers-vendors/

e Link to Vendor MAGIC Setup: https://sus.magic.ms.gov/sap/bc/webdynpro/sapsrm/wda e suco_sreg?sap-
client=100#

e Link to MAGIC Registration Form Instructions: https://www.dfa.ms.gov/media/1689/supplier-registration-
form.pdf

e Link to MAGIC Request for Change Form: https://www.dfa.ms.gov/media/l688/state-of-mississippi-supplier-
form-extended.pdf

Reimbursement Conditions: Reimbursement of costs under a MOHS grant is contingent upon the following conditions:

® The availability of appropriated funds.

* Actual costs having been incurred (that is, services provided, hours worked, etc.) in accordance with the approved
grant agreement and associated budget.

* Compliance with applicable cost principles referenced in the Grant Agreement.

Modification of Grants:

During the active period of a project, changing conditions may require that the original project agreement be modified. If
both parties consent to altering the project in some way, then a modification request (either activity or budget or both) must
be completed. All budget modification requests must be submitted on the required MOHS forms and accompanied
by an official letter on agency letterhead, signed and dated by the signatory official.

Change in SGA: The Sub-Recipient agrees to notify in writing, the MOHS of any change and the reason for the request of
change in personnel, no later than the submission of the next claim of reimbursement. Agency must resubmit an SGA form,
if the SGA is changed from the responsibilities of grant activities.

Request for Change: The Sub-Recipient agrees to notify in writing, the MOHS of any changes and the reasons for the
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changes to any line items within the grant. This does not include any financial changes. Please use the Request for Changes
form.

Request for Extension: The Sub-Recipient may request a Request of Extension in the case of the grant activities will not be
completed and/or equipment will not be received by the end of the grant performance period. Grant extensions will only be
approved, if the grant follows all requirements of reporting and programmatic activities.

Modification Request of the Grant: Some reasons for modifying the project agreement or contract might include:
e adding or deleting a performance goal
e increasing or decreasing the budgeted amount
e adding, deleting, or changing performance measures

Modifications are also executed to authorize a material change in other terms and conditions.
NOTE: Requests for modifications should be submitted for approval before the revision is implemented.

The Sub-Recipient will submit a copy of the Sub-Recipient Budget Modification Request to the MOHS for review and
approval. If the cost, complexity, or scope of work authorized in the grant must be revised after the project agreement is
signed, then a written amendment must be executed to authorize the change.

The PM will prepare the modification to the agreement and forward to the Sub-Recipient for signatures. If additional tasks
or costs are authorized in the amendment, the Sub-Recipient must not begin work on the additional tasks or incur the
additional costs until the amendment is fully executed and approved.

The Sub-Recipient must submit the modification to the MOHS email address of mohsgrant@dps.ms.gov. Effective date
will not be issued until both parties have executed the modification.

When an amendment is needed, sufficient time should be allowed for proper review and execution. With sufficient advance
planning and ongoing monitoring, Sub-Recipients should have any amendments to a grant or Contract executed 90 days
prior to the end of the grant or by May 31.

When a simple budget modification is needed, sufficient time (a minimum of two weeks) should be allowed for proper
review and execution. Modifications must be signed by the parties who signed the original project agreement unless approval
authority has been specifically retained or delegated to someone else in accordance with MOHS policy.

Modification Processing: A modification will follow the same approval processing procedures as the original agreement.
The same signature authority that applies for the original agreement also applies for any modification to that agreement.

As with the original project agreement, the modification becomes effective only when all signatures have been obtained.
Sub-Recipient is allowed two (2) modifications per year and if any modifications are submitted for processing, then the last
modification (#2) should be processed through the MOHS office no later than June 30st. If any modifications are sent to be
processed, the modification must be approved by the MOHS.

NOTE: MOHS Sub-Recipients are allowed (2) two budget modifications during the grant year. Budget Modifications will
not be accepted until the 2"? quarter, unless approved by the MOHS Grants Director.

Ownership:

Intellectual Property (Patents/Copyright/Trademarks/Tangible Research Property (2CFR 200.315 and 200.448): The
MOHS reserve a royalty-free, nonexclusive, and irrevocable license to reproduce, publish or otherwise use, and to authorize
others to use, for federal and state government purposes the following:

e The Intellectual Property in any work developed under a grant, sub-grant, or contract under a grant or sub-grant.
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e Any rights of Intellectual Property to which grantee, Sub-Recipient, or a contractor purchases ownership with grant
funds.

All records, reports, documents, or other material related to this sub-grant and or obtained or prepared by Sub-Recipient in
connection with performance of the services contracted for herein shall become the property of MOHS, and shall upon
request, be returned by MOHS to Sub-Recipient, at Sub-Recipients expense at termination or expiration of the sub-grant.

Materials, Discoveries, Inventions and Results Developed, Produced or Discovered: All records, reports, documents, and
other material delivered or transmitted to Sub-Recipient by the MOHS shall remain the property of the MOHS, and shall be
returned by Sub-Recipient to MOHS at the Sub-Recipient’s expense, at termination or expiration of the sub-grant.

All records, reports, documents, or other material related to this sub-grant and or obtained or prepared by Sub-Recipient in
connection with performance of the services contracted for herein shall become the property of MOHS, and shall upon
request, be returned by MOHS to Sub-Recipient, at Sub-Recipients expense at termination or expiration of the sub-grant.

Use of DHS Seal, Logo, and Flags: All brochures; course, workshop, and conference announcements; and other materials
that are developed and/or printed using grant funds must include a statement crediting the MOHS. The FEMA logo should
not be used unless prior approval is received from the MOHS and or FEMA.

Reports, Studies, or Material Developed for Publication: Reports, studies or other materials approved for publication or
printing is to be regarded as information in the public domain and its further use does not require approval. The Sub-
Recipient agrees that the published versions of reports, studies or other materials shall not be copyrighted nor contain any
restriction which prohibits distribution and reproduction. The Sub-Recipient will not sell copies of such reports or other
materials prepared under the terms of this sub-grant.

Equipment and Supplies: Equipment and supplies purchased with grant funds are required to be used for the purpose of the
grant only. If equipment and supplies are found to not be used for grant purposes, the MOHS may retrieve items or request
items to be returned to the MOHS. Items may be transferred to other agencies with use of equipment and supplies.

If an agency no longer participates in the grant program and is items are no longer in use or needed, the MOHS may retrieve
or request items to be returned to the MOHS. Items retrieved or transferred will be used for other programming and grant
activities.

All items that are purchased with federal funds can be used and repurposed, as needed for programs in need.

Monitoring:

Homeland Security grant project monitoring provides a method of tracking progress and achievement of grant objectives
and performance goals. Since the process is ongoing throughout the duration of the project, it serves as a management tool
for project control. Project monitoring also presents a good opportunity for sharing information and assistance. Project
monitoring includes a set of procedures and forms for project review and documentation.

Monitoring and reporting program performance are both a State and Federal requirement of the Uniform Administrative
Requirements, Cost Principles and Audit Requirements for Federal Awards. Monitoring is required to:

Assure compliance with state and federal requirements.

Assure that objectives and performance goals are being achieved.

Detecting and preventing problems.

Helping identify changes needed.

Identifying training or assistance needed; and

Providing data necessary for daily operations, planning, and evaluation.

Types of Monitoring: Monitoring is formal and informal, financial, and operational. MOHS will utilize the following types
of monitoring:
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Ongoing contact with the Sub-Recipient through phone calls, meetings, and written/verbal correspondence.
On-site monitoring reviews of project operations, management, and financial systems.

Review and approval of Quarterly claims.

Desk monitoring of grant files.

Compliance monitoring of statewide homeland security activities and grant oversight.

On-site Monitoring and Evaluation: Pursuant to Federal guidelines, the State has developed a plan for evaluating all projects.
Each Sub-Recipient will be required to have at least one (1) on-site monitoring visits during the grant year. All written
documents will be reviewed to determine progress, problems, and reimbursements of the project. The State evaluates all
Sub-Recipients risk of noncompliance with Federal statutes, regulations and the terms and conditions of the sub-award for
the purposes of determining the appropriate level of Sub-Recipient monitoring. (2CFR 200.302 & 2CFR200.28-330)

Monitoring Procedures:

Project Monitoring Policy: It is the responsibility of the MOHS to maintain oversight for all federally funded grants that are
awarded to their Sub-Recipients. The MOHS will provide technical assistance as needed to assist the Sub-Recipient with
fulfilling their project targets and performance measures. MOHS will ensure that the contract provisions comply. (2CFR
200.329)

Depending on the monitoring criteria and policy as stated above, each homeland security grant will be reviewed either by
on-site monitoring, desk reviews, via telephone calls, monthly reimbursement processing, staff meetings, conference calls,
and other correspondence, as appropriate. As a measure of quality assurance Mississippi Office Homeland Security must
perform an on-site monitoring visit. *Due to COVID-19 Restrictions, on-site monitoring may be waived.

