INSTRUCTION FOR SUBMISSION OF FY 2016 - 2017 CSBG/TANF APPLICATION


One hard copy of the full application package with original signatures should be received no later than April 1st of each year.  If April 1st falls on a weekend or holiday, the application shall be due the following business day.  Receiving the CSBG/TANF application late may delay issuance of the contract. Questions should be directed, prior to completion of the application, to the staff at the Office on Volunteerism and Community Services.  Applications should be sent to the following address:

Virginia Department of Social Services
Office on Volunteerism and Community Service, 15th floor
WyteStone Building
801 East Main Street
Richmond, VA.  23219
In addition, an electronic copy of the application should be e-mailed to csbg@dss.virginia.gov.
The Community Services Block Grant/TANF application contains the following documents:

1.	Community Services Block Grant Application coversheet - (CSBG A-01)
2.	Certification of Required Documentation - (CSBG A-02)
3.	List of Grantee Board of Directors - (CSBG A-03)	
4.	Certification of Needs Assessment - (CSBG A-04)
5.	Budget Summary - (CSBG A-05) – 2 Tabs - Federal CSBG and TANF
6.	Program Budget – Non-CSBG Match - (CSBG A-06)
7.	Funded Positions by Program Area - (CSBG A-07) – Federal CSBG and TANF
8.	TANF Non-Assistance Expenditures Budget - (CSBG A-08) 
9.	TANF Budget Documentation Worksheet - (CSBG A-09)
[bookmark: _GoBack]10.	CSBG Performance Statement and Targets – (CSBG A-10)
11. Sub-Grant Summary Sheet – (CSBG A-11)  Note:  This sheet is submitted only by those CAAs that will be awarding sub-grants to other community-based organizations in order to administer programs and provide services to low-income individuals, families, and communities and must be submitted no later than June 30th.  CSBG contracts to CAAs awarding sub-grants will not be executed until the Sub-Grant Summary Sheet is received by OCS
12. Attachment 1, Needs Assessment Service Table Samples
13. Attachment 2, A-10 Performance Statement and Targets Sample
Additionally, one copy of the following documents must be submitted as appropriate (see “CSBG A-02 - Certification of Required Documentation” form and instructions):

Personnel Policies (If amended since last application)
Fiscal Management Policies (If amended since last application)
Agency By-Laws (If amended since last application)
Agency Proof of Bonding – submit annually
CSBG Property Inventory – submit annually
IRS Form 990 – submit annually
Agency-Wide or Comprehensive Budget for SFY 2017 – submit annually


INSTRUCTIONS FOR CSBG/TANF APPLICATION FORMS


COMMUNITY SERVICES BLOCK GRANT/TANF APPLICATION coversheet (CSBG A-01)

The grantee fills in the agency name and lists the counties and cities to be served.  The Board Chairperson’s signature certifies that the grantee’s governing board has reviewed and approved the application for funding.


CERTIFICATION OF REQUIRED DOCUMENTATION (CSBG A-02)

This form lists the documentation that is required to accompany the CSBG application.  One copy of Items 1 through 3 must be submitted only if they have changed since the last application. One copy of items 4 through 8 must be submitted annually with the application package.


LIST OF GRANTEE BOARD OF DIRECTORS (CSBG A-03)

All current Board members should be listed under their respective sectors.  If the total number of members on this list differs from your bylaws, please attach an explanation including actions being taken to fill vacancies and estimated date board will return to compliance. Please include amount of time position has been vacant.  Include what organization the member represents (if applicable), full address, and the current term of office (month and year term began and will end).  If an elected public official or his/her representative has an indefinite term, enter “Indefinite.”  


CERTIFICATION AND SUBMISSION OF NEEDS ASSESSMENT (CSBG A-04)

The grantee shall certify that a Needs Assessment, which included community and consumer input, has been performed for the agency's service area within the last year.

Page 1 includes instructions/definitions for completing the A-04. On page 2, all methods used to conduct the Needs Assessment should be checked and the date the completed Needs Assessment was presented to Board should be noted.  The Board Chairperson’s signature certifies that the Board of Directors has reviewed and approved the needs assessment methodology, the list of prioritized needs, and the list of the top four needs the agency plans to address (agencies with multiple service areas should list any needs that are prioritized in specific areas).  

In order for the Board of Directors to have input in prioritizing the unmet needs of the low-income community that will be addressed by agency programs and services, it is OVCS’s expectation that the Needs Assessment will be reviewed and approved at a Board meeting prior to the Board meeting at which the CSBG Grant Application is approved.

