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MISSION:
It is the mission of the Ohio Developmental Disabilities Council to create change
that improves independence, productivity anttlusion for people with
developmental disabilities and their families in community, l[éspecially for
those considered by law to be un/underserved

PHILOSOPHY:
People with developmental disabilities have the right to be productive,
interdependent, merbers of their communities and of society at large. The Ohio
Developmental Disabilities Council recognizes:

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

f Needs for training and support so families can meettkeK A f RNB Yy Q &
effectively and can be effective advocates for their children

1 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:

1 Allpeople in our society have a basic responsibility to accept and
understand people with developmental disabilities

1 People with developmental disabilities have the same hopes, aspirations,
feelings, desires, experiences, successes, and failures as othde peop

1 Itis essential that people with developmental disabilities have the right to
be treated with personal respect and dignitye same way other members
of society are treated

1 Individuals with disabilities have the right to make choices and decisions
abouttheir lives and to participate fully in community life

1 Assistance must be available when it is needed and to the degree
necessary, as determined by the individual with the disability or the
AYRAQGARdzZI £ Qa FIl YA @

1 Family and friends are essentialgersonal development, happiness, and
survival

1 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 setingways that
set them apart from other citens

91 Aggressive strategies should be taken to reach people with developmental
disabilities that are un/underserved.
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Program RequirementsThissection includes information about what is required
of each grant application, including important
information about person first language, including
people with disabilitiesreaching 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 stemy-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 (PeFSost

Language), and other requirements, such as periodic progmagnexpense

reporting and submission @ontinuation grant application materials.

PERIODIC PROGRANEXPENSEEPORTS

All grant projects of the Council are required to submit a periodic progmath
expenseeport. The number of reports and due date for reports depends on the
amount of the grantaward 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 Period Length Due Date

(Federd)

$15,999 or Less 12 Months Last Business Day off13
Month

$16,000 to $50,000 6 Months Last Business Day df 7
Month and 13" Month

$50,001 and greater 3 Months Last Business Day df 4
Month, 7" Month, 10"
Month, and 13 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 accedo 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 gésammary of
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experienced major barriers. Periodic reports that do not include a summary of the
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Updates preided 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 allctivities 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 thloagerformance

measure.

DUPLICATION:

Duplication occurs when sorr@ne or something 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 $hene 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
separae 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 federa
funds to participate in
this project?

Joe S. 123 High St., Akron

Karen Carpenter

1340 S. Main St., Cantol

Holly Patterson

Jeff Johnson

450 E. 18 St., Cleveland

Z2\<|Z2 2
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At a different training thdollowing period, Project A collects the following names
on their signin sheet:

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

Kevin Wallace 239 Lincoln St., N
Westerville

Joseph Smith 123 High St., Akron N

Molly Johnson 450 E. 10 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 performes measure. However, if
the project is generating #ind 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 duplicateslrtperformance
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 step 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;
Disadvartaged 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 individualko require assistive
technology in order to participate in and contribute to community life.

= =4 =4 -4 4

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.

this 5Year 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 ay information on dispatrities.

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 strggeo incorporate and

include unserved or underserved communities. This requirement is in addition to

0KS hdzif AyS 1ljdzSaidAa2y RSRAOIGSR aLISOATAO
unserved or underserved communities, as follows:

Who are the unserved/undserved 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 expeted 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 yo 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 divergackgrounds.

= = =4 =4 4
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The purpose of the questionsto 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 a
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.example,
individuals who are deadr 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
needor prefer before assuming an accommodation will be satisfactory.

According to the Americans with Disabilities Act (ADA) National Network, Title IlI
of the ADA recommends four priorities for barrier removal:

Priority 1¢ Accessible approach and entrance

Priority 2¢ Access to goods and services

Priority 3¢ Access to public bathrooms

Priority 4¢ Access to other items, such as water fountains

Grantees are responsible for selecting sites or facilities that are in compliance
with the ADA. Additionally,nogram 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 D 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 disalthi A 0 A S& 4 | AGaRA&l o6t SR LISNAE2Y
Instead of placing the disability before the person, Person First Language
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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:

3 SX LyYyaaSIR 27

Congenital disability

Birth defect

Uses a wheelchair

Wheelchair bound

Has a disability

Handicapped or
disabled

Deaf, hard ohearing

Hearing impaired

Down Syndrome

Mongol or Mongoloid

Person of small/short
stature

Dwarf or midget

Mental illness, or the

Crazy, maniac or

lunatic
epileptic

specific diagnosis
Person with epilepsy

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 poject may be discontinued, continued with conditions, or continued
without conditions.

The continuation application will consist of an updated Project Work Plan, Project

. dzR3ASGSE FYyR . dzZRISG WAdzZaGAFTAOFGA2y® Ly OF
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 edee a report

from the program and fiscal staff of the Council. The report provided by the staff

2F (GKS / 2dzyOrAf SElFYAySa GKS LINBGA2dza &S
objectives, based on the information provided by grantees in their periodic
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Continuation applications may be subject to an external evaluation. The Ohio DD
Council may opt to establish an external review teamnevaluate 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 fxternal

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 activits that are conducted.

These are new performance measures for 2@0D21. 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 agicular 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 limitededinitions are provided here. These
measures have been prepared by AIDD.
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INDIVIDUAL and FAMILY ADVOCACY ANNUAL PERFORMANCE MEASURES

IFA 1:0Output Measures
IFA | The number of people with developmental disabilities who participat
1.1 in Councilsupported activities designed to increase their knowledge

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

and/or systems

IFA | The number of family members who participated in Council supportg

1.2 | activities designed taocrease their knowledge of how to take part in

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

IFA 2:0utcome Measures
IFA | After participation in Council supported activities, the percent of peo
2.1 | with developmental disabilities who report increasing their advocacy
result of Council work.
IFA | After participation in Council supported activities, the percerfiaiiily
2.2 | memberswvho report increasing their advocacy as a result of Council
work.
IFA 2: Subbutcome measures:

IFA 2 Individual and Family Advocacy Sulutcome Measures

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

IFA The percent of people who are participating now in advocacy activ

2.2.2

IFA The percent of people who are on cross disability coalitions, policy

2.2.3 boards, advisory boards, governing bodies and/or serving in leade
positions.

IFA3  Thepercent of people satisfied with a project activity

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

IFA 3.2 The percent of family members satisfied with a project activity.

11
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SYSTEMS CHANGE ANNUAL PERFGFEEMMEASURES

SC 1. Output Measure
The number of Council efforts to transform fragmented approaches into a
coordinated and effective system that assures individuals with developmen
disabilities and their families participate in the design oflzane access to
needed community services, individualized supports, and other forms of
assistance that promote sd#ftermination, independence, productivity, and
integration and inclusion in all facets of community life.
Notes:
1 Output measures are numbers that reflect Council efforts. Data coulc
include staff member efforts (activities) as well asgrantee efforts.
9 Systems change efforts are intended to be viewed as a continuum an
could reflect community systems, stateveigietems or one agency;
systems from small to most broad.

SC Sulmutput measures

SC 1.1 Policy and/or procedure changes

SC The number of policy and/or procedures created or changed.
1.1.1
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 t
with decision making.

Procedure A description of how each policy will be put into action. Proceslt
often outline who will do what; what steps will be taken, and which forms to
use.

Policy and/or procedure changeA policy and/or procedure change reflects &
course of action that has the potential to create or improve policies and/or
procedures regaling services and supports that promote sedftermination,
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.

SC1.2 Statute or regulation changes
| SC1.21 The number of statute and/or regulations created or changed |

12
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Definitions:

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

Regulation A rule or administrative code issued by governmental agencies
all levels, municipal, county, state, and federal. Regulations are not laws, [
have the brce 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 regarc
services, supports, and le¢r assistance that promote seletermination,
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.

: 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 begpractices supported through Council activities

Definitions:

Promising Practice a practice with an innovative approach that improves up
existing practice and positively impacts the area of practice. The practice s
demonstrate a high degree of stess and the possibility of replication in othe
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 commto 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.

sc14 Training/Education

13
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SC 1.4.1 The number of people trained or educated through Council
systemic changmitiatives

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 vould not include general public education (wekite hits,
newspaper, social media, etc.)

b20SY CKAA ydzYoSNJ g2dzf R NBFt SO
include people with DD or family member of people with @QEhese numbers
would be reported mder IFA 1.1 and 1.2

SC1.5 Collaboration

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

SC 2:Outcome Measures

SC | The number of Council efforts that led to the improvement of best o
2.1 | promising practices, policies, procedures, statute or regulation chan
(submeasures 2.1.1; 2.1.3)

Note: 2.1 outcomes would be considered shtatm or immediate.

SC | The number of Council efforts that were implemented to transform
2.2 | fragmented approaches into a coordinated and effective system tha
assures individuals with developmental disabilities and their families
participate in the design of and have access to neecemmunity
services, individualized supports, and other forms of assistance that
promote selfdetermination, independence, productivity, and
integration and inclusion in all facets of community l{®ubmeasures
2.1.2; 2.1.4)

Note: 2.2 outcomes woulbbe considered intermediate or lofigrm; a
demonstration of what the Council has been working on that has been
transformed (result of experience).

Suboutcome measures

SC?2 ' Suboutcome Measures

14
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SC2.1.1 The number of policy, procedure, statute, or regulation change
iImprovedas a result of systems change.

Note: Data could include statewide changes and local or organizational lev

changes. Improvement could be a result of the creation of, or a changeto

policy, procedure, statute, or regulation.

SC2.1.2 The number of policy, procedure, statute, or regulation change
implemented

SC 2.1.3 The number of promising and/or best practicesprovedas 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 conditior

or quality.

15
Back to Index



FISCAL REQUIREMENTS

MATCH

Match is the contribution of the grantee towards the total project costs. This can
include cash and #ind 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 usedd 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. Howeaf/project
activities will be performedolelyin 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
Coureil fiscal staffor a current list.

TYPES OF MATCH
There are generally two types of match: cash ankliid.
1) Cash matclncludes cash spent on projerlated costs.

2) In-kind matchincludes, but is not limited to, the valuation of donated
goodsand services. "Hkind" is the value of something received or provided
08 |y a2dziaARSe¢ a2dz2NOS (GKFG R2Sa yz2i
For example, the value of a ngraid volunteer working on projeeatlated
activities could be used to complyith a match requirement.

Federal funds cannot be used to match ODDC grant furksids 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 Hpedlty in-kind
contributionsproposed by an applicant to meet a matching requirement must be
identified in the application budget.

BUDGET JUSTIFICATION

16
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The budget justification should clearly and specifically describe each cost element
and how each item would support the achievemei proposed objectives.

Include any equations/formulas used for applying{pated 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. Fadléunds are the ODDC
grant funds for which the applicant is applying. Match funds are all other non
ODDC and nofederal resources to be utilized for the grant. This includes all cash
and noncash (IAkind) contributions.

