
1 

Back to Index 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GRANTEE GUIDELINES 
Ohio Developmental Disabilities Council 

August 1, 2016 
  



2 

Back to Index 

MISSION: 
It is the mission of the Ohio Developmental Disabilities Council to create change 

that improves independence, productivity and inclusion for people with 
developmental disabilities and their families in community life, especially for 

those considered by law to be un/underserved. 
 

PHILOSOPHY: 
People with developmental disabilities have the right to be productive, 

interdependent, members of their communities and of society at large. The Ohio 
Developmental Disabilities Council recognizes: 

 

¶ The fundamental role of families in making choices and decisions for their 
minor children 

¶ Needs for training and support so families can meet their ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎ 
effectively and can be effective advocates for their children 

¶ The right of adult individuals with developmental disabilities to make 
choices about where and with whom they will live and how they will spend 
their time 

 
WE BELIEVE THAT: 

¶ All people in our society have a basic responsibility to accept and 
understand people with developmental disabilities 

¶ People with developmental disabilities have the same hopes, aspirations, 
feelings, desires, experiences, successes, and failures as other people 

¶ It is essential that people with developmental disabilities have the right to 
be treated with personal respect and dignity-the same way other members 
of society are treated 

¶ Individuals with disabilities have the right to make choices and decisions 
about their lives and to participate fully in community life 

¶ Assistance must be available when it is needed and to the degree 
necessary, as determined by the individual with the disability or the 
ƛƴŘƛǾƛŘǳŀƭΩǎ ŦŀƳƛƭȅ 

¶ Family and friends are essential to personal development, happiness, and 
survival 

¶ No characteristics or features of people with developmental disabilities 
requires our basic hopes and aspirations for them to be less than those we 
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have for other people or requires them to be served in settings or ways that 
set them apart from other citizens 

¶ Aggressive strategies should be taken to reach people with developmental 
disabilities that are un/underserved. 

 
²I!¢Ω{ Lb 9!/I {9/¢LhbΚ 
 
Program Requirements -  This section includes information about what is required 

of each grant application, including important 
information about person first language, including 
people with disabilities, reaching un/underserved 
communities, and performance measures.  

 
Fiscal Requirements -  This section explains how Council funds may be used to 

support a grant project and includes important 
information about what information is needed in a 
budget included as part of a grant application. 

 
General Requirements -  This section includes important information about the 

rules and requirements for every grantee of the Ohio DD 
Council. Important policies and procedures adopted by 
the Ohio DD Council are also included in this section.  

 
DD Suite Instructions -  This section contains step-by-step instructions on how to 

create an account, join or create an organization, and 
apply for one or more of the projects listed in the State 
Plan Language section. 

 
Grant Forms -  This section includes all of the pertinent forms that are 

included in the grant application or grant management 
process.  
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PROGRAM REQUIREMENTS 
 
In addition to completing the main objectives of a particular project, all grants of 
Council have minimum program requirements. These include requirements for all 
project activities to be accessible to people with disabilities, to actively seek 
participation in project activities from unserved or underserved communities, to 
include language that is respectful to people with disabilities (Person-First 
Language), and other requirements, such as periodic program and expense 
reporting and submission of continuation grant application materials. 
 
PERIODIC PROGRAM & EXPENSE REPORTS 
 
All grant projects of the Council are required to submit a periodic program and 
expense report. The number of reports and due date for reports depends on the 
amount of the grant award received from the Council. Generally, reports are due 
on the last business day of the month that follows the end of a completed project 
period. The following chart shows the funding amounts and appropriate project 
periods.  
 
  

Funding Amount 
(Federal) 

Period Length Due Date 

$15,999 or Less 12 Months Last Business Day of 13th 
Month 

$16,000 to $50,000 6 Months Last Business Day of 7th 
Month and 13th Month 

$50,001 and greater 3 Months Last Business Day of 4th 
Month, 7th Month, 10th 
Month, and 13th Month 

 
 
Program and expense reports are completed and submitted through the DD Suite. 
Users can access the reports through the Reports Module contained on the 
Dashboard (Note: Only users who have been assigned or added to a grant project 
will be able to gain access to the reports needed for that project).  
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Program reports are based on the Outcomes, Activities and Performance 
Measures that applicants provided as part of their Work Plan during the grant 
application process. Each program report should include a general summary of 
ǘƘŜ ǇŜǊƛƻŘΩǎ ƳŀƧƻǊ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎ ƻǊ ŀŎƘƛŜǾŜƳŜƴǘǎ ƻǊ ǿƘŜǘƘŜǊ ǘƘŜ ǇǊƻƧŜŎǘ Ƙŀǎ 
experienced major barriers. Periodic reports that do not include a summary of the 
ǇŜǊƛƻŘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ƎǊŀƴǘŜŜǎ ŦƻǊ ƳƻŘƛŦƛŎŀǘƛƻƴǎΦ  
 
Updates provided in a periodic report should be specific to that period and should 
be written so that someone who is not familiar with the project can understand 
the activities and performance of the grant. Grantees will need to maintain 
written documentation of all activities and performance measures that are 
reported in the program report. For example, if a grant cannot show 
documentation for how many individuals participated in a grant activity, those 
individuals should not be included in any counts provided through a performance 
measure. 
 
DUPLICATION: 
 
Duplication occurs when some-one or some-thing has been counted twice under 
the same performance measure (output) within a year. This is true even in cases 
where a project work plan has been structured to include the same performance 
measure under multiple objectives. For example, if a grant includes the same 
performance measure under Objectives 1 and 2 of a project, a person or thing 
that has been included under one objective cannot be counted again under the 
separate objective. This also applies to objectives in all project periods within a 
project year.  
 
Example: Project A plans to hold four trainings in a year. At the first training, the 
sign in sheet for Project A shows the following people attended the training: 
 

Name Address Are you paid with federal 
funds to participate in 
this project? 

Joe S. 123 High St., Akron N 

Karen Carpenter 1340 S. Main St., Canton N 

Holly Patterson  Y 

Jeff Johnson 450 E. 10th St., Cleveland N 
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At a different training the following period, Project A collects the following names 
on their sign-in sheet: 
 

Name Address Are you paid with federal 
funds to participate in 
this project? 

Kevin Wallace 239 Lincoln St., 
Westerville 

N 

Joseph Smith 123 High St., Akron N 

Molly Johnson 450 E. 10th St., Cleveland N 

Cindy Smith 123 High St., Akron N 

 
Based on the two sign in sheets, the project would count four (4) participants in 
their training in the first period. However, the project would only count three (3) 
participants in their training in the second period because it is evident that Joe S. 
and Joseph Smith are the same person. 
 
Individuals who are paid with federal funds to participate in the project are 
allowed to be counted towards the output or performance measure. However, if 
the project is generating in-kind match through program participation, individuals 
who are paid with federal funds will need to be subtracted from the match 
calculation. 
 
It is up to each grantee to ensure they have not duplicated their performance 
measures. This is achieved through proper documentation. 
 
OUTREACH 
 
Federal law requires that Councils make an aggressive effort to demonstrate that 
projects are reaching the unserved or the underserved. The Ohio DD Council 
places great emphasis on this requirement and applicants and grantees who do 
not take proactive steps to ensure that project activities contain active efforts to 
include unserved or underserved populations will not succeed.  
 
The terms unserved and underserved include populations such as: 
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¶ Individuals from racial and ethnic minority backgrounds; 

¶ Disadvantaged individuals; 

¶ Individuals with limited English proficiency; 

¶ Individuals from underserved geographic areas (rural or urban); and 

¶ Specific groups of individuals within the population of individuals with 
developmental disabilities, including individuals who require assistive 
technology in order to participate in and contribute to community life. 
 

It is not enough to classify people with disabilities as disadvantaged individuals. 
Grantees must be more targeted in their efforts, based on the above criteria. In 
this 5-Year Plan, the Ohio DD Council is interested in how projects can provide, to 
the extent it is available, information on the status of individuals with 
developmental disabilities from culturally and linguistically diverse backgrounds, 
including any information on disparities. 
 
To ensure that all projects include active efforts to reach the identified unserved 
or underserved community for their grant, applicants will be required to include a 
specific Objective and Activities related to their strategy to incorporate and 
include unserved or underserved communities. This requirement is in addition to 
ǘƘŜ hǳǘƭƛƴŜ ǉǳŜǎǘƛƻƴ ŘŜŘƛŎŀǘŜŘ ǎǇŜŎƛŦƛŎŀƭƭȅ ǘƻ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ǎǘǊŀǘŜƎȅ ǘƻ ǊŜŀŎƘ 
unserved or underserved communities, as follows: 
 

¶ Who are the unserved/underserved population(s) in your project area? 

¶ Identify the unserved/underserved population(s) you plan to serve. 

¶ Describe their needs and any barriers to service.  

¶ Describe the affirmative or proactive outreach activities you will perform. 
What are the expected outcomes?  

¶ List key community people/organizations you will work with to serve the 
unserved/underserved population(s).  

¶ What are your plans to sustain outreach activities? 

¶ How will you measure progress towards your outreach goals?  

¶ What process will you use to address unforeseen barriers? 

¶ To the extent possible, describe how this project will identify and report 
disparities among the populations you plan to serve, including, but not 
limited to, culturally and linguistically diverse backgrounds. 
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The purpose of the questions is to provoke applicants to do critical thinking on 
which population is considered unserved or underserved in the project area and 
how best to collaborate with and include those individuals in project activities and 
outcomes. 
 
ACCESSBILITY 
 
All program activities of the Ohio DD Council are required to be accessible to 
people with disabilities. Accessibility is not limited to physical barriers, but can 
also be applied to communication, technology and cognition. For example, 
individuals who are deaf or hard of hearing may require different types of 
interpreters to assist them to participate in project activities (communication). It 
is helpful to ask individuals with disabilities what, if any, accommodations they 
need or prefer before assuming an accommodation will be satisfactory. 
 
According to the Americans with Disabilities Act (ADA) National Network, Title III 
of the ADA recommends four priorities for barrier removal: 
 Priority 1 ς Accessible approach and entrance 
 Priority 2 ς Access to goods and services 
 Priority 3 ς Access to public bathrooms 
 Priority 4 ς Access to other items, such as water fountains 
 
Grantees are responsible for selecting sites or facilities that are in compliance 
with the ADA. Additionally, program activities need to be accessible, which could 
include alternative formats for materials to accommodate individuals who may be 
blind or vision impaired or to accommodate individuals who have a lower reading 
level.  
 
PERSON FIRST LANGUAGE: 
 
The Ohio DD Council follows the principles of Person First Language. Person First 
Language is a concept that encourages the focus of language to be based on the 
individual rather than on the disability. For example, many news reports will 
identify people with disabiƭƛǘƛŜǎ ŀǎ ŀ άŘƛǎŀōƭŜŘ ǇŜǊǎƻƴέ ƻǊ άƘŀƴŘƛŎŀǇǇŜŘ ǇŜǊǎƻƴέΦ 
Instead of placing the disability before the person, Person First Language 
ŜƴŎƻǳǊŀƎŜǎ ǘŜǊƳǎ ǎǳŎƘ ŀǎ άǇŜǊǎƻƴ ǿƛǘƘ ŀ Řƛǎŀōƛƭƛǘȅέ ƻǊ άƛƴŘƛǾƛŘǳŀƭ ǿƛǘƘ ǎǇŜŎƛŀƭ 
ƴŜŜŘǎέΦ Lƴ ǘƘƛǎ ǿŀȅΣ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ƛǎ ǘƘŜ ŦƻŎus instead of their disability. 
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!ŘŘƛǘƛƻƴŀƭƭȅΣ tŜǊǎƻƴ CƛǊǎǘ [ŀƴƎǳŀƎŜ ŜƳǇƘŀǎƛȊŜǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŀōƛƭƛǘƛŜǎΦ CƻǊ 
ŜȄŀƳǇƭŜΣ ƛǘ ǿƻǳƭŘ ōŜ ƳƻǊŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǎŀȅΣ άǳǎŜǎ ŀ ǿƘŜŜƭŎƘŀƛǊΣέ ǘƘŀƴ ƛǘ ǿƻǳƭŘ 
ōŜ ǘƻ ǎŀȅΣ άƛǎ ŎƻƴŦƛƴŜŘ ǘƻ ŀ ǿƘŜŜƭŎƘŀƛǊΦέ ¢Ƙƛǎ ƛǎ ŀ ǇƻǎƛǘƛǾŜ ŀǇǇroach to the 
language used to describe or discuss people with disabilities.  
 
The language we use shapes attitudes. Person First Language attempts to improve 
societal attitude of individuals with disabilities by emphasizing the individual and 
their abilities rather than focusing on their disabilities. Some other examples of 
Person First Language include: 
 

¦ǎŜΧ LƴǎǘŜŀŘ ƻŦΧ 

Congenital disability Birth defect 

Uses a wheelchair Wheelchair bound 

Has a disability Handicapped or 
disabled 

Deaf, hard of hearing Hearing impaired 

Down Syndrome Mongol or Mongoloid 

Person of small/short 
stature 

Dwarf or midget 

Mental illness, or the 
specific diagnosis 

Crazy, maniac or 
lunatic 

Person with epilepsy epileptic 

 
 
CONTINUATION APPLICATIONS: 
 
Generally, grant projects are for multiple years. However, grant awards are only 
for a 12 month period of time. All grants that occur over multiple years will be 
required to submit a continuation application. Subject to the performance of the 
grant, the project may be discontinued, continued with conditions, or continued 
without conditions. 
 
The continuation application will consist of an updated Project Work Plan, Project 
.ǳŘƎŜǘΣ ŀƴŘ .ǳŘƎŜǘ WǳǎǘƛŦƛŎŀǘƛƻƴΦ Lƴ ŎŀǎŜǎ ǿƘŜǊŜ ŀ ǇǊƻƧŜŎǘΩǎ ǎŎƻǇŜ ŀƴŘ ŘŜǎƛƎƴ Ƴŀȅ 
need to be altered, Council may require grantees to answer the Outline questions 
of the application again.  
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The Executive Committee of Council will consider continuation applications. In 
addition to the continuation application itself, the committee will receive a report 
from the program and fiscal staff of the Council. The report provided by the staff 
ƻŦ ǘƘŜ /ƻǳƴŎƛƭ ŜȄŀƳƛƴŜǎ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ǇǊƻƎǊŜǎǎ ǘƻǿŀǊŘǎ Ǝƻŀƭǎ ŀƴŘ 
objectives, based on the information provided by grantees in their periodic 
reports and ōŀǎŜŘ ƻƴ ǎǘŀŦŦΩǎ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘΦ ¢ƘŜ ǊŜǇƻǊǘ ǿƛƭƭ ŀƭǎƻ ƛƴŎƭǳŘŜ 
ŀƴ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊΩǎ ǇǊƻǇƻǎŀƭΦ  
 
Continuation applications may be subject to an external evaluation. The Ohio DD 
Council may opt to establish an external review team to evaluate the activities of 
the project and to make recommendations to the Council on whether the project 
is progressing as proposed and envisioned by the grantee and Council. Grantees 
will be notified if their continuation application will be submitted for external 
review and are strongly encouraged to work with Council and the external 
reviewer to ensure timely review of project activities. 
PERFORMANCE MEASURES: 
 
Included as part of the State Plan Language for each project is a list of 
performance measures the Council has identified for the proposed project. These 
measures are goals that each project should plan to meet or exceed as a result of 
the program activities that are conducted.  
 
These are new performance measures for 2017-2021. The measures have been 
created by the Administration on Intellectual and Developmental Disabilities 
(AIDD). The Administration has federal oversight responsibilities for DD Act 
programs such as the Ohio Developmental Disabilities Council.  
 
Although each project includes goals that have been identified by the Council, 
applicants and grantees are encouraged to report actual measures. For example, 
if a project experiences growth in a particular measure that is not required for the 
grant project, the applicant should add the performance measure to their 
periodic report.  
 
To assist applicants and grantees, a complete list of performance measures, 
including their description and limited definitions are provided here. These 
measures have been prepared by AIDD.  
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INDIVIDUAL and FAMILY ADVOCACY ANNUAL PERFORMANCE MEASURES 
 
IFA 1: Output Measures 
IFA 

1.1 

The number of people with developmental disabilities who participated 

in Council supported activities designed to increase their knowledge of 

how to take part in decisions that affect their lives, the lives of others, 

and/or systems 

IFA 

1.2

  

The number of family members who participated in Council supported in 

activities designed to increase their knowledge of how to take part in 

decisions that affect the family, the lives of others, and/or systems 

 
IFA 2: Outcome Measures 
IFA 

2.1   

After participation in Council supported activities, the percent of people 

with developmental disabilities who report increasing their advocacy as a 

result of Council work. 

IFA 

2.2   

After participation in Council supported activities, the percent of family 

members who report increasing their advocacy as a result of Council 

work. 

IFA 2:   Sub-outcome measures: 

IFA 2 Individual and Family Advocacy Sub-outcome Measures  

IFA 
2.2.1 

The percent of people who are better able to say what they want or 
say what services and supports they want or say what is important to 
them 
 

IFA 
2.2.2 

The percent of people who are participating now in advocacy activities 
 

IFA 
2.2.3 

The percent of people who are on cross disability coalitions, policy 
boards, advisory boards, governing bodies and/or serving in leadership 
positions. 
 