Corrective Action Plan (CAP): If a corrective action plan is warranted after a monitoring visit, the PM should note possible
necessary solutions to the problems with an addendum to the monitoring report. The PM will supply a copy of the monitoring
report and the CAP to the agency for their files.

Desk Monitoring:

Desk monitoring occurs every time a PM holds a discussion or communicates with a Sub-Recipient project director. Desk
monitoring can occur daily, weekly, or monthly. Weekly phone calls may be appropriate if there are problems. Monthly
status meetings might be needed for complex projects. If problems are identified, the project could require quarterly review
meetings between the Sub-Recipient and the PM. This is left at the discretion of the PM and any additional monitoring
requirements will be documented in the official file. PM will rely on regular correspondence and the annual on-site visit to
handle routine project issues.

On-Site Monitoring:

The following documents must be provided at the beginning of the monitoring visit:

1. General Financial Documents
a) Financial statements (Balance Sheet, Income Statement, Changes in Fund Balance, Cash Flow Statement).
b) Chart of accounts.
¢) General ledger.
d) Reconciliation of subsidiary ledgers to general ledger.
e) List of authorized check signers; and
f)  Payroll register

2. Grant Specific Financial (monitoring period only)
a) Grant Application.
b) Modifications, extension approvals.
¢) Original timesheets: functional timesheets/time logs/cards/attendance reports along with the applicable time study
allocation plan (if applicable).
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d) Vouchers supporting all claimed operating expenses, including the following: purchase orders, receiving reports
and vendor invoices.

e) Canceled checks, check stubs, and/or cash receipts (ensure secondary signature, if applicable).

f)  Contracts: Services/Consultant contracts and lease agreements, sole source or open bid process documentation
and rate of pay.

g) Ifapplicable, Project Income (PI): all source documents describing the type of PI earned, when PI was earned,
how much was earned and how it was expended.

h) Equipment Inventory list for grant funded purchases to include equipment description, identification number,
source, title holder, acquisition date, cost, percentage of federal funds used in the cost, location, use, condition,
and disposition date.

1)  Vouchers supporting all claimed equipment expenses, including the following: purchase orders, receiving reports
and vendor invoices; and

j)  Indirect cost rate agreement (if applicable)

3. Program Related Source Documentation

a) Reports: Project Agreement, Project Modifications, Sub-Recipient Monthly Report.

b) Required certifications for activity, training certification reimbursed by the MOHS and/or additional certifications
required by MOHS.

c) Contracts: signed written contract(s).

d) Documentation to support services provided by contractor including activities performed and evaluation services;
and

e) Equipment purchased with MOHS funds available for monitoring visit (current and past)

4. Other
1. Job description for grant funded positions: As it relates to overtime (if applicable)

Please be advised the monitor may request additional documentation as necessary at the time of the visit.

Additional Documents Reviewed During Monitoring:

Policies: Sub-Recipient must submit to the MS Office of Homeland Security a copy of the following policy and/or
certifications(s).

e NIMS Training Certifications

e Cyber-Security Assessment

e FFATA Compliance

A-133 Audit: Sub-Recipient must maintain a current copy of the A-133 Audit, so that it can be verified and reviewed.

Sub-Contracts within the Grant Agreement:

If the MOHS has approved grant funds from a sub-contractor within your agreement for services outside the grant
agreement, all contracts for the sub-contractor(s), must be submitted to the MOHS for approval. Sub-contracts can include,
but not limited to contracts, MOU’s, personal services contracts, service agreements, conference facility requests,
professional service agreements, rental space, etc.

Submission of Sub-Contract:

Submit sub-contract(s) a minimum of (60) sixty days before the event or service is provided, so that ample time is allowed
for the contract process to be reviewed and approved. Submission of the contract must include justification of the contract,
memo explaining the need for the contract and how the contract will be funded. Submit all invoices, quotes and any
information that may be needed for review of the sub-contract.
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Approval/Disapproval:

If sub-contract is approved, the MOHS will notify the Sub-Recipient of the approval as soon as the decision has been made.
If sub-contract is disapproved, the MOHS will notify the Sub-Recipient of the decline as soon as the decision has been
made. Any services that are performed without the approval of the MOHS will not be eligible for reimbursement.

Single Audit Requirements:

The State of Mississippi requires a sub-recipient expending $750,000.00 or more in federal funds in the organization’s fiscal
year to conduct an organization-wide audit in accordance with 2CFR200, Sub-Part F. The Sub-Recipient will permit the
State of Mississippi project officials, program officials and auditors to have access to the Sub-Recipient’s and third-party
contractor’s records and financial statements as necessary for the State of Mississippi to comply with the 2CFR200, Sub-
Part F. Single Audit review will be performed by MOHS during the review process of the grant application submission.
Reference 2CFR 200.518

Single Audit Findings

Sub-Recipient should develop and issue corrective actions for findings within six months after receipt of the sub-recipient’s
audit report and ensure that the sub-recipient takes appropriate and timely corrective action. Reference 2CFR 200.518

Records Keeping Requirements:

Grant financial, programmatic, and administrative records shall be maintained for a period of three years following the date
of the closure of the grant award, or audit if required. Property and equipment records shall be maintained for a period of
three (3) years following the final disposition replacement or transfer of property and equipment. Reference 2CFR 200.334

Sub-Recipients are expected to keep records of difference federal fiscal periods separately identified and maintained so that
information can be readily located. Sub-Recipients are also obligated to protect records adequately against fire and damage.

Access to Sub-Recipients records must include the MOHS, federal granting agency, Office of the Inspector General, or any
of agency requesting records, who shall have the right to access to any pertinent books, documents, papers, or other records
of the Sub-Recipient, which are pertinent to the award, to make audits, examinations, excerpts, and transcripts. The right to
access must not be limited to the required retention period but shall last if the records are retained. Reference 2CFR
200.337

Conditional Grant Requirements:

Conditional grants deemed for additional monitoring, assistance, and oversight. Conditional grants can be placed on
conditional status for several reasons, which can include not meeting performance measures, lack of documentation and
paperwork for grant activities, pattern of financial inconsistencies, late submission of monthly reimbursements, etc.
Agencies will be informed of the conditional status and conditions, prior to the conditional status implemented.

Conditional grants will be monitored by MOHS to determine if grant requirements are being met and performed according
to the grant agreement. After the 1% Quarter, failure to meet grant requirements set forth in the grant agreement will result
in notification to signatory authority official and stating, that the grant requirements have not been met. After the 2™ Quarter
of failure to meet grant requirement, the conditional grant will be in penalty of non-compliance. (See Penalty for Non-
Compliance section).

Penalty for Non-Compliance:

For the reasons listed below, special conditions may be imposed, reimbursements may be partially or wholly withheld, the
award may be wholly or partly suspended or terminated, or future awards, reimbursements and award modification maybe
withheld. Reference 2CFR 200.339
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The MOHS may institute the following but is no limited to withholding authority to proceed to the next phase of the project,
requiring additional or more detailed reports, additional project monitoring, and/or establishing additional prior approvals.

The MOHS shall notify the Sub-Recipient of its decisions in writing stating the nature and reason for imposing the
conditions, the corrective action required and timeline to remove the conditions and the method of requesting a
reconsideration of the imposed conditions. The Sub-Recipient must respond within five (5) days of receipt of notification
of the reasons listed below.

Unwillingness or inability to attain project goals, performance measures or strategies.
Unwillingness or inability to adhere to the conditions of the grant agreement.

Failure or inability to adhere to grant guidelines and federal compliance requirements.
Improper procedures regarding agreements, contracts, and procurements.

Inability to submit reliable, documented and/or timely reports; and

Management systems do not meet State or federal required management standards.

Termination of Agreement:

The MS Office of Homeland Security in the event of Sub-Recipient noncompliance with any of the provisions of this
agreement may terminate this agreement by giving the Sub-Recipient a thirty (30) day notice. The MS Office of Homeland
Security, before issuing notice of termination of this agreement, shall allow the Sub-Recipient a reasonable opportunity to
correct noncompliance issues. For noncompliance with the nondiscrimination section of this agreement or with any of the
said rules, regulations or orders, this agreement may be canceled, terminated, or suspended in whole or in part.

The Sub-Recipient may terminate its participation in this agreement by notifying and submitting the required closeout
documentation to the MS Office of Homeland Security, thirty (30) days in advance of the termination date.

Agreement Changes: Any proposed changes to the agreement that would result in changes in the scope, character, or
complexity of the agreement, must be submitted with Budget Modification to the MS Office of Homeland Security, and
shall require an approved Budget Modification prior to change being implemented.