On page 3, detail in priority order, the needs of the low-income population in the service area as determined by your Needs Assessment.  A single word such as “employment” is not acceptable.  The “need” must be specific.  For example, if lack of employment is the issue, is it lack of jobs, or the need for improved training/skills?  If child care is listed as a need, is it a need for additional slots in existing child care, need for infant slots, or 3rd 
shift slots?  Include the key information you obtained that caused you to identify this area as a priority need.  For example, include information such as the number of unemployed adults and identified barriers to employment. 

At the bottom of page 3, complete the Needs Assessment Service Table. List the top four needs (more for multiple service areas) identified in the Needs Assessment.  List the needs and identify services that your agency, or a partner organization, will provide to address the need.  You will have needs that may be addressed by your agency and partners. You may also have needs that are not addressed. Those can be discussed more in depth in the A-10.2, Gaps in Service. There are instructions attached to the A-04 to help with completion. Please include a copy of your latest needs assessment. Also, please be sure to submit the needs as they are identified in the needs assessment. If there is a need that your agency cannot meet, you must develop a plan for partnering with another organization on meeting that need.

BUDGET SUMMARY (CSBG A-05)

This form summarizes how the applicant intends to budget its federal CSBG and TANF funds by both program area and line item.  The Excel-formatted form consists of two tabs:  one for your federal CSBG budget and one for your TANF budget.

The Program Areas listed are consistent with those used on the CSBG Estimated Outcomes form (CSBG A-10). 

In addition to printing and including these two forms in your grant application package, please email a copy of the A-05 Budget Summary sheets to:  bill.stith@dss.virginia.gov

The following are definitions of the specific line items:

Salaries and Wages - Total compensation paid for the direct labor of persons employed by the agency.

Fringe Benefits - The gross amount of funds expended for job-related benefits provided employees as a part of their total compensation.  This includes employer's portion of health insurance, life insurance, retirement contributions, unemployment and other taxes, and disability benefits.  It also includes payroll taxes paid by the employer.

Consultants and Professional Service – Includes all payments for professional services acquired from outside sources, including private vendors.  Fees paid to professional and technical specialists retained on a project or specific basis, for counsel, research, training, auditing, or specialized activities should be included.  If you are a public CAA that is contracting with local community-based organizations to provide services, list those expected expenditures here.  Note:  Public CAAs that contract with local community-based organizations to provide services will be required to submit a Sub-Grantee Summary Sheet for approval prior to July 1st.

Travel - Travel costs may be either in-state or out-of-state and include agency vehicle related expenses and employee and board member travel on agency-related business.

Space Cost and Rental - Space cost and rental may include rented or leased space, use allowances and depreciation expenses for agency owned office space, and payments for water, electricity, gas, etc. which are not furnished under the lease agreement.  Maintenance, janitorial, pest extermination, and refuse/snow removal services are included when not furnished by the lessor.

Consumable Supplies - All types of office or maintenance supplies consumed or materially altered when used including small equipment with a new purchase price of less than $500.

Equipment Lease/Purchase  - Non-expendable personal property costing over $500 and having a useful life in excess of one year.  May include payments for photocopy machine, postage machine, and computers, etc.

Indirect Cost - Amount charged through indirect cost allocation plans approved by the agency’s cognizant federal agency or the 10% de-minimis rate as applied to Modified Total Direct Cost as allowed by the Super Circular. If the de-minimis rate is being used please make sure you are entitled to use that rate and include a statement to that effect. 

Other - Other costs including liability, vehicle, and directors/officers insurance premiums (not employee benefits), publications, printing, employee development, telephone and postage.  Also include any benefits expected to be paid by your agency directly to vendors on behalf of eligible clients.


PROGRAM BUDGET NON-CSBG MATCH (CSBG A-06)

This form should show the overall budget of the agency by line item with columns for Federal CSBG, TANF, Non-CSBG Match, Other Resources, and Agency Total.  In addition to line item information, OCS is also requesting that you show on the row at the bottom of the sheet the portion of each funding source total that is defined as “Administrative Costs.”  See Information Memorandum #37 for CSBG’s Definition of Administrative Costs.

The following is an explanation of the columns in this section:

Federal CSBG - A total of the federal CSBG dollars budgeted for each line item.

TANF – A total of the TANF dollars budgeted for each line item.  Include only the TANF dollars that will be awarded as part of your CSBG contract.  Other TANF funds should be included below in “Other Resources.”