 

IFA 3 The percent of people satisfied with a project activity 

IFA 3.1 The percent of people with developmental disabilities satisfied with a 
project activity 

IFA 3.2 The percent of family members satisfied with a project activity. 
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SYSTEMS CHANGE ANNUAL PERFORMANCE MEASURES 
 
SC 1:  Output Measure  

The number of Council efforts to transform fragmented approaches into a 

coordinated and effective system that assures individuals with developmental 

disabilities and their families participate in the design of and have access to 

needed community services, individualized supports, and other forms of 

assistance that promote self-determination, independence, productivity, and 

integration and inclusion in all facets of community life. 

Notes:   

¶ Output measures are numbers that reflect Council efforts.  Data could 

include staff member efforts (activities) as well as sub-grantee efforts.   

¶ Systems change efforts are intended to be viewed as a continuum and 

could reflect community systems, statewide systems or one agency; 

systems from small to most broad.  

 
SC Sub-output measures 

SC 1.1 Policy and/or procedure changes 

SC 
1.1.1 

The number of policy and/or procedures created or changed.   

Definitions: 

Policy:  A statement of how an organization or entity intends to conduct its 
services, actions, or business.  Policies provide a set of guiding principles to help 
with decision making. 
Procedure:  A description of how each policy will be put into action.  Procedures 
often outline who will do what; what steps will be taken, and which forms to 
use. 

Policy and/or procedure change:  A policy and/or procedure change reflects a 
course of action that has the potential to create or improve policies and/or 
procedures regarding services and supports that promote self-determination, 
independence, productivity, and integration and inclusion in all facets of 
community life. 

Change:  The act of making or becoming different 

Created:  To cause to come into being. 

 

SC 1.2 Statute or regulation changes 

SC 1.2.1 The number of statute and/or regulations created or changed  
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Definitions:  

Statute:  A law or other enactment made by a legislature and expressed in a 
formal document. 

Regulation:  A rule or administrative code issued by governmental agencies at 
all levels, municipal, county, state, and federal.  Regulations are not laws, but 
have the force of law since they are adopted under authority granted by 
statutes. 

Statute and/or regulation change:  A law and/or rule or administrative code 
that has the potential to improve laws, rules, or administrative codes regarding 
services, supports, and other assistance that promote self-determination, 
independence, productivity, and integration and inclusion in all facets of 
community life. 

Change:  The act of making or becoming different  

Created:  To cause to come into being. 
 

 

SC 1.3 Promising and/or best practices 

  

SC 1.3.1 The number of promising practices created  

SC 1.3.2 The number of promising practices supported through Council 
activities  

SC 1.3.3 The number of best practices created  

SC 1.3.4 The number of best practices supported through Council activities 

Definitions: 

Promising Practice:  a practice with an innovative approach that improves upon 
existing practice and positively impacts the area of practice. The practice should 
demonstrate a high degree of success and the possibility of replication in other 
agencies or settings, but has not been tested. 

Best Practice:  A technique or methodology that, through experience and 
research, has proven to reliably lead to a desired result. 

Created:  To cause to come into being. 

Supported:  Activities funded by the Council as based on the State Plan; 
Activities planned and funded by the Council as based on the State Plan.  

 

SC 1.4 Training/Education 
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SC 1.4.1 The number of people trained or educated through Council 
systemic change initiatives 

Definition: 

Trained, or educated:  Training is an organized activity designed to give 
information and/or instructions to improve performance or help attain 
knowledge or skill; educated means to give information about something.  
This number would not include general public education (web-site hits, 
newspaper, social media, etc.) 

bƻǘŜΥ  ¢Ƙƛǎ ƴǳƳōŜǊ ǿƻǳƭŘ ǊŜŦƭŜŎǘ άƻǘƘŜǊǎ ǘǊŀƛƴŜŘκŜŘǳŎŀǘŜŘέΤ ƛǘ ǿƻǳƭŘ ƴƻǘ 
include people with DD or family member of people with DD ς these numbers 
would be reported under IFA 1.1 and 1.2 

 

SC 1.5 Collaboration 

SC 1.5.1 The number of Council supported systems change activities with 
organizations actively involved. 

 
SC 2: Outcome Measures  

SC 
2.1 

The number of Council efforts that led to the improvement of best or 
promising practices, policies, procedures, statute or regulation changes. 
(sub-measures 2.1.1;  2.1.3) 

Note:  2.1 outcomes would be considered short-term or immediate. 

SC 
2.2 

The number of Council efforts that were implemented to transform 
fragmented approaches into a coordinated and effective system that 
assures individuals with developmental disabilities and their families 
participate in the design of and have access to needed community 
services, individualized supports, and other forms of assistance that 
promote self-determination, independence, productivity, and 
integration and inclusion in all facets of community life. (sub-measures 
2.1.2;  2.1.4) 

Note:  2.2 outcomes would be considered intermediate or long-term; a 
demonstration of what the Council has been working on that has been 
transformed (result of experience). 

 
Sub-outcome measures 

SC 2 Sub-outcome Measures   
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SC 2.1.1 The number of policy, procedure, statute, or regulation changes 
improved as a result of systems change. 

Note:  Data could include statewide changes and local or organizational level 
changes. Improvement could be a result of the creation of, or a change to, a 
policy, procedure, statute, or regulation. 

SC 2.1.2 The number of policy, procedure, statute, or regulation changes 
implemented 

SC 2.1.3 The number of promising and/or best practices  improved as a 
result of systems change activities 

SC 2.1.4 The number of promising and/or best practices that were 
implemented 

Definitions  

Change:  The act of making or becoming different  

Created:  To cause to come into being. 

Implemented: To put into effect, put into action, put into practice, carry out, 
enact. 

Improved:  To make or become better, to raise to a more desirable condition, 
or quality. 
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FISCAL REQUIREMENTS 
 
MATCH 
 
Match is the contribution of the grantee towards the total project costs. This can 
include cash and in-kind contributions that could otherwise be charged to the 
grant. As a general rule, only those items eligible to be paid by the grant funds 
may be used to meet the match requirement.  
 
The amount of match required for a particular project can vary depending upon 
where the project activities will be performed. In most cases, grantee will be 
required to provide 25% of the total project costs as match. However, if project 
activities will be performed solely in a federally designated poverty county or 
counties, the match requirement will be reduced to 10% of the total project costs. 
Poverty counties are updated on an annual basis so you may want to contact 
Council fiscal staff for a current list.  
 
TYPES OF MATCH  
 
There are generally two types of match: cash and in-kind. 

 
1) Cash match includes cash spent on project-related costs. 

  
2) In-kind match includes, but is not limited to, the valuation of donated 

goods and services. "In-kind" is the value of something received or provided 
ōȅ ŀƴ άƻǳǘǎƛŘŜέ ǎƻǳǊŎŜ ǘƘŀǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀ ŘƛǊŜŎǘ Ŏƻǎǘ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ƛǘΦ 
For example, the value of a non-paid volunteer working on project-related 
activities could be used to comply with a match requirement. 

  
Federal funds cannot be used to match ODDC grant funds. Funds used to match 
an ODDC grant cannot be used as match for another federal grant.  
 
The source and amount of costs and/or the value of third-party in-kind 
contributions proposed by an applicant to meet a matching requirement must be 
identified in the application budget.  
 
BUDGET JUSTIFICATION 
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The budget justification should clearly and specifically describe each cost element 
and how each item would support the achievement of proposed objectives. 
Include any equations/formulas used for applying pro-rated costs to the grant and 
an explanation of the details of the equation. Identify costs for which federal 
funds are  
requested and those that will be provided by match. Federal funds are the ODDC 
grant funds for which the applicant is applying. Match funds are all other non-
ODDC and non-federal resources to be utilized for the grant. This includes all cash 
and non-cash (In-kind) contributions. 
 
Personnel with Fringe Benefits 
 
Provide the following information for each position identified on the budget: 

1) Name,  
2) Title,  
3) Time commitment, and 
4) A brief description of the duties and responsibilities as it relates to program 

goals and objectives 
 

¶ Fringe Benefits should be listed as a separate line item within this 
category. Provide a breakdown of the amounts and percentages that 
comprise fringe benefit costs such as health insurance, Federal 
Insurance Contributions Act (FICA) taxes, retirement insurance, taxes, 
etc. for each position. 

 
Personnel without Fringe Benefits 
 
Provide the following information for each position identified on the budget: 

1) Name,  
2) Title,  
3) Time commitment, and 
4) A brief description of the duties and responsibilities as it relates to program 

goals and objectives. 
 
Contracted/Subcontracted Services 
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Professional services may be obtained from individuals who are not employees of 
the grantee. Provide the following information for each contract/subcontract: 

1) Name of contractor,  
2) Name of organization (if applicable), 
3) Nature of services to be rendered, 
4) Number of days of expected service, and 
5) Expected rate of compensation. 

 
 
Space/Rental 
 
The cost of office space may include a proportionate share of the rental or lease 
of office space (including utilities, if included in the rent or lease). Additionally, 
costs associated with meeting rooms or conference space can be entered in this 
category. The justification must include any equation/formula used for 
determining amounts charged for office space. 
 
Travel 
 
List any travel costs including the mileage rate, number of miles, the reason for 
the travel, and the staff member completing the travel. Grantees may not pay 
travel-related expenses in excess of current State of Ohio, Office of Budget and 
Management (OBM) travel rates. For more information on the OBM travel rules, 
please go to http://obm.ohio.gov/TravelRule/doc/Revised_TravelRule_2014-07-
01.pdf. Do not include contractor travel expenses in this category. Costs 
associated with contractor travel should be included in the contractual 
agreement. 
 
Supplies/Publications 
 
Costs of all expendable, tangible personal property with a per-unit cost of less 
than $1,000. This includes paper, pens, folders, binders, staples, etc. Specify 
general categories of supplies and their costs. Include any equation/formula used 
for determining amounts charged to supplies as well as any additional 
information that supports the amount requested. 
 
Other Direct Costs 

http://obm.ohio.gov/TravelRule/doc/Revised_TravelRule_2014-07-01.pdf
http://obm.ohio.gov/TravelRule/doc/Revised_TravelRule_2014-07-01.pdf
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This is a category for all other allowable direct costs not elsewhere identified in 
the budget. Provide a description of items and any equation/formula used for 
determining amounts charged to this category.   

 
Any necessary equipment should be listed in this category. Equipment is defined 
as an article of nonexpendable, tangible personal property having a useful life of 
more than one year and a per-unit cost greater than $1,000. For each type of 
equipment requested, applicants must provide a description of the equipment, 
the cost per unit, the number of units, the total cost, and the plan for use of the 
equipment in the project.  
 
 
 
Volunteer Services/Indirect Costs 
 
¢ƘŜ ǾŀƭǳŜ ƻŦ ŀƴȅ Řƻƴŀǘƛƻƴ ƻŦ άǘƛƳŜΣέ ǇǊƻǾƛŘŜŘ ōȅ ƴƻƴ-federal volunteers, to the 
grant, may be included in this category. Unpaid services provided by individuals 
must be valued at rates consistent with those paid for similar work in the 
ŀǇǇƭƛŎŀƴǘΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴΦ LŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǎƛƳƛƭŀǊ ǿƻǊƪΣ ǘƘŜ ǊŀǘŜǎ 
must be consistent with those ordinarily paid by other employers for similar work. 
Grantees must retain records documenting how the value of volunteer services 
was determined. Include any information that supports the rates used to 
determine volunteer contributions.  
 
Indirect costs represent the expenses of doing business that are not readily 
identified with a particular grant, but are necessary for the general operation of 
the organization and the conduct of activities it performs. An applicant must 
choose one of the following methods to claim indirect costs: 
 

1) Entities with a federally Negotiated Indirect Cost Rate (NICR) may elect to 
charge indirect costs in the Project Budget. A copy of the approved indirect 
cost rate agreement should be included with the application. 

 
2) Entities that have never received a NICR may elect to charge a de minimis 

rate of 10% of modified total direct costs (MTDC) in the Project Budget. 
MTDC means all direct salaries and wages, applicable fringe benefits, 
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materials and supplies, services, travel, and sub-awards and sub-contracts 
up to the first $25,000 of each sub-award or sub-contract (regardless of the 
period of performance of the sub-awards and sub-contracts under the 
award). MTDC excludes equipment, capital expenditures, charges for 
patient care, rental costs, tuition remission, scholarships and fellowships, 
participant support costs and the portion of each sub-award and sub-
contract in excess of $25,000. Expenditures included as indirect costs may 
not be duplicated elsewhere in the budget. 

 
For either method provide the calculation and any further explanation in the 
budget justification. 
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THE COST PRINCIPLES  
 
Cost principles establish general standards for the allowability of costs, provide 
detailed guidance on the cost accounting treatment of costs as direct or indirect 
costs, and set forth allowability principles for selected items of cost. Applicable 
cost principles can be found in 2 CFR 200, Subpart E, Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for federal awards. 
 
Grantees can use their own accounting systems, policies, and procedures to 
implement the cost principle requirements as long as the standards prescribed in 
2 CFR 200.302 for financial management systems are met.  
 
The cost principles address four tests in determining the allowability of costs. The 
tests are as follows:  

 
1) Reasonableness. A cost is reasonable if, in its nature or amount, it does not 

exceed that which would be incurred by a prudent person under the 
circumstances prevailing at the time the decision was made to incur the 
cost. The cost principles elaborate on this concept and address 
considerations such as whether the cost is of a type generally necessary for 
ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǇŜǊŀǘƛƻƴǎ ƻǊ ǘƘŜ ƎǊŀƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ, whether the 
recipient complied with its established organizational policies in incurring 
the cost or charge, and whether the individuals responsible for the 
expenditure acted with due prudence in carrying out their responsibilities 
to the Federal government and the public at large as well as to the 
organization.  
 

2) Allocability. A cost is allocable to a specific grant, function, department, or 
other component, known as a cost objective, if the goods or services 
involved are chargeable or assignable to that cost objective in accordance 
with the relative benefits received or other equitable relationship. A cost is 
allocable to a grant if it is incurred solely in order to advance work under 
the grant; it benefits both the grant and other work of the organization, 
including other grant-supported projects or programs; or it is necessary to 
the overall operation of the organization and is deemed to be assignable, at 
least in part, to the grant. 
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3) Consistency. Recipients must be consistent in assigning costs to cost 

objectives. They must be treated consistently for all work of the 
organization under similar circumstances, regardless of the source of 
funding, so as to avoid duplicate charges.  
 

4) Conformance. This test of allowabilityτconformance with limitations and 
exclusions contained in the terms and conditions of award, including those 
in the cost principlesτmay vary by the type of activity, the type of 
ǊŜŎƛǇƛŜƴǘΣ ŀƴŘ ƻǘƘŜǊ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎǎ ƻŦ ƛƴŘƛǾƛŘǳŀƭ ŀǿŀǊŘǎΦ ά!ƭƭƻǿŀōƭŜ /ƻǎǘǎ 
ŀƴŘ !ŎǘƛǾƛǘƛŜǎέ ōŜƭƻǿ ǇǊƻǾƛŘŜǎ ƛƴŦƻǊƳŀtion common to most HHS grants 
and, where appropriate, specifies some of the distinctions if there is a 
different treatment based on the type of grant or recipient.  

 
These four tests apply regardless of whether the particular category of costs is 
one specified in the cost principles or one governed by other terms and 
conditions of an award. These tests also apply regardless of treatment as a direct 
cost or an indirect cost.  
 
The fact that a proposed cost is awarded as requested by an applicant does not 
indicate a determination of allowability. 
 
DIRECT COSTS  

Direct costs are costs that can be identified specifically with a particular award, 
project or program, service, or other organizational activity or that can be directly 
assigned to such an activity with a high degree of accuracy. Direct costs include, 
but are not limited to, salaries, travel, equipment, and supplies directly benefiting 
the grant-supported project or program.  
 
INDIRECT COSTS 

LƴŘƛǊŜŎǘ Ŏƻǎǘǎ όŀƭǎƻ ƪƴƻǿƴ ŀǎ άŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ Ŏƻǎǘǎέύ ŀǊŜ Ŏƻǎǘǎ 
incurred for common or joint objectives that cannot be identified specifically with 
a particular project, grant, or organizational activity. Facilities operation and 
maintenance costs and administrative expenses are examples of costs that usually 
are treated as indirect costs. The organization is responsible for presenting costs 
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consistently and must not include costs associated with its indirect rate as direct 
costs. 

Some entities have a federally Negotiated Indirect Cost Rate (NICR). This is a rate 
that has been determined by a federal agency to be a fair representation of the 
ǇǊƻǇƻǊǘƛƻƴ ƻŦ ŀƴ ŜƴǘƛǘȅΩǎ ƛƴŘƛǊŜŎǘ Ŏƻǎǘǎ ŜŀŎƘ ǇǊƻƎǊŀƳ ǎƘƻǳƭŘ ōŜŀǊΦ 9ƴǘƛǘƛŜǎ ǿƛǘƘ ŀ 
NICR may elect to charge indirect costs in the Project Budget. A copy of the 
approved indirect cost rate agreement should be included with the application.    
 