Personnel with FringBenefits

Provide the following information for each position identified on the budget:
1) Name
2) Title,
3) Time commitmentand
4) A brief description of the duties and responsibilities as it relates to program
goals and objectives

1 Fringe Benefits should Histed 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 eat position.

Personnel without Fringe Benefits

Provide the following information for each position identified on the budget:
1) Name
2) Title,
3) Time commitmentand
4) A brief description of the duties and responsibilities as it relates to program
goals and objetives

Contracted/Subcontracted Services

17
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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 (dpplicable)

3) Nature of services to be rendered

4) Number of days of expected servjand

5) Expected rate of compensation

Space/Rental

The cost of flice space may include a proportionate share of the rental or lease
of office space (including utilitied,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

Lig 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
travelrelated expenses in excess of current State of Ohio, Office of Budget and
Management (OBM) &vel rates. For more information on the OBM travel rules,
please go tdittp://obm.ohio.gov/TravelRule/doc/Revised TravelRule 2014
01.pdf Do not include contractor traf 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 ayyetr cost of less

than $1,000. This includes pap@ens, 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 Drect Costs

18
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This is a category fotlather 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 equipmeshould 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 p@mit cost greater than $000. For each type of
equipment requested, applicants must pide 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

¢KS @FftdzS 2F |yeé R2yl ifedeyal valuhtees,fiokxne S > ¢  LIN
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
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must be onsistent 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 othe following methods to claim indirect costs:

1) Entities with a federall{Negotiated Indirect Costd®e (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 apglma

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,

19
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materials and supplies, servigasvel, and sutawards and suzontracts

up to the first $25,000 of each stdward or subcontract (regardless of the
period of performance of the suawards and sweontracts 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 saard and sub
contract in excess of $25,00Bxpenditures included as indirect costs may
not be duplicated elsewhere in the bget.

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 coatcounting 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 AudigjiReements 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 pinciples 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
circumstanceprevailing 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
0KS 2NBFYAT FGA2y Qa 2 LISNI whetBeythe 2 NJ G KS
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 governent 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 thast 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 organiaati
including other gransupported 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 allowabilitconformance with limitations and
exclusions contained in the terms and conditions of award, including those
in the cost principles may vary by the type of activity, the type of
NEOALIASYUGZ YR 20KSNJ OKIF N OGSNA&aGAOa
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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 spedied 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 grantsupported project or program.

INDIRECT COSTS

LYRANBOO O2adta ortaz2 (yz2e6y Fa aFlFOAtAGA
incurred for common or joint objectas 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 organizatis responsible for presenting costs

22
Back to Index



consistently and must not include costs associated with its indirect rate as direct
costs.

Some entities have a federalNegotiated Indirect Costd® (NICR). This is a rate

that has been determined by a federal aggno be a fair representation of the
LINELR2NIGAZ2Y 2F Ly SydAdgeQa AyRANBOG O2ai
NICR may elect to charge indirect costs in the Project Budget. A copy of the

approved indirect cost rate agreement should be includethwhe 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 benetfiigterials and supplies,

services, travel, and stdwards and swfzontracts up to the first $25,000 of each
sub-award or subkcontract (regardless of the period of performance of the sub
awards and suzontracts under the award). MTDC excludes equipmentitalp
expenditures, charges for patient care, rental costs, tuition remission,
scholarships and fellowships, participant support costs and the portion of each
sub-award and sulzontract in excess of $25,008xpenditures included as

indirect costs may notdduplicated 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 gransupported activity.

Audits - A reasonably proportionate share of the costs of audits required by, and
LISNF2NXYSR Ay I OO0O2NRIYyOS -3NSGRFANBKS GaAiy3
requirements detailed in 2 CFR 200.501, are allowable.

Books and Periodicals

Communications Such cets 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 mployees includes all remuneration, paid currently or accrued,
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for services rendered during the period of performance under the grant
agreement. Remuneration includdsut is not limited to, wages, salaries, fringe
benefits, and supplementary payments asg as the compensation is reasonable
for the services being rendered. Federal guidelines require grantees to maintain
Time and Activityor Time and Effortreporting to verify time worked for all
employees who are paid with ODDC grant funds regardledseqgid¢rcentage 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 basaddocumented 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 poogect 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 totattivity for which the employee is
compensated.

3.) The reports must be signed by the individual employee, or by a responsible
supervisory official having firdtand knowledge of the activities performed
by the employee, to verify that the distribution of aaty 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 Sevices- A consultant is an individual retained to provide professional

advice or services for a fee but usually not as an employee of the grantee
2NHFYATFGA2Y® ¢KS GSNXY aO2yadzZ GFyaé I|fa
professional advice or servic&sompensation 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 pemit costgreater 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 acquirdad federal funds
equivalent to coverage provided to property owned by the grantee.

The Ohio DD Counsihall have the right to transfer or require the transfer of

project property to an eligible grantee agency, to the federal government, or to
itself. TheCouncilwill 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 ofolgst SGS 2 NJ dzydzal 6t S Sl dzA LIYSyY
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 projédwenty-five percent (25%) of the time and by non

project activities seventjive percent (75%) of the time, then the program shall

not be charged more than twentfjve percent (25%) of the cost of the

equipment. Usage records are required for equipmdrdttis not used exclusively

by the project as supportive documentation for the amount charged to the
program.Councilgrantees 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 athe 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 whichwis 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 asubmitted 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 nagmg 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 propertyecord-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 theequp Sy 4= Ay Of dzZRAY 3 YI ydzF I Ol
number, if any

b)Y ARSYUAFAOFIGAZY VYdzZYOSNE &adzOK | a i

c.) Asset tag number

d.) Identification of the grant under which the equipment was acqujred

e.) The information needed to calculate tipgogram 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 docunted, and reported to ODDC
AY 6NAGAY3IADP LG A& GKS INIYyiIiSSQa 20f A
stolen equipment.

5.) The grantee shall implement adequate maintenance procedures to keep
the equipment in good condition. Any program equipment determited
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 attendancat conferences, symposiums, or
seminars if necessary to accomplish project or program objectives.

Supplies Expendable, tangible personal property with a{oit cost of less than
$1,000.

Taxes Such costs include taxes that arganization is required to pay as they
relate to employment, services, travel, rental, or purchasing for a project.

Travelg Travel expenses are allowable costs for employees who are on travel
status on official business related to the project. Travg@esses 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 20¥401.pdf

UNALLOWABLE COSTS

The following is a list of costs not chargeable under ODDC grants. This list is not all
inclusive.
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Alcoholic beverages

Auditscdzy £ Sa & NXBIj dzA NBR dzy R SNUSIKEFARAGiEA y I S€ |
requirements detailed in 2 CFR 200.501

Bad debts

Capital expenditures for land or buildings
Construction costs

Contingency funds

Entertainmentc Such costs include the cost of amusements, social activities, and
related incidental costs

Federal employee compensation or travel expenses
Fines and penalties

Interest costs; Finance costs incurred for borrowed capital, or the use of the
AN YyiSSQa 24y TFdzyRAT (GUKAA Ay Of dzRSa
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Lobbying

Membership fees tmrganizations whose primary activity is lobbying
Organizational fund raisingincludes financial campaigns, endowment drives,
solicitation of gifts and bequests, and similar expenses incurred solely to raise

capital or obtain contributions for an orgaaizon

*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 andaward ha®s SSy al OOSLJiI SRé€
Suite;

2.) All award documents have been cphated, signed and returned;
3.) All required periodic reports havgeen 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 gnt 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 thandB0& a Q obadtNipated
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 discovemied 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

sdzo YA G | NBIljdzSaid (2 Y20S 4aSEOS&aaé¢ o6dzRISI
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 itermot included in he approved budget 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 thiee 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 thad deRn@eds changed & A f f
not be accepted.

Once submitted, the request will be reviewed Gguncilprogram and fiscal staff
and in some cases, the executive director. Should questions arise or if further
clarification is needed, the grantee will be contattdhe review will be

conducted in a timely manner and the grantee will be informed of the outcome.
Once approvedCouncilstaff will enter the changes in the DD Suite grant budget.

The Budget Revision Form will be included on DD Suite with the awauingods
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
iIncome include:
9 Fees charged to register participants for a workshop or conference
1 The salef 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
1 Rental orusage fees charged for use of supplies or equipment purchased
with grant program fundsand/or
1 Membership fees charged to individuals and organizations for grant related
activities
Federal regulations stipulate that program income may only be usederof the
following ways:

Option 1 Added to funds committed to the project
by the awarding agency and used to furth
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 nofederal share of
the project or program.

Option 3 Deducted from the total project allowable
cost in determining the net allowable cost
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 roofit entities including state,
local, Indian tribal governments and organizations, fdn#ised organizations,
hospitals,institutions of higher education, fgorofit 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 tosupplement 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 officialicluding 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 musinmediately disclose the interest the Ohio DD
Councilin writing.

Grantee agencies, officials, and employees shall avoid any action that might result
In or create the appearance of:

1 Using an individual position for private gain
1 Giving preferentiatreatment to any person
1 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

Back to Index



board member of the grantee agency is eligible to particigege contractor for
ODDC grants

More information about the Ohio Ethics Law may be found at
http://www.ethics.ohio.gov/OhioEthicsLaw.htrolr by contacting the Ohio Ethics
Commission at (614) 468090.

FEDERAL/STATE DEBT DEHUBNCY

Any organization or individual that is indebted to the United States Government
and/or has a judgment lien filed against it, as documentedvarw.sam.goy shall
not be listed as a participant in any application.

lye LW AOlIY(d GKIFIG Aa F2dzyR (2 KI @S |y
Section 9.24 of the Ohio Revised Code may not receive a grant award from ODDC.
¢CKS hKAZ2 1 dzRAGO2NI 2F {41 GSQazx CAYyRAy3Ia 7
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 debardent.
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 violabbhederal
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
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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.d¥ou can also call
1-866-7055711 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 aragigon is
commonly known orecognized;

c. Headquarters name and organization address;

Name of Chief Executive Officer (CEQO)/organization owner;

e. Business structure of therganization (corporation, partnership,
proprietorship);

f. Year the organization started;

g. Primary type of business; and,

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

o
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1) To update a SAM registration or to register an entity, go to the SAM
website atwww.sam.gov

2) Create an Individual User Account
3) Login to your account
A/ ftA0] awSIAAAGSNI bSg 9yiAGeé dzyRSNJ Gal
5) Select your type of Entity
6)/ 2YLX SGS &/ 2NB 51 01 ¢

a) Validate your DUNS Number information

b) Enter Business Information (TIN, efc.)

c) Enter CAGE code if you have one. If not, one will be assigned to you

after your registration is copleted,;
d) Enter General Information (business types, organization structuce) et

e) EnterExecutive Compensatipand
f) EnterProceedings Detalils

NI 2YLX SGS at2Ayda 2F [/ 2yil OGé

8) Your entity registration will become active aftets3ays
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It is imperative that entity names in Sam.gov and Dun and Bradstreet match
exactly, otherwisethe submission will be rejected.
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LOBBYING

Applicants and recipients of federal grants, cooperative agreementgyacts,
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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 instrunmés.