Non-CSBG Match - Other resources (cash or in-kind) to be utilized as matching funds for the expense.  The agency's Total Non-CSBG Match must be at least 20 percent of the sum of your federal CSBG and TANF Totals.

Other Resources - Other resources to be utilized towards the expense that will NOT be used as in-kind or matching funds.

Agency Total - A total of the agency cost for each line item.  The total of all line items and funding sources should equal your agency’s total budget inclusive of all program and administrative costs.

Administrative Costs – Please enter on this row the portion of each funding source total that you expect to expend for administrative costs.  See Information Memorandum #37 for CSBG’s Definition of Administrative Costs.

FUNDED POSITIONS BY PROGRAM AREA (CSBG A-07)

At least two of these Excel-formatted forms are required:  one or more for your federal CSBG funded position(s) and one or more for your TANF funded position(s).  Each form includes three tabs so you can enter up to 15 staff positions per funding source.  Applicant shall list the exact titles of all positions fully or partially funded with federal CSBG and TANF funds.  Salaries may be allocated across program areas as appropriate.  Since separate forms are completed for federal CSBG and TANF funds, some agency positions may be listed on more than one form (e.g. - positions funded by both federal CSBG and TANF).  The forms will automatically total the salary charged to that funding source, add any salary charged to other funding sources entered on the “Other Salary” line, and calculate the “Total Salary” for that position.  The “Total Salary” listed for each position should reflect the actual total salary to be paid regardless of funding sources.  The final line calculates the percentage of the total salary that is being charged to that funding source.


TANF NON-ASSISTANCE EXPENDITURES BUDGET (TANF A-08)

The TANF Non-Assistance Expenditures Budget lists your projected TANF expenditures by the non-assistance program areas allowed by federal TANF guidelines.  Your “Total” must equal the total TANF funds listed on your “Budget Summary”  TANF sheet – CSBG A-05, and TANF column on the “Program Budget – Non-CSBG Match” – CSBG A-06 form. This form is a variation of the form the Department is required to submit to the federal government.

The amount you budget for each of the programs is not limited to payments made to or on behalf of clients.  The amount listed is the total TANF budget for that program area including direct services costs, staffing costs, and TANF’s share of that program’s administrative, common, and/or indirect costs.

You will notice that there is not a separate line for your administrative expenses.  Any indirect or administrative costs should be allocated among the program areas for which you will be using your TANF funds.  Do not list administrative or indirect costs separately under “F. Other”.

The following are line-by-line instructions:

WORK RELATED ACTIVITIES – These two program areas capture agency programs and services that are designed to prepare adult participants for employment.

EDUCATION AND TRAINING:  Enter the amount budgeted for education and training activities. This includes: (a) secondary education (including alternative programs); (b) adult education, GED, and ESL classes; (c) education directly related to employment; (d) vocational educational training; and post-secondary education. Do not include costs of early childhood education, Head Start, after-school or summer enrichment programs for children in elementary or junior high school, or Project Discovery program expenses; such activities should be reported on the “Other” line.

OTHER WORK ACTIVITIES:  Enter the amount budgeted for all other work related activities.  This includes staff and program costs related to providing work experience and community service activities, on-the-job training, job search, job readiness and retention, and job placement services; (b) related services such as employment counseling, coaching, job development, information and referral, and outreach to business and non-profit community groups; and (c) other work-related expenses such as costs for work clothes and equipment.   Note:  work-related child care is reported below in “child care”; work-related transportation is reported below in “other transportation.” 

CHILD CARE:  Enter the amount budgeted for child care.  This includes child care provided to employed families (related either to their work or to related job retention and advancement activities) and child care provided as a non-recurrent, short-term benefit (e.g., during applicant job search or to a recently employed family during a temporary period of unemployment). 

Do not include TANF funds budgeted to pre-K activities, Head Start, or other programs designed to provide early childhood development or educational services (e.g., following the Head Start model); such activities should be reported on the “Other” line.  

Note:  Federal TANF guidelines restrict the use of TANF funds for child care services to working families only.

TRANSPORTATION SERVICES:  Enter the amount budgeted for transportation services including the value of transportation benefits such as allowances, bus tokens, car payments, auto insurance reimbursement, and van services provided to employed families related either to their work or related job retention and advancement activities and provided as a non-recurrent, short- term benefit (e.g., during applicant job search).  

Note:  Federal TANF guidelines restrict the use of TANF funds for transportation services to working families only.