Agreements: Unless otherwise authorized in writing by the MS Office of Homeland Security, the Sub-Recipient shall not
assign any portion of the work to be performed under this agreement, or execute any agreement, amendment or change
order thereto, or obligate itself in any manner with any third party with respect to its rights and responsibilities under
this agreement without the prior written concurrence of the MS Office of Homeland Security. Any subcontract under this
agreement must include all required and/or applicable clauses and provisions of this agreement.

Sub-Recipient failure to meet all reporting, attendance at meeting(s), scheduled events and timely submission of
reimbursement requests set forth in the agreement by the MS Office of Homeland Security, will result in the withholding
of reimbursement payments. Reference 2CFR 200.339-343

Closeout:

At the end of each grant year, completion of grant activities and grant funding, the Sub-Recipient should begin the process
of closeout. A typical period of performance for a grant year is one (1) year but can allow for an extension to a period of
performance, if approved. Closeout forms and required documentation is due forty-five days after the end of the grant
period. If a Sub-Recipient does not complete all required paperwork for the proper closeout, the MOHS can perform a
Administrative Closeout.

If a Sub-Recipient remains in non-compliance and has not meet all requirements of the grant, performed grant activities or
prepared required reports, the MOHS can also perform an Administrative Closeout. At the time of an Administrative
Closeout or End of Year Closeout, the MOHS staff will close all financial documents in the MAGIC system, and no further
financial reimbursements will be able to take place in the grant. Reference 2CFR 200.344.
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Instructions to Complete
FY22

Sub-Recipient Forms

Sub-Recipient Program Manager Workbook:




Quarterly Reimbursement Claim and Progress Report

To simplify the grant reimbursement, claim and progress report process, the MOHS has combined all required submission
forms into (1) one workbook to claim reimbursement and track progress. There are four (4) quarters that will be required
for the FY22 grant year, along with a final closeout form.

Each tab in the workbook corresponds with the quarter that the grant activity should take place. Please see the chart below.

September 1-November 30 1t Quarter December 15%
December 1-Febraury 28 2™ Quarter March 15%
March 1-May 31 3" Quarter June 15™

June 1-August 31 4™ Quarter September 15th
Closeout Closeout October 15

Each quarter, the Sub-Recipient should fill out the tab that is required for the quarter, prepare all information, provide
required documentation, and submit to the MOHS Grant Address:

mohsgrants@dps.ms.gov.

Quarterly Forms are due no later than the 15" day of the following month.

Any Sub-Recipient delinquent in submitting quarterly reports, or incomplete progress reports that lack sufficient
detail of progress during the period in question, will be subject to having submitted reimbursement requests delayed.
Once completed reports are received, reimbursement requests will be processed.

Reimbursement Conditions: Reimbursement of costs under a MOHS grant is contingent upon the following conditions:

e The availability of appropriated funds.

e Actual costs having been incurred (that is, services provided, hours worked, etc.) in accordance with the approved grant
agreement and associated budget.

o Compliance with applicable cost principles referenced in the Grant Agreement.

Documentation: The MOHS requires the Sub-Recipient to submit complete documentation for claims with each Quarterly
Report submitted. Source documents include time sheets (if applicable), invoices, quotes, proof of payment, and other
records of costs incurred. The Quarterly Report must be completed in its entirety.

Advances of Funds: Advances are only allowed for Non-Profit grants. A Request for Advance form will be required for an
advance, along with required documentation. Once reviewed an advance can be processed. Follow up documents will be
required to clear the advance. Only one advance will be allowed at a time.

Obtaining Claim Forms: All required reporting forms are included in the Orientation packet distributed and can be obtained
on the MOHS Grants website.

Missing or insufficient Documentation: Reimbursement claims submitted to the MOHS with missing or insufficient
documentation will be returned to the Sub-Recipient notifying agency of missing or inaccurate information.

The Sub-Recipient and all authorized persons listed for the sub-grant will be notified, via email, that the required reports
are missing and/or insufficient documentation to rework and resubmit to MOHS email. If any adjustments are made to the
Quarterly Report, a copy of the adjusted will be sent to the Sub-Recipient reflecting the changes.

Undocumented items removed from a Quarterly Report will be eligible for payment throughout the grant period pending
resubmission with proper documentation.

Authorized Signatures: The following individuals are authorized to sign:
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mailto:mohsgrants@dps.ms.gov

e Quarterly Reimbursement Claim and Progress Report:
o Authorized Signatory Official; or
o Designated Sub-Recipient Grant Administrator (SGA)

Checklist for submitting the FY22 Quarterly Financial and Progress Reports:

___ (1) Salaries and Fringes (If applicable)
e Check Register or copies Payroll Checks
e Timesheets
e Hours Breakdown

___(2) Contractual Services: (If applicable)
e Any Documentation Needed to Justify Purchases
o Copies of all contracts MUST be submitted with 1% Reimbursement

___(3) Training/Travel (If applicable)
A. Travel Voucher
B. Any Documentation Needed to Justify Purchases

__ (49 Equipment
A. Inventory Form
B. Pictures of all Equipment
C. Any Documentation Needed to Justify Purchases

___ (5 Commodities/Supplies: (If applicable)
e Any Documentation Needed to Justify Purchases

__(6) Other Grant Expenses: (If applicable)
e Any Documentation Needed to Justify Purchases

__(7) Check all forms for Signature:
A. Quarterly Financial and Progress Report
B. Travel Voucher
C. Time Sheets

**Always refer to the Grant Agreement for each claim submitted for reimbursement to verify that the claim for
reimbursement is allowable.

Quarterly Reimbursement Claim and Progress Report

26|Page




Please refer to the chart above for the schedule of reports for submission and the due dates of the reports. Each report has
been created for each Quarterly Reimbursement Claim and Progress Report.

*Note: All areas that are shaded have formulas and should be changed or revised.

Quarterly Reimbursement Claim and Progress Report
-

Agency Information

Type of Grant: Homeland Security: Non Profit: Cybersecurity: Other:

(Please Check Grant Twvpe for

Feimbursament) 1 1 1 1

Agency Quarter of September 1- December 1- March 1-May 31: | June 1-August 31:
" Movember 30: February 28:

REPU["[' (Fleass Checl: Grant X

Qrearter of Report) -

Agency Name: y,

Grant Number #: 3

Reported By: Telephone: 5

Date of Report: 6 Is this the Final 7

Claim? (Y/N)

1. Type of Grant: Place an (X) in the grant field that your grant is awarded.

2. Agency Name: Place the name of the agency in the field.

3. Grant Number: Place the assigned grant number from the grant award in the field.

4. Reported by: Place the name of the person that is filling out the report.

5. Telephone: Place a telephone number where the person filling out the report can best be reached.
6. Date of Report: Place the date of when the report is submitted.

7. Final Claim: Place an (X) in the grant field, only if this is the final submission.
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Quarterly Reimbursement Claim:

A. Grant Award
Amount

B. Cumulative
Expenditures
Thru Last Claim

C. Grant
EReimbursement
Amount

(Amounts 3ame Each

(Pravious Claim

D. Cumulative
Grant Amount:

Claim) Totals, If Available)
Personal Services-Salary: A B. C. 50.00
Personal Services-Fringe: A B. C. 30.00
Contractual Services A B. C. 30.00
Training/Travel: A B. C. 30.00
Equipment: A B. C. 50.00
Commeodities/Supplies: A B. C. 50.00
Other Grant Expenses: A B. C. 30.00
Total of Reimbursement: 50.00 50.00 30.00 30.00

Financial Documentation Required: Please provide back-up documentation for all request reimbursements to include, but not

limited to: imesheets, invoices, purchase orders, cancelled check, proof of payment. If agency has purchased and recerved

equipment during the reporting period, please provide the Equipment Inventory Sheet, along with photographs of equipment

purchased.

A. Grant Amount: Amount Listed from the Grant Award Amounts for each category.

B. Cumulative Expenditures: Funds spent from the previous quarter. *1%* Quarter should be listed as $0.00.

C. Grant Reimbursement Amount: Amount requesting for current quarter.

Areas that are highlighted have formulas built into the worksheet, the grant will automatically populate the amounts for

the Sub-Recipient.
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Quarterly Programmatic Keport

1st Quarter [September, October and November]

Please Mark If Milestones are Incomplete In Process CompletelNot
Incomplete. In Process or Applicable
icahle

Completed Erwironmental Historic Preservation

Farm and submit to MOHS (IF required)

Complete NIMS Training (100, 200, 700 and
800], if not completed.

Complete Cuber-Security Aszeszment and
return completion farm to MOHS.