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 fareg@ of

not less than six (6) years from the date of submission of the final expense report
or until anypending issues related to the records of an audit or review has been
resolvedwhichever is later.

1) Project Recordg The retention requirement exinds 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, @plications 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 fulitime or parttime. Time and expenseports are also
required for consultants.

2) Maintenance of RecordsGrantees 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 storedyafsam
GKS ANFYISSQa FRYAYAAUGNI GA2Y 2FFAOSE
records stored should be e@mand and ready access to the records should
be assured.

OHIO DD COUNGNCKNOWLEDGEMENT

All written materials, conference flyers, publications and awdsual materials
(including website postings) must state the following:

This project was supported, in part by the Ohio Developmental Disabilities
Council, under granhumber[specific FAIN (federal award number on award
letter) in this format: XX01OHSCDD$m the U.S. Administration for
Community Living, Department of Health and Human Services,
Washington, D.C. 20201. Grantees undertaking projects with government
sponsorshipare encouraged to express freely their findings and conclusions.
Points of view or opinions do notherefore, necessarily represent official ACL

policy.

This acknowledgement is also necessary on products published with other funds if
those funds will belaimed as match for an ODDC project.

LY FRRAGAZ2Y (2 GKS NBIdZANBR adl dSYSyidsz
other logo appears on the product, the ODDC logo shall appear in the same size
and be given the same prominence.

If this statement/Igo is not included on the product, coss$iALIbe 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 alldwe.Ohio DD Coungl

under no obligation to issue awards as a result of this or any solicitation if, in the
opinion ofthe Counciknd the grant review panel, applications are not responsive
to the objectives and needs tie Councilor if only an insufficient number of
applicants are deemed responsivEhe Ohio DD Councédserves 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 séirth 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 arerndled 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 talldw the
following:

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

1 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 inco@euncildoes
not require the physical segregation of granhfls, 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, payspbnd time and attendance records.

Credit card statements are not sufficient as source documentation.
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1 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.

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

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

1 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 gtantees
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

Anaudit 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 acbdeffectively.
Grantees are subject to the audit requirements of 2 CFR 200.501. In general,

regulations require grantees thapendb T pnZnnn 2NJ Y2NB GA 0 KA\
fiscal year, in federal grants, cooperative agreements, and/or procurement
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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 necessa@quncilwill issue a management decision

regarding any audit findings related to ODDC funded awards within six (6) months

of receiving the audit report.

Grantees thaspendf Saa GKIYy PrtpnZnnn Rdz2NAy3I GKS
awards are exempt fnm 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 receaed 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 rgporting of project activities.

2.) Improper spending of project funds.

3.) Not submitting periodic reports.

Grantees will receivevritten notification from Councilstaff that says they are not
in compliance. Thaotification 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 vbncompliance is not restored by the
deadline.

Appeals Process for Suspension and Termination

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

1.) Grantees have thirty (30) days to decide if they wandisagree. 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 neviptl{30) days to put
together a committee to discuss the problem. Grantees will get a letter
GAOKAY FTAFGSSY Owmp CourcD@&a REDARIZAHN QA AR

If a grant is terminated and there are misspent funds, the grantee will have to pay
ODDC back.
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BUDGET PERIOD

BUDGEREVISION

CASH CONTRIBUTIONS

CFR

CONTRACT

Glossary

CKS LK AOFYGQa FAYEYOALf
or program.

The interval of timeg usually 12 monthg into which a
project period is divided for budgetary and funding
purposes.

A change to a grant budget, approved by ODDC, to carry
out the purposes of the project.

Actual cash spent by the grantee to meet matching
requirements.

Code of Federal Regulations
A kegal documenbr 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

FEDERAL FISCAL YEAR

FEDERAL SHARE

GRANTEE

or provided in a manner that is sponsive 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.

The Federal Fiscal Ydargins October 1 and ends
September 30.

The grant awarded portion of project costs.

A recipient of DD Basic State Grant Funds as approved
by the ODDC.

11
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INDIRECT COSTS

IN-KIND CONTRIBUTION

MATCHING SHARE

MODIFIED TOTAL DIRECT
COSTS (MTDC)

NONPROFIT
ORGANIZATION

PERFORMANCE TARGET

12

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.

The value of alloable noncash contributions provided
by the grantee, by other nofederal 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.

The grantee share of project costs.

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 equipmertapital 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

An organization no paof whose net earnings may
lawfully inure to the benefit of any shareholder or
individual.

A change in behavior or condition. Performance Targets
may apply to processes, policies, programs, or
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individuals. Performance Targets are @dtjve 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 abily of the implementer, but are
challenging to accomplishA ?S®> G R2F 0t S ¢
(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 ODDI@ 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 Inkind contributions made by third parties.

PROJECT DIRECTOR A gqualified individual designated by the grantee to be
responsible for the oveall direction of the project.

PROJECT FINANCIAL

13
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PROJECT PERIOD

RECORD OF MATCHING
CONTRIBUTIONS

STRATEGY TO VERIFY
NUMBERS

UN/UNDERSEEW

14

A gualified individual designated by the grantee to be
responsible for receiving, disbursing, and account of
grant funds

The total time for which support of a project has been
approved.

Documentaton 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.

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: Sigmsheet from the
training session

Includes populations such as individuals from racial and
ethnic minority backgrounds, disadvantaged individuals,
individuals with limitedEnglish proficiency, individuals
from underserved geographic areas (rural or urban), and
specific groups of individhals 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 unservednd underserved includes
populations such as:

Back to Index



Individuals from racial and ethnic minority
backgrounds

Disadvantaged individuals based on lowome
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 arsdipports because of
language or cultural barriers.

Individuals Including but not limited to:

Census BureagRace

American Indian or Alaskan Native

Black or African American

Native Hawaiian or Other Pacific Islander
White

Some Other Race

Two orMore Races

< <K <K<K KL

Census Bureag Ethnicity
Vv Hispanic or Latino
Vv 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 awardayone 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, howrate 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 app} 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 (6 1465@%4for
instructions on how to apply for agnt 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 baxw.ddsuite.org

2./t A01 GUKS tAY]l AY GKS dzLILISNJ NA IKI

3. Fill in the form. Make sure the-mail address provided is correct. The e
mailaddress used to create the account will be used as thenodentifier.
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 timeadl
accountused to create the DD Suite account and click the hyperlink
contained in the email to verify the account. (NOTE: Because the
verification email contains a hyperlink, many spam filters place this
verification email in a spam or junk folder.)

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

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

Back to Index
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http://www.ddsuite.org/

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 Dite $w if the
organization needs to be entered as a new organization.

HOW D JOIN AN EXISTING ORGANIZATION

L2 Yy | dza SriNdBED SHite, Nakylwill be2pbmpted to join an
organization. There is a link for users to try and locate their orgaaiza

1./ t A01 GKS fAy]l OG0AGESRET GW2AY |y hNBI
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 statasing the dropdown menu.TheDD Suite will not list

0KS adl dSa dzydAf 0GKS dzaSNJ Ot A01a 2y
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 jthie organization by

Of AO1LAYy3 GKS fAYy]l GAOGESR awz2iayé G2 0l
4. A popup 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 approal from the organization before they can access grants on

behalf of the organization.

HOW TO CREATE A NEW ORGANIZATION

LT GKS 2NBFYATFGA2Yy R2S& y20G FLLSEN Ay
located at the top of the page. The create linkamappears 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

dza SNDRa 2NHFYAT FGA2Y Kl2ar SYGAdy SEAINS YR & NES §
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 individualppdydor 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
spansors. 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 namgaddress, zip code, phone numbennail address and
website for the organization.
2) The form also requires the organization type to be identified. The options
are available in a dredown menu and include: NeRrofit, ForProfit,
School District, County @ernment, 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 featue also allows organizations to enter their DUNS number. For
more information about how to obtain a DUNS number, please see page
of the Fiscal Sectiorll applicants must provide a DUNS number in order to
be eligible to receive a grant from the Ohio D@ugcil.
4/ £t A01 GKS a{l @S¢ odziid2y 4G GKS o2dG02)

NOTE: Users who are part of an organization that already has an account in the
55 {dzAGS Oy IRR GKS 2NAFYATFGA2y Q& 5'b
completing the following steps:
1) Loginto DD Suite
2) Click on the Organization Administration Module (If this module does not
F LILISE N 2y GKS dzaSNNRa RIFakKoz2lF NRX GKS
administrator authority. See User Levels below).
3) In the Details box on the left side of the page, clicK S G SRAGE €t Ay ] ¢
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

F RYAYAAUNT 0ADS | dzOK2NAGE 20SNJ GKS 2NHIY
FdzGK2NARGe A& (y26y da aaINIYGSS RYAYAAQ
individual in an orgaization 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 vth 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 (614658454

Users within an organization will only havecass 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 aDtie DD Council office

at (614) 6445545.

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 Ban 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.

hyOS GKS dzzaSNJ f20IGdSa | LINRP2SO0 GKS& gA
the right of the project. The DD Suite will provide a more detailed description of

the project, including the applit@n 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 thé\pply 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 8tlor use the title provided;
2) Provide acleardestdi A2y 2F (GKS LINR2SO0Qa 3I2F T
3) Identify the areaof emphasis for the project;
4) Indicate if the project is in a nepoverty area of the state ax poverty area
of the state;
5) Specify the primary type of project activity from the following options:
Outreach
Training
Supporting and Educating Communities
Interagency Collaboration and Coordination
Coordination with Related Councils
Barrier Elimination, System Design and Redesign
Coalition Development and Citizen Participation
Informing Policymakers
Demastration of New Approaches
Other
. Not Specmed
6)L)/R)\OI GS AF GKS LINRP2SO0 gAftft ©2NJ] AY
and advocacy agency and/or university centers of excellence; and
7) List any other collaborators that would be pertinent to the Bdp (i Q &

T T se@Teooop

SUCCesSS.
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will then be taken to the Overview Page for the application.

The applications 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.
¢KS tFad fAy| matoDazbéuRisiDD $uitciapplichtin itseff. ¥ 2 NJ

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 ratung 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].

Eachsection 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 necessatry.

PEOPLE

The Ohio DD Council asks that each @mppibn 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 individuahpedded to
the proposal, the name of the individual being added, and theaal preferences
for DD Suite notifications. Generally, thesenail notifications include
confirmation of when an application is submitted, when a grant is awarded or
declined, ad when reports are due, submitted, accepted, or requested for
changes.

The People page of the application includes a eilog'n menu for the person

being included on the project. It is important to note that only individuals who

have created an account 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

dza SNR&a yIYS R2Sa y2i0 FLWSEFNE OKSOl 6A0K
Is a pending request for the individual to jalme organization.