Entities that have never received a NICR may elect to charge a de minimis rate of 
10% of modified total direct costs (MTDC) in the Project Budget. MTDC means all 
direct salaries and wages, applicable fringe benefits, materials and supplies, 
services, travel, and sub-awards and sub-contracts up to the first $25,000 of each 
sub-award or sub-contract (regardless of the period of performance of the sub-
awards and sub-contracts under the award). MTDC excludes equipment, capital 
expenditures, charges for patient care, rental costs, tuition remission, 
scholarships and fellowships, participant support costs and the portion of each 
sub-award and sub-contract in excess of $25,000. Expenditures included as 
indirect costs may not be duplicated elsewhere in the budget. 
 
ALLOWABLE COSTS 
 
Advertising - Allowable only for recruitment of staff or trainees, procurement of 
goods and services, and other specific purpose necessary to meet the 
requirements of the grant-supported activity. 
 
Audits - A reasonably proportionate share of the costs of audits required by, and 
ǇŜǊŦƻǊƳŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘΣ ǘƘŜ άǎƛƴƎƭŜέ ŀƴŘ άǇǊƻƎǊŀƳ-ǎǇŜŎƛŦƛŎέ audit 
requirements detailed in 2 CFR 200.501, are allowable.  
 
Books and Periodicals 
 
Communications - Such costs include telephone, delivery, postage, and electronic 
or computer transmittal services. 
 
Compensation - Project funds may be used to compensate employees for the 
time and effort devoted specifically to the execution of a grant program. 
Compensation of employees includes all remuneration, paid currently or accrued, 
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for services rendered during the period of performance under the grant 
agreement. Remuneration includes, but is not limited to, wages, salaries, fringe 
benefits, and supplementary payments as long as the compensation is reasonable 
for the services being rendered. Federal guidelines require grantees to maintain 
Time and Activity or Time and Effort reporting to verify time worked for all 
employees who are paid with ODDC grant funds regardless of the percentage of 
time the employees work on the grant.  
 
Compensation will be considered reasonable as long as it is consistent with 
compensation paid for similar work in other activities of the grantee agency. 
Charges to awards for personnel will be based on documented payrolls approved 
by designated official(s) of the organization. Detailed time and activity reports 
reflecting the distribution of activity of each employee must be maintained for all 
staff members whose compensation is charged directly to a project in order to 
support the allocation of costs. Reports maintained by any grantees must meet 
the following standards: 
 

1.) The reports must reflect how much time the employee worked on each 
program. 
 

2.) Each report must account for the total activity for which the employee is 
compensated. 
 

3.) The reports must be signed by the individual employee, or by a responsible 
supervisory official having first-hand knowledge of the activities performed 
by the employee, to verify that the distribution of activity noted on the 
report represents a reasonable estimate of the actual work performed by 
the employee during the periods covered by the reports. 
 

4.) The reports must be prepared at least monthly and must coincide with one 
or more pay periods. 

 
Consultant Services - A consultant is an individual retained to provide professional 
advice or services for a fee but usually not as an employee of the grantee 
ƻǊƎŀƴƛȊŀǘƛƻƴΦ ¢ƘŜ ǘŜǊƳ άŎƻƴǎǳƭǘŀƴǘέ ŀƭǎƻ ƛƴŎƭǳŘŜǎ ŀ ŦƛǊƳ ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǇŀƛŘ 
professional advice or services. Compensation for individual consultant services 
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must be reasonable and consistent with that paid for similar services in the 
marketplace. 
 
Equipment - Nonexpendable, tangible personal property having a useful life of 
more than one year and a per-unit cost greater than $1000. Ownership of 
property purchased in whole or in part with project funds rests with ODDC and 
the title rests with the grantee agency. All grantees shall provide, at a minimum, 
insurance coverage for real property and equipment acquired with federal funds 
equivalent to coverage provided to property owned by the grantee. 
 
The Ohio DD Council shall have the right to transfer or require the transfer of 
project property to an eligible grantee agency, to the federal government, or to 
itself. The Council will generally only require the return of equipment when 
project activities are discontinued by the grantee or the project is discontinued or 
granted to another agency. Otherwise, upon notification, ODDC will instruct the 
grantee to dispose of obsƻƭŜǘŜ ƻǊ ǳƴǳǎŀōƭŜ ŜǉǳƛǇƳŜƴǘ ǇŜǊ ǘƘŜ ƎǊŀƴǘŜŜΩǎ ǇƻƭƛŎƛŜǎ 
and procedures. 
 
The percentage of equipment cost charged to the project budget shall not exceed 
the percentage of equipment usage for program activities.  For example, if an 
item is used by the project twenty-five percent (25%) of the time and by non-
project activities seventy-five percent (75%) of the time, then the program shall 
not be charged more than twenty-five percent (25%) of the cost of the 
equipment. Usage records are required for equipment that is not used exclusively 
by the project as supportive documentation for the amount charged to the 
program. Council grantees must maintain adequate detailed accounting records. 
 
All equipment must be tagged or otherwise marked as the property of ODDC. 
Grantee acquires, maintains, inventories, and disposes of equipment with ODDC 
approval. An equipment inventory listing, which must be provided annually, must 
give a cumulative record of equipment purchased in whole, or in part, with 
program funds for all of the grant periods of the program. Grantees must report 
any equipment stolen, damaged, or otherwise inoperative to ODDC within five (5) 
days of the event. The agency must notify ODDC in writing when equipment is no 
longer needed for the purpose for which it was purchased, either during the 
period of grant support or after. The sale, transfer, or disposal of such equipment 
is not permissible without prior written approval from ODDC. All notifications 
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regarding the transfer of equipment must be in writing and submitted at least 
thirty (30) calendar days prior to the requested date of the transfer, sale, or 
disposal. The notification must include the intended purpose of the equipment 
and whether its retention is desired. Unless notified otherwise by ODDC, the 
grantee may continue to use equipment for the purpose for which it was 
purchased after support is terminated. However, maintenance and operating 
costs of such equipment will be the responsibility of the grantee.  
 
The grantee must maintain procedures for managing equipment, including 
replacing equipment, until the transfer, replacement, or disposition of the 
equipment occurs, even if the grant has terminated. The equipment management 
system must meet the following minimum requirements:  

 
1.) An accurate property record-keeping system shall be maintained for 

equipment costing $1,000 or more. These records are subject to the 
conditions regarding retention, maintenance, and accessory. For each item 
of equipment, the records shall include:  
 
a.) A description of the equipƳŜƴǘΣ ƛƴŎƭǳŘƛƴƎ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƳƻŘŜƭ 

number, if any; 
b.) !ƴ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊΣ ǎǳŎƘ ŀǎ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ǎŜǊƛŀƭ ƴǳƳōŜǊ; 
c.) Asset tag number; 
d.) Identification of the grant under which the equipment was acquired; 
e.) The information needed to calculate the program share of the 

equipment; 
f.) Acquisition date and unit acquisition cost; 
g.) Location, use and condition of the equipment and the dates of physical 

inventor; and 
h.) All pertinent information on the ultimate transfer, replacement or 

disposition of the equipment. 
 

2.) Equipment must be tagged with an asset tag number and marked as 
property of the appropriate funding project. 
 

3.) A physical inventory shall be taken and the results reconciled with the 
property records at least once every two years to verify the existence, 
current value, utilization and continued need for the equipment. 
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4.) A control system shall be in effect to ensure adequate safeguards to 

prevent loss, damage, or theft of equipment. Any loss, damage, or theft of 
equipment shall be investigated, fully documented, and reported to ODDC 
ƛƴ ǿǊƛǘƛƴƎΦ Lǘ ƛǎ ǘƘŜ ƎǊŀƴǘŜŜΩǎ ƻōƭƛƎŀǘƛƻƴ ǘƻ ǊŜǇƭŀŎŜ ŀƴȅ ƭƻǎǘΣ ŘŀƳŀƎŜŘΣ ƻǊ 
stolen equipment. 
 

5.) The grantee shall implement adequate maintenance procedures to keep 
the equipment in good condition. Any program equipment determined to 
be inoperative shall be reported to ODDC in writing. 

 
Printing/Copying 
 
Publications 
 
Rental costs - The cost of space in privately or publicly owned buildings used for 
the benefit of the project is allowable. 
 
Registration fees - Charges for attendance at conferences, symposiums, or 
seminars if necessary to accomplish project or program objectives. 
 
Supplies - Expendable, tangible personal property with a per-unit cost of less than 
$1,000. 
 
Taxes - Such costs include taxes that an organization is required to pay as they 
relate to employment, services, travel, rental, or purchasing for a project. 
 
Travel ς Travel expenses are allowable costs for employees who are on travel 
status on official business related to the project. Travel expenses may not exceed 
current State of Ohio, Office of Budget and Management (OBM) travel rates. For 
more information on the OBM travel rules, please go to 
http://obm.ohio.gov/TravelRule/doc/Revised_TravelRule_2014-07-01.pdf. 
 
UNALLOWABLE COSTS 
 
The following is a list of costs not chargeable under ODDC grants. This list is not all 
inclusive.   

http://obm.ohio.gov/TravelRule/doc/Revised_TravelRule_2014-07-01.pdf
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Alcoholic beverages 
 
Audits ς ǳƴƭŜǎǎ ǊŜǉǳƛǊŜŘ ǳƴŘŜǊ ǘƘŜ άǎƛƴƎƭŜέ ŀƴŘ άǇǊƻƎǊŀƳ-sǇŜŎƛŦƛŎέ audit 
requirements detailed in 2 CFR 200.501 
 
Bad debts 
 
Capital expenditures for land or buildings 
 
Construction costs 
 
Contingency funds 
 
Entertainment ς Such costs include the cost of amusements, social activities, and 
related incidental costs 
 
Federal employee compensation or travel expenses 
 
Fines and penalties 
 
Interest costs ς Finance costs incurred for borrowed capital, or the use of the 
ƎǊŀƴǘŜŜΩǎ ƻǿƴ ŦǳƴŘǎΤ ǘƘƛǎ ƛƴŎƭǳŘŜǎ ŎǊŜŘƛǘ ŎŀǊŘ ŦŜŜǎ 
 
Lobbying 
 
Membership fees to organizations whose primary activity is lobbying 
 
Organizational fund raising ς Includes financial campaigns, endowment drives, 
solicitation of gifts and bequests, and similar expenses incurred solely to raise 
capital or obtain contributions for an organization  
 
*Costs associated with project events scheduled on a date that conflicts with a 
Council meeting.  
 
GRANT PAYMENTS 
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Grantees may request and receive grant funds only if the following conditions are 
satisfied: 
 

1.) The applicant has been notified and an award has ōŜŜƴ άŀŎŎŜǇǘŜŘέ ƛƴ 55 
Suite;  
 

2.) All award documents have been completed, signed and returned;  
 

3.) All required periodic reports have been submitted and approved; and 
 

4.) The project is otherwise in compliance with the grant award agreement. 
 

To request funds, grantees must submit the Estimate of Cash Required (ECR) 
form. The form requires grantees to enter information detailing the amount of 
grant funds received to date, the amount of grant funds received but not yet 
used, and the amount of grant funds needed for anticipated expenses. This 
information is required to ensure that grantees are only requesting enough 
funding to meet their immediate needs. In order to remain compliant with federal 
regulations, grantees may not request more than 30 dŀȅǎΩ ǿƻǊǘƘ of anticipated 
expenditures. 
 
The ECR form will be included on DD Suite with the award documents for 
successful applicants or can be made available upon request.     
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BUDGET REVISIONS 
 
During the course of a project, a grantee may discover the need for more 
resources in some areas of the budget and less in others. For example, a project 
director may recognize that a project has greater travel needs than anticipated, 
but lesser needs in terms of personnel. In this case, the grantee may need to 
sǳōƳƛǘ ŀ ǊŜǉǳŜǎǘ ǘƻ ƳƻǾŜ άŜȄŎŜǎǎέ ōǳŘƎŜǘŜŘ ŦǳƴŘǎ ŦǊƻƳ ǇŜǊǎƻƴƴŜƭ ǘƻ ǘƘŜ ǘǊŀǾŜƭ 
budget category. This is done by submitting a Budget Revision Form.  
 
A Budget Revision Form must be submitted in the following situations: 
 

1) Any time a line item not included in the approved budget is being 
proposed. 
 

2) If actual expenditures in a category are expected to exceed approved 
budgeted amounts by more than 10%.  

 
The Budget Revision Form has two sections that must be completed for each 
requested revision. The first is the line item detail supporting the new budget 
amounts. The second section is reserved for a written justification for the 
proposed changes. The grantee must provide sufficient detail regarding why the 
changes are necessary. A justification stating that, άōǳŘƎet needs changed,έ ǿƛƭƭ 
not be accepted. 
 
Once submitted, the request will be reviewed by Council program and fiscal staff 
and in some cases, the executive director. Should questions arise or if further 
clarification is needed, the grantee will be contacted. The review will be 
conducted in a timely manner and the grantee will be informed of the outcome. 
Once approved, Council staff will enter the changes in the DD Suite grant budget.  
 
The Budget Revision Form will be included on DD Suite with the award documents 
for successful applicants or can be made available upon request.     
 
PROGRAM INCOME 
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Program income is gross income earned by the grantee that is directly generated 
by a supported activity or earned as a result of the award.  Examples of program 
income include:   

¶ Fees charged to register participants for a workshop or conference,  

¶ The sale of commodities, data and information records, services or items 
fabricated or produced under a sponsored program such as books and 
publications, software, child care, tutoring, etc., inclusive of license fees, 
royalties, copyrights and patents,  

¶ Rental or usage fees charged for use of supplies or equipment purchased 
with grant program funds, and/or 

¶ Membership fees charged to individuals and organizations for grant related 
activities. 

Federal regulations stipulate that program income may only be used in one of the 
following ways: 
 

Option 1 Added to funds committed to the project 
by the awarding agency and used to further 
project directives (Note: This option 
changes the total project cost and would 
require a corresponding change in the 
match required.). 
 

Option 2 Used to finance the non-federal share of 
the project or program. 
 

Option 3 Deducted from the total project allowable 
cost in determining the net allowable costs 
on which the federal share of costs is 
based. 
 

 
Applicants should make note of any expected program income and how it will be 
utilized in the budget justification. 
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GENERAL REQUIREMENTS 
 
ELIGIBILITY 
 
Eligible applicants include public or private non-profit entities including state, 
local, Indian tribal governments and organizations, faith-based organizations, 
hospitals, institutions of higher education, for-profit organizations and individuals. 
 
SUPPLANTING 
 
By submitting an application, the applicant is certifying to ODDC that federal 
funds will not be used to supplant state or local funds. Federal funds must be 
used to supplement existing funds for project activities and not replace those 
funds otherwise available for the same purpose. 
 
CONFLICTS OF INTEREST 
 
All grantee agencies, officials, and personnel must adhere to the following 
requirements:  
 
No grantee official (including board members) or employee shall participate 
personally in any activities of the grant in which that individual holds any personal 
financial interest. Individuals with or who acquire a personal financial interest in 
any activity of the grant must immediately disclose the interest to the Ohio DD 
Council in writing.  
 
Grantee agencies, officials, and employees shall avoid any action that might result 
in or create the appearance of:  

 

¶ Using an individual position for private gain 
  

¶ Giving preferential treatment to any person 
 

¶ Losing complete independence or impartiality  
 

All agencies, officials, and employees must follow all requirements in State Ethics 

Law, the Ohio Administrative Code, and the Ohio Revised Code. No employee or 
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board member of the grantee agency is eligible to participate as a contractor for 

ODDC grants.  

More information about the Ohio Ethics Law may be found at 

http://www.ethics.ohio.gov/OhioEthicsLaw.html or by contacting the Ohio Ethics 

Commission at (614) 466-7090. 

 
FEDERAL/STATE DEBT DELINQUENCY 
 
Any organization or individual that is indebted to the United States Government 
and/or has a judgment lien filed against it, as documented on www.sam.gov, shall 
not be listed as a participant in any application.  
 
!ƴȅ ŀǇǇƭƛŎŀƴǘ ǘƘŀǘ ƛǎ ŦƻǳƴŘ ǘƻ ƘŀǾŜ ŀƴ άǳƴǊŜǎƻƭǾŜŘέ ŦƛƴŘƛƴƎ ŦƻǊ ǊŜŎƻǾŜǊȅ ǳƴŘŜǊ 
Section 9.24 of the Ohio Revised Code may not receive a grant award from ODDC. 
¢ƘŜ hƘƛƻ !ǳŘƛǘƻǊ ƻŦ {ǘŀǘŜΩǎΣ CƛƴŘƛƴƎǎ ŦƻǊ wŜŎƻǾŜǊȅ 5ŀǘŀōŀǎŜ ƛǎ ƭƻŎŀǘŜŘ ŀǘ 
https://ohioauditor.gov/findings.html.  
 
FEDERAL SUSPENSION/DEBARMENT 
 
Organizations or individuals that are suspended or debarred may not be awarded 
or paid from ODDC grants during the period of the suspension or debarment. Any 
entity awarded a grant cannot contract and/or hire a debarred agency in any 
capacity. Any expenditure charged to an ODDC grant for such an agency or 
individual will be disallowed.  
 
Applicants are required to disclose in writing to ODDC all violations of federal 
criminal law involving fraud, bribery, or gratuity violations potentially affecting 
the federal award. Failure to do so may result in suspension or debarment. 
 