Salicit quotes andfar bids For equipment. [IF
equipment iz over ¥32,.000.00, two [2] quotes
are required)

Review propozals, quates, bids and select

Purchase approved equipment during 1st
quarter far the grant vear.

Send full Grant Agreement with signatures ta
MOHS.

Aszess and review program’s threat s HWaeards,
core capabilities and needs.

Participate and attend any trainings, mestings,
or conference calls with MOHS, as required
and necessary

Other Grant Activities

Fill out each section of the Quarterly Programmatic Report on the process of the grant project. Each Quarter is specific to
where the program and grant activities should be during the designated quarter. Additional space is provided to add in
additional tasks. This section can be revised to include all agency progress and performance.

____________________________________________________________________________________________________|
Do vou anticipate any changes/modifications to the original objectives? If ves, will these changes/modifications prevent vour

jurisdiction from completing this project within the approved grant performance period?

Please include information regarding any changes or modifications to the original objective of the grant. Please do not
leave blank.

List any jurisdictional changes for authorized persons involved in completing this project. Can include: Program Manager,
Finance Staff, etc.

Please include any information regarding any changes to authorized persons on the grant. Please do not leave blank.
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List any MOHS Grant Training or Exercises that Agency participated in during the Quarter:

Please list out any training or exercises that the Agency participated in during the quarter. Please do not leave blank.

Please list any challenges or delays encountered related to grant funded activities during reporting period.

Please list out any challenges or delays that the agency may have encountered related to grant activities during the grant
period. Please do not leave blank.

Please describe any success stories related to grant funded activities during current or previous reporting period.

|
Please include and successes that your agency has experienced during the current or previous reporting period. Please do
not leave blank.

Sub-Recipient Certification: I hereby certify that the costs incurred are taken from agency funds, costs are valid,
consistent and allowable with the terms of the grant, and all backup documentation is maintained by the agency. I also
certify none of the vendors used in purchasing these items were on the Federal Excluded Parties Listing prior fo
purchase and that all purchases were made in accordance with agency, state and federal procurement procedures. 1
also certify that this agency is in compliance with the OMB A-133 Single Audit. T understand that this information is
being submitted to support a claim against a federally funded grant program. False statements on this form may be
prosecutable under 18 USC 1001. The information on this form is true, correct, and complete to the best of my
knowledse and abliltv.

Authorized Signatory Date:

Official’ Authorized Sub-

Recipient Grant

Administrator (SGA):

Please review all information provided for the report. Once all information is validated and back-up documentation attached,
please have the Authorized Signatory Official (Mayor/Board President or Commissioner)

Note: Please make sure all supporting document is provided along with the Quarterly Report. You must have documents
to support the reimbursement claims.
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Mississippi Office of Homeland Security
Closeout Form

Sub-Recipient Grant Closeout Form

Tvpe of Grant: Homeland Security:| Non Profit: |Cybersecurity:| Other:
(Plzase Check Grant Type for 1 1 1 1
Feaimburzement)

Agency Name: 2

Grant Number #: 3

In compliance with the requirements of the Mississippi Office of Homeland Security (MOHS) Sub-Recipient
Closeout Procedures and the Terms and Conditions of the Grant Agreement, the following Closeout Authorization
will serve as the Sub-Eecipient Grant Closeout. Please attach a copy of the last/final Request for Grant
Eeimbursement form. All grant reimbursements have been submitted to the MOHS for payment and no further
costs will be requested after the date of this closeout.

Grant Closeout Authorization:

Match Amount
(If Applicable)

Federal Amount

Grant Award Budget Tvpe:

Grant Award Total:

A.
B.

C.
C.

Grant Retmbursements Total:

Unexpended Grant Balance:

1. Type of Grant: Place an (X) in the grant field that your grant is awarded.

2. Agency Name: Place the name of the agency in the field.

3. Grant Number: Place the assigned grant number from the grant award in the field.

A. Grant Award Total: Please include the total amount that the Agency was federal awarded.

B. Grant Reimbursements Total: Please include the total amount that the Agency has requested for grant
reimbursement.

C. Match Amount: Please add $0.00 as the match amount. No HSGP grants currently have match requirements.
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Mississippi Office of Homeland Security
Closeout Form

Explanation/Comments/Additional Information:

Compliance for Closeout
The Sub-Eecipient of the above referenced Grant Agreement certifies that all term_ conditions, grant
activities, scope of work, reimbursement and any additional grant requirements have been met and
achieved. T understand that all information submitted for the grant referenced above has been in support
of a federally funded grant program. False statements and/or documentation may be prosecutable under
18 USC 1001. The information provided on this form and for the grant is true, correct, complete and in
compliance with all local state and federal regulations, to be best of my knowledze and ability.

Sub-Recipient Grant Administrator: Signature and Date

Authorized Signatory Official: Signature and Date

Please include any additional information needed for the program. Once the form was reviewed and all
information in confirmed, please date, and sign the areas designated for the SGA and the Authorized

Signatory Official.

Once signed, please return to the MOHS at: mohsgrants@dps.ms.gov
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MOHS Equipment Inventory Form

Form is included, along with the FY22 Program Manager Workbook. Please fill out each section on the Equipment Inventory
Form.

MOHS Equipment Inventory Form
Sub-grantee {Jurisdiction/Agency Name): 1
Grant Number: 2
Contact Name for Equipment: 3
Contact Phone Mumber for Equipment: 4 After Hours Mumber: 5
Email: &

Local Property

Identific ation Number gnenb==cyetion

7 B
Acquisition Date SeriallVIN # Unit Cost :;:CUE::IE:: VYendor [Source] New Equipment
9 10 11 100% 13 as [ Ne
Capital Asset Description of Location of Equipment County Located In USAR Task Force
[] Yes Mo 16 17 []7F-1 [JTF-2 []TF2
Agency Type
[ 5tate Agency [ Local Jurisdiction O Codlege O e [ Fire [ Law Enforcement [ Mon-Profit [ Search/Resoue
Asset Category [Choose Onel
[ &ir Asset [] Commurications [] Fire Zuppression [] Lew Enforcement [ Search/Rascus [] Vehicle Asset
[] Bormib Taam [] Cyoer Security [] Hazmat [] Medical fsset [ Techmical Rescue [ Other
Asset Type [Choose One)
[ ALPR (Stand Alone) [ Genzrator, Trailer Mounted [] Tents / Cots
[ ALPR. (Trailer) [J 3PS/ Tracking Devicas [ Trailer. / R, Communicztions
[ Audicsvizual Training [ Irteroperability Gatewsy [Coms] [ Trziler, Cammand
[] Eoat - Flood Water [ =-8 [ Trailar, Cocking ¢ Food Unit
[ Boat - Swift Water [ Mchilz Repeatars [ Trailer. Endlosed
[] Camera, Cther [ tonitor, EMS [ Trailer. Flzt Bed
[] Camera, Thermal [ #onitor, Hazmat [ Trench Rasoue Equipment
[ Camera, Video [ P Ballistic Equiprment [ Vehicle, ATV - 4 Whesler
[] Cameras, Surveillance [ P Tactical Equipment [ Vehicle, High Water
[] Computer. Deskuop Perzonal Protective Equiprment [] Vehicle, Prime Mower
[] Computer, Laptop [ Radin, Mobile [] Wenicla, UTY - Side by Side - 2 seater
[ Cemputer. Table: [] Radic. Portabla [ ‘ehicle, UTY - Zide by Side - 4 seater
Confined Space Cache [] Raps Rescus Cache [ Sther,
[ Cyzer Security Equipment [] 3atellitz Cata
[] Dive Equiprment [ 5atellitz Phone
[] Crrons/Jay [] Security Equipment
[ Fuel - Portziz Tank [ Zhoring Eguigment (UZAR]
[] Generator, Partable [ Zonar

—

Sub-Grantee Name: Please fill out the name of the Agency

2. Grant Number: Please fill out the grant year equipment is being purchased for.

Contact Name for Equipment: Please include the person responsible for equipment. Ex. SGA, Equipment
Manager, etc.

Contact Number for Equipment: Please include the number for the person responsible for equipment.

After Hours Number: Please include if agency has a number.

Email: Please include the email address for the person responsible for the equipment.

Local Property Identification Number: Please include the number that is assigned by your Agency for the piece of
equipment.

8. Property Description: Please include a detailed description of the Equipment. Include the type, model, identifying
features, etc.

W

Nowk
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9

10.
11.
12.
13.
14.
15.
16.

17.
18.
19.
20.
21.

Acquisition Date: Please include the date of purchase for the equipment.

Serial/Vin Number: Please include the identification number for the equipment.

Unit Cost: Please include the price per piece of equipment.

% of Grant Funds: Already filled out. 100% grant funded.

Vendor (Source): Please include the vendor of the equipment. Ex: Raider Manufacturing
New Equipment: Already filled out.