OUTLINE
The Outline section of the application consists of the following topics:

Executive Summany2,500 Character Limit

Back to Index



Qualifications; 5,000 Character Limit
Narrativec 25,000 Character Limit
Outreache 5,000 Character Limit
Inclusiong 5,000 Character Limit

Budget Justificatioq 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 projed 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 fiyear cycle. The project length

can be determined by reawlg 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
2F l[dzSatGAazyad 91 OK ljdzSadAzy oAttt KIF @S
link will take user$o 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 countlown. 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, tbiearacter 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 questin contained in the Outline tab will be independently scored by the
Grant Review Panel, using score sheets with specified scoring ranges. These
guestionsand ranges can be found grages 13 of the Grant Review Section

BUDGET
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Users who click thBudget 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/Subconticted 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

0KS ySSRa 27F (KS LINE LI & tightof abdddeChteggnad G K S
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 expenise,nmatch source

and the match type (Cash or-Kind).

The Budgeform also includes a field fgustification. Applicants do not need to

LINE JARS GKS 0dzZRISG 2dzadAFTAOIGAZ2Y 2y GKA
application asks applicants to provideustjfication 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
describal on pagegl-6 of the Fiscal Requirement Sectid&ntering 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 Couh@ederal) 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 examglthe 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 d¢petds 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 PIADBIECTIVES, ACTIVITIES, PERFORMANCE MEASURES

The DD Suite does not have a tab fae froject 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 performancasuees

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 ries 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.

OBJECTBS

/| tA01AYy3 2y GKS hoa2SOdA@Sa i
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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
Actiuty 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 timelinermé

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:
Edt = 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 (NQte

moving objectives may result in the need to renumber or
change the objective id).
Down =  Click this link to move thebjective 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 saaedobjective, 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 nagd 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
FLEf 6AGKAY (GUKS 202S00A0SQa GAYSEAYSO

Activities added to one objectiwill 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 activit 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 actvity.

PERFORMANCE MEASURES (OUTPUTYS)

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 objelsyivaicking the

t SNF2NXYIyOS aSladaNBa GFo d GKS (2L 27
to the right of an objective on the Objectives page. Clicking either will take users

to the Performance Measures page.

Performance measures can be selecteahf 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
Developnental Disabilities. These new performance measures wikkbheired in
the drop down menu and more information can be found on pagés of the
Program Requirements Section.

SUPPORTING DOCUMENTATION
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The Supporting Docs tab allows userptovide 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 nonprofit status (if applicable)

Users can attach each of these documents separately.

/| ftAO1TAY3 2y (KS Gl RR adzLJLl2NIAY3I R20dzYSy
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
LINE A RSRS dzaSNBER OFy Of A0l (KS a/ K22a$sS C
computer they wish to upload or attach to the application. Double clicking on the

file the user wikes to attach will bring the user back to the DD Suite page. Once

0KS dzaSNJ Ot A01a GUKS dal @S¢ odzitdz2ys GKS
application.

Files can be removed or edited if the application has not been submitted. Files
CANNOT be addemt attached to an application after it has been submitted.

SUBMITTING AN APPLICATION

Once a user has completed all of the pertinent seajdhey can go back to the
Overview Page by clicking the name of the project listed as a breadcrumb. A
breadcrumbtrail 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 tlve®@iew 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 informatimecessary to submit an application,

iKSe Oly OftA01 GKS tAyl GAOGESR a+lfARI
of the Overview Page. NOTE: The Validate and Submit link will not appear on any

of the individual pages (i.e. People tab, Outline tdio,)e

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 Direot, 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 reviewre listed as a warning and will appear in pink. The

DD Suite will not show a Submit button if thene 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 nafalidate 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 valigafge does not have
errors, the sibmit button will gopear. Users who click the submit button will
receive an anail 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 incaect 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 actons are completed to the

LI AOFyiQa al GAaFlOlA2y o60SF2NB adzomYAdd
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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 astppkcant 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 rege@st

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
ontheleftK YR &aA RS 2F (KS LI} 3ISd ! aSNBA At
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Sections that have been checked for modification will appear in a highlighted
yellow box on the Overview page. Use SNINOT 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 withed 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
ReSubmit the application from the Overvievage. 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 enail from DDSuite. 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 uppeght-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 ateenm award.
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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-202Y State
Plan, the following timelines will besed:

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

August 4, 2016: . ARRSNIDA c¢CelymBSNBY OS

August 11, 2016: . ARRSNIDA ¢BpeglieSNBY OS

October 7, 2016: Deadline for Competitive Applicatis

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 knowleddke

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 conflicof interest in the project.

Each panel member will independently review and score each application using

GKS 55 [/ 2dzyOAf Qa O2YLISGAGAGBS NBOYASs SOl
competitive grant review, the scores for each project willdodected 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 reque 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 sectionssubttee
sheet have a corresponding section to the application, as follows:
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a) Executive Summary {® Points): Applicants are asked to provide a one

paragraph abstract that clearly identifies the goals and major activities of

the project. Reviewers are askediifkK S | LILJX A OF y G Q& NBa LR\

the goal and major activities of the project.

b) Qualifications (b Points): Applicants are asked to describe their

2NEFYAT FGA2Yy Q4 ljdd t AFAOLGAZY A (2

AYL

Applicants are also asked to include RS&ONR LIGA2Y 2F GKSA

mission and philosophy. Reviewers are asked to score the project based
2y GKS 2NBFYATIFGA2yQa YAaairzy | yR
culturally competent services or support to individuals with
developmental dishilities 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 experof 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.

Project Narrative (@15 Points): Applicants are asked to deserihe

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 projecfpplicants 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 CommunitiesiD Points): Applicants are

asked to idatify 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 affirmave 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 towads reaching the identified population will be measured, to
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f)

9)

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 askedraite the responses
provided to each of the sufjuestions.

Inclusion of Individuals with Developmental Disabilitied f0Points):
Applicants are asked to describe how the project will include individuals
with disabilities and family members in the proje© a I OGA GAGA S &
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 andheir family members in project activities.

Budget & Budget Explanation-f0Points): Applicants are asked to provide
a proposed budget based on eight (8) categories which include Personnel
with Fringe Benefits, Personnel without Fringe Benefits, Cordchot
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 deulated. Reviewers will examine this section

for appropriateness.

Project Outcomes and Activities-{@ Points): Applicants are asked to
identify outcomes that will be achieved throughout a grant year, to
describe activities that will be performed to dekie 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 tftough 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 \hieet

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 tnsctions that Grant Review Panel members
will receive.
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OHIO DEVELOPMENTAL DISABILITIES COUNCIL
Grant Reviewer Fact Sheet
For
Competitive Applications

The proposals will be screened for compliance by ODDC staff for
completeness andccuracy.

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 Weak Adequate Outstanding
Possible:

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

The proposal evaluations will be distributed to any applicant upon request
with the individual reviewer's name removed.

If anapplicant believes there has been fraud, conflict of interest or
substantive violation of procedure, the applicant has the right to appeal.

If a reviewer is unable to attend a grant review panel meeting, Council fiscal
staff should be notified at (6146445541 as soon as possible.

NO PROPOSAL WILL BE APPROVEDAINEMTHICS STATEMENTS AND GRANT
PROPOSAL EVALUATIONS ARE RECEIVED IN THE COUNCIL OFFICE.
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REVIEWER RESPONSIBILITIES

A review panelist has two primary responsibilities:

A. to readthe 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 applicantdor 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 sextensive 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 requrements 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@go 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 circunasices 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,ttkeonveni ng of the panel may |
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 theofect Description for the grant.

5. Chairperson reiterates Council’”™s motio
Review Panels are not to make changes

6. Total screening points are calculated and announced.

7. Starting with the lowest totalcore, 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 reaisav
discussion.

This process is repeated with the lowest scoring proposal, then the third, etc.,
until all proposals have been examined.

. Starting with the lowest scoring proposal still under consideration, the
chairperson will ask thaganelists being substantive discussion of the proposal.

This process continues until all proposals under consideration have been
discussed.

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

Once majority approval has been obtairted,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 ard 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 propas&linded.
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 pficant 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.

Back to Index



12. The chair will ask each panelist to sign and date one of the following:

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

StateGrant# has been conducted in accordance with the approved
format.
Name Date Time

Originating Committee Member

Originating Comnittee Member

Originating Committee Member

Outside Expert or Special Advisor

Outside Expert

Review Chairperson

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

Name Date Time

Originating Committee Member

Originating Committee Member

Originating Committe Member
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Outside Expert or Special Advisor

Outside Expert

Review Chairperson
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FORMS

Ohio Developmental Disabilities Council

Assurances2017
As the duly authorized representative of the applicant, | certify that the applicant:

(A) Has the legal authority to apply for federal assistancetlaadnstitutional, managerial and financial
capability (including funds sufficient to pay the nfmderal 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 exemnaill 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 fromguieir 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 neguiise
including, but not limited to the following:

(1) The Developmental Disabilities Assistance and Bill of Rights Act of 2000 (2Q2)166
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.4338 which prohibits discrimination
on the basis of race, color or national origin;

(b) Title IX of the Education Amendments of 1972, as amended (20 §58681-1683,
and 16851686), which prohibits discrimination on the basis of sex;

(c) Section 504 of the Rehabilitation Act of 1973, as amended (29 87847, which

prohibits discrimination on the basis of handicaps;

(d) The Age Discrimination Act of 1975,zanended (42 U.S.§86101-6107),

which prohibits discrimination on the basis of age;

(e) The Drug Abuse Office and Treatment Act of 1972 (R25%)2as amended,

relating to nondiscrimination on the basis of drug abuse;

(f) The Comprehensivsicohol Abuse and Alcoholism Prevention, Treatment and

Rehabilitation Act of 1970 (P.L.-816), 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 112$4C§8290

(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 U883B01 et seq.), as amended,
relating to nondiscrimination ithe 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,

(i) The requirements of any other nondiscrimination statute(s) winiay apply to the
application,

(3) 31 U.S.C. 1352 (P.L. Z111) prohibiting the use of federal funds to influence federal funding
matters, each instance will be reported via completion and submittal of Standard-EHolcmn
"Disclosure Form to Repdrbbbying", 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, PurchgenericanMade Equipment and

Products (P.L. 16333), which statesiit 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 Americarmades,

(6) PartC of the PreChildren Act of 1994 (P.L. 2@27), 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, arljilservices 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 ld@es not apply to childre® 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 PridacAct of 2000, as amended (22 U.S.C.
7104),

(8) Consolidated and Further Continuing Appropriations Act, 2015 (Public Le®34), Balary
Limitation (Section 203), Gun Control (Section 217), Restriction on Distribution of Sterile Needles
(Section 522)Anti-Lobbying (Section 503),

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

(10) Onhio Elections law, Divisions (I) and (J) of Section 3517.13 of the Ohio Revised Code.

(F) Will comply with all apigable 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 potéaity affecting the award.

(H) Will cause to be performed the required financial and compliance audits in accordance with 2 CFR
Part 200 Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards," if applicable,ra 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 byahéitor to ODDC.

(N 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 amant 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 suffaétail 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 NOTLESS 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 termmation 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 yrapat 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 frefadssal
sources that, in the absence of suchdeal 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 ayresolved 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
gualified personnel; such qualifications are determined by reference to curggtification 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 complwith 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 towaaking 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
operationof 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 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 clieimtformation 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 directiydirectly, 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, @sind disclose all data delivered under the terms of this grant within the
boundaries of regulations pertaining to confidentiality of consumer information; ODDC has a+oyalty
free, nonexclusive and irrevocable license to publish, translate, reproduci/etgperform, 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 hashe 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 agaliability, 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 tfrthe 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 wisfurnishing 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 oemnégiiess.

