	(
	
	Subgrant Award Enclosures and Requirements Checklist

	
	1
	Review Training Session Schedule

	
	2
	Review Award Cover Letter 

	
	3
	Review & Sign Sub-grantee Award Form

Please verify information and make changes if applicable to the Sub-grantee Award document

	
	4
	Review, Complete & Sign Signature Authorization Form 

	
	5
	Review, Complete & Sign Assurances and Certifications (forms in blue)

· Certification of EEOP

· Disclosure of Lobbying

· Certifications of Lobbying, Debarment, Suspension, Drug-Free Workplace

· General Assurances

	
	6
	Review Award Requirements Booklet

	
	7
	Review Authorized Expenditure List (AEL)

· Phases 2, 7, 8, 11, 12, 13, 14 – AEL not included in packet - PENDING

· Will be provided as soon as specifications are completed by committee

· Upon completion of specifications – equipment & trailers will be put out for bid

· Phases 3, 4, 6, 9, 10, 15 – Budget Detail Worksheet based upon original applications and items approved by the Committee is included in packet and also serves as the AEL

· Phases 5 & 17 – The Office for Domestic Preparedness AEL is included in packet

	
	8
	Complete and Submit Budget Detail Worksheet

· Phases 2, 7, 8, 11, 12, 13, 14 – Will be provided pending completion by committee

· Phases 3, 4, 6, 9, 10, 15 – Approved Budget Detail Worksheet included in packet

· Phase 5 - Submit Budget Detail Worksheet based upon AEL by October 31, 2003

· May submit same items included in the original application OR
· May submit any items from the AEL commensurate with capabilities and training plan

· Phase 17 - Submit Budget Detail Worksheet based upon AEL by October 31, 2003

· Should be currently forming Working Group

· Submit prioritized expenditure list and community homeland security plan

· May submit any items from the AEL commensurate with capabilities and training plan

	
	9
	Complete and Submit Monthly Status Report (MSR) – due by the 10th
· Submit the MSR to describe grant progress and status each month

· Add equipment to inventory list

· Request reimbursement of grant expenditures (documentation required) 

· Phases 3, 4, 6, 9, 10, 15 – Approved Budget Detail Worksheet used to pre-populate the MSR item list

· Make as many copies as needed to assist with future submission of report

· Pre-populated electronic copy in Microsoft Excel format will be provided upon request

· To request the Excel version, send an email to tferguso@dps.state.ok.us, be sure to include: Award Number, Entity Name, Contact Name, Email and Telephone Number

· Phases 2, 7, 8, 11, 12, 13, 14 – Use the blank MSR form to report training and other pertinent information until specificiations are completed and pre-populated form is provided

· Phase 5 - Use the blank MSR form to report training and other pertinent information until a pre-populated form is provided based upon approved Budget Detail Worksheet items

· Phase 17 - Use the blank MSR form to report working group status, homeland security plan progress, training, and other pertinent information until a pre-populated form is provided based upon approved Budget Detail Worksheet items

· A blank copy of the form is included in packet and is also available on the OKOHS website

	
	10
	Other Forms Included in Packet

· Equipment Disposition Form – for use by all phases as needed
· Regional Response Area Map and Included County List
· Forms may also be downloaded from the OKOHS website, News/Publications Page
http://www.youroklahoma.com/homelandsecurity/news.php

	
	11
	Training Sessions: 

· Sept 10th - Tulsa, 1:00 – 4:00 PM at OSU – Tulsa Auditorium - 700 North Greenwood
· Sept 11th - Oklahoma City, 1:00 – 4:00 PM – MetroTechnology Center Auditorium – 1900 Springlake

	
	
	Submit all Original Signed Documents to: 
Questions?
Oklahoma Office of Homeland Security
Call (405) 425-7296

P.O. Box 11415

Oklahoma City, OK  73136-0415







































































































