Capital Asset: Please mark if the equipment is a Capital Asset.

Description of Location of Equipment: Please include where the equipment will be located. Ex. Deputy #43’s
Prime Mover or Storage Room at Freemont Fire Station

County Located in: Where is the Agency located?

USAR Task Force: Please include if the equipment is part of the USAR Task Force.
Agency Type: Please mark the agency type that your agency is designated under.

Asset Category: Please mark the category that best fits the category of equipment.

Asset Type: Please mark the type of equipment that best fits the equipment.

Note: When providing the Equipment Inventory Log, please also include photographs of the equipment to include serial
number, distinguishing marks, and identification numbers.
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MOHS Travel Voucher Form

Travel Voucher

‘orm 13.20.10 TRAVEL VOUCHER Check One:
tevised 072017 Employes

State of Mississippi: 1 Contract Worker

[Agency or Institution) Board Member
Employee 35M: PIN/WIN:
Trip Optimizer Attached
Name: 2 PID# Yes |
No [
Address: 3

I request reimbursement for subsistence and other authorized expenses paid by me incident to official travel for the State from

Eeason Why Trip Optimizer
s not Attached

4 to 4 . The itemized statement follows.
Check In- Out-of- Cut-of- PTE [ -
5 ‘ Box(es): [ State State ‘ Country | ‘ Request | Per Diem in Lieu of Subsistence !
Prior to Trip Expenses (PTE) Request: Tanable Meals

Lodging Do Mot Fill Out Non-Tazxable Meals
Public Carrier Do Mot Fill Qut Lodging
Registration Do Mot Fill Out Registration #REF!

Pavment Information (Traveler complete, if known) Travel in Private Vehicle
Trip # Do Mot Fill Qut Travel in Rented Vehicle #REF!
Travel Voucher # Do Mot Fill Out Travel in Public Carrier o Mot Fill Qut
SAAS Ag# Do Mot Fill Out Other:
SPAHRS Ag# Do Mot Fill Out Sub Total #REF!
Fund # Do Mot Fill Out Less: Travel Advance #REF!
Activity / Location Do Mot Fill Qut Lezs: PTE Lodging #VALUE!
Org / Sub Org Do Mot Fill Qut Lezs: PTE Public Carrier #VALUE!
Rpt Category Do Mot Fill Out Less: PTE Registration #VALUE!
Project / Sub Proj |6 Net Payment (Cverpayment) #REF!

iubject to any difference determined by verification, | certify that the abowe claimed by me for travel erpenses for the period indicated is true and accurate in all respects, and that payment for
i part hias not been received. Inthe event of overpayment, | agrree that any future salarglravel disbursements may be debited to carrect the overpayment.

Traveler: ] 8
wpprovedby: g
lerified by: 10

Title: & Date: 8
Title: 9 Date: 9
Title: 10 Date: 10

FEMALTY FOR FRAUDULENT CLAIM - Fine aF rak mars than §250; zivilly liable far Full amount rezcived il qally remoual fram offize or parition held (S stinn 25-1-31 and 25-1-91, Mirr, Code Ann.-1972)

Page 1

Travel Voucher Step by Step

(This form consists of two pages)

Nk W=

8.
9.

Enter agency name.
Enter employee name
Enter agency address.

Enter date travel began and date travel ended.

Indicate whether travel is in-state or out-of-state in the appropriate box.
Project Name (Grant Number)
Items listed in the column on the right side of the page will populate from the itemized statement of travel
expense form on page 2.

Form should be signed by the person traveling. Enter title of traveler and date.

Form should be signed by supervisor. Enter title of supervisor and date.
10. Form should be signed by signatory official. Enter title and date.
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Travel Voucher Step by Step
(This form consists of two pages)

Form 13.20.10
Iltemized Statement of Travel Expense SPAHRS Ag #: Do Mot Fill Out Name: 1

PID#: Do not fill out

Daily ]
Actual Actual Actual Daily Meals Other Authorized Expenses
Date Purpose Puoints of Travel Miles | Breakfast| Lunch Dinner Max | Allowed Hotel ltem Amount
Non-Taxable
2 3 4 5 6 6 6 7 8 9|10 1
Total I
Taxable
Total I [
Mileage Reimbursement Rate ($.535 if no state vehicle available; $.17 if state vehicle is available)
Total Mileage Dollar Amount-MNon
Taxable

XN RO =

9.

Page 2: Itemized Statement of Travel Expense

Enter employee name.

Enter date of travel.

Enter purpose of travel.

Enter points of travel (departure and return locations).

Enter miles, if applicable.

Enter actual breakfast, lunch and/or dinner costs, if applicable.

Daily max (the total cost of meals; this amount should populate).

Enter allowable cost of daily meals. (Refer to travel line item in approved grant agreement.)
Enter hotel cost. (Refer to travel line item in approved grant agreement.)

10. Enter other authorized expenses, i.e., item: gratuity and the amount.
11. Total should populate with information.

This page should populate totals. If not, totals should be manually entered and transferred to page 1 in appropriate boxes.
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MOHS Request for Advance: (If Applicable)

Please fill out each section on the Request for Advance Form. Requests for Advances must include required back up
documentation to support the need and the expenditures for the request. Only one (1) advance will be allowed at a time,
before any additional advances can be processed, all previous advances will need to be cleared.

Homeland Security Grant Program

Request for Advance

Date:

Grant Number:

Agency:

Sub-Recipient Grant Administrator Name:

Sub-Recipient Grant Administrator Email:

Amount of Grant:

SRSl Rl I

Amount of Requested Advance: ?

Please describe how the advance funding will be used for the grant referenced above:

8.

Attach a copy of supporting documentation for the advance. (Quotes, Bids, Purchase Order, Invoice)
Please return form to MOHS Grants at: mohsgrants(adps.ms.gov

Reguest for Advance Version 1

Date: Date of the Request for Advance

Grant Number: Grant Number for the Grant requesting the advance.

Agency: Include the Agency Name

Sub-Recipient Grant Administrator Name: Please include the name of the person that is assigned as the SGA
Sub-Recipient Grant Administrator Email: Please include email address of the person that is assigned as the SGA.
Amount of the Grant: Please include the amount that the grant was awarded.

Amount of Requested Advance: Please include the amount of the advance amount requested.

Please describe how the advance funding will be used for the grant referenced above. Please include a description how
funding will be used for the grant funding will be used and why is the funding needed as an advance and not a
reimbursement.

NN R WD =

Note: Please submit supporting documentation
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MOHS Budget Modification: (If Applicable)

MOHS staff will help with the drafting and creation of the MOHS Budget Modification. Many items will not need a
complete budget change. Budget modifications are for the modification of grant item categories. Example: Removing funds
from Salary to now be included in Equipment. If Sub-Recipient is not changing budget amounts, then the Agency may need
a Request for Change.

MS OFFICE OF HOMELAND SECURITY
BUDGET MODIFICATION SIGNATURE SHEET

1.Sub-Recipient’s Name: 2. Effective Date:

3. Sub-Recipient Number:
Mailing Address

4. Modification Number:
Telephone Number: 5. Grant Identifier: (Funding Source and Year)

6. Period of Performance: Start and End Dates:
Emal:
7. The above sub-grant is hereby modified as follows:

Current Budget Change New Budget

Budget Category Federal State/Local
Personal Services-Salary A B $0.00 C
Personal Services-Fringe A B $0.00 C
Contractual Services A B $0.00 C
Travel A B $0.00 C
Equipment A B $0.00 C
Commodities/Supplies A B $0.00 C
Other A B $0.00 C
— A B $0.00 C

8. Except as hereby modified, all terms and conditions of the sub-grant remain unchanged.

AGENCY APPROVAL SUB-GRANTEE ACCEPTANCE
0. Approval from Grantee: 10. Typed Name & Title of Authorized Sub-Recipient Official:
(Mayor/Board President)
11. Signature of Grantee and Date: 12. Signature of Authorized Sub-Recipient Official & Date:

Enter Sub-Recipients Name, Mailing Address, Telephone Number and Email

Effective Date: Enter the Effective Date Requested.

Sub-Recipient Number: Enter the Sub-Recipient Grant Number

Modification Number: Please enter the number of Modifications that have been issued Ex. Modification #3

Grant Identifier: Please include the Funding Source and the Grant Year. Ex. HSGP2020

Period of Performance: Please include the current Period of Performance that has been approved for the grant.

Budget Details:

Current Budget: Please include the amount that is currently awarded for the grant.

Change/Federal: Please include the amount of the change. Example +$400.00.

New Budget: Please include the amount of the modification.