(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 makingrpgress 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 dUniform Administrative Requirements, Costs Principles, and Audit Requirements for Federal
Awardse All costs shall be reasonable, allowgland allocable; applicant shall assume sole and entire
responsibility for the payment of its taxes.

(V) Will support claims for the reimbursement of indirect costs by providing an approved negotiated
indirect cost rate by the director, Division ofsE@llocation 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 generatea 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 costharing or matching requirement.

(W) Will generate and document matching expenditures gsiired by federal regulations and ODDC,;
that such matching expenditures are not included as contributions for any other fedasaligted
project/program and are not paid by the federal government under another award.

(X) Will not contract or transfer grof 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 specifiedeimiproved grant application without the
prior written approval from ODDC.

(2) 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
copywritten materials developed with grant fundsrféederal 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 ODIT. 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 preparedruihgeproject must state the

following: FUNDED BY THE OHIO DEVELOPMENTAL DISABILITIES COUNCIL UNDER THE DEVELOPMEN
DISABILITIES ASSISTANCE AND BILL OF RIGHTS ACT.

(AA) Understands projects may be temporarily suspended or permanently terminatedyfof &re
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 profesdistaadards 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 federaburces 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 caysen thirty (30) days
notice, in writing. In the event of terminationpart, 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 trangdr 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

5
Back to Index



performance of such part of this agreement as has been terminataddardance 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 worlder 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 paptrehall 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 amoumetxpended 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-tierug
workplace. Applicant shall make a good faith effort to ensure that all of #raployees 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 pgidy 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 awiaglof 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 cooprative 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 Cosgirer 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 FatrhgDisclosure Form to Report
Lobbying," in accordance with its instruartis.

(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 thiagwbrecipients 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 oentering 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.

SignatureTitle

Date
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Request for Taxpayer p— F“"":' :nﬂ:t
g*;;._tmm?;:;q Identification Number and Certification o e IS,
Imamal P Sanica

1 Mama [as shorwen on your inoomme tax netem). Mame ks requined on this ling; donot keavse this Bre blank.

2 Busiress name/dismgarced ently name, if cifierant from abows

3 Check appropriats bow for lederal b dassiication; check only one of e folwing sewn bos: 4 Enamenins (20csa acely crly 1o
]mmwnr Jcc on || 5 Compoation || Fartnarship [ Trstestate rmm'um"png.a:'m
|| Limitadt Habdlty compsny. Erter the tax classification (C=C corponation, S=5 corporation, Pepartnershig) * Evampt pyns s T

Print or type

|| cher (sea instructions) k-

LT tiat Is disregarted, do net check LLC; chook the appropriai hes in tha ne aboye jor | SAemeion fam FATCA mporing
TR

ooda i ary}
i 13 ECETE TalTaes cotuias e LS

5 Address (rumber, strest, and apt. or sufe no)

Requesienrs nama and address joptional)

ol

B

a

5

E mMumw
£

§ 6 Gy, s2%. and ZIP code

T Uizt sccount numbes) hang jogriioral)

Taxpayer Identification Number I_'I1-H'.I

[Enter your TIM in the appropriade bax. The TIN provided must match the name given on line 1 o avoid
backup withholding. For individuals, this is genarally your social security number (S5M). However, for a
entity, see the Part | instructions on page 3. For other - -
eniities, i is your employer identification rumber [EIN). If you do not have a rumber, ses How o gaf a

resident alien, sole proprietor, or
TIN on page 3.

Note. If the accourt is in more than one name, see the instructions for line 1 and the chart on page 4 for

guideliness on whose number to enter.

Part Il Certification

Under penalties of perjury, | cerdify that

1. The number shown on this form & my cormact taxpayer identification number jor | am waiting for a numiber 1o be isswed 1o mel and

2. lam not subject to backup withholding because: (a) | am exempt from backup withholding, or [b) | have not been natified by the Intemal Reverue
Sarvice (IRS) that | am subject to backup withholding as a result of a failure to report 2l imenest or dividends, ar (5) the IRE has notified me that | am

no langer subject 1o backup withholding; and
A. lam a U5, citizen or other ULS. person (defined below); and

4, The FATCA codeis) antered on this form (if any) indicating that | am exempt from FATCA reporting is comect.

Certification instructions. You must cross out item 2 above if you have been notified by the RS that you are currently subject to backup withholding
becarss you have failed to report all interest and dividends on your tax retum. For real estate trarsactions, item 2 does not apply. For mortgage
imerest paid, acquisition or abandonment of secured property, canceliation of debt, contributions to an indvidual retirement amangement {(IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your comect TIM. See the

mmpnguﬂ

5591 Signabure of
Here LS. parson &

Diat b

General Instructions
Secion references are o the infenral Peserus Code unless othanwise robed.

Future developmasits. Information about devaopmants alfecting Foem Weg jsuch
a5 lngislation enacted afor wa relaasa i) & al wuw s gowins.

Purpose of Form

A individual or entity (Form Wed rogqueshan wind 15 neguined o ke an informatiion
raiurn ‘with tha IAS musi oblain youwr oomect idaniifcation numbar [TIM)
wihich may ba your social seourty number {SESM), individual taxpayer iderdficadion
Fumber [TINL acoption tapayer IKenileation numbar (ATIN), or amployer
idariification numbar ([EIN], 1o repot on an infamation Fetum the amount paid 1o
¥oul, oF othiar amount reporiabla on an infomation retum. Examples of infomaation
NS Inchida, Dt are rod Bmibed B0, The following:

+ Form PIES-INT (rerest aamed o pakd

* Form P0S98-D0 [dividands, inciuding TS Tnom Stooks OF muiual funds)

= Form M099-MESC fanous bypes of INcomss, przes, Swarts, of QPSS procaeis)
* Form P098-8 [sa0ck or mubual furd sales and cartain ofher transactions by
Erokars)

# Form W095.5 jprocends. fnom meal estals iransas hons)

+ Form #0584 jmerchant cand and thied party network rarsactions)

= Form 1052 homa morgags inbenest), 109E=E [studen lcan inbenesT), 108E-T
fuizion)

# Form 1055aC joamooled debd)
# Form 1085 (acquisiion or abandonmant of secund property)

Usa Form Wed only if you ane 2 LLE. person fincluding o reskdont alion), bo
provvide yous cormect TIR.

I pou oo ol medurm Foam Wel i3 M requashar widh @ TIN, pour migihe e subject
fo Backup: widiholdng. Sos What & backup withiholding? on page 2

By sigring ihe Slkedeout Tomn, you:

1. Cartity St $a TIN you ane giving is comast jor you an walting for 2 numbaes
by b st

2. Cortily Tl you are Rot sullject 10 backup withholding, of

3, Claim egmption fnom backup withholding I you ane a LS. axempt payes. IF
applicable, you are also certifying that s a LS. parson, your aliocabls shane of

any pannership income from a ULS. irade or business s not subject o e

MMMWmﬂ!mﬂmmm ard

4, Cartily Tat FATCA cockafs) enianad on this Tomn (i ary) indicating thal you ana
axampd from tha FATCA raporing, i comect. Sea Whar s FATCA mpoeming 7 on
page 2 tor furiter information.

Cat Mo 10231X

Form W-9 Fav. 12:2014)
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Faga 2

Mo, H you ane a LULE. parson and 3 requesinr ghes you & form othis than Foem
=S 0 Poq s g,u.rTH,'.mu must use the equesiors form F i B subsontially
similar o this Fonm: Wed,

Dedinition of a LLE. person. For Tederal tay purposds, you an considered a LUS.
parson if you ara:

+ An individual who s a U5, clizen or US. esident aller;

# A parinership, DOFMOMIion, COMpany. oF SSSociation crealad of onganized in tha
Uriiad E22%s or undar tha laws ol tha Unibed Siaies;

+ AN estae (other than a fonsgn astatel o

+ A clormeestic inest [as defined in Regulaiions saction 300, 7701-7).

Special rubes for parinerships. Famarships that conduct & rade o DUSINESS in
e Unied Stabtes ara rgjuined %0 pay a i Lndar Sechon

1446 on ary forsgn pariners” share of effeciily conrecied axabie ncoma from
Su0h bisinass. Furthar, in bemain cases whang 2 Form Wed has not bsan rensived,

ULS. parson Tt & 2 partre ina parinership conduoting o trads or bisingss in T
Urited Sianes, prosics Fomn WS to The parinership 1o establish your ULS. status
and avoid section 1448 withholding on your shane of pastrarship noome.

In thia oases balow, thes Sollowing Derson maist give Form We3 10 the parnarshipn
for purposes. of Iz ULS. siawe and awoiding withholding on ks
aliocabis shang of rat Income from T pamrership conducting & trade o Dusiness
in tha United Siates:

+ lin e case of a disregarded aniity with a U.E. cwrer, T ULS. owner of tha
disregarted arvity ard rot tha entity;

+ In e case of @ granmior trust with a ULE. granbor o otfar LS. ownar, gonanally,
e LLE. gramor o othar ILLS. oenae of tha granton tnst and rol T rust; and

# lini e casa of a LS. tasst jothar than a gramor inesi, tha LLE. trust [othar than a
aFarnod tna) amd Mol the benaliciares of the tnst

Forsign parson. H you ane a forsign parson or the ULE. brarch ol a fonsign bank
Tl ras eleched bo D TR0 25 o ULS. parsor, 90 rol ESe Fom Wed. Instoad, s
e appropniate Form WeB oF Form B233 jsoa Publication 515, Withholding of Tax
o Monresicent Alores and Foroign Ervithes).

Honresident alien who becomes a nesident alen Gonarally, only 2 nonnesicent
alion incivicual may use the eems of a fax ety o reduce or siminabs LS. ta on
cartain typss of income. Howener, mosT fax ireades conlain a provision known as
2 "mawing clause ~ Excaptions specified in the saving clase may pamit an
oo fromn T bo contines for comnain fypes ol incoma ovon afer the payos
Fias oerwitsn Decome a LS. residant alan 107 tas purposes.

IF ot are @ LG pesidont alien whos ks retying on am asception cortaned in tha
sarving clouse of @ ax irsaty o daim an exesmpton from U.S. tax on cerlain bpes
o INDoiTe, WOU M attach a siaemen? 10 Fomm WD that spocilies the ollowing
sl Hires:

1. The teaty country. Generally, this must be the same Featy undas which you
claimed examption om s 25 & nonneskdent alien.