IDA (INDIVIDUAL DEVELOPMENT ACCOUNT):  Enter the amount budgeted for this activity including contributions to Individual Development Accounts and any other costs related to the operation of an IDA program.

SHORT TERM (EMERGENCY) BENEFIT:  Enter the amount budgeted for non-recurrent short term benefit (in our language “emergency assistance”) activities including the costs of non-recurrent (less than 4 months) short-term benefits to families or vendors in the form of cash payments, vouchers, or similar forms of payment to deal with a specific crisis situation or episode of need.  Examples include emergency assistance with rent, mortgage, utilities, fuel, clothing, and food.  Also include salary, fringe (often this is be part of the salary/fringes of outreach workers), and program supervision costs associated with providing emergency assistance services.

Do not include expenditures for support services such as child care or transportation (including car repairs) or work activities and expenses (such as applicant job search).  These items should have been budgeted in child care, transportation, or work activities respectively.

OTHER:  Enter the amount budgeted for all other costs including general family preservation and development activities, fatherhood programs, parenting skills training, substance abuse treatment, Head Start, Project Discovery, summer youth employment, housing program services, domestic violence services, and other child/youth development programs and services.  This would also include case management and other services provided to a family that are not specific to one of the areas listed above.  List each program or project separately. 

TOTAL:  The budget form automatically sub-totals and totals the amounts entered.  The total must equal the TANF totals shown on the “Budget Summary” form (CSBG-A-05) and the “Program Budget – Non-CSBG Match” form (CSBG-A-06).


TANF BUDGET DOCUMENTATION WORKSHEET (CSBG A-09)

Because of regulatory restrictions that apply to the use of these funds, TANF dollars cannot pay for more than its fair share of program and salary costs.  The “TANF Budget Documentation Worksheet” will alert you with an error message if the TANF funds budgeted to each program and staff position is not justified by the percentage of program clients expected to be TANF-eligible.  

Please note that there are multiple tabs at the bottom of the workbook to allow you to enter data for up to 16 programs to which you might be allocating TANF funds.  The first tab is a “sample worksheet” for a fictitious agency operating childcare and emergency programs.

On the tab for your first two programs, enter your agency name.  Thereafter, your agency name will automatically be shown on the other tabs (worksheets).  Enter the program or project name, the program’s total budget including that program’s share of your administrative or indirect costs, and the amount of TANF funds you plan to budget or allocate to this particular program or project. 

Enter the total number of clients you expect this program or project to serve, and of that number, how many you project will be TANF-eligible (at or below 200% of poverty with a minor child).  In the next box, briefly explain on what basis you estimated the number of clients you project will be TANF-eligible.

In the next set of boxes, enter up to four position titles, the total annual salary of each, the percentage of time each position is expected to work in this program or project, and the portion of each position’s salary that will be charged or allocated to your TANF funding for this program.  If portions of salaries for more than 4 positions within a single program or project will be charged to TANF funding, repeat the Program Name, budget information, and projected client data in the next program section and list the other positions there.

This form is designed to automatically give you an error message if you allocate more TANF dollars to a program than is justified by the projected number of TANF-eligible clients you expect to serve.  The form will also automatically give you an error message if you try to charge a larger portion of a position’s salary to TANF than is justified by the percentage of TANF-eligible clients in the program and the percentage of time the position is expected to work in that program.  

Remember!  As in years past, the percentage of a position’s salary charged to TANF cannot exceed the percentage of clients served by a program who are projected to be TANF-eligible multiplied by the percentage of time the staff position works in that program.  For example, if you expect 50% of your emergency services clients to be TANF-eligible and Outreach Worker #1 is expected to spend 80% of her time working with emergency services clients, then no more than 40% of that Outreach Worker #1’s salary can be charged to TANF dollars (50% multiplied by 80% equals 40%.)


CSBG Performance Statement and Targets (CSBG A-10)

The A-10 is designed to ensure alignment between services/activities and National Performance Indicators. There is a detailed sample included as Attachment 2, but some basic entry instructions include:
· Enter sequential numbers in the Performance Statement. Each service or activity should have it’s own number.
· Where an activity is addressing one of the identified needs from your A-04, include the number for that need (example, if the number 3 need was Employment, add 3 in the need block for activities addressing employment).
· Include funding source
· Detail each service/activity that your agency will conduct
· Attach the appropriate NPI for that activity
· Include targets for appropriate NPI’s (1.1, 1.3, 6.3)
· Include actual outcome numbers for activities that were also conducted in PY 2015.
· There are additional workbooks in the A-10 for listing Activities that don’t correspond to an NPI (A-10.1) and for identifying gaps in services and the strategies/organizations for dealing with gaps (A-10.2)
These spreadsheets should be submitted in both paper form and electronically by email to csbg@dss.virginia.gov.

