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1.0 PURPOSE 

The purpose of this policy is to establish formal procedures for