2. Thia treaty articks addressing tha income
3. The artichs resmiber (or lecartion) in the tax treaty that contains the saving
clacse and s exoepiions.
4. The type and amoun of income that qualies ior the esemption fom o

5. BuMtickent %S 1o justity tha eaamption Tnom s urder the beimnes of tha treaty
arichs.

Example. Ariicio 2000 T ULS.=China incoma tax trealy allows an aampdon
from 1o for scholarshin oo Moalead by 3 Chinese sludant mmponanily prese
in the Urited Siates. Under LLE. law, this student will become a residen allen for
mmnmummnmmwnuuumam
Hostietr, pamgraph 2 ol tha fiest Probocol 10 this 'LULS.=Chira reaty jdansd Apdl 20,
19844 alkows the provislons of Artldle 30 fo continue fo. apply oven afior tha
Chirdess Shadent CSoonmies o rskdan alen of T Unied Stabes. A Chirass Stuckent
wwihin qualifies for this exoerion junder paragraph 2 of the Tirst profocol and .
mmﬂiﬂnmpﬂanucﬂnmnwrﬂmmtumHsnrmm
of talkoraeship income would atiach to Form We3 a staleman? that inchades tha
imomation desorned above 1o support that asempdon.

r are a nonresidont alken of a Aantity, ghad i Fequstor tha

e mmm:uwmm g

Backup Withholding

What is baciup withholding? Forsons making cenain Baymanis 10 you mus?
under cartain conditions mmmmmmm.ummm
s caled “Dackup b muinjort 1o baskup

withholding indude interest, brokor and barhar
Transations, rens, Ww b5 s in

axchange

sattlemant of payment cand and thied party neteorn rerssctions, and coriain
s from fshing boat oparators. Real estate transactions ane not subject 10
ek withinoloing.

You will ret b subpect to backup withholding on paymants you meosive B you
vl tha recuasher your corect TIN, make the propes cerficatons, and report all
your taxahle inberest and dividencs on your o e

PayFnonts you vl will b subject 10 backoun wilhiholding &

1. Wou do reod furmiksh your TIN bo e recuestor,

2. ¥iou 0o mef ey your TR when necuined [sae thes Fart | instructions on page
3 for details),

3. Tha IRS talls tha roquesier That wou Tumishad an incomect TIN,

4, Tha IRS tals that you are subject 10 backup withholding because wou did
and dividards. only), of

E. Yioad £ P carify 50 this Pequestor that you aeu rob subgect b Backun
withhalding under 4 above flor reporiabls imerest and dividend accounis operad
attar 1383 only)

Cartain paryoes and paymants ane axemp? from backup withholding. Ses Essmat
payon code o page 3 and The separate Instructions. for the Requesion of Fomn
W3 fior Aol EnFodTTiation.

Ako oo Spechal ks for par oS abosa
What is FATCA reporting?
Thi Fonsgn Aoccunt Tax Compliancs A0t (FATCA) requines 2 paricinatng fonsign
finarcial iresifuiicon to report all United Stales account holders thai are specifed
Unied States porsors. Corlain payeas ane semip? nom FATCA repoirting. S

Expropdion fram FATCA maponiiing code on page 3 and the rsinsciions for tha
Roquesior of Form WS for mone indormation.

Updating Your Information

ou At provicde updated information io ary parson o whom you claimed o be
an eeampt payes Imwmmmmmmmmmﬂ
reporiable payments in e Tulune from s person. For exampla, you may reed 1o
proside updated information H you are a C corporation that elects io be an 5
COfporation, of if you Ne Ionger are T axempt. In addizion, you st furmish a new
Formi WS if thia name of TIN changes for the ascount; for axampbs, B the granior
of a gramior rust das.

Penalties
Failure t furitsh TIN.  you fail to fumish your comact TIN 10 2 requester, you are

subject i o penalty of 250 for sach such failore unlsss your failure is due 1o
reasorabli caise and not i willful reghet

Civil penalty for Talse information with respect 1o withhobding. 1
MWMmem“mmw}:ﬂm
0 ane subject to a S500 peraky.

Criminal penalty for falsifying indormaie. Willuly falsitying cenfooions oF
affirmatiors: may subject you bo crimiral peralies inchaing fires ancdfor
Imperisonmant.

MEsiss of TING. F the reguessier dokosss of LSS TINSG in violation of federal Lo,
e nequesier may ba subject 0 chill and criminal perakies.

Specific Instructions

Line 1

ou st anier ong of Thi iollowing on this lire; de not e this line blank. Tha
nama should mabch the namss on your ta rebam.

Hthis Fomn WeS is for a join? @ccount, Es? first, and then cincks, the name od dwe
parson or enily whose rumbss you entered in Part | of Form Weg,

, Enter tha rame shovn o pour tax reium. H yow have

ﬁwgldym.l’hﬂi mmwmmmm
of tha N Changs, anter your Tiest nama, this las? namia s Shown o your Social
sacurity cand, and pour new l2sT namme.
Hote. ITIN applicant: Enter your individual name as it was entenad on your Foam
W T application, e 1. This should also ba e sama a5 e nams you enbensd on
e Fomn 10400 D204 D40ET you Tled with your applcation.

b Suole propricter of singhesmember LLC. Entar ndvioial rama a5
shacren on your 10400 0S0AMO40ET on lirss 1. Y'ou may enter your business, irada,
of “daing business @ (DE4) nams on ng 2.

c. Pastmership, LLGC thai is not & single iar LLGC, © G atiomn, or 5
Corparation. Ermer the entity’s nams as shown on the erity's tax ratum oning 1
and oy busingss, trada, of DEA nama o rs 2.

o Oiher endks. Ender your rama o5 shown on requined LS. federal fax
SociuEmans on Eng 1. This rama shiould masor B nama shoen on thes chans o
oifar kegal document creating the entity. You may enier any business, iada, or
DEA rama on line 2.

. Disregarded antity. For ULS. fodoml tax pufposes, an entity that &

2= an entity separaio fom s cwrer s roaed as a

" Baed Amgulations section 201,770 -2 Emor tha oenars rama on
lini 1. Thex name of The entiy entered on ling 1 should resver be a dsregarded
aniity. Tha nams on Ene 1 s e nami shown on the income tax rebum on
o The inoomes should be eponed. For example, i & fomign LLC that s realed
5 & dlsneganded entity for LS. fecianal ta purposes fas & singls cwne that s a
LS. person, tha ULE. owner"s nama i requined bo be peovided on Bne 1. 1 the
direct gener of the emiy b alko a dsregardod encly, enter tha Tirst cwner That is
niot chsregarded for Tedomnl bax pEposes. Enber T Enkity"s nama on
lina 2, Bimirass mm‘lhmﬂhm
aniity 5 a fonsgn person, tha ownor mus? complale an appeopriate Form
nmmnmmm.mummmnmmwm:mnn.
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Faga 3

Line 2

I you have & busingss nams, reds nama, DEA nama, o disreganded entily nams,
WOU My enter i on lina 2.

Line 3
Crack T appropriate boo in Bree 3 Tor $ee ULS. federal fax classification of tha
person whoss rame & emened o lre 1. Check only one oo in line 3.

Lirmiied Liabdity Comgpany [LLC). If the name on ing 1 is an LLC ieated asa
parinership for U5, tederal iax porposes, check $w “Limited Liakilky Company™
i @and &rter “PT in the spass peovided. B the LLC has Mk Forn 2532 or 2553 1o
b tamed 2 a conpomation, cheok tha *Lmmited [Company™ box and in tha

mmm'ﬂ'uﬂw&mu‘ﬂ'uﬂmrnun

WLI.E'

Line 4, Exemptions

IF 0L e et from batkup withholding and'cr FATCA reporting, e in the
appropriate space in ina 4 any codeis) that may apply o you

Exesmpl payes code.

+ Ganerally, individals fircheding sohe proprishors) ans nod exempt from backup
withholdirg.

+ Excapt as provicked below, corporations ane axamp? from backup withholding
for ceriain paymanis. including inberest and dividendcs.

+ Corporadons ane nol exomp? from backup withirolding for paymans made in
settiemant of payment cand of thind party retwork tansactions.

+ Cofporadons ans not et from backun wilth respect 1o atiomays’
feas of gross proceeds paid 1o attormeys, and corporations That provide medical or
Fmakh cang serdces ane nob exemps with espect o payments. rneponable on Fom
1095-MISC.

Tra Tolowing codes. el payeos thal ane eampt from backup sithholding.
Ender the appeopriaie code in the spaoe in ina 4.

1=#n organization axsmipt from tad undaer section 507, ary IRA, or a
custodial account under section J03{EHT) I the account satisies T

Ze=Thaa United Stales or ary of s agoncies of instrumentaliios
G & ghabe, the Disirict of Colemibia, a ULS. commorrsaalih o possession, o
any of their poliical subdivisions of instrumentalities

e A PO OAETITIEN OF vy OF RS politionl Subdivisions, agerciis, o
instrumentalites

Sem A LOFPOTALGN

S A doadar in seournities of commodities equired 1o registan in tha Urdiled
States, tha District of Columiia, o o UE. commonsaalh oF B sion

Tom & furiunes commission manchar? regisiored wiih the Commodity Fuiunes
Traking Comimission

S roal estabe InvesTTent Tust

S A @ity PgEtoned ot ol s dusing T b yoar unoen tha rvestmant
Cornpany Aot of 1820

0= & oo brust fund opssrabed by a Dok undoer section 52472

11.=A financial instibution

12=& midicleman known in T irvesiment community &5 a nominga or
custodian

13 A trus? eamipl froim 2 under section 554 or desoribed in saction 4247
Tra Todioawing Cart shiows tnes of paymaents that may ba ampt from Doackup
withholding. The ofar apples to e axemp? payecs Ested above, 1 Shrough 130

IF ihe parymeesni is for .. . THEH e payment s exempd for. ..

Intarest ared dividend payments All GHEMET Pyl BN0epT
for 7

Enckar rarsacions Expmgt payess 1 through 4 and &
thicesgh 11 ard all C corponations. 5
COPONAtionS st Nt G o St
payes oode Dicausa thay ane aoempl
only for sales of nonoovenad
apquined prior o 2012

Earter exchangs iransactions and Expmgrt payees 1 throwgh 4

paironags dividends

Farymamis owar $600 requined 0 ba

raporied mﬂMMMIE.nII

Parymainis madis in settkement of

Enemgl payoes 1 through 4
payymient cand o thied party natwonk
TaGamions

‘3anrm1|:m-u|El:.,mrmmru rainuctions.