DUNS AND SAM REGISTRATION 
 
!ƭƭ ŀǇǇƭƛŎŀƴǘǎ Ƴǳǎǘ ƘŀǾŜ ŀ 5ŀǘŀ ¦ƴƛǾŜǊǎŀƭ bǳƳōŜǊ {ȅǎǘŜƳ ό5¦b{ύ bǳƳōŜǊ ŀƴŘ ŀƴ 
ŀŎǘƛǾŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ƻƴ ǘƘŜ {ȅǎǘŜƳ ŦƻǊ !ǿŀǊŘ aŀƴŀƎŜƳŜƴǘ ό{!aύΦϝ  
 
5¦b{ bǳƳōŜǊ 
 

http://www.ethics.ohio.gov/OhioEthicsLaw.html
http://www.sam.gov/
https://ohioauditor.gov/findings.html
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! 5¦b{ ƴǳƳōŜǊ ƛǎ ŀ ǳƴƛǉǳŜ ƴƛƴŜπŘƛƎƛǘ ƴǳƳōŜǊ ŜǎǘŀōƭƛǎƘŜŘ ŀƴŘ ŀǎǎƛƎƴŜŘ ōȅ 5ǳƴ 
ŀƴŘ .ǊŀŘǎǘǊŜŜǘΣ LƴŎΦ ό5ϧ.ύ ǘƻ ǳƴƛǉǳŜƭȅ ƛŘŜƴǘƛŦȅ ōǳǎƛƴŜǎǎ ŜƴǘƛǘƛŜǎΦ hōǘŀƛƴƛƴƎ ŀ 
5¦b{ bǳƳōŜǊ ƛǎ Ŝŀǎȅ ŀƴŘ Cw99Φ 
 
 
 

Requesting a DUNS Number 
 

1) To verify an existing DUNS Number or to request a new DUNS Number, go 
to the Dun & Bradstreet website at 
http://fedgov.dnb.com/webform/displayHomePage.do. You can also call  
1-866-705-5711 to request a DUNS number over the phone. 
 

2) You will need the following information to obtain a DUNS Number: 
 

a. Legal name of organization; 
b. Doing business as (DBA) or other name by which your organization is 

commonly known or recognized; 
c. Headquarters name and organization address; 
d. Name of Chief Executive Officer (CEO)/organization owner; 
e. Business structure of the organization (corporation, partnership, 

proprietorship); 
f. Year the organization started; 
g. Primary type of business; and,  
h. Total number of employees (full and part time). 

 
tƭŜŀǎŜ ōŜ ŀŘǾƛǎŜŘ ǘƘŀǘ h55/ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǘƘŜ ǘŜŎƘƴƛŎŀƭ ŜȄǇŜǊǘƛǎŜ ǘƻ ŀǎǎƛǎǘ 
ŀǇǇƭƛŎŀƴǘǎ ƛƴ ŀǇǇƭȅƛƴƎ ŦƻǊ ŀ 5¦b{ bǳƳōŜǊΦ !ƭƭ ǉǳŜǎǘƛƻƴǎ ǊŜƎŀǊŘƛƴƎ ǘƘŜ 5¦b{ 
bǳƳōŜǊ ǎƘƻǳƭŘ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ 5ǳƴ ϧ .ǊŀŘǎǘǊŜŜǘΦ 
 
{!a 
 
¢ƘŜ {ȅǎǘŜƳ ŦƻǊ !ǿŀǊŘ aŀƴŀƎŜƳŜƴǘ ό{!aύ ƛǎ ŀ ŦŜŘŜǊŀƭ ǇǊƻŎǳǊŜƳŜƴǘ ŀƴŘ ŦƛƴŀƴŎƛŀƭ 
ŀǎǎƛǎǘŀƴŎŜ ǿŜōǎƛǘŜ ǘƘŀǘ ŎƻƴǎƻƭƛŘŀǘŜǎ ǘƘŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǘƘŀǘ ǿŀǎ ǇǊŜǾƛƻǳǎƭȅ ƛƴ ǎǳŎƘ 
ǎȅǎǘŜƳǎ ŀǎ ǘƘŜ /ŜƴǘǊŀƭ /ƻƴǘǊŀŎǘƻǊ wŜƎƛǎǘǊȅ ό//wύΣ CŜŘŜǊŀƭ !ƎŜƴŎȅ wŜƎƛǎǘǊŀǘƛƻƴ 
όCŜŘǊŜƎύΣ ǘƘŜ hƴƭƛƴŜ wŜǇǊŜǎŜƴǘŀǘƛƻƴǎ ŀƴŘ /ŜǊǘƛŦƛŎŀǘƛƻƴǎ !ǇǇƭƛŎŀǘƛƻƴ όhw/!ύΣ ŀƴŘ 
ǘƘŜ 9ȄŎƭǳŘŜŘ tŀǊǘƛŜǎ [ƛǎǘ {ȅǎǘŜƳ ό9t[{ύΦ  

http://fedgov.dnb.com/webform/displayHomePage.do
http://sam.gov/
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!ǇǇƭƛŎŀƴǘǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ Ƴŀƛƴǘŀƛƴ ŀƴ ŀŎǘƛǾŜ {!a ǊŜƎƛǎǘǊŀǘƛƻƴ ǳƴǘƛƭ ǘƘŜ 
ŀǇǇƭƛŎŀǘƛƻƴ ǇǊƻŎŜǎǎ ƛǎ ŎƻƳǇƭŜǘŜΦ LŦ ŀ ƎǊŀƴǘ ƛǎ ŀǿŀǊŘŜŘΣ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǘ {!a Ƴǳǎǘ ōŜ 
ŀŎǘƛǾŜ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ƭƛŦŜ ƻŦ ǘƘŜ ŀǿŀǊŘΦ !ǇǇƭƛŎŀƴǘǎ ǎƘƻǳƭŘ ŦƛƴŀƭƛȊŜ ŀ ƴŜǿΣ ƻǊ ǊŜƴŜǿ 
ŀƴ ŜȄƛǎǘƛƴƎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǘ ƭŜŀǎǘ ǘǿƻ ǿŜŜƪǎ ōŜŦƻǊŜ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ŘŜŀŘƭƛƴŜΦ ¢Ƙƛǎ 
ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƛƳŜ ǘƻ ǊŜǎƻƭǾŜ ŀƴȅ ƛǎǎǳŜǎ ǘƘŀǘ Ƴŀȅ ŀǊƛǎŜΦ Lǘ ƛǎ Cw99 ǘƻ ǊŜƎƛǎǘŜǊ ǿƛǘƘ 
{!aΦ  
 
 
{!a wŜƎƛǎǘǊŀǘƛƻƴ 

 
1) To update a SAM registration or to register an entity, go to the SAM 

website at www.sam.gov.  
 

2) Create an Individual User Account. 
 

3) Log in to your account. 
 

4) /ƭƛŎƪ άwŜƎƛǎǘŜǊ bŜǿ 9ƴǘƛǘȅέ ǳƴŘŜǊ άaŀƴŀƎŜ 9ƴǘƛǘȅέ ƻƴ ȅƻǳǊ άaȅ {!aέ ǇŀƎŜ. 
 

5) Select your type of Entity. 
 

6) /ƻƳǇƭŜǘŜ ά/ƻǊŜ 5ŀǘŀέ: 
 

a) Validate your DUNS Number information; 
b) Enter Business Information (TIN, etc.); 
c) Enter CAGE code if you have one. If not, one will be assigned to you 

after your registration is completed;  
d) Enter General Information (business types, organization structure, etc.) 
e) Enter Executive Compensation; and 
f) Enter Proceedings Details. 
 

7) /ƻƳǇƭŜǘŜ άtƻƛƴǘǎ ƻŦ /ƻƴǘŀŎǘέ. 
 

8) Your entity registration will become active after 3-5 days.  
 

http://www.sam.gov/
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It is imperative that entity names in Sam.gov and Dun and Bradstreet match 
exactly, otherwise the submission will be rejected. 
 
ϝ5ƻŜǎ ƴƻǘ ŀǇǇƭȅ ǘƻ ŀƴȅ ƛƴŘƛǾƛŘǳŀƭ ŀǇǇƭȅƛƴƎ ŦƻǊ ƻǊ ǊŜŎŜƛǾƛƴƎ ŦŜŘŜǊŀƭ ŦǳƴŘǎ ǳƴŘŜǊ ŀ 
ƎǊŀƴǘ ŀǿŀǊŘ ǎŜǇŀǊŀǘŜ ŦǊƻƳ ŀ ōǳǎƛƴŜǎǎ ƻǊ ƴƻƴπǇǊƻŦƛǘ ƻǊƎŀƴƛȊŀǘƛƻƴ ƘŜκǎƘŜ Ƴŀȅ 
ƻǇŜǊŀǘŜΦ ¢ƘŜ hŦŦƛŎŜ ƻŦ aŀƴŀƎŜƳŜƴǘ ŀƴŘ .ǳŘƎŜǘ όha.ύ ŜȄŜƳǇǘǎ ǘƘŜǎŜ ƛƴŘƛǾƛŘǳŀƭǎ 
ŦǊƻƳ ǘƘŜ 5¦b{ ŀƴŘ {!a ǊŜƎƛǎǘǊŀǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘǎ. 
 
 
 
 
LOBBYING 
 
Applicants and recipients of federal grants, cooperative agreements, contracts, 
ŀƴŘ ƭƻŀƴǎ ŀǊŜ ǇǊƻƘƛōƛǘŜŘ ōȅ ом ¦Φ{Φ/Φ морнΣ ά[ƛƳƛǘŀǘƛƻƴ ƻƴ ǳǎŜ ƻŦ ŀǇǇǊƻǇǊƛŀǘŜŘ 
ŦǳƴŘǎ ǘƻ ƛƴŦƭǳŜƴŎŜ ŎŜǊǘŀƛƴ CŜŘŜǊŀƭ ŎƻƴǘǊŀŎǘƛƴƎ ŀƴŘ ŦƛƴŀƴŎƛŀƭ ǘǊŀƴǎŀŎǘƛƻƴǎΣέ ŦǊƻƳ 
using appropriated federal funds to pay any person for influencing or attempting 
to influence any officer or employee of an agency, a member of Congress, an 
officer or employee of Congress, or an employee of a member of Congress with 
respect to the award, extension, continuation, renewal, amendment, or 
modification of any of these instruments. 
 
RECORDS RETENTION & ACCESS 
 
Grantees must retain all financial and programmatic records, supporting 
documents, and any other records that are required by the terms and conditions 
of a grant or may be considered reasonably pertinent to a grant for a period of 
not less than six (6) years from the date of submission of the final expense report, 
or until any pending issues related to the records of an audit or review has been 
resolved, whichever is later.   
 

1) Project Records ς The retention requirement extends to books of original 
entry, source documents supporting accounting transactions, the general 
ledger, subsidiary ledgers, personnel and payroll records, canceled checks 
and related documents and records. Source documents include copies of all 
grants, applications and required grantee financial and narrative reports. 
Personnel and payroll records shall include the time and attendance 
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reports for all individuals reimbursed under the grant, whether they are 
employed full-time or part-time. Time and expense reports are also 
required for consultants.  
 

2) Maintenance of Records ς Grantees are expected to ensure that records of 
different fiscal periods are separately identified and maintained so that 
information may be readily located. When records are stored away from 
ǘƘŜ ƎǊŀƴǘŜŜΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦŦƛŎŜΣ ŀ ǿǊƛǘǘŜƴ ƛƴŘŜȄ ƻŦ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ 
records stored should be on-hand and ready access to the records should 
be assured.  

 
OHIO DD COUNCIL ACKNOWLEDGEMENT 
 
All written materials, conference flyers, publications and audio-visual materials 
(including website postings) must state the following:   

 
This project was supported, in part by the Ohio Developmental Disabilities 
Council, under grant number [specific FAIN (federal award number on award 
letter) in this format: XX01OHSCDD] from the U.S. Administration for 
Community Living, Department of Health and Human Services, 
Washington, D.C. 20201. Grantees undertaking projects with government 
sponsorship are encouraged to express freely their findings and conclusions. 
Points of view or opinions do not, therefore, necessarily represent official ACL 
policy. 
 
This acknowledgement is also necessary on products published with other funds if 
those funds will be claimed as match for an ODDC project. 

 
Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ǊŜǉǳƛǊŜŘ ǎǘŀǘŜƳŜƴǘΣ ƛŦ ǘƘŜ ƎǊŀƴǘŜŜΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ōǳǎƛƴŜǎǎ ƻǊ 
other logo appears on the product, the ODDC logo shall appear in the same size 
and be given the same prominence.  

 
If this statement/logo is not included on the product, costs SHALL be disallowed. 
 
GRANT REVIEW PANEL RECOMMENDATION 
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The grant review panel may recommend for approval as many or as few 
applicants as budget and successful applications allow. The Ohio DD Council is 
under no obligation to issue awards as a result of this or any solicitation if, in the 
opinion of the Council and the grant review panel, applications are not responsive 
to the objectives and needs of the Council, or if only an insufficient number of 
applicants are deemed responsive. The Ohio DD Council reserves the right to 
make no awards should ODDC decide not to proceed. 
 
FINANCIAL MANAGEMENT STANDARDS 
 
Grantees are required to meet the standards and requirements for financial 
management systems set forth or referenced in 2 CFR 200.302, as applicable. The 
adequacy of the financial management system is integral to the ability of the 
recipient to account for the expenditure of grant funds. These standards are 
intended to ensure that federal funds are handled in a responsible manner that 
includes adequate internal controls and cash management consistent with federal 
requirements.  
 
Grantees must use financial systems that enable the recipient to do all of the 
following:  
 

¶ Provide accurate, current, and complete financial information about 
Federal awards  
 

¶ Maintain records that adequately identify the sources of funds for federally 
assisted activities and the purposes for which the award was used, 
including authorizations, obligations, unobligated balances, assets, 
liabilities, outlays or expenditures, and any program income. Council does 
not require the physical segregation of grant funds, however the 
accounting systems of grantees must ensure that funds are not 
commingled and can be accounted for separately. Accounting records must 
be supported by source documentation such as invoices, receipts, and 
canceled checks, paid bills, payrolls, and time and attendance records. 
Credit card statements are not sufficient as source documentation. 
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¶ Maintain effective control over and accountability for all cash, real and 
personal property, and other assets under the award; adequately safeguard 
those assets; and ensure that they are used only for authorized purposes.  
 

¶ Compare actual expenditures with the approved budget for the award.  
 

¶ Determine the allowability of costs in accordance with the applicable 
Federal cost principles, program regulations, and other requirements cited 
in the Notice of Grant Award.  

 

¶ Minimize the time elapsing between any advance payment under this 
award and the disbursement of the funds for direct program costs, and 
ensure that the timing and amount of any payments to subgrantees 
conform to this standard. This prevents recipients from using federal funds 
to accumulate excess cash reserves, which is prohibited by federal 
regulation. It also prevents the recipient from earning a profit from its grant 
agreement.  

 
AUDITS 
 
An audit is a systematic review to determine whether internal accounting and 
other control systems provide reasonable assurance of the following:  
 

1.) Financial operations are properly conducted.  
 

2.) Financial reports are timely, fair, and accurate.  
 

3.) The entity has complied with applicable laws, regulations, and terms and 
conditions of award. 
 

4.) Resources are managed and used economically and efficiently.  
 

5.) Desired results and objectives are being achieved effectively.  
 
Grantees are subject to the audit requirements of 2 CFR 200.501. In general, 
regulations require grantees that spend ϷтрлΣллл ƻǊ ƳƻǊŜ ǿƛǘƘƛƴ ǘƘŜ ƎǊŀƴǘŜŜΩǎ 
fiscal year, in federal grants, cooperative agreements, and/or procurement 
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contracǘǎΣ ǘƻ ƘŀǾŜ ŀ άǎƛƴƎƭŜέ ƻǊ άǇǊƻƎǊŀƳ-ǎǇŜŎƛŦƛŎέ ŀǳŘƛǘ ŎƻƴŘǳŎǘŜŘ ŀƴƴǳŀƭƭȅΦ ¢ƘŜ 
audit must meet the standards specified in generally accepted government 
auditing standards (GAGAS) and one (1) copy of the audit report must be 
submitted to ODDC. If necessary, Council will issue a management decision 
regarding any audit findings related to ODDC funded awards within six (6) months 
of receiving the audit report.  
 
Grantees that spend ƭŜǎǎ ǘƘŀƴ ϷтрлΣллл ŘǳǊƛƴƎ ǘƘŜ ƎǊŀƴǘŜŜΩǎ ŦƛǎŎŀƭ ȅŜŀǊ ƛƴ ŦŜŘŜǊŀƭ 
awards are exempt from federal audit requirements for that year, but records 
must be available for review or audit by appropriate officials. 
 
GRANT SUSPENSION AND TERMINATION 

   
Suspension 

 
If a grantee does not submit periodic reports when they are due, ODDC will not 
disburse requested funds until the reports have been received and approved.   

 
If ODDC suspends a grant, it means the grantee will not receive further grant 
funds until they fix what is wrong. Grants may be suspended for the following 
reasons: 

 
1.) Improper reporting of project activities. 

 
2.) Improper spending of project funds.  

 
3.) Not submitting periodic reports. 

 
Grantees will receive written notification from Council staff that says they are not 
in compliance. The notification will state the following:  
 

1.) The issue of noncompliance. 
 

2.) How to restore compliance.  
 