Statement of the Modification-Will Not Change

Approval from Grantee-Name of the MOHS Executive Director

0. Name of the Authorized Sub-Recipient Official-Name of the Authorized Signatory Official (Not the SGA or other
Agency Personnel.

11. Signature of the Grantee and Date: Signature of the MOHS Executive Director

12. Signature of Authorized Sub-Recipient Official-Signature of the Signatory Official (Not the SGA or other Agency

Personnel.
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MS OFFICE OF HOMELAND SECURITY
BUDGET MODIFICATION COST SUMMARY SUPPORT SHEET

1. Sub-Recipient Agency:

2. Sub-Recipient Grant Number:

3. Muodification Effective Date:

4. Grant Budget Category

5. Grant Budget Detail

6. Revised Budget

Federal

All Other

Total

Salary & Wages:
Original Grant Amount $
Revized Grant Amount $

$

$0.00

Fringe: (If Applicable)
Original Grant Amount $
Revized Grant Amount $

50.00

Contractual Services:
Original Grant Amount $
Revized Grant Amount $

$0.00

Travel:
Original Grant Amount §
Revized Grant Amount $

50.00

Equipment:
Original Grant Amount $
Revized Grant Amount $

50.00

Commodities/Supplies:
Original Grant Amount §
Revised Grant Amount $

50.00

Other Costs:
Original Grant Amount
Fevized Grant Amount

50.00

NP =R WD =

| TOTALS

[s

[50.00

[s

Sub-Recipient Agency: Enter the name of the Agency

Sub-Recipient Grant Number: Enter the Grant Number for the Agency
Modification Effective Date: Enter the date of the Modification

Grant Category: Please add in the information of the grant that is changing.
Original Amount: Example: $700.00
Revised Amount: Example: $750.00
Grant Budget Detail. Enter any details for the change. Example. (5) Kenwood Mobile Radios @ $125.00 each.
Revised Budget: Enter the amount of the revised budget.
Add in the Federal Amount

All Other: Should remain $0.00

Total: Total of the amount for each category.
Total: Please add in the totals at the bottom of the form.

Once form has been submitted to the MOHS email address at: mohsgrants@dps.ms.gov., the form will be reviewed and
approved. Once the form has been executed, a copy will be emailed back to the Sub-Recipient for their files.
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MOHS Request for Change: (If Applicable)

Please fill out each section on the Request for Change Form. This form should be used when an Agency is wanting to make
a minor change to an item in the budget. This should be no change to financial costs. Example: Change in Equipment
when an item is needing a revision such as change in type, change in number, etc.

Homeland Security Grant Program
Request for Change

Date:

Grant Number:

Agency:

Sub-Recipient Grant Administrator Name:

Sub-Recipient Grant Administrator Email:

Amount of Grant:

Sl AW IN=

7

Item Change Requested: " *

Please describe why the Agency is requesting a change for the grant referenced above:

8.

Attach a copy of supporting documentation for the change. (Quotes, Bids, Purchase Order, Invoice)
Please return form to MOHS Grants at: mohsgrants(@ dps.ms.gov

Request for Change Version 1

Date: Date of the Request for Change

Grant Number: Grant Number for the Grant requesting the Change

Agency: Include the Agency Name

Sub-Recipient Grant Administrator Name: Please include the name of the person that is assigned as the SGA
Sub-Recipient Grant Administrator Email: Please include email address of the person that is assigned as the SGA.
Amount of the Grant: Please include the amount that the grant was awarded.

Item Change Requested: Please include the item to be requested.

Please describe why the Agency is requesting a change for the grant referenced above. Note: Please submit
supporting documentation

PN R WD =

Once form has been submitted to the MOHS email address at: mohsgrants@dps.ms.gov., the form will be reviewed and
approved. A copy will be emailed back to the Sub-Recipient for their files.
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MOHS Request for Extension: (If Applicable)

Please fill out each section on the Request for Extension Form. This form should be used when an Agency is wanting to
extend the grant to allow additional time to complete grant activities. This should be no change to financial costs. Example:
Equipment manufacturing is slow and will not be able to be received until after the period of performance, the Agency will
receive equipment after the grant ends.

NOTE: Grant Extensions will not be approved unless all grant reporting and program activities are within compliance. If
grant is out of compliance with reporting, the Request for Extension will be denied, until all reporting has been up to date.

Homeland Security Grant Program
Request for Extension

Date:

Grant Number:

Agency:

Sub-Recipient Grant Administrator Name:

Sub-Recipient Grant Administrator Email:

S el E AT ES

Amount of Grant:

Date of Extension for Grant to be Extended: 7 -

Please describe why the Agency 1s requesting extension for the grant referenced above:

8.

Attach a copy of supporting documentation for the change. (Quotes, Bids, Purchase Order, Invoice)
Please return form to MOHS Grants at: mohsgrants@dps.ms.gov

Request for Extension Version |

Date: Date of the Request for Change

Grant Number: Grant Number for the Grant requesting the Change

Agency: Include the Agency Name

Sub-Recipient Grant Administrator Name: Please include the name of the person that is assigned as the SGA
Sub-Recipient Grant Administrator Email: Please include email address of the person that is assigned as the SGA.
Amount of the Grant: Please include the amount that the grant was awarded.

Item Change Requested: Please include the item to be requested.

Please describe why the Agency is requesting a change for the grant referenced above. Note: Please submit supporting
documentation

NN RN =

Once form has been submitted to the MOHS email address at: mohsgrants@dps.ms.gov., the form will be reviewed and
approved. A copy will be emailed back to the Sub-Recipient for their files.

42|Page


mailto:mohsgrants@dps.ms.gov

MOHS Request for Pre-Approval of $50,000.00 and Over Procurement: (If Applicable)

Please fill out each section on the Request for Pre-Approval of $50,000.00 and Over Procurement. This form should be used
when an Agency is wanting to extend funds for items over $50,000.00. Agency should follow local, state, and federal
procurement for any items purchased with funds.

Mississippi Department of Public Safety
Office of Homeland Security

REQUEST FOR PRE-APPROVAL OF $50,000 and OVER PROCUREMENT

1. Total Estimated Cost 2. Reqguesting Jurisdiction 3.  Grant Mumbser
4. Project Description 5. Date Required 6. Requesting Jurisdiction Address
7. Sub-Recipient Grant Administrator's Phaone
Name

B. Mandatory Pre-Approval ltems

A [0 Copyof Proposed Invitation to Bid or Request for Proposal document
B. [ Copy of Proposed Adverfisement or Public Nolice

C. [ Copyof Award Selection Criteria

0. [ IfMoncompetitive, attsch Request for Moncompeitive Procurement

E. [] Listof Bids Received
9. Other: Provide any addiional information which needs to be considered when evaluafing approval of this procuremsant.

10. Jurisdicfion Signatory Auwthority or Authorized | certify to the best of my knowledge and belief, that all the
Representative Mama and Tille (typed or printed) information on this request, including any attechment, is true and
accuraie
Signature Date
Mississippi Office of Homeland Security
. [[] Returned for Furttver Jusfification Diate
11. [ Approved [Disapproved ‘ (See back)
12. SAA Point of Contact or Authorized Representative Diate

Request for Equipment over $50,000.00
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MOHS Sole Source: (If Applicable)

MISSISSIPPI OFFICE OF HOMELAND SECURITY
SOLE SOURCE PROCUREMENT FORM

Sole source procurement 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(c) in the Uniform Administrative Requirements, Cost Principles, and Audit Requirements
for Federal Awards.

The use of sole source procurement is discouraged and should only be used if comparable items are unavailable. Sole source procurement
will be awarded only under exceptional circumstances and must follow precisely the procedure set forth in the Mississippi Procurement
Manual (3.109-3.109.04-Effective 1/1/2018) and the federal requirements.

Conditions for Use of Sole-Source / Research Procurement(s) Sole-source procurement is not permissible unless a requirement
is available from only a single supplier. A requirement for a particular proprietary item does not justify sole-source
procurement if there is more than one potential bidder or offerer for that item.

If a sub-grantee is considering a sole source procurement for an item, it is the responsibility of the sub-grantee to follow all procurement
roles.

1. All sole source procurement requires the prior written approval of the Mississippi Office of Homeland Security-State
Administrative Agency (SAA).

2. Submit the Sole Source Procurement form with the sub-grantee Signatory Official signature prior to purchase and follow
the requirements according to dollar amounts as outlined in the Mississippi Homeland Security Grant Program

Procurement Procedures.