10

'H tha g paymanis macs to @ corperadcon and reportable on Form
1099-L850 are N0 eaamipt froem Dackup withhiolding: medical and health oo
paymenis, atliomays’ fees, gross procseds pedd o an atiomey reponiable under
sactinn GO4S), and perymants for senices faid by o foconl snuive agancy.
Exsmpiion from FATCA reporiing code. The following codes identily payess
trat ane axempt from reporting under FATCA. Theso codes apply o parsons
sunmiting this fomm for aocounts mainained oulsics of tha Uinked Statas by
carinin forsign Tinancial insthutions. Thenefors, if you ane only subsmitting this form
for an aocoint wou hold in the Unitod Snates, yo may ke this field blank.
Consit with thi parson requesting this fom i you are uncartain I the inancial
Insiftution is subject 0 these requinemenis. A recuesies may indicate Tai a code s
rumhynmpuumnmmmmmntw any

similar indication) writien o primed on the line for e FATCA ssemgriion cod.
A= organization exem? Tnom tax urder section 50 al or any individual
retiremant plan as defined in section TT01[a)37)

Bl=Thi Uit States of any of it ajencks o irstrumantalties
G sfabe, the Disiric: of Cobambda, a LS. commornssalih or possession, oF
any of thair political subdivisions oF iRstnamen it

O & corporation the siock of which s Faded on orss O MoPE
markets, & described in Roagulations section

asmanblishad
118721 oK 1))
E=i porponation that ks a membsr of the same expanced afillaied group as a
dascribad in Regulatons seotion 114721 0K 1HH
Fom & dealer in securibes, commodifes, o derfaiive finandal insrumaenits
fircluding notional principal condracts, fulunes, foreands, and optiors) that s
regishenad a5 suoh rder This les of The United Siates o anmy siais

G roal estane nvestman trust

hmmmtnmumnm&1umm
Wxammmmmmmlmm ol

I—Amwmnmm::.mhmﬂm!ﬂ#m
J=4 bank a5 defired in section 581
Hommil, brmibond

Lo & Sries? aosmmip froem fam under section 554 or desoribed in section 454 T jai)
Pl & {ai it trust unedir @ seciion 403[0) plan o section S57igh plan

Hnl.n."r’u.l witsh o consul with The Snancial instiution ﬂ'hh:lmln
mmh-:l.
Line 5

Enbar your adidress (numbar, s, and aparment oF sulio rambsr. This is whens
e requesier of This Fom Wed will mal your information reriums

Line &
Erter your city, state, and 2F oode

Part I. Taxpayer ldentification Mumber [TIN)

Enter your TIM in i appropiabe Bow Hyou ooe o reskdont alien and you oo not
hawve and are rod eligible 1 gt an 5N, your TIN i your IRE individual taxpayer
Ideraficadon numbsar [T Erder it in he social seoary numbar box. B you do not
have an IMN, see How 20 g & TIN balow.

H yoid ane @ Solo proprigtor and you have an EIM, i may enter sither your SSM
or EPL Howerer, tha IRS prafars. that you wse your ESHL

H are a single=momiber LLT that is demgarded as an arvity sapambs
MLWDHLMH Lty Company (LLC] on this pagel antar B cwerars 55N
for BB, i the ownior has one). Do not enter the disreganded entity™s EIML H tha LLC
Iz clagsifien as a comporation of parinership, oo ihe entity’s BIML
Mizie. Saw the chart on pags 4 for furihor danfication of rame ard TN
combirations.

Hizw B0t @ TIM. I you oo rot Fave a TIM, apply for on mmadiately. To apply
for an S5N, gt Form SE-8, Applcadon for & Bocial Security Card, from your koecal
SEA offica or s foimn ol Ol WA S5 Wil Tormi
nﬂtqi-m#!ﬂﬂ&LhFu'm'ﬂ-?hnﬂ;me WM‘EL =
ummn.m,mmw;umwmmwww
Idatifeation Mt bo apaly for an . Yiou ton apply for an B onlins by
accessing the IRE wobsho a7 wew. i powibusiesses and clicking on Employer
Idenification Mumbser [EIN) undar & Business You can gat Formrs WaT and
E-E.-lﬂ-nmltanE-bywhlﬂ-glFE.gm calling 1-200-TAX,
[ “EOOAP B3 TEL
H yoia ane asked 1o complets Fom WS bt do not have a TIM, apply fora TIN
and write “Appked For in The spacs for Tha TIN, sign and data tha form, and give i
b e recpmster. For inerest and dividersd paymants, and corain s mada
with respct 1o Peacily racdaile istrumants, genaally o will have S0 oays to gat
it 1o the requester Betors you ans subject to Backup an
E=diay rube oS niot apply to oFer Types of paymants. You will b
st 1o batkup wittholding o all such payments il you provide your TIN o
e recuesar.
Miie. En Far” maars that hawva for a TIN or that
g.u.nnwmmﬂmr:rmmm e sy spplied

Caation: A deogeded LS, antily hat Res & A Sar mus! e the
aporogrkang Form WeE,

Back to Index
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Part Il. Certification
Ta astabiish to the

that you ane a LS. parson, o reskdant aller,

@mw&mmumﬁﬁ“ﬁu@mmmmmn

ams 1, 4, of 5 bakow

Fior @ join? acoount, only the person whosae TIN s shoen in Part | should
fwian nequieed). In tha case of a disregarded amiy, the person ideniified on Ine 1
st shgn. Exeimid Daryeds, Sed Esma! Daps cood sarkor.

Signabune regquireiments. Complebs tha confioation as indicabed in bems 1

frough S b,

1. Inierest, dividend, and barter sxchange accounis opened bilore 1084
amd broker accounis considensd active during T883. You must gve your
ciommect TIM, bt wou do not haee 1o-sign ths certficadon.

1mmm -'Iiu'h' h

1983 and beoker |

W ACCOUnts d after
thve duFing 1983 Yiou must sign the

mummmmm Irg.uan:mmbnﬂu.n

and yoid
st oross out mihmm

cowraict TIN A0 thia requesster, you
ﬂp‘tth‘mn

flam 2 of tha castification.
4. Oiher payments. You

yourr cormadt TIM, hﬂ}mnhrntrﬂ.mtﬂ#

miust
T cartification unless you have E‘mm‘l"ﬂ
incormact TIM. “Othar payments” inchudes payments mhﬂmdﬂn
PROLEInrs Tade oF DuSingss foF rents, royales, goods (ot than bls for
marchandise), madioal mrﬂﬂlmmmﬂg paymanis o

b ok

SONVICES, payments made in

mwwtnmmmmmumwm
cartain fishing boal crew mambans and fishammen, and gross proceeds pald 1o
attceneys fnoluding peymerts bo conporations).

5. Morigags inlenest paid by you, acquisition or abandessnent of secured

propery, cancellation of deb,

qualified hition program payments junder

saciion 5290, IRA, Coverdell ESA, Archar MISA of HEA conlributions oF
disiributions, and pension disiributions. You must gl oo ooemoect TIM, bl you

MMMu:mﬁnnﬂn:nﬂm

What Name and Number To Give the Requester

For this type of acoound:

Give nasma and SEM ol

1. Indididial
2. Twa oF mona individuals fioin
e ]

3. Custodian aocount of & mince
[Uniiom: Gift o Minoms Act)

4. 0. Tha usual resocabli savings
rust {grantor s also i)
b So-Caliad trust aooont Tat is
ok & kegal or valid Trus? uncer
Stata Bw
5. Bol propristorship or
" H:Efm
B Granior tnst I.I"ﬂ'
Faorm 1029 Filing
Wm1ﬁ1m

Thia individual

Thi actual cwner of tha 000U or,
H combined funds, tha firsi
incisiciual o the aocount”

Tha mina’

This QFartonneies”
Thia aittial cwnes
Tha cwner"

Tha grarior

Fﬂﬂlwﬂm

‘Givee Aiame and EIN of:

7. Disreganded antity rot owned by an
indivicdial

B A wald nist, asiabe, oF peREion trust

9. Corponation or LLC alecting
Wﬂ:mmmﬁﬂm

‘ID.H.I:-:I.I.Eﬂ religious,
ln:-u%nﬂwwm.-
nuurnnrgmh.unn
11. Parnership of mukkmamber LLC
12, A benkoed oF Qi tane Mo

13, Accownt with the Deparimend of
Agriculture i the name of a public
entity [such as a siate o local

, school cisanict, oF
Petaon) hat recsivas. agricub.ea
program

14, Granbor inast fling wrder T Form
1041 Miasinod oF he
Fioem A

Thi owener

Thia Eokes OF MOMiirss
Tha pulslc entity

m“hmm_ﬂmmhﬁmhﬁ—nm_ﬂm

Hha =B, mnbiy® oumay wae sither pour 58 or BN il you
turd Ha I Fou I L ypoor S5

“Lint et ane ciectn e e of e trunt, eteta, o petaicn ot (Do not ussish tha TR of e

trusiss unimss e legal enidy tsal @ oot desgreled i e sccount

) Ao s Soecial rulen o parfnerstics on page 2.

Boie. Srericr sho musd peovics & Foes W3 o fudes of ol

HMoie. H no nama . circled whan more than ora nama is lisied, the nomiber will ba

oconsidansd 1o ba that of tha Test Famas Esiesd.

Secure Your Tax Records from ldentity Theft

Idantity thaft oocurs when SOMBons uSes your perscnal inomation such a5 your
name, SEM, or ofher identifdng irdormation, without your permission, 1o commit
fraiscd o cthes Crimeea A identity thiaf may use wour SSM to gat o e o may ik a
tas natum sing your SSM 10 neoeive o ralund.

T eaic i your Fiskc
# Frotact your B5H,

# Ensune your amplosdr B protecting your SEM and
* B caruful when Choosing & tax prapanar.

W yoiwr fao reconds ane afiecbed by that and you meceive a notica from
tra IRS, raspond fghl sy 1o thia nams and phona ramiber printed on T IRS
notios or lothar.

H o fao reconds ane not ourmantly afiecied by derdty thelt bt Think you
ore at risk due fo a lost or siolen purse or waled, quesiionablo cand aotvity
oF CRedil nepeit, Domtact T IRS Idantity Thalt Hotirs ot 1=800.508-4450 or submit
Foimmn 14038,

Foor meors information, ses Publication 4535, ldemiky The®! Prersamion and Vicim
Assiianca.

hoiimes of ideniity the® who ane experiencing economic hamm of & sysiasm
kb, O e seaking hap in tax peobkams that hae not boen esolved
rimal channaks, mary ba for Taspayer Achiocato Sandon (TAE)
¥OU Can raanh TAE Dy thi TAS Tollinea Dasa inbmie ling ot
1=ETT=TTT=4TTE or TTHTOD #=B00LE208-4055.

Probech yoursall from susplcious emails or schemies. Phishing s T
craation and uss of emal ared wohsies 1o mimic legitimate business
amails and wabsibes. Tha Most oommon 2ol 5 sending an emal 1o o usar falsaly
claiming bo b an esablished legiimaie erierprise in an attempt bo Soam e user
im0 sumrercering privans information that will be used for kdentity thos.

Thi IFS doas niof inlialy poniaots with Lapayeds via amails. Also, T IRS does
niot recpest porsonal detalled information through emadl o sk tapayess for the
P riambsers, passwonds, or similar secrel acoess informmation for their onedin cand,
bk, oF oiher Tirancial acoounis.

H'.\'.'i.lm an unsolicitod amail claiming 0 ba trom tha 155, fonsand this
¥. Yol may also report misuss of tha IRS nama, loga,
mmmmmhm Inspacior Goraral for Tax Adminissration
[TIGTA) at 1=-800=35E=2454. You can lorward suspicious emalls bo T Fedanal
Traids COMimission ol SoamSuod. Jov oF contact tham ol wiw o gowiartalt or
=BT T=IOTHEFT [#<577T=3438=4338].

isit IRE. go# 10 leam mone about Idemaly thall and o 1o redUucs your Fsk.