3.) The deadline by which compliance must be restored.  
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Termination 

 
Grants will be terminated if the issue of noncompliance is not restored by the 
deadline.  

 
Appeals Process for Suspension and Termination 

 
If the Ohio DD Council decides to slow down or stop a grant, the grantee can 
disagree (appeal).  
 

1.) Grantees have thirty (30) days to decide if they want to disagree. If they do, 
they must send a letter to the ODDC Grants Administrator saying they want 
to disagree. 
 

2.) In the same thirty (30) days, the grantee must write a letter explaining why 
they disagree. 
 

3.) After ODDC gets the appeal letter, they have a new thirty (30) days to put 
together a committee to discuss the problem. Grantees will get a letter 
ǿƛǘƘƛƴ ŦƛŦǘŜŜƴ όмрύ Řŀȅǎ ƻŦ h55/Ωǎ ŘŜŎƛǎƛƻƴΦ  CouncilΩǎ ŘŜŎƛǎƛƻƴ ƛǎ ŦƛƴŀƭΦ  

 
If a grant is terminated and there are misspent funds, the grantee will have to pay 
ODDC back.  
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Glossary 
 
BUDGET ¢ƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ŦƛƴŀƴŎƛŀƭ Ǉƭŀƴ ŦƻǊ ŎŀǊǊȅƛƴƎ ƻǳǘ ǘƘŜ ǇǊƻƧŜŎǘ 

or program. 
 
BUDGET PERIOD The interval of time ς usually 12 months ς into which a 

project period is divided for budgetary and funding 
purposes. 

 
BUDGET REVISION A change to a grant budget, approved by ODDC, to carry 

out the purposes of the project. 
  

CASH CONTRIBUTIONS Actual cash spent by the grantee to meet matching 
requirements. 

 
CFR Code of Federal Regulations 

  
CONTRACT A legal document or agreement. A procurement device 

to obtain for a price, a specified performance of an 
identifiable item under specified terms. 
 

CULTURAL COMPETENCE Services, supports, or other assistance that is conducted 
or provided in a manner that is responsive to the beliefs, 
interpersonal styles, attitudes, language, and behaviors 
of individuals, and in a manner that has the greatest 
likelihood of ensuring their maximum participation in 
the program involved. 

 
FEDERAL FISCAL YEAR The Federal Fiscal Year begins October 1 and ends 

September 30. 
 
FEDERAL SHARE The grant awarded portion of project costs. 

  
GRANTEE A recipient of DD Basic State Grant Funds as approved 

by the ODDC.   
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INDIRECT COSTS Those expenditures which cannot be readily identified 
within a specific project. They usually include, but are 
not limited to, those costs associated with the general 
administration and management of the grantee 
institution and the operation and maintenance of its 
facilities. 

 
IN-KIND CONTRIBUTION The value of allowable non-cash contributions provided 

by the grantee, by other non-federal public agencies and 
institutions, or by private organizations and individuals. 
In-kind contributions may consist of charges for real 
property and equipment and the value of goods and 
services including volunteer services directly benefiting 
the project and specifically identifiable to it. 
  

MATCHING SHARE The grantee share of project costs. 
 
MODIFIED TOTAL DIRECT  
COSTS (MTDC) All direct salaries and wages, applicable fringe 

benefits, materials and supplies, services, travel, 
and subawards and subcontracts up to the first 
$25,000 of each subaward or subcontract 
(regardless of the period of performance of the 
subawards and subcontracts under the award). 
MTDC excludes equipment, capital expenditures, 
charges for patient care, rental costs, tuition 
remission, scholarships and fellowships, 
participant support costs and the portion of each 
subaward and subcontract in excess of $25,000 
 

NON-PROFIT  
ORGANIZATION An organization no part of whose net earnings may 

lawfully inure to the benefit of any shareholder or 
individual.  

  
PERFORMANCE TARGET A change in behavior or condition. Performance Targets 

may apply to processes, policies, programs, or 
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individuals. Performance Targets are objective in that 
they are set using hard numbers. They define success for 
the implementer of the project and a return on the 
investment for the investor (Council). Performance 
Targets should be both realistic and ambitious, in that 
they are within the ability of the implementer, but are 
challenging to accomplish ς ƛΦŜΦΣ άŘƻŀōƭŜ ǿƛǘƘ ŀ ǎǘǊŜǘŎƘέ 
(Note:  For each project, Council requires that certain 
Performance Targets be addressed.) 

 
PERIODIC REPORTS Compliance reports each project is required to submit at 

specific intervals. 
   

OBJECTIVE AND 
IMPACT OF PROJECT The statement in the Project Description that describes 

the end state or goal the Council would like to see 
achieved through the investment in the project.   
 

PRIOR APPROVAL Written permission from ODDC in advance of an act 
which would result in (1) the obligation or expenditure 
of funds or (2) the performance of an activity under the 
grant supported project. 

 
PROGRAM INCOME Income derived as a result of grant activities such as 

trainings, seminars, the sale of brochures, videotapes, 
etc.  

  
PROJECT COSTS All grant costs which are allowable in accomplishing the 

objectives during the project period; this is the total of 
the federal share and matching share including 
allowable In-kind contributions made by third parties. 
  

PROJECT DIRECTOR A qualified individual designated by the grantee to be 
responsible for the over-all direction of the project. 
  

PROJECT FINANCIAL 
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OFFICER A qualified individual designated by the grantee to be 
responsible for receiving, disbursing, and account of 
grant funds 

 
PROJECT PERIOD The total time for which support of a project has been 

approved. 
 

RECORD OF MATCHING  
CONTRIBUTIONS Documentation of the extent of volunteer services, 

supported by the same methods used by the grantee for 
its employees, and documentation of the basis for 
determining the charges for personal services, materials, 
equipment, etc. 

 
 

STRATEGY TO VERIFY  
NUMBERS  Method or approach the project will use to prove the 

numbers for the Performance Target have been 
reached.  For example: Performance Target:  52 
individuals will attend training 
  
Strategy to Verify Number:  Sign-in sheet from the 
training session   

 
UN/UNDERSERVED Includes populations such as individuals from racial and 

ethnic minority backgrounds, disadvantaged individuals, 
individuals with limited-English proficiency, individuals 
from underserved geographic areas (rural or urban), and 
specific groups of individuals within the population of 
individuals with developmental disabilities, including 
individuals with developmental disabilities attributable 
to physical impairment, mental impairment, or a 
combination of physical and mental impairments. 

 
The term unserved and underserved includes 
populations such as: 
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¶ Individuals from racial and ethnic minority 
backgrounds 

¶ Disadvantaged individuals based on low-income 
status or unserved geographical areas (rural or 
urban), and specific groups of individuals within 
the population of individuals with developmental 
disabilities including individuals who require 
assistive technology in order to participate in and 
contribute to community life. 

¶ Ethnic, cultural, and disability groups that typically 
do not receive services and supports because of 
language or cultural barriers.   

¶ Individuals Including but not limited to: 
 

Census Bureau ς Race 
V American Indian or Alaskan Native 
V Black or African American 
V Native Hawaiian or Other Pacific Islander 
V White 
V Some Other Race 
V Two or More Races 

 
Census Bureau ς Ethnicity 
V Hispanic or Latino 
V Not Hispanic or Latino 
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DD SUITE INSTRUCTIONS 
 
The Ohio Developmental Disabilities Council uses a website called DD Suite to 
manage grant applications and grant awards. Anyone interested in applying for a 
grant will need to create an account in DD Suite. The following instructions will 
provide users with basic information about how to create an account in DD Suite, 
how to create or join an organization in DD Suite, how to create and submit an 
application, and how to accept and manage a grant in the system. 
 
The Ohio Developmental Disabilities Council permits individuals to apply for 
grants, however, the DD Suite grant management website will not allow an 
individual to apply for a grant unless the individual is associated with an 
organization. If you are an individual seeking to apply for a grant and are not 
associated with an organization, please contact Paul Jarvis at (614) 644-5545 for 
instructions on how to apply for a grant as an individual. 
 
HOW TO CREATE A USER ACCOUNT 
 
Before an applicant can apply for a grant, he or she must have an account in the 
DD Suite system. If a user has not already created an account, they can do so 
easily by completing the following tasks: 
 

1. Open an Internet browser and type in the address bar: www.ddsuite.org. 
2. /ƭƛŎƪ ǘƘŜ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ǘƘŀǘ ǎŀȅǎ ά{ƛƎƴ ¦ǇέΦ 
3. Fill in the form. Make sure the e-mail address provided is correct. The e-

mail address used to create the account will be used as the log-in identifier. 
Passwords will require at least one upper case letter, one lower case letter, 
one symbol, and one number. 

4. Once the information is saved, the user will need to open the e-mail 
account used to create the DD Suite account and click the hyperlink 
contained in the e-mail to verify the account. (NOTE: Because the 
verification e-mail contains a hyperlink, many spam filters place this 
verification e-mail in a spam or junk folder.) 

5. Once the account is verified, the user will see a confirmation on their 
screen. 

6. Users are now able to log into DD Suite. 

http://www.ddsuite.org/
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7. If the user is part of an organization that will be applying for a grant, he or 
she will need to determine if the organization is already in DD Suite or if the 
organization needs to be entered as a new organization.  

 
 
HOW TO JOIN AN EXISTING ORGANIZATION 
 
¦Ǉƻƴ ŀ ǳǎŜǊΩǎ ŦƛǊǎǘ ƭƻƎ-on to DD Suite, they will be prompted to join an 
organization. There is a link for users to try and locate their organization.  
 

1. /ƭƛŎƪ ǘƘŜ ƭƛƴƪ ǘƛǘƭŜŘΣ άWƻƛƴ ŀƴ hǊƎŀƴƛȊŀǘƛƻƴέ. 
2. Users will be given an alphabetical list of all organizations that already have 

created an account in DD Suite for the state they have listed as their home. 
If the user would like to search for their organization in another state, they 
can select the state using the drop-down menu. The DD Suite will not list 
ǘƘŜ ǎǘŀǘŜǎ ǳƴǘƛƭ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ǘƘŜ άDƻέ ōǳǘǘƻƴ ǘƻ ǘƘŜ ǊƛƎƘǘΦ 

3. Once the appropriate state is selected, the user can see if their organization 
is listed. If it is listed, the user can request to join the organization by 
ŎƭƛŎƪƛƴƎ ǘƘŜ ƭƛƴƪ ǘƛǘƭŜŘ άWƻƛƴέ ǘƻ ǘƘŜ ǊƛƎƘǘΦ 

4. A pop-up will appear asking the user if they are sure they want to join the 
selected organization.  

5. The user will be returned to the Accounts page on DD Suite and will need to 
receive approval from the organization before they can access grants on 
behalf of the organization. 

 
HOW TO CREATE A NEW ORGANIZATION 
 
LŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ƭƛǎǘΣ ǘƘŜ ǳǎŜǊ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜέ ƭƛƴƪ 
located at the top of the page. The create link also appears on the Accounts page. 
Either link will take the user to a form that asks for information about the 
organization. 
 
Organizations cannot be merged in DD Suite, so it is important to make sure the 
ǳǎŜǊΩǎ ƻǊƎŀƴƛȊŀǘƛƻƴ Ƙŀǎ ƴƻǘ ŀƭǊŜŀŘȅ ōŜŜƴ ŎǊŜŀǘŜŘΦ {ƻƳŜǘƛƳŜǎΣ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
name will appear as an abbreviation or with a different spelling than is expected. 
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Users who will be applying for a grant as an individual will need to apply as an 
organization. The Ohio DD Council does permit individuals to apply for grants, 
however, the DD Suite requires grant applications to come from an organization. 
Individuals who are interested in applying for a grant may create their own 
organization or may seek an agreement with an existing organization to serve as 
sponsors. Individuals interested in applying for a grant should contact Council 
staff for more information on each of these options. 
 
Once a user clicks on the link to create a new organization, they will need to 
complete the following steps: 

1) Provide the name, address, zip code, phone number, e-mail address and 
website for the organization. 

2) The form also requires the organization type to be identified. The options 
are available in a drop-down menu and include: Non-Profit, For-Profit, 
School District, County Government, Government Corporation, Tribal 
Government, City Government, State Government, Special Authority, State 
Protection and Advocacy, University Center for Excellence in Disabilities, DD 
Council as a Grantee Organization, or Not Specified. 

3) A new feature also allows organizations to enter their DUNS number. For 
more information about how to obtain a DUNS number, please see page 2 
of the Fiscal Section. All applicants must provide a DUNS number in order to 
be eligible to receive a grant from the Ohio DD Council.  

4) /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
 
NOTE: Users who are part of an organization that already has an account in the 
55 {ǳƛǘŜ Ŏŀƴ ŀŘŘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 5¦b{ ƴǳƳōŜǊ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ŀŎŎƻǳƴǘ ōȅ 
completing the following steps: 

1) Log into DD Suite. 
2) Click on the Organization Administration Module (If this module does not 
ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ŘŀǎƘōƻŀǊŘΣ ǘƘŜ ǳǎŜǊ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ƎǊŀƴǘŜŜ 
administrator authority. See User Levels below).  

3) In the Details box on the left side of the page, click ǘƘŜ άŜŘƛǘέ ƭƛƴƪΦ 
4) A field will be provided for the new DUNS number.  
5) Enter the DUNS number and click the Save button. 

 
USER LEVELS 
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A user who creates a new organization will automatically be given full 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŀǳǘƘƻǊƛǘȅ ƻǾŜǊ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 55 {ǳƛǘŜ ŀŎŎƻǳƴǘΦ ¢Ƙƛǎ ƭŜǾŜƭ ƻŦ 
ŀǳǘƘƻǊƛǘȅ ƛǎ ƪƴƻǿƴ ŀǎ άƎǊŀƴǘŜŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊέΦ ! ƎǊŀƴǘŜŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƛǎ ǘƘŜ ƻƴƭȅ 
individual in an organization that can approve or deny join requests from other 
users.  
 
A grantee administrator may also give other users within an organization the title 
of grantee administrator. It is generally a good idea to have more than one user 
within an organization with this permission level. In cases where a grantee 
administrator leaves an organization without transferring this permission level, 
please contact Paul Jarvis at the Ohio DD Council office at (614) 644-5545. 
 
Users within an organization will only have access to grant applications, grant 
projects and other materials for which they have been assigned. Assignments are 
generally handled as part of the application process. If a user needs to be added 
after a grant has been approved, contact Paul Jarvis at the Ohio DD Council office 
at (614) 644-5545.  
 
HOW TO APPLY FOR A GRANT USING DD SUITE 
 
Once a user has authorized their account and successfully joined or created an 
organization, they are able to see the DD Suite Dashboard. The Dashboard 
includes a Tasks Box on the left hand side of the webpage and a Modules Box on 
the right hand side of the webpage. 
 
A user can locate all available grant projects by clicking the Notices of Funds 
Available (NOFAs) Module. The NOFA Module will include all projects that are 
available, including projects located in other states.  
 
hƴŎŜ ǘƘŜ ǳǎŜǊ ƭƻŎŀǘŜǎ ŀ ǇǊƻƧŜŎǘ ǘƘŜȅ ǿƛǎƘ ǘƻ ŀǇǇƭȅ ŦƻǊΣ ŎƭƛŎƪ ǘƘŜ ά5Ŝǘŀƛƭǎέ ƭƛƴƪ ǘƻ 
the right of the project. The DD Suite will provide a more detailed description of 
the project, including the application due date, the project dates, the federal 
funding amount and required matching amount, the Council staff responsible for 
the project, a description of the project, a description of the minimum 
requirements, and important attachments.  
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Clicking on the Apply for This Grant button will begin the grant application 
process. Users will be taken to the Application Information Page. Users will need 
to: 

1) Give the project a new name or title or use the title provided;  
2) Provide a clear descriǇǘƛƻƴ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ƎƻŀƭΤ  
3) Identify the area of emphasis for the project;  
4) Indicate if the project is in a non-poverty area of the state or a poverty area 

of the state;  
5) Specify the primary type of project activity from the following options: 

a. Outreach 
b. Training 
c. Supporting and Educating Communities 
d. Interagency Collaboration and Coordination 
e. Coordination with Related Councils 
f. Barrier Elimination, System Design and Redesign 
g. Coalition Development and Citizen Participation 
h. Informing Policymakers 
i. Demonstration of New Approaches 
j. Other 
k. Not Specified 

6) LƴŘƛŎŀǘŜ ƛŦ ǘƘŜ ǇǊƻƧŜŎǘ ǿƛƭƭ ǿƻǊƪ ƛƴ ŎƻƭƭŀōƻǊŀǘƛƻƴ ǿƛǘƘ ǘƘŜ ǎǘŀǘŜΩǎ ǇǊƻǘŜŎǘƛƻƴ 
and advocacy agency and/or university centers of excellence; and 

7) List any other collaborators that would be pertinent to the projŜŎǘΩǎ 
success. 

 
hƴŎŜ ŀ ǳǎŜǊ ŎƻƳǇƭŜǘŜǎ ǘƘƛǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΣ ŀƴŘ ŎƭƛŎƪǎ ά{ŀǾŜέΣ ǘƘŜ 
ŀǇǇƭƛŎŀǘƛƻƴ ǿƛƭƭ ƴƻǿ ōŜ ǎŀǾŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ !ǇǇƭƛŎŀǘƛƻƴǎ aƻŘǳƭŜΦ ¢ƘŜ ǳǎŜǊ 
will then be taken to the Overview Page for the application.  
 