3. Send the form to the following address to the Mississippi Office of Homeland Security at mohsgrants@dps.ms.gov.

4. Upon review and receipt of the Sole Source Procurement form, a response will be provided to your agency via email.

Q

(&
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SOLE SOURCE PROCUREMENT FORM

Grant Number:

Sub-Grantee Name:

This form must also contain sufficient documentation to justify the request and should address the following information:

e  Brief description of the program and need for the item.

e Complete description of requested item(s) as they are listed in the grant application, and costs for which the sole source
procurement is being sought.

e Explanation of need to contract noncompetitively to include the expertise of the contractor, management, responsiveness,
knowledge of program, and experience of contractor personnel.

e Time constraints such as when contractual coverage is required and why, impact on the program if dates are not met, time it

would take another contractor to reach the same level of competence (equate to dollars if desired).

e  Uniqueness of the item:

e  Other points that should be expressed to substantiate the request.

e A declaration that this action is in the “best interest” of the agency.

Sub-Grantee Financial/Procurement Officer Date
Sub-Grantee (SGA) Project Director Date
Mississippi Office of Homeland Security Date

Executive Director
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Environmental and Historic Preservation Screening Form
All Non-Profit Grants will have a EHP Form Required

SECTION A. PROJECT INFORMATION
DHS Grant Award Number: EMW-202X-XX-XXX

Grant Program: Homeland Security Non-Profit Grant Program

Grantee: Mississippi Office of Homeland Security

Grantee POC: MOHS Grants Department

Mailing Address:

E-Mail:

Sub-Grantee:

Sub-Grantee POC: 2.
Mailing Address: 3.

E-Mail: 4,

Estimated cost of project: 5.

Project title: 6.

Project location (physical address or latitude-longitude): 7.

Project Description. Provide a complete project description. The project description should contain a summary of what specific action is
proposed, where it is proposed, how it will be implemented. Include a brief description of the objectives the project is designed to
accomplish (the purpose), and the reason the project is needed. Use additional pages if necessary. If multiple sites are involved, provide
the summary for each site:

Sub-Grantee: Please include name of agency, district or non-profit organization

Sub-Grantee POC: Please include the name of the person that is the main Point of Contact (POC) for the grant.
Mailing Address: Please include the physical mailing address for the location of the project.

Email: Please include the email address for the POC of the project.

Estimated Cost of the Project: Please include the amount of the grant.

Project Title: Provide a title for the project. Ex. New Faith Church

Project Location: Provide the physical location of the project, please include, if possible latitude and longitude
location.

8. Project Description: Please include a description of the project, plans for the project, such as building or installing
equipment. Please be as detailed as possible of the equipment being installed, reasons for the installation and details
that may be pertinent to the project.

Nk W=
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Environmental and Historic Preservation Screening Form
All Non-Profit Grants will have a EHP Form Required. Some HSGP may required an EHP Submission.

SECTION B. PROJECT TYPE

Based on the proposed project activities, determine which project type applies below and complete the comresponding sections that follow.
For multi-component projects or those that may fit into multiple project types, complete the sections that best apply and fully describe all
major components in the project description. If the project involves multiple sites, information for each site (such as age of structure,
location, ground disturbance, etc.) must be provided. Altach additional pages to this submission, if needed.

1. Purchase of equipment. Projects in this category involve the purchase of equipment that will require installation on or in a
building or structure. Complete other portions of Section B as needed. Complete Section C.1.

a Training and exercises. Projects in this category involve training exercises with any field-based components, such as drills or
full-scale exercises. Complete Section C.2.

3 Renovations/upgrades/modifications or physical security enhancements to existing structures. Projects in this category
involve renovations, upgrades, retrofits, and installation of equipment or systems in or on a building or structure. Examples
include, but are not limited to: interior building renovations; electrical system upgrades; sprinkler systems; vehicle exhaust
systemns; closed circuit television (CCTV) cameras; security fencing; access control for an area, building, or room; bollards;
motion detection systems; alarm systems; security door installation or upgrades; lighting; and audio-visual eguipment (projectors,
smart boards, whiteboards, monitors, displays, and projector screens). Complete Section C.3.

4. | Generator installation. Projects in this category involve installation of new or replacement generators, to include the concrete
pads, underground fuel and electric lines, and if necessary, a fuel storage tank. Complete Section C.4.

5. New construction/addition. Projects in this category involve new construction, addition to, or expansion of a facility. These
projects involve construction of a new building, or expansion of the footprint or profile of a current structure. Complete Section
C.5.

8. Communication towers, antennas, and related equipment. Projects in this category involve construction of new or

replacement communications towers, or installation of communications-related eguipment on a tower or building or in a
communications shelter or building. Complete Section C.6.

7 Other. Projects that do not fit in any of the categories listed above. Complete Section C.7.

Please review Section B and mark the number on the left to which your project best fits for this EHP submission. In most
cases, the selection will be number (1) one and (3) three.
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Environmental and Historic Preservation Screening Form

SECTION C. PROJECT TYPE DETAILS
Check the box that applies to the proposed project and complete the corresponding details.

1. Purchase of equipment. If the entire project is limited to purchase of mobile/portable equipment and there is no installation
needed, this form does not need to be completed and submitted.

a. Specify the equipment, and the quantity of each:

b. Provide the Authorized Equipment List (AEL) number(s) (if known):

¢. Complete Section D.

2. Training and exercises. If the training is classroom and discussion-based only, and is not field-based, this form does not need
to be completed and submitted.

a. Describe the scope of the proposed training or exercise (purpose, materials, and
type of a activities required):

b. Provide the location of the training (physical address or latitude-longitude):

¢. Would the training or exercise take place at an existing facility which has established
pracedures for that particular proposed training or exercise, and that conforms with existing
land use designations? Yes No

* If yes, provide the name of the facility and the facility point of contact
(name, telephone number, and e-mail address):

* If no, provide a narrative description of the area where the training
or exercise would occur (e.g., exercise area within four points
defined by latitude/longitude coordinates):

* Does the field-based training/exercise differ from previously
permitted training or exercises in any way, including, but not limited
to frequency, amount of faciliies/land used, materials or equipment
used, number of participants, or type of activities?

* If yes, explain any differences between the proposed activity and
those that were approved in the past, and the reason(s) for the
change in scope:

* If no, provide reference to previous exercise (e.g., FEMA grant
name, number, and date):

d. Would any equipment or structures need to be installed to facilitate
training?

* If yes, complete Section D

3. | Renovations/upgrades/modifications, or physical security
enhancements to existing structures. If so, Complete Section D.

4. Generator installation.

W

. Provide capacity of the generator (kK\W):

o

. Identify the fuel to be used for the generator (diesel/propane/natural gas):

0

. Identify where the fuel for the generator would be stored (e.g. stand-alone
tank, above or below ground, or incorporated in generator]:

[=8

. Complete Section D.

5. New construction/addition.

4

Provide detailed project description (site acreage, new facility square
footage/number of stories, utilities, parking, stormwater features, etc):

b. Provide technical drawings or site plans of the proposed project: L_| Attached

24

Complete Section D.
6. | Communication towers, antennas, and related equipment.

a. Provide the current net height (in feet above ground level) of the existing
tower or building (with current attached equipment):

b. Provide the height (in fest above ground level) of the existing tower or
building after adding/replacing equipment:

Please review Section C and fill out the sections that best fit the project. In most cases, it will be section (1) one.
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Environmental and Historic Preservation Screening Form

Section 6 D: Will only be filled out for new construction or communication towers.

SECTION D. PROJECT DETAILS
Complete all of the information requested below.

1. | | Project Installation
a. Explain how and where renovations/upgrades/modifications would take place, or where equipment/systems will be

installed:

L | Yes .| No

b. Would ground disturbance be required to complete the project or training?
* If Yes, provide total extent (depth, length, and width) of each ground-disturbing activity. Include both digging and trenching

For example, light poles and fencing have unique ground-disturbing activities (e.g., six light poles, 24" dia. x 4° deep;
trenching 12° x 500° x 18" deep; 22 fence posts, 12" diameter x 3° deep, and 2 gate posts, 18" diameter x 3' deep):

* If yes, describe the current disturbed condition of the area (e.g.,

parking lot, road right-of-way, commercial development):
Ll Yes _| Mo

c. Would the equipment use the existing infrastructure for electrical distribution systems?

* If no, describe power source and detail its installation at the site:

Age of structure/building at project site

a. Provide the year existing building(s) or structure(s) on/in/'nearest to the location
involved in the proposed project was built:
* If the building or structure involved is over 45 years old and

significant renovation, rehabilitation, or modification has occurred,
provide the year(s) modified and briefly describe the nature of

the modification(s):
b. Are there any structures or buildings that are 50 years old or older in or adjacent to the project

| Yes Mo

area?