SUBGRANT SUMMARY SHEET – (CSBG A-11)

Many public community action agencies (units of local government) and some private, non-profit community action agencies award sub-grants to other community-based organizations (CBOs) in order to administer programs and provide services to low-income participants/clients.

Characteristics indicative of a sub-grantee organization are when the CBO:  (1) Determines who is eligible to receive services or benefits; (2) Has its performance measured against whether the objectives and outcome targets of the program are met; (3) Has responsibility for programmatic decision making; (4) Has responsibility for adherence to applicable Federal and/or State program compliance requirements; and (5) Uses its CSBG and TANF funds to carry out a program of the sub-grantee organization as compared to providing goods or services for a program administered by the CAA itself.
  
 Federal regulations require that the Virginia Office of Community Services approve these sub-grants or sub-contracts.  Sub-grants usually involve the issuance of a Request for Proposal (RFP), evaluation of proposals, and awarding of sub-grants/sub-contracts based on a prioritized list of client and community needs approved by the board.  Since a final list of the CBOs that will be awarded sub-grants may not be available until after the April 1st due date for CSBG Refunding Application packages, this Sub-Grant Summary Sheet can be submitted after that date but no later than June 30, 2016.  FY 2016 CSBG contracts to CAAs awarding sub-grants will not be executed until a Sub-Grant Summary Sheet and narrative is submitted to our office.

List the full name of the CBO (no acronyms please), amount of Sub-Grant or Sub-Contract to be awarded, and the services to be provided through the Sub-Grant or Sub-Contract.  Sub-Grants include only those that provide for the administration of programs or services to low-income individuals/families.  Do not list contracts for auditing, information technology (IT), payroll, janitorial/maintenance, or other professional services to be provided to the CAA itself.  Also, do not list contractors that will be providing housing construction, weatherization, or housing rehabilitation services unless they will be held responsible for administering the entire program.

After completing the Sub-Grant Summary Sheet, please attach a narrative that describes the process used to select the CBOs  that will be awarded sub-grants including whether a RFP was issued, how proposals were evaluated, how the needs assessment informed your selection process, and how the board was involved.  


AGENCY PROOF OF BONDING

Provide one copy of a certificate of insurance coverage issued by the insurance carrier that covers your agency operations.  At a minimum the insurance certificate should show that your policy carries coverage against crime, theft, and/or employee dishonesty (ie-proof of bonding).


INVENTORY LISTING

A listing of all equipment (non-expendable personal property costing over $500 and having a useful life in excess of one year) purchased with CSBG or TANF funds must accompany application.  This listing should include all non-expendable equipment purchased with CSBG or TANF funds, from the inception of the agency until now that is still in use or still retained by the agency.  The list shall be submitted annually by the grantee on forms compiled at the grantee agency.  If your agency has no CSBG-purchased inventory, include a statement to that effect.


IRS FORM 990

Because of the importance of this IRS reporting form and the increased scrutiny your Form 990 will receive from the IRS and donors/funders, we are now requiring that you submit one copy of the most recent Form 990 you submitted to the IRS.  In the past, many agencies had their auditors submit their Form 990 to the IRS with little or no review.  With the recent revisions made to Form 990 and the increased scrutiny of the form by the IRS and donors/funders, OCS strongly recommends that each agency carefully review their Form 990 prior to its submission to the IRS.  As a best practice, we also recommend that the agency’s Form 990 be reviewed and approved by the board of directors prior to its submission to the IRS.



AGENCY-WIDE OR COMPREHENSIVE BUDGET

Experience has shown that the development and use of a comprehensive or agency-wide budget can be a critically important planning and monitoring tool to governing boards and chief executive officers.  Agency-wide or comprehensive budgets provide a picture of the financial status and health of their non-profit organization as a whole.  As a result we are now asking each private, non-profit community action agency to submit one copy of an agency-wide or comprehensive budget.  

Note:  Public community action agencies (units of local government) are not required to submit an agency-wide or comprehensive budget.  

Your agency-wide or comprehensive budget should encompass all programs, all expected expenditures, and all anticipated revenues for your agency’s next fiscal year.  Please contact our office at (804) 726-7939 or by email at csbg@dss.virginia.gov for sample agency-wide budget formats or for additional information.
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