The application is made up of eight (8) different parts, as identified in tabs listed 
under the name of the proposal: Application Information, People, Outline, 
Budget, Objectives, Activities, Performance Measures, and Support Documents. 
¢ƘŜ ƭŀǎǘ ƭƛƴƪΣ άDǳƛŘŜƭƛƴŜǎέ ƛǎ ƛƴŦƻǊmation about the DD Suite application itself. 
 
Users can work on any part of the application in any order they choose. However, 
it is important the user save any information entered BEFORE moving between 
tabs or sections of the application, or before returning to the Overview Page. To 
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return to the overview page, the user can click on the name of the proposal 
contained in the breadcrumb link list contained at the top of the page. This 
appears as such: dashboard >> applications >> [Name of Proposal].  
 
Each section of the grant application must be completed. If there is a tab that is 
grayed out or the link is unusable, this means the DD Council will not be reviewing 
this section and a response is not necessary. 
 
PEOPLE 
 
The Ohio DD Council asks that each application include no less than three (3) key 
individuals related to the project. This includes the Project Director, the Project 
Financial Officer, and the Organization Director. The applicant may add as many 
individuals to the proposal as they choose.  
 
Clicking on the People tab located in the application will take users to a blank 
page. Applicants can add organization staff to the proposal by clicking the link 
contained on the page.  
 
Users will have the option of selecting the role of the individual being added to 
the proposal, the name of the individual being added, and the e-mail preferences 
for DD Suite notifications. Generally, these e-mail notifications include 
confirmation of when an application is submitted, when a grant is awarded or 
declined, and when reports are due, submitted, accepted, or requested for 
changes. 
 
The People page of the application includes a drop-down menu for the person 
being included on the project. It is important to note that only individuals who 
have created an account in DD Suite and have requested to join and been 
authorized a user in the organization will be listed in the drop down menu. If a 
ǳǎŜǊΩǎ ƴŀƳŜ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊΣ ŎƘŜŎƪ ǿƛǘƘ ǘƘŜ ƎǊŀƴǘŜŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ǘƻ ǎŜŜ ƛŦ ǘƘŜǊŜ 
is a pending request for the individual to join the organization. 
 
OUTLINE 
 
The Outline section of the application consists of the following topics: 
 Executive Summary ς 2,500 Character Limit 
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 Qualifications ς 5,000 Character Limit 
 Narrative ς 25,000 Character Limit 
 Outreach ς 5,000 Character Limit 
 Inclusion ς 5,000 Character Limit 
 Budget Justification ς 7,500 Character Limit 
 
This portion of the grant application is considered the narrative section of the 
application. The answers provided to the Outline questions will need to be for the 
full project cycle. For example, if a project will run for three (3) years, the 
responses provided to the Outline questions will need to be based on three (3) 
years. Most Council projects will run the full five-year cycle. The project length 
can be determined by reading the State Plan Language that has been attached to 
the NOFA. 
 
Clicking on the Outline tab will take users to a screen where they will see a series 
ƻŦ ǉǳŜǎǘƛƻƴǎΦ 9ŀŎƘ ǉǳŜǎǘƛƻƴ ǿƛƭƭ ƘŀǾŜ ŀƴ ά9Řƛǘέ ƭƛƴƪ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ƛǘΦ /ƭƛŎƪƛƴƎ ǘƘŜ 
link will take users to a screen specific to the question being asked with a blank 
field for the user to enter a response. Note that each field includes a character 
limit.  
 
When a user types into the response field provided for each questions, the 
character limit will count down. A user may also write responses in other 
programs such as Word or Pages for Mac and cut and paste the answer into the 
response field. The DD Suite program will still provide a character count. In cases 
where the character count exceeds the limit, the character count will appear in 
red. 
 
Once a user has completed a response to a question and hits save, they will be 
returned to the Outline page. The new information will appear as a response on 
the page and also appear on the Overview page.  
 
Each question contained in the Outline tab will be independently scored by the 
Grant Review Panel, using score sheets with specified scoring ranges. These 
questions and ranges can be found on pages 1-3 of the Grant Review Section.  
 
BUDGET 
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Users who click the Budget tab will be taken to the budget section of the 
application. The budget section of the application includes eight (8) budget 
categories that an applicant may use: 
 Personnel with Fringe Benefits 
 Personnel without Fringe Benefits 
 Contracted/Subcontracted Services 
 Supplies & Publications 
 Travel 
 Space/Rental 
 Other Direct Costs 
 Volunteer Services / Indirect Costs 
 
Users can add one or multiple line items to each budget category, depending on 
ǘƘŜ ƴŜŜŘǎ ƻŦ ǘƘŜ ǇǊƻǇƻǎŀƭΦ /ƭƛŎƪƛƴƎ ǘƘŜ ά!ŘŘέ ƭƛƴƪ ǘƻ ǘƘŜ right of a budget category 
will take users to a new page where they can enter the nature of the expense, the 
amount of federal funds (Council Funds) that will be used to pay the expense, the 
amount of matching funds that will be used to pay the expense, the match source 
and the match type (Cash or In-Kind).  
 
The Budget form also includes a field for justification. Applicants do not need to 
ǇǊƻǾƛŘŜ ǘƘŜ ōǳŘƎŜǘ ƧǳǎǘƛŦƛŎŀǘƛƻƴ ƻƴ ǘƘƛǎ ǇŀǊǘ ƻŦ ǘƘŜ ŦƻǊƳΦ LƴǎǘŜŀŘΣ hƘƛƻΩǎ 
application asks applicants to provide a justification for all budget items in one 
area in the Outline section of the application.  
 
Applicants can structure the budget for their proposal in any manner deemed 
necessary, so long as it meets the cost principles and other fiscal requirements 
described on pages 4-6 of the Fiscal Requirement Section. Entering and saving 
information in any category will automatically appear on the Budget overview 
page, including totals for Council Funds, Match Funds, and Project Funds. Project 
Funds are the sum of Council (federal) Funds and Match Funds. 
 
The Budget tab in DD Suite will allow a user to enter line items and DD Suite will 
automatically total all line items for that proposal. It is important to note that DD 
Suite does not restrict budget requests. For example, if the state plan language 
for a project indicates the maximum amount of federal funds is $50,000, DD Suite 
will not restrict a user from entering a proposal with a budget of $75,000 in 
federal funds. It is up to each user to determine whether their budget is over the 
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proposed amount. In the same way, the program will not alert a user if the 
proposal being submitted is less than the proposed amount. 
 
PROJECT WORK PLAN ς OBJECTIVES, ACTIVITIES, PERFORMANCE MEASURES 
 
The DD Suite does not have a tab for the Project Work Plan, however, the three 
main features of a Project Work Plan appear as separate tabs. For this section of 
the application, users will need to follow a specific order.  
 
Objectives will need to be created before activities and performance measures 
can be selected. Once an objective has been created, users can create one or 
several activities for that objective. Similarly, once activities have been assigned 
to objectives, users can select and assign performance measures. The DD Suite 
will not let users create an activity or performance measures without first 
creating an objective. 
 
Project Work Plans should be developed for a single project year. Unlike the 
project outline questions that seek a description of the project and activities over 
a series of years, the Project Work Plan sections should be specific to one project 
year. The Objectives, Activities and Performance Measures that are created here 
will be used to evaluate the progress towards the proposals goals on an annual 
basis. 
 
OBJECTIVES 
 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ hōƧŜŎǘƛǾŜǎ ǘŀō ǿƛƭƭ ǘŀƪŜ ǳǎŜǊǎ ǘƻ ŀ ǎŎǊŜŜƴ ǿƛǘƘ ŀ ƭƛƴƪ ǘƻ ά!ŘŘ 
hōƧŜŎǘƛǾŜέΦ /ƭƛŎƪƛƴƎ ǘƘŀǘ ƭƛƴƪ ǿƛƭƭ ǘŀƪŜ ǳǎŜǊǎ ǘƻ ŀ ǎŎǊŜŜƴ ǿƛǘƘ ōƭŀƴƪ ŦƛŜƭŘǎ ŦƻǊΥ 
Objective ID, Objective Description, Start Date and End Date. All fields are 
required to be completed.  
 
It is helpful for users and for Council staff to have Objective IDs that are easy to 
follow. Successful projects in the past have used an alphanumeric identification 
system, similar to the following: 
 Objective A 
  Activity 1 
  Activity 2 
  Activity 3 
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 Objective B 
  Activity 1 
  Activity 2 
 Objective C 
  Activity 1 
  Activity 2 
  Activity 3 
 
Objectives should be clear, measurable, and specific. They should also include a 
specific timeline within the project. Applications that include a timeline of one 
year to complete objectives are too vague and do not allow for appropriate 
review of progress.  
 
Once an objective has been created and saved, the user will see new options to 
link to next to the objective. These hyperlinks are labeled as follows: 

Edit =  Click this link to edit the objective, including objective id, 
objective description or objective timelines. 

Remove =  Click this link to remove the objective 
Acts =  Click this link to go directly to the Activities page for this 

objective. 
Meas =  Click this link to add performance measures for this objective. 
Up =  Click this link to move the objective up in the list (Note ς 

moving objectives may result in the need to renumber or 
change the objective id). 

Down =  Click this link to move the objective down in the list 
 

ACTIVITIES 
 
Clicking on the Activities tab will take users to the Activities page. The page will 
feature a drop down menu to allow users to select a specific objective to add 
activities to. If the user has not created and saved an objective, the drop down 
menu will be blank.  
 
Similar to the Objectives tab, users will be able to assign an activity id and provide 
an activity description and timeline. Activities also require the user to enter a staff 
person responsible for the named activity.  
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Activities should also be clear, specific and measurable. Activities assigned to an 
objective should relate specifically to the achievement of the objective and should 
Ŧŀƭƭ ǿƛǘƘƛƴ ǘƘŜ ƻōƧŜŎǘƛǾŜΩǎ ǘƛƳŜƭƛƴŜΦ  
 
Activities added to one objective will only appear on the activities page when that 
objective is selected in the drop down menu. For example, an activity that has 
been added to objective one (1) will disappear if the user selects objective two (2) 
from the drop down menu. 
 
Once an activity has been created, the option to edit or remove the activity will 
appear as a link to the right of the activity. If more than one activity is created for 
an objective, the option to move activities up or down will appear as a link to the 
right of the activity. 
 
PERFORMANCE MEASURES (OUTPUTS) 
 
The state plan language for each project includes expected outputs and includes 
targets for each year of the project. In the DD Suite, outputs are identified as 
performance measures and can be assigned to an objective by clicking the 
tŜǊŦƻǊƳŀƴŎŜ aŜŀǎǳǊŜǎ ǘŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΣ ƻǊ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άaŜŀǎέ ƭƛƴƪ 
to the right of an objective on the Objectives page. Clicking either will take users 
to the Performance Measures page.  
 
Performance measures can be selected from the drop down menu. Once a 
measure has been selected, the user can identify the numeric value for each 
category the performance measure allows. Some performance measures are a 
measurement of individuals with developmental disabilities only. When this 
happens, the fields used to enter numeric values for family members or others 
will be grayed out.  
 
Beginning in 2017, all DD Councils across the country will use a new series of 
performance measures created by the Administration on Intellectual and 
Developmental Disabilities. These new performance measures will be featured in 
the drop down menu and more information can be found on pages 7-11 of the 
Program Requirements Section. 
 
SUPPORTING DOCUMENTATION 



12 

Back to Index 

 
The Supporting Docs tab allows users to provide additional notes and to attach 
documents to their application. Applications for competitive grants require: 
 Signed Assurances 
 Three (3) Letters of Recommendation 
 Resume(s) of Project Director(s) 
 Names and Address of Board Members (if applicable) 
 Proof of non-profit status (if applicable) 
 
Users can attach each of these documents separately.  
 
/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŀŘŘ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘǎέ ƭƛƴƪ ǿƛƭƭ ǘŀƪŜ ǳǎŜǊǎ ǘƻ ŀ ƴŜǿ ǇŀƎŜΣ 
where they can provide a name for the document they will be uploading and 
select the document from their files to upload it. Once a description has been 
ǇǊƻǾƛŘŜŘΣ ǳǎŜǊǎ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά/ƘƻƻǎŜ CƛƭŜέ ōǳǘǘƻƴ ǘƻ ƭƻŎŀǘŜ ǘƘŜ ŦƛƭŜ ƻƴ ǘƘŜƛǊ 
computer they wish to upload or attach to the application. Double clicking on the 
file the user wishes to attach will bring the user back to the DD Suite page. Once 
ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ǘƘŜ άǎŀǾŜέ ōǳǘǘƻƴΣ ǘƘŜ ŦƛƭŜ ǿƛƭƭ ōŜ ǳǇƭƻŀŘŜŘ ŀƴŘ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ 
application. 
 
Files can be removed or edited if the application has not been submitted. Files 
CANNOT be added or attached to an application after it has been submitted.  
 
SUBMITTING AN APPLICATION 
 
Once a user has completed all of the pertinent sections, they can go back to the 
Overview Page by clicking the name of the project listed as a breadcrumb. A 
breadcrumb trail is a list, usually on the same line, of places a user has been. At 
the top of the page, users will see a breadcrumb that typically looks as follows: 
 
 Dashboard >> Applications >> {Project Name} 
 
Clicking on the Project Name will take users to the Overview Page. This page will 
show all of the information a user has entered for an application in one place. 
Users can print this page if they would like a hard copy of the application for their 
paper file.  
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Once a user has entered all of the information necessary to submit an application, 
ǘƘŜȅ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ƭƛƴƪ ǘƛǘƭŜŘ ά±ŀƭƛŘŀǘŜ ŀƴŘ {ǳōƳƛǘέ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ 
of the Overview Page. NOTE: The Validate and Submit link will not appear on any 
of the individual pages (i.e. People tab, Outline tab, etc.).  
 
Clicking the Validate and Submit button will take users to the Validate page that 
lists any missing parts of an application. For example, if an outline question was 
left blank, the DD Suite will list that question as incomplete on the Validate page. 
The DD Suite will not allow a project to be submitted if the application does not 
include, at a minimum, the following: 

Name of Project Director, Financial Officer, and Organization Director 
(PEOPLE TAB) 

 Answers to all Outline Question (OUTLINE TAB) 
At least one objective and one activity 
(OBJECTIVE/ACTIVITY/PERFORMANCE MEASURE TABS) 

 
Any item that is incomplete will be listed as an error and appear in red. Items that 
are flagged for further review are listed as a warning and will appear in pink. The 
DD Suite will not show a Submit button if there are any red items listed on the 
validate page. The validate page includes a link for each section so that a user can 
jump directly to a section that may be incomplete or have a warning. 
 
The DD Suite will not validate the budget. It is up to each applicant to ensure their 
budget has been entered completely and remains within the proposed project 
amount.  
 
Once all sections have been completed and the validate page does not have 
errors, the submit button will appear. Users who click the submit button will 
receive an e-mail notification from the DD Suite confirming the application has 
been successfully submitted.  
 
IMPORTANT: Once an application has been submitted, it will not be returned. 
Applications with incorrect information, missing attachments, wrong budgets or 
any other erroneous information will not be returned. Incomplete applications 
will not be considered by a grant review panel. Please make sure that all 
information is entered as desired and that all sections are completed to the 
ŀǇǇƭƛŎŀƴǘΩǎ ǎŀǘƛǎŦŀŎǘƛƻƴ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴΦ 
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MODIFICATIONS 
 
Once a grant review panel has considered applications and selected a proposal, it 
is possible for the panel to place conditions on a proposal or ask the applicant to 
answer specific questions in the application. In addition to being notified by DD 
Council staff that an application was either accepted or declined, the applicant 
will get a notification from the DD Suite either that modifications are requested, 
the application has been accepted as submitted, or the application was not 
awarded.  
 
In cases where modifications have been requested, users will need to log into DD 
Suite. On the main dashboard, the user should see a pending task in the Tasks Box 
on the left-ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜΦ ¦ǎŜǊǎ ǿƛƭƭ ǎŜŜ ǘƘŜ ŘŜǎŎǊƛǇǘƛƻƴ ά!ǇǇƭƛŎŀǘƛƻƴ 
aƻŘǎ wŜǉǳŜǎǘŜŘέ ǿƛǘƘ ŀ ƭƛƴƪ ǘƻ ǘŀƪŜ ǘƘŜƳ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ 
 
Sections that have been checked for modification will appear in a highlighted 
yellow box on the Overview page. Users CANNOT edit these sections from the 
Overview page. They will need to click the appropriate Tab, then click the edit link 
to the right of the section marked for modification. Only sections that can be 
edited will include active hyperlinks. Hyperlinks with a red asterisk next to it 
indicates that a modification has been requested for that item. 
 
It is important to note that users will only be able to change information in the 
sections that have been checked for modification. Often times, all budget items 
will be unlocked if budget modifications are requested to allow for changes in one 
line item to offset changes in another line item. 
 
Once all requested sections have been updated, users will be able to Validate and 
Re-Submit the application from the Overview page. Remember, to navigate to the 
Overview page, click the project name in the breadcrumb trail at the top of the 
page. 
 