* If yes, provide the location of the structure(s), ground-leve! color
photographs of the structure(s), and identify their location(s) on an

aerial map:

c. |s the project site listed in the National Register of Historic Places
(Mational Register), or in/near a designated local or National Register
Historic District? The internet address for the National Register
| Yes No

is: hitp:fnrhp.focus.nps.gov/
* If yes, identify the name of the historic property, site and/or district
and the National Register document number:

Fill out with as much detail as possible, to describe the installation and structure of where the equipment will be installed.
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Environmental and Historic Preservation Screening Form
3. Site photographs, maps and drawings
a. Altach site photographs. Site photographs are required for all projects.
Use the following as a checklist for photographs of your project. Attach

photographs to this document or as accompanying documents in your
submission.

+ Labeled, color, ground-level photographs of the project site: | Required

+ Labeled, color photograph of each location where equipment would be
attached to a building or structure: | Required

+ Labeled, color aerial photographs of the project site: || Reguired

+ Labeled, color aerial photographs that show the extent of ground
disturbance (if applicable): || Attached

+ Labeled, color ground-level color photographs of the structure from
each exterior side of the building/structure (applicable only if building/

structure is more than 45 years old): | Attached
b. Are there technical drawings or site plans available? | ves Mo
+ |fyes, attach: | Attached

Appendix A has guidance on preparing photographs for EHP review

4. Environmental documentation

a. Is there any previously completed environmental documentation for
this project at this proposed project site (e.g., Environmental
Assessment, or wetland delineation, or culturallarchasological study)? | ves | MNo

+ |f yes, attach documentation with this form: || Attached

b. Is there any previously completed agency coordination for this project
(e.g., comespondence with the U.S. Fish and Wildlife Service, State

Historic Preservation Office, Tribal Historic Preservation Office)? | ves Mo
+ If yes, attach documentation with this form: | Attached
c. Was a NEPA document prepared for this project? | Yes Mo

+ |If yes, what was the decision? (Check one, and please attach):

Finding of Mo Significant Impact (FONSI) from an Environmental Assessment (EA) or
Record of Decision (ROD) from an Environmental Impact Statement (EIS).

MName of preparing agency:

Date Attached:

Please fill out Section 3, with site photographs, maps and or drawings.
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Environmental and Historic Preservation Screening Form
Guidance on Providing Photographs for Site Location and Equipment Installations

Appendix A. Guidance for Supporting Photographs for EHP Grant Submissions

Photographs are a vital component of the EHP review process and add an additional level of understanding about the nature and scope of the
project. They also provide pre-project documentation of site conditions. Please follow the guidance provided below when preparing
photographs for your EHP submission. The following pages provide examples of best practices used in earlier EHP submissions.

Minimum requirements for photographs

1. Photographs should be in color.

2. Label all photographs with the name of facility, location (city/county, state) and
physical location (physical address or latitude-longitude).

3. Label the photographs to clearly illustrate relevant features of the project, such as
location of installed features (e.g., cameras, fences, sirens, antennas, generators)
and ground disturbance. See examples below.

4. |dentify ground disturbance. Adding graphics to a digital photograph is a means to
illustrate the size, scope and location of ground disturbing activities.

Best Practices

1. Provide photographs in a separate file.

2. Place no more than 2 pictures per page.

3. Compressing pictures files (such as with Microsoft Picture Manager)1 or saving the file in PDF format will reduce the size of the file and
facilitate e-mail submissions.

4. Identify the photograph file with the project name so that it can be matched to the corresponding FEMA EHP screening form.

5. Maximum file size for enclosures should not exceed 12 MB. If the total size of files for an EHP submission exceeds 12 MB, send the
submission in multiple e-mails.

6. If necessary, send additional photographs or data in supplemental e-mails. Please use the same e-mail subject line with the additional
label: 1ofx, 2ofx, ... xofx.

Options for Creating Photographs

. Obtain an aerial photo. There are multiple onling sources for aerial photographs.

. For the aerial photo, use the screen capture feature (Ctrl + Print Screen keys) and copy the image to photo editing software, such as
Paint, or PhotoShop.1 Use that software to crop the image so the photo has the content necessary.

. Open PowerPoint, or other graphics-oriented software, and paste the aerial or ground-level photograph on the canvas.

. Use drawing tools, such as line drawing and shapes, to indicate the location of project features (for example: fencing, lighting, sirens,
antennas, cameras, generators).

. Insert text to label the features and to label the photograph.

. Use drawing tools to identify ground-disturbing activities (if applicable).

. Save the file with the project name or grant number so that it can be appropriately matched to the corresponding FEMA EHP screening
form. Include this file with the EHP screening when submitting the project.

o L3 D =

=~

Examples of Labeling for EHP Submission

Figure 1. Example of labeled, color aerial photograph.

Amytoam Town Hall, 123 Main Sereet, Anytown, State

Ground-level photographs. The ground-
level photograph in Figure 2 supplements
the aerial photograph in Figure 1, above. B et | 2 Mar
Combined, they provide a clear . S
understanding of the scope of the project.
This photograph has the name and address
of the project site, and uses graphics to
illustrate where equipment will be installed.

Figure 2. Example of ground-level photograph showing proposed
attachment of new equipment.
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Examples of Labeling for EHP Submission

Ground-level photograph with equipment
close-up. Figure 3 includes a pasted image
of a CCTV camera that would be placed at
the project site. Using desklop computer
software, such as PowerPoint,1 this can be
accomplished by inserting a graphic symbol
(square, triangle, circle, star, etc.) where the
equipment would be installed. This example
includes the name and location of the site.
The site coordinales are in the degree-
minute-second format.

Interior equipment photographs.
The example in Figure 6 shows the
use of graphic symbols to represent
security features planned for a
building. The same symbols are used
in the other pictures where the same
equipment would be installed at other
locations infon the building. This
example includes the name of the
facility and its physical address.
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Appendix A. Supporting Photographs for EHP Grant Submissions

Abc Tower Site, Some County, State: 12° 34’ 56.7" N,
, 45°67 89127 W

New CCTV
Camera

Figure 3. Ground-level photograph with graphic showing
proposed equipment installation.

A camera will be added
in the upper right
corner and a proximity
door acoess reader will
be added for access
control

Figure 6. Interior photograph showing proposed location of new
equipment.



Mississippi Office of
Homeland Security Grants
Department
Contact Information

All Reports, Reimbursements and Grant Requirements should be
emailed to the MOHS Grants Department email address:

mohsgrants@dps.ms.gov

Beth Loflin-Finance and Grants Director
* Email Address: beth.loflin@dps.ms.gov

Rachel Day- Grants Administrator (Grants Program Management-Homeland)
o Email Address: rday@dps.ms.gov
o Phone Number: (601) 987-1248

Kayla Stewart (Grants Program Management-Homeland)
* Email Address: ksstewart@dps.ms.gov
* Phone Number: (601) 987-1217

Catrina Stamps (Grants Program Management-Non-Profit)

* Email Address: cstamps@dps.ms.gov
* Phone Number: (601) 987-1247
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	This section explains the requirements involved in administering the Grant Agreement budget.
	Fixed Cost:  The grant may authorize payment of an agreed upon fixed amount not subject to modification. Payments are made periodically at agreed upon intervals, or once - upon completion of the project. If this method is used, there must be a detaile...
	Maximum Amount Eligible for Reimbursement: MOHS policy requires all agreements include a ‘maximum amount eligible for reimbursement. This maximum amount is the grant reimbursable amount and is MOHS’s share of the estimated project cost. The budget spe...
	Increased Costs: If costs exceed the awarded amount in the contract, reimbursement will not be authorized. The MOHS will send a letter notifying the Sub-Recipient. All Grant Agreement budgets must contain at a minimum, the following information:
	Personal Services (if applicable): Salaries & Wages--The agreed amount to be paid by federal share and amount to be paid as state or local match.  The personnel section lists each position by title, showing the yearly salary and the percentage of time...
	Regular/Overtime Rate: Overtime hours for personnel is considered over and beyond normal shift hours.  The overtime pay rate for personnel is based on actual cost per employee (including straight time hours if personnel does not qualify for overtime r...
	Official Duty Station: The city, town, or other location where the employee's regular place of work is located, or the city, town, or location where the employee's primary work is performed on a permanent basis. If the employee regularly works in two ...
	Contractual Services:
	Installation cost – associated with equipment installation such as radio, camera, etc. Documentation must be provided for any amount claimed.
	Commodities:
	Equipment: The actual cost for equipment necessary for the successfully implementation of the project/program.  Itemize each type of equipment and show cost per item.  Provide information on why the equipment purchase is needed and how it will enhance...
	Unallowable Program Administration:
	 Entertainment costs, including amusement and social activities and expenses directly associated with such costs (such as tickets to shows or sports events, meals, lodging, rentals, transportation, and gratuities). (2 CFR § 200.438)
	Lobbying:  Federal - the cost of influencing the U.S. Congress and Federal agency officials for activities associated with obtaining grants, contracts, cooperative agreements, or loans.