1Lﬂﬁ-dhh_mdhmﬂ_mnhpmhnﬂllmhnmml
joint mocount b an 5534, that pereon's nurmber st b fomibes
* Circie 12w minor's namms snc ki the st S5

Privacy Act Motice

Section §109 of T Intemal Ravenua Code requines you to provide your comes?
TIN 1 al Wil e by il bt ioi
e e o,
WO MTerigae Intanest you pakd the acquisition or abandonmant of securnsd
property; the cancellation of deli; or coniributions you macks o an R4, Archer
Hﬂﬂ..an-HA.TI'Iﬂ'rﬂ'l Thits 1o uses this infiormation on tha foem 1o
il IrdoeTmathon returres with: tha raporing th st indoemmation. Routives L5
of this imlomation include ghing it to e Deparimaent of Justios for civil and
oriminal liRigation amd to cithes, sates, the Distnct of Columbia, and LS.
commonsealtns and possessions for use in ad trair laws. Tha
Irmormartion alse may b cisclosed b obfer countias a treaty, o fedoral and
mmmmm and criminal s, o 0 kederal law enforcemant and
bo coimbat teronsm. Yiou Mt provide wour TIN whiathar on
“u#:unmtﬁﬂnur:mmmmm“ ganaraly
id a perceniage of taxable inlems, dividend, and coriain obfar paymoens 1
a payea who does not give a TIN 5o the payen. Cartain perakies may also apply for
provwiding falsa oF fraudulen? informmation.

Back to Index
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SUPPLIER INFORMATION FORM

Required ssctions must bs completed or the form will not be processed. Incomplets forme will be retumad. AN Information
must be lsglbls. Ensurs this Is the latest version of the form at wenw.ohlos hareds srvices ohlo.qQoy.

SECTION 1 — PLEASE SPECIFY TYPE OF ACTION [(REQUIRELD)

[Inew nwes 0B w-sECI FORM ATTACHED | | CHANGE OF CONTACT FEREON/INFORMATON
[[] aopmicuaL aporsss

D{-H.'I.‘IEE OF ADDRES2 —(PLEAZE PROVIDE OLD ADDSERE BELOW ORF ATTACH LETTER]

ALNDHESS 10 BE REFLALELD:

D{-H.'L'-JEE OF TIN (W3 & & CHANGE OF TIH FORM DC—HM\!EE OF NAME (W-8 & A CHANGE OF MAME FORM]

[[] cHAMGE oF PAY TERMZ || CHANGE OF PO DISPATCH METHOD || OTHER

SECTION 2 — PLEASE PROVIDE SUPPLIER INFORMATION (REQUIRELD)

LEGAL BUEINEEE OR INDIVIDUAL NAME: (MUST MATCH W-3 OR W-SECI FORM)

BUSZIMESSE MAME, TRADE MAME, DOIMNG BURINERE AZ: (IF DIFFERENT THAN ASCVE)

FEDERAL EMPLOYER ID (EIN] OR 3OCIAL SECURITY NUMEBER [55K]

SECTION 3 —REMIT TDO ADDRESS (REQUIRED)

ADDRESE- COUNTY:

ADDRESE (CONT. )

CITY: STATE: ZIF CODE:
CONTACT MAME:
FHONE: FAX: E-MAIL:

SECTION 4 - ADDNTIOMAL ADDRESS (IF MORE THAN 2 ADDRESSES, INCLUDE A SEPARATE SHEET)

ADDREZE: COUNTY:

ADDRESE (CONT. )

CITY: STATE: ZIP CODE:

12
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SECTION 5 — CONTALCT PERSON TO RECEIVE E-MAIL NOTICE OF BID EVENTS - A USER ID & PASSWORD WILL
BE SENT TO THE E-MAIL ADDRESS BELOW — (BUSINESSES ONLY)

MAME:

E-MAIL:

TOADD AM ADDITITIOMAL OR TO REPLACE THE CURRENT STRATEGIC SOURCING (55) COMTACT

ADDITIONAL STRATEGIC 20URCING COMNTACT REPLACE 22 CONTACT (WILL BE MARKED INACTIVE]}

MAME

E-MAIL:

SECTION & —PAYMENT TERMS (PLEASE CHECK OMNE - IF HONE |5 SELECTED THEN NET 30 WILL APPLY
Inwalces will b= paid In 30 days from involce date unless an altemate pay-iem s selected below

[] 2ramMET 30 [THET 30

SECTION T — PURCHASE ORDER DISTRIBUTION-OTHER THAN USPS MAIL [OMLY APPLICASLE TO THOSE RECEWING PO%)

E-MAIL DR FAX

SECTION B—PLEASE SIGH & DATE (REQUIRED]

FRINT NAME:

FIGHATURE: (HANDWRITTEN SIGNATURE REQUIRED) DATE:

SECTION 3 —STATE OF OHIO AGENCY CONTACT PERSON (AGENCY RECEIVING PAYMENTS FROM)

AGENCY CONTACT NAMEE-MAILPHONE:

COMMEMNTS:

Mote: This document contains sensiive Infarmalion. Zending via non-sacure chamnels, Induding e-mall and fax can e 3 pobential securty rck
' Pursuant to 26 USC 6109, the siate s required o collect TIWEIM Z0Cial Sacurty numbers and 1o use the numbers In |5 annual nsport to the
RS the amount 1he siate has pald each suppller.

SELECT OME OF THE FOLLOWING METHODS FOR GUESTIONS? PLEASE CONTALT:
DOCUMENT SUBMISSION:

Phone: 1 (377) OHIO - 551 [1-B77-044-8771)
Emiail: supplierfiohio.gov 1 (614) 3384781
Fax: 1 {G14) 485-1052 Website: www.ohiosharedsemnvices ohio.gow
Mail: Ohio Shared Services Email:  supplenfchio.goy

At Supplier Operations.
P.0. Box 182880 Cols., OH 43218-2880

OBM-5857 Rev. 09/08/2015

Back to Index
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Federal Funding Accountability and Transparency Act

The Federal Funding Accountabilind 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 governmenThe 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 (FSR&padltfsrs.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 NUMNIger 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.gavyr at t he Of fi ce of Mafordgdermhent an
Spending Transparency fdtp://www.whitehouse.gov/omb/open

Summary of Information Reqguested:

1) Complete and return the FFATA Certification Form (Attachment B);
2) Register your organization for a DUNS Number (Attachment A)

14
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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/usio 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 webt athttp://fedgov.dnb.com/webform/displayHomePageMou can also
call 1-866-7055711 to request a DUNS number over the phone.

4) You will need the following information to obtain a DUNS nioen:
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;
|.Name of Chief Executive Officer (CEQO)/organization owner;
m. Business structure ofi¢ organization (corporation, partnership, proprietorship);
n. Year the organization started;
0. 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 tsuagsattees in
applying for a DUNS Number. All questions regarding the DUNS Number should be directed to
Dun & Bradstreet.

15
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Attachment B
Federal Funding Accountability and Transparency Act (FFATA) Certification

The certificationsenumerated below represent material facts upon which ODDC relies
reporting information to the federal government required under federal law. If the ODD(
determines that the Subgrantee knowingly rendered an erroneous certification, ODO
purste all available remedies in accordance with Ohio and U.S. laws. Signor further agr¢
it will provide immediate written notice to ODDC if at any time Signor learns that any ¢
certifications provided for below were erroneous when submitted or biznee becomg
erroneous by reason of changed circumstatic® Signor cannot certify all of the statemen
contained in this section, Signor must provide written notice to ODDC detailing which of
below statements it cannot certify and why

1. Inthe previous tax year, did your organization have gross income, from all sources,
under $300,00Q

[ ] Yes—skip questions 2 and 3 and answer question 4
[] No — proceed to question 2

2. Inthe preceding fiscal year, did your organization rec@d# or more of its annual gross
revenues from federal contracts, loans, awards, grantsaperative agreementasnd
$25,000,000 or morén 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 sectioa) 13(15(d) of
the Securities Exchange Act of 1934 (15 U.S.C. 78m(a), 780(d)) or section 6104 of the
Internal Revenue Code of 19867

[] Yes—proceed to question 4

[INo-provide the names and tot al compensatic
highly compensated officers/senior executives below; proceed to question 4

Name Compensation

16
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4. Asthe duly authorized representative (Signor) of the Subgrantee, | 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]

17
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ODMR 1232
121472011
Page 1 of 2

OHIC DEVELOPMEMTAL DISABILITIES COUNCIL

BUDGET REVISION FORM

This form is designed to facilitate timely revisions of budgets and grant duration s. If faxed to us
at 614-466-0298, we will verify calculations and review your justification for the revision. If
approved, we will fax this form to you with signed approvals. If clarifications are needed,
discussions will be conducted by telephone.

Grants Recipient:

Type{s) of Revis on Reguested: Budget Revision: Duration Revision:

INSTRUCTICZNS: Fill in all currently approved line items for Federal Funds only. They total should match
your grant approval letter federal amount. Add the amounts requested to change. The Rewvised Budget

Amount will automatically populate.

Line ltem Currently Approved Requested Revised
Name Bud get Amount Change Bud get Amount
] - 3 - ] -
Total

{MOTE: Total of Requested
Change should equal zero)

GRANT DURAT ION REVISION : Please complete the items below:

Currently Approwved Grant Dumtion:

From: ton

Revised Grant Duration Requested:

From: ton

18
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OHIO DEVELOPMENTAL DI SABILITIES COUNCIL

SUBGRANT REVISION FORM

BUDGET EXPLANAT ION: Please explain the reasons for the requested budget revision:

GRANT DURAT ION REVISION : Please explain below the reasons for the duration revision:

Revis ion submitted by:

FOR DD COUNCIL USE ONLY

FISCAL STAFF:

DATE

PROGRAM STAFF:

DATE

FOR 80 DAY EXTENSIONS ONLY:

EXECUTIVE DIRECTOR:

DATE

Back to Index

Approved

Cate:

Cenied

Page 2 of 2
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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 inthe Amountof é é é é ¢ e ééééeééééeeéé 2$A

//////////

B.Cash Expended to Date ééééééeéééécécecéeereceeeeeec?.

C.Cash on Hand éééééééééééééééééééééécéeéeéeéeeé?. C.

////////////////////////

Cash Received By Project ééééééeéééeécéeécerceéeeeeeecec.

O

,,,,,,,

Approved Balance Available( 2. A. Mi nus 2.D.) é..éééé&éeéeéeeéeée. 2. E

m

ESTIMATE OF CASH NEEDED:

A. Estimated Cash Needed for the Month of

B.Cash on Hand as of this report (Repeat$ 2. C.) ééécéc
C. TotalCashNeeded for the Month (3.A. Minus 8.B.) éééecéc

D. New Bal ance of Feder al Funds Avail abl e$ (2. E. Mi nu ¢

Request Prepared By:

Title:
Tax I.D. #:
Telephone:
Signature:
Remarks:
20
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