ACCEPT / DECLINE AWARD 
 
Once an application has been approved, the applicant will receive a Notice of 
Grant Award via e-mail from DD Suite. Users will need to log into the DD Suite and 
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check their Tasks Box for the Notice of Grant Award. Clicking on the link will take 
the user to the Overview Page where the applicant can click on Accept Award or 
Decline Award button located on the upper right-hand side of the page. 
 
It is important for users to accept the award when they receive notification. 
Project updates, including periodic program and expense reports and notifications 
of due dates for reports will not be available until a user accepts an award. 
 
 





1 

Back to Index 

GRANT REVIEW 

 

TIMELINES 

Unless otherwise described in the State Plan Language for a specific project, all 
DD Council grants will run from January to December. For the 2017-2021 State 
Plan, the following timelines will be used: 
 

August 1, 2016: The official Notice of Funds Available will be 
posted to the DD Council website. 

August 4, 2016:   .ƛŘŘŜǊΩǎ /ƻƴŦŜǊŜƴŎŜ ς Columbus 
August 11, 2016:  .ƛŘŘŜǊΩǎ /ƻƴŦŜǊŜƴŎŜ ς Byesville 
October 7, 2016:  Deadline for Competitive Applications 
November 3 & 4, 2016: Grant Reviews 
January, 2017:  New Grantee Orientation 

 
GRANT REVIEWER QUESTIONS 
 
Applications for this project will be evaluated by a grant review panel that 
consists of five (5) individuals: three external reviewers with knowledge of the 
subject matter and two Ohio Developmental Disabilities Council members. Panel 
members are selected prior to the issuance of this Notice of Funds Available. 
Panel members must confirm, by signature, they do not have a fiduciary or 
pecuniary conflict of interest in the project. 
 
Each panel member will independently review and score each application using 
ǘƘŜ 55 /ƻǳƴŎƛƭΩǎ ŎƻƳǇŜǘƛǘƛǾŜ ǊŜǾƛŜǿ ŜǾŀƭǳŀǘƛƻƴ ǎŎƻǊŜ ǎƘŜŜǘΦ 5ǳǊƛƴƎ ǘƘŜ 
competitive grant review, the scores for each project will be collected and 
tabulated. Low scoring proposals may be eliminated without further 
consideration or discussion. Following a discussion of any remaining proposals, 
the review panel may select an application for award. Decisions of the grant 
review panel require a majority vote of the panel. 
 
Applications may be awarded up to 100 points by a reviewer using the 
competitive review evaluation score sheet. Each score sheet consists of seven 
sections and includes a scoring range for each section. The sections of the score 
sheet have a corresponding section to the application, as follows: 
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a) Executive Summary (0-5 Points): Applicants are asked to provide a one 
paragraph abstract that clearly identifies the goals and major activities of 
the project. Reviewers are asked if ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ǊŜǎǇƻƴǎŜ ŎƭŜŀǊƭȅ ǎǘŀǘŜǎ 
the goal and major activities of the project. 

b) Qualifications (0-5 Points): Applicants are asked to describe their 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎ ǘƻ ƛƳǇƭŜƳŜƴǘ ǘƘŜ ǇǊƻǇƻǎŜŘ ǇǊƻƧŜŎǘΦ 
Applicants are also asked to include ŀ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜƛǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
mission and philosophy. Reviewers are asked to score the project based 
ƻƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ ŀƴŘ ǇƘƛƭƻǎƻǇƘȅΣ ŜȄǇŜǊƛŜƴŎŜ ǇǊƻǾƛŘƛƴƎ 
culturally competent services or support to individuals with 
developmental disabilities and their family members, experience as an 
advocate on behalf of individuals with developmental disabilities and 
their families, the knowledge and expertise that qualifies the applicant to 
successfully conduct the project, the knowledge and expertise of the 
project personnel, and how many current grants are held by the 
applicant. Reviewers may also consider the required letters of 
recommendation and the resume of the project director.  

c) Project Narrative (0-45 Points): Applicants are asked to describe the 
project and how it will accomplish the outcome statement and how it will 
achieve the performance targets provided in the project description. 
Applicants are also asked to describe what strategies will be used to verify 
data generated by the project. Applicants are also asked to describe what 
impact the project will have on individuals with developmental 
disabilities. Reviewers are asked to score this section based on how well 
the applicant describes methods to reach the outcome statement and 
performance targets, how effective the strategy the verify data will be, 
and to what degree the project activities will have an impact on 
individuals with developmental disabilities. 

d) Outreach to Un/Underserved Communities (0-15 Points): Applicants are 
asked to identify the un/underserved communities in their project area, 
to identify which un/underserved population the project will target for 
inclusion in activities, to identify the needs and barriers to service of the 
identified population, to identify the affirmative or proactive activities the 
applicant will conduct to reach the identified population, to list key 
community partners or organizations to assist with the identified 
population, to describe plans to sustain this activity, to identify how 
progress towards reaching the identified population will be measured, to 
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identify how barriers towards progress will be addressed, and, if possible, 
to describe how the project can identify and report on disparities among 
the identified population. Reviewers are asked to rate the responses 
provided to each of the sub-questions. 

e) Inclusion of Individuals with Developmental Disabilities (0-15 Points): 
Applicants are asked to describe how the project will include individuals 
with disabilities and family members in the projecǘΩǎ ŀŎǘƛǾƛǘƛŜǎ ŀƴŘ ǘƻ 
identify if there are paid or unpaid roles for individuals with disabilities. 
Reviewers are asked to score the section based on whether they believe 
the project includes appropriate efforts to include individuals with 
disabilities and their family members in project activities. 

f) Budget & Budget Explanation (0-5 Points): Applicants are asked to provide 
a proposed budget based on eight (8) categories which include Personnel 
with Fringe Benefits, Personnel without Fringe Benefits, Contracted or 
Subcontracted Services, Travel, Supplies and Publications, Space or Rental 
Costs, Other Direct Costs, Volunteer Services or Indirect Costs. Applicants 
are also asked to include an explanation or justification for how budget 
items were estimated or calculated. Reviewers will examine this section 
for appropriateness.  

g) Project Outcomes and Activities (0-10 Points): Applicants are asked to 
identify outcomes that will be achieved throughout a grant year, to 
describe activities that will be performed to achieve each outcome, to 
identify project staff who will be responsible for each activity, and to 
provide a clear timeline of expected achievement of activities and 
outcomes. Applicants are also asked to identify performance measures 
they intend to achieve through project activities and outcomes. Reviewers 
are asked to score this section based on whether the project includes the 
appropriate performance targets and target numbers, whether each 
activity and performance target is relevant to the outcome, and whether 
the application adequately describes responsibilities for activities and 
outcomes and provides a clear timeline.  
 

The authority to award or decline an application for this project lies with the grant 
review panel.  
 
The following pages include the instructions that Grant Review Panel members 
will receive.  
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OHIO DEVELOPMENTAL DISABILITIES COUNCIL 
 

Grant Reviewer Fact Sheet  
For 

Competitive Applications 
 
1.  The proposals will be screened for compliance by ODDC staff for 

completeness and accuracy. 
 
2.  The proposal evaluations must be scored and signed to be valid. 
 
 A. The screening score gives direction towards the better proposals to be 

discussed during the grant review.    
 
 B. Guidelines for assigning points: 
 

 

Point Ranges 
Possible: 

Weak Adequate Outstanding 

0-45 0-20 21-40 41-45 

0-15 0-5 6-10 11-15 

0-10 0-3 4-7 8-10 

0-5 0-1 2-3 4-5 

 
 
3. The proposal evaluations will be distributed to any applicant upon request 

with the individual reviewer's name removed. 
 
4.  If an applicant believes there has been fraud, conflict of interest or 

substantive violation of procedure, the applicant has the right to appeal. 
 
5. If a reviewer is unable to attend a grant review panel meeting, Council fiscal 

staff should be notified at (614) 644-5541 as soon as possible. 
  

NO PROPOSAL WILL BE APPROVED UNTIL ALL ETHICS STATEMENTS AND GRANT 
PROPOSAL EVALUATIONS ARE RECEIVED IN THE COUNCIL OFFICE. 
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6. REVIEWER RESPONSIBILITIES: 
 
 A review panelist has two primary responsibilities: 
 
 A. to read the proposal and determine if the proposal submitted is 

consistent with the goals, objectives, required activities, and expected 
outcomes as stated in the Ohio State Plan for Developmental 
Disabilities; and 

 
 B. to make recommendations to the applicant and/or to require 

modifications of the original proposal as conditions for approval. 
 
 Reviewers are advised that modifications and recommendations should be 

limited in scope.  Any recommendation or modification the panel wishes to 
make should not be so extensive that the State Plan is fundamentally 
changed.  (Council's motion of December 4, 1992, viz: "Grant Review Panels 
are not to make changes in State Plan language.") 

 
 In the event the panel should conclude that the proposal does not satisfy 

the requirements of the Ohio State Plan for Developmental Disabilities and 
should not be funded, the reasons for this conclusion will be compiled by 
Council staff and formally presented to the Council. 

 
 In the event a prospective panel member, upon reviewing the Ohio State 

Plan section authorizing the proposal, finds that he or she disagrees with 
the required activities, expected outcomes, goals, and objectives as 
specified in the Plan, the panel member should notify the Grants 
Administrator.  Under these circumstances the prospective panelist would 
be relieved of any obligation to serve as a reviewer. 
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Ohio Developmental Disabilities Council 

 

 

Review Format 

for 

Competitive Applications 

 

Grant #___________________                                          Date______________ 

 

1. The chairperson calls the panel to order. 

 

2. Introduction of panel members. 

 

3. The chairperson must determine the following: 

 

A. The composition of the panel complies with Council policy; and 

B. A signed Ethics Statement has been submitted to the chairperson by each 

panelist. 

 

If the panel is not properly constituted, the review chairperson can take the 

place of one voting panel member. If two members of the original panel are 

not in attendance, the convening of the panel may be delayed a “reasonable” 

time to allow a scheduled panelist to arrive. If the panel is not properly 

constituted after such time has elapsed, the panel must be adjourned and the 

review rescheduled. 

 

4. Chairperson summarizes the Project Description for the grant. 

 

5. Chairperson reiterates Council’s motion of December 4, 1992, viz: “Grant 
Review Panels are not to make changes in State Plan Language.” 

 

6. Total screening points are calculated and announced. 

 

7. Starting with the lowest total score, the chairperson will ask that the lowest 

scoring proposal be removed from further consideration. 

 

If there is no objection, the proposal will be dismissed from further review. 
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If there is an objection, the proposal will be subject to further review and 

discussion. 

 

This process is repeated with the lowest scoring proposal, then the third, etc., 

until all proposals have been examined. 

 

8. Starting with the lowest scoring proposal still under consideration, the 

chairperson will ask that panelists being substantive discussion of the proposal. 

 

This process continues until all proposals under consideration have been 

discussed. 

 

9. The chairperson will ask for a motion to approve a particular proposal. 

 

Once majority approval has been obtained, the chairperson will then entertain 

recommendations, suggestions, clarification, etc. by the review panelists as to 

further conditions for final approval if necessary. 

 

All such recommendations, suggestions, etc., must be explicitly stated by the 

chair and receive majority approval by the panel in order to be included in the 

conditions letter to the awardee. 

 

10.  If no proposal receives majority approval, the remainder of the reviews will be 

devoted to developing a report stating the reasons why no proposal was funded. 

This report will be distributed to all members of the originating Council 

Committee. The Committee will then determine what further action is required 

from the following alternatives: 

 

A. Reissuance of the Request for Proposals; 

B. Request for each applicant to resubmit proposals; or 

C. Cancellation of grant for the federal fiscal year. 

 

11.  NO PROPOSAL WILL BE APPROVED UNTIL ALL  ETHICS 

STATEMENTS AND GRANT PROPOSAL EVALUATIONS ARE 

RECEIVED IN THE COUNCIL OFFICE.  
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12.  The chair will ask each panelist to sign and date one of the following: 

 

I hereby affirm that the grant review of Ohio Developmental Disability Basic 

State Grant# _________ has been conducted in accordance with the approved 

format. 

 

Name Date Time 

________________________________ ___________ _____________ 

Originating Committee Member 

 

________________________________ ___________ _____________ 

Originating Committee Member 

 

________________________________ ___________ _____________ 

Originating Committee Member 

 

________________________________ ___________ _____________ 

Outside Expert or Special Advisor    

 

________________________________ ___________ _____________ 

Outside Expert 

 

________________________________ ___________ _____________ 

Review Chairperson  

 

  

 

I do not believe the review was conducted according to the approved format. 

 

Name Date Time 

________________________________ ___________ _____________ 

Originating Committee Member 

 

________________________________ ___________ _____________ 

Originating Committee Member 

 

________________________________ ___________ _____________ 

Originating Committee Member 
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________________________________ ___________ _____________ 

Outside Expert or Special Advisor    

 

________________________________ ___________ _____________ 

Outside Expert 

 

________________________________ ___________ _____________ 

Review Chairperson  
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FORMS 

 

Ohio Developmental Disabilities Council 

Assurances - 2017 
 
As the duly authorized representative of the applicant, I certify that the applicant: 
 
(A) Has the legal authority to apply for federal assistance and the institutional, managerial and financial 
capability (including funds sufficient to pay the non-federal share of project cost) to ensure proper 
planning, management and completion of the project described in this application.  
 
(B) Will give the U.S. Department of Health and Human Services, the Comptroller General of the United 
States, the state of Ohio, and the Ohio Developmental Disabilities Council (ODDC), through any 
authorized representative, access to and the right to examine all records, books, papers, or documents 
related to the award; and will establish a proper accounting system in accordance with generally 
accepted accounting standards or agency directives.  
 
(C) Will establish safeguards to prohibit employees from using their positions for a purpose that 
constitutes or presents the appearance of personal or organizational conflict of interest, or personal 
gain.  Further, applicant will notify ODDC, in writing, of any potential conflict of interest that may affect 
the award. 
 
(D) Will initiate and complete the work within the applicable time frame, or an adjusted time frame 
approved by ODDC, after receipt of approval by ODDC.  
 
(E) Will comply with all applicable federal and state laws, regulations, guidelines and requirements 
including, but not limited to the following: 
 
 (1) The Developmental Disabilities Assistance and Bill of Rights Act of 2000 (P.L. 106-402), as 
 amended, 
 
 (2) All federal statutes relating to nondiscrimination. These include but are not limited to:  
  (a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination 
  on the basis of race, color or national origin;  
  (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. §§1681-1683,  
 and 1685-1686), which prohibits discrimination on the basis of sex;  
  (c) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. §794), which  
  prohibits discrimination on the basis of handicaps;  
  (d) The Age Discrimination Act of 1975, as amended (42 U.S.C. §§6101-6107),   
  which prohibits discrimination on the basis of age;  
  (e) The Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255), as amended,  
  relating to nondiscrimination on the basis of drug abuse;  

(f) The Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and 
Rehabilitation Act of 1970 (P.L. 91-616), as amended, relating to nondiscrimination on 
the basis of alcohol abuse or alcoholism;  
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  (g) Sections 523 and 527 of the Public Health Service Act of 1912 {42 U.S.C. §§290 
  (dd)-(3) and 290 (ee)(3)}, as amended, relating to confidentiality of alcohol and drug  
  abuse patient records;  
  (h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. §§3601 et seq.), as amended,  
  relating to nondiscrimination in the sale, rental or financing of housing;  
  (i) Any other nondiscrimination provisions in the specific statute(s) under which   
  application for federal assistance is being made; and,  
  (j) The requirements of any other nondiscrimination statute(s) which may apply to the  
  application,  
  

(3) 31 U.S.C. 1352 (P.L. 101-121) prohibiting the use of federal funds to influence federal funding 
matters, each instance will be reported via completion and submittal of Standard Form-LLL, 
"Disclosure Form to Report Lobbying", in accordance with its instructions,  

  
(4) Minimum wage, maximum hours and other provisions of the Federal Fair Labor Standards 
Act as applicable,  

 
(5) Section 507 of the Departments of Labor, Health and Human Services, and Education, and 
Related Agencies Appropriations Act of 1995, Purchase of American-Made Equipment and 
Products (P.L. 103-333), which states, άIt is the sense of the Congress that, to the greatest extent 
practicable, all equipment and products purchased with funds made available in this Act should 
be American-made.έ, 

 
(6) Part C of the Pro-Children Act of 1994 (P.L. 103-227), which provides that smoking may not 
be permitted in any portion of any indoor facility owned or leased or contracted by an entity 
and used regularly for the provision of health, day care, education, or library services to children 
under the age of 18, if the services are funded by federal programs whether directly or through 
state or local governments. Federal programs include grants, cooperative agreements, loans and 
loan guarantees, and contracts. The law does not apply to childrenΩs services provided in private 
residences, facilities funded solely by Medicare or Medicaid funds, and portions of facilities used 
for inpatient drug and alcohol treatment,  

  
(7) Section 106 (g) of the Trafficking Victims Protection Act of 2000, as amended (22 U.S.C. 
7104), 

 
(8) Consolidated and Further Continuing Appropriations Act, 2015 (Public Law 113-235), Salary 
Limitation (Section 203), Gun Control (Section 217), Restriction on Distribution of Sterile Needles 
(Section 522), Anti-Lobbying (Section 503), 

 
(9) Ohio Ethics law as provided in Chapter 102 of the Ohio Revised Code and Executive Order 
2011-03K, 

 
 (10) Ohio Elections law, Divisions (I) and (J) of Section 3517.13 of the Ohio Revised Code. 
 
(F) Will comply with all applicable requirements of all other federal laws, regulations, and policies, 
governing this program. 
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(G) Will disclose in writing to ODDC, within a timely manner, all violations of federal criminal law 
involving fraud, bribery, or gratuity violations potentially affecting the award.   
 
(H) Will cause to be performed the required financial and compliance audits in accordance with 2 CFR 
Part 200, άUniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards," if applicable, and to submit one (1) copy for each funding period to ODDC; if necessary, a 
complete description of corrective actions undertaken in response to the audit report must be 
submitted no later than thirty (30) days following the completion of the report by the auditor to ODDC. 
 
(I) Will provide a full accounting for all services performed and for all funds received and expended in 
connection with the grant project; a separate account shall be maintained solely for this grant; all 
disbursements made from this account shall be only for obligations incurred in the performance of this 
grant and shall be supported by contracts, invoices, vouchers, and other data, as appropriate, to support 
such disbursements; all supporting documentation shall be maintained in sufficient detail to show the 
exact nature of all activities/expenditures; records associated with the project will be made accessible 
for audits, reviews, and/or site visits as required for project administration. Records shall be maintained 
for a period of NOT LESS THAN six (6) years, or until any pending issues related to the records of an audit 
or review has been resolved, whichever is later; the aforementioned records requirements, if applicable, 
shall be included in all approved subcontracts. 
 
(J) Upon termination or completion of the project, will return any unexpended funds attributable to the 
grant to the Ohio Department of Developmental Disabilities (DODD), designated fiscal agency for ODDC; 
in the event applicant discovers overpayment has been made, repayment shall be made within forty 
(40) days from the date of discovery, without prior notification from ODDC. 
 
(K) Will utilize federal funds awarded to supplement and will in no case, supplant funds from non-federal 
sources that, in the absence of such federal funds, would be made available for the purposes of the 
program(s). 
 
(L) Or its principals are not presently debarred, suspended, proposed for debarment, declared ineligible 
or voluntarily excluded from participation in this transaction by any state or federal department or 
agency; applicants may not have any άunresolvedέ findings for recovery under Section 9.24 of the Ohio 
Revised Code.   
 
(M) If applicable, will ensure services provided under this project are administered and/or supervised by 
qualified personnel; such qualifications are determined by reference to current certification and 
occupational standards, state and local licensing laws. Any direct services provided will be provided in an 
individualized manner; the human rights of all individuals with developmental disabilities will be 
protected.  Applicant will comply with all applicable state licensing standards, all applicable accrediting 
standards, and any other standards or criteria established by state or federal law to assure quality of 
service(s). 
 
(N) Understands the conduct of the project will be aimed toward making a contribution to the statewide 
quality and extent of community life for persons with developmental disabilities; consideration will be 
given to the involvement of consumers and residents of service areas in the planning, management, and 
operation of such services; special consideration will be given to the needs of those residing in urban 
and rural poverty areas; applicant shall maximize the use of community resources, including volunteers 
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whenever appropriate; participation in the project will be generally representative of the population of 
the state, with particular attention to the participation of minority groups.  
 
(O) Will use appropriate administrative, technical and physical safeguards to prevent the unauthorized 
use or disclosure of client information and to maintain the confidentiality, privacy and security of any 
such information; use of such information and records shall be limited to purposes directly connected 
with the administration of the project, and may not be disclosed directly or indirectly, other than in the 
administration thereof, or for the purposes of audit and/or review by authorized entities, unless the 
consent of the individual to whom the information applies, or his representative, has been obtained. 
ODDC may duplicate, use and disclose all data delivered under the terms of this grant within the 
boundaries of regulations pertaining to confidentiality of consumer information; ODDC has a royalty-
free, non-exclusive and irrevocable license to publish, translate, reproduce, deliver, perform, dispose of 
all data, and to authorize others to do so, now or hereafter covered by copyright; provided that with 
respect to data not originated in the performance of this grant, such license shall be only to the extent 
that the applicant has the right to grant such license without becoming liable to pay compensation to 
others because of such grant.  
 
(P) Will at all times during the term of the grant, indemnify and hold harmless, to the extent allowable 
by law, ODDC and the state of Ohio against liability, loss, damage, costs or expenses to pay by reason of 
any consumer's suffering, personal injury, death, or property loss or damage while participating in or 
receiving from the applicant services to be furnished by the applicant under the terms of the award 
agreement or while on premises owned, leased or operated by the applicant, or while being transported 
to or from the premises in any vehicle owned, operated, leased, chartered or otherwise contracted for 
by the applicant; or any employee who is furnishing services called for under the terms of the grant, 
provided, however, that the provisions of the paragraph shall not apply to liabilities caused by or 
resulting from the acts of ODDC or any of its officers, members, employees, agents or representatives. 
 
(Q) Will provide such bonding and liability insurance as would provide adequate coverage for projects 
under this grant. 
 
(R) Agrees to be evaluated at least twice a year by ODDC relative to how the project is meeting the 
objectives and making progress toward achieving expected outcomes. 
 
(S) Will submit periodic program and financial reports in the manner described by ODDC, a final program 
report, if applicable, and such other reports as may be required by ODDC in order to administer the 
program. 
 
(T) Will comply with applicable administrative requirements and cost principles in accordance with 2 CFR 
Part 200, άUniform Administrative Requirements, Costs Principles, and Audit Requirements for Federal 
Awards.έ All costs shall be reasonable, allowable, and allocable; applicant shall assume sole and entire 
responsibility for the payment of its taxes.   
 
(U) Will support claims for the reimbursement of indirect costs by providing an approved negotiated 
indirect cost rate by the director, Division of Cost Allocation at the applicable Regional Office or, for an 
entity that has never received a negotiated rate, a de minimis rate of 10% of modified total direct costs 
may be used indefinitely.  
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(V) Will be accountable for program income that may be generated as a result of the grant; program 
income may be added to awarded funds, deducted from total project costs or used for costs that count 
toward satisfying a cost-sharing or matching requirement.   
 
(W) Will generate and document matching expenditures as required by federal regulations and ODDC; 
that such matching expenditures are not included as contributions for any other federally-assisted 
project/program and are not paid by the federal government under another award. 
 
(X) Will not contract or transfer any of the principal activities of the proposal to another organization 
without specific prior approval by ODDC; any approved subcontracts shall be subject to all conditions of 
these assurances. 
  
(Y) Will not change the scope of the services specified in the approved grant application without the 
prior written approval from ODDC. 
 
(Z) Understands the United States Department of Health and Human Services, ODDC, and DODD retain a 
royalty free, nonexclusive, and irrevocable right to reproduce, publish, use, or authorize others to use 
copy-written materials developed with grant funds for federal and state Government purposes; the 
publication of manuals and/or brochures will be reviewed by and receive prior approval from ODDC 
before the printing and distribution of such material; two copies of all project products will be 
forwarded to ODDC. Publications, printed materials, or electronic media developed under the grant will 
give credit to ODDC, and any materials and media developed and/or purchased with grant funds are the 
property of ODDC. All publications and media materials prepared under this project must state the 
following: FUNDED BY THE OHIO DEVELOPMENTAL DISABILITIES COUNCIL UNDER THE DEVELOPMENTAL 
DISABILITIES ASSISTANCE AND BILL OF RIGHTS ACT.  
 
(AA) Understands projects may be temporarily suspended or permanently terminated for any of the 
following:  
  
 (1) Wrongful expenditure of funds;   
  
 (2) Failure to meet performance targets;   
  
 (3) Failure to comply with program and financial reporting requirements;   
  
 (4) Failure of submitted products and reports to satisfy professional standards of accuracy and 
 composition;   
  
 (5) The submission of false and/or fraudulent information in required reports. 
 
(BB) Understands this project, in whole or in part, may be canceled at any time by ODDC in the event 
funding to ODDC from federal sources is not available and/or is not continued at an aggregate level 
sufficient to allow for the purchase of the indicated quantity of service(s); termination may also be 
caused by mutual consent of both parties, or by either party with or without cause, upon thirty (30) days 
notice, in writing. In the event of termination in-part, both parties shall continue the performance of this 
agreement to the extent not terminated. If this project is terminated, ODDC may require the applicant 
to deliver and transfer title or assignment of interest in any property secured through use of grant funds 
to ODDC; dispose of any property specifically produced or acquired through use of grant funds for the 
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performance of such part of this agreement as has been terminated in accordance with instructions 
from ODDC; and protect and preserve property in the possession of the applicant in which ODDC has an 
interest. After receipt of a notice of termination and except as otherwise directed by ODDC, the 
applicant shall cease work under the agreement on the date, and to the extent specified, in the notice of 
termination. ODDC shall pay the applicant the agreed upon amount for the delivery of services under 
the terms of the grant up to the effective date of termination; and that payment shall not be made for 
property or excessive supplies purchased after the notice of termination is received, except as approved 
by ODDC. If the grant is terminated as described above, the applicant will pay back any grant funds 
received, less the amount expended or encumbered for services provided up to the time of termination. 
 
(CC) Will or will continue to comply with all applicable state and federal laws regarding a drug-free 
workplace. Applicant shall make a good faith effort to ensure that all of their employees not purchase, 
transfer, use or possess illegal drugs or alcohol or abuse prescription drugs in any way.  
  
(DD) Acknowledges that to the best of my knowledge and belief, that:  
 

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the 
undersigned, to any person for influencing or attempting to influence an officer or employee of 
an agency, a Member of Congress, an officer or employee of Congress, or an employee of a 
Member of Congress in connection with the awarding of any Federal contract, the making of any 
Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, 
and the extension, continuation, renewal, amendment, or modification of any Federal contract, 
grant, loan, or cooperative agreement.  

 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any 
person for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of 
Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the 
undersigned shall complete and submit Standard Form-LLL, άDisclosure Form to Report 
Lobbying,'' in accordance with its instructions.  

 
(3) The undersigned shall require that the language of this certification be included in the award 
documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. This certification is a material representation of fact upon which reliance was 
placed when this transaction was made or entered into. Submission of this certification is a 
prerequisite for making or entering into this transaction imposed by section 1352, title 31, U.S. 
Code. Any person who fails to file the required certification shall be subject to a civil penalty of 
not less than $10,000 and not more than $100,000 for each such failure.  

 
 
 
____________________________________________________________ 
Signature-Title 
 
____________________________________________________________ 
Date 
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Federal Funding Accountability and Transparency Act  
 

The Federal Funding Accountability and Transparency Act (FFATA) was signed on September 

26, 2006.  The intent of FFATA is to empower every American with the ability to hold the 

government accountable for each spending decision.  The end result is to reduce wasteful 

spending in the government.  The FFATA requires information on federal awards be made 

available to the public via a single, searchable website.  Federal awards include grants, subgrants, 

loans, awards, cooperative agreements and other forms of financial assistance as well as 

contracts, subcontracts, purchase orders and delivery orders.  The Ohio Developmental 

Disabilities Council (ODDC) is required to report information on subgrantees receiving federal 

funds on the Federal Subaward Reporting System (FSRS) at http://fsrs.gov .  In our efforts to 

comply with the reporting requirements under FFATA, ODDC is asking that you provide 

certification regarding the applicability of certain criteria to your organization using Attachment 

B. 

 

FFATA and subsequent rules published by the White House OMB require that subgrantees have 

a Data Universal Numbering System (DUNS) Number to receive federal funds of any type.  If 

you have not already done so, you must register your organization for a DUNS Number and 

provide this number to ODDC.  Instructions for requesting a DUNS Number are included as 

Attachment A (How to Request or Verify a DUNS Number).  All ODDC subgrantees must 

submit this information.  Information about the DUNS is available at 

http://fedgov.dnb.com/webform .  Information on Federal Spending Transparency is available at 

http://www.usaspending.gov or at the Office of Management and Budget’s website for Federal 

Spending Transparency at http://www.whitehouse.gov/omb/open . 

 

Summary of Information Requested:                          

 

1) Complete and return the FFATA Certification Form (Attachment B); 

2) Register your organization for a DUNS Number (Attachment A) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://fsrs.gov/
http://fedgov.dnb.com/webform
http://www.usaspending.gov/
http://www.whitehouse.gov/omb/open
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Attachment A 

 

How to Request or Verify a DUNS Number 

 

Most entities receiving federal funds already have a DUNS number and may even have several 

DUNS Numbers. ODDC must use the primary DUNS Number assigned to the entity when 

reporting FFATA obligations and expenditures. If your organization has multiple DUNS 

Numbers, the primary DUNS Number will usually be the first number listed. Go to 

http://www.dnb.com/us/ to request a DUNS Number or to verify the primary DUNS Number for 

your organization. Obtaining a DUNS Number is free of charge.  

 

Requesting a DUNS Number 

 

3) To verify an existing DUNS Number or to request a new DUNS Number, go to the Dun & 

Bradstreet website at http://fedgov.dnb.com/webform/displayHomePage.do. You can also 

call 1-866-705-5711 to request a DUNS number over the phone. 

 

4) You will need the following information to obtain a DUNS number: 

i. Legal name of organization; 

j. Doing business as (DBA) or other name by which your organization is commonly known or 

recognized; 

k. Headquarters name and organization address; 

l. Name of Chief Executive Officer (CEO)/organization owner; 

m. Business structure of the organization (corporation, partnership, proprietorship); 

n.    Year the organization started; 

o. Primary type of business; and,  

p. Total number of employees (full and part time). 

 

Please be advised that ODDC does not have the technical expertise to assist subgrantees in 

applying for a DUNS Number. All questions regarding the DUNS Number should be directed to 

Dun & Bradstreet. 

 

 

 

 

 

 

 

 

 

 

http://www.dnb.com/us/
http://fedgov.dnb.com/webform/displayHomePage.do
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Attachment B 

Federal Funding Accountability and Transparency Act (FFATA) Certification 

 

The certifications enumerated below represent material facts upon which ODDC relies when 

reporting information to the federal government required under federal law. If the ODDC later 

determines that the Subgrantee knowingly rendered an erroneous certification, ODDC may 

pursue all available remedies in accordance with Ohio and U.S. laws. Signor further agrees that 

it will provide immediate written notice to ODDC if at any time Signor learns that any of the 

certifications provided for below were erroneous when submitted or have since become 

erroneous by reason of changed circumstances. If the Signor cannot certify all of the statements 

contained in this section, Signor must provide written notice to ODDC detailing which of the 

below statements it cannot certify and why. 

 

1. In the previous tax year, did your organization have gross income, from all sources, 

under $300,000?  

 

 Yes – skip questions 2 and 3 and answer question 4  

 

 No – proceed to question 2 

 

2. In the preceding fiscal year, did your organization receive 80% or more of its annual gross 

revenues from federal contracts, loans, awards, grants and cooperative agreements, and 

$25,000,000 or more in annual gross revenues from federal contracts, loans, awards, grants 

and cooperative agreements?  

 

 Yes – proceed to question 3   

 

 No – skip question 3 and answer question 4 

 

3. Does the public have access to information about the highly compensated officers/senior 

executives in your business or organization (including parent organization, all branches, 

and all affiliates worldwide) through periodic reports filed under section 13(a) or 15(d) of 

the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 78o(d)) or section 6104 of the 

Internal Revenue Code of 1986?  

 

 Yes – proceed to question 4 

 

 No – provide the names and total compensation for your organization’s top five 

highly compensated officers/senior executives below; proceed to question 4 

  

 Name Compensation 
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4. As the duly authorized representative (Signor) of the Subgrantee, I hereby certify that 

the statements made by me in this certification form are true, complete, and correct 

to the best of my knowledge.  

 

 

 

 

Signature of Authorized Representative 

 

Printed Name of Authorized Representative 

 

 

 

Title of Authorized Representative 

 

 

 

Legal Name of Subgrantee 

 

 

 

Date 

  

 

DUNS Number Applicable ODDC Award Number(s)  

[List all award numbers in the cell above] 
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BASIC STATE GRANT PROGRAM  
 

MONTHLY ESTIMATE OF CASH REQUIRED  
 

REVISED 9/30/10  

 

 
 

AGENCY:       PROJECT #:    FISCAL YEAR:     
 

 
 
ACCOUNTING FOR FEDERAL FUNDS :          AMOUNT 
 

A. Project Approved in the Amount of ééééééééééééééééééé..2.A.  $   
 
B. Cash Expended to Date éééééééééééééééééééééééééé2.B.  $   

 
C. Cash on Hand ééééééééééééééééééééééééééééééé2.C.  $   
 

D. Cash Received By Project éééééééééééééééééééééééé..2.D.  $   
 
E. Approved Balance Available (2.A. Minus 2.D.) é..éééééééééééé.2.E.  $   
 

 
 
ESTIMATE OF CASH NEEDED: 

 
A. Estimated Cash Needed for the Month of 
      201  éééééééééééééééééééé.3.A.  $   

 
B. Cash on Hand as of this report (Repeat 2.C.) ééééééééééééé.é3.B.  $   
 

C. Total Cash Needed for the Month (3.A. Minus 3.B.) ééééééééééé3.C.  $   
 
D. New Balance of Federal Funds Available (2.E. Minus 3.C.) ééééééé.3.D.  $   

 

 
 

Request Prepared By:             
 
                        Title:             

 
               Tax I.D. #:              
 

               Telephone:             
 
                Signature:             

 
Remarks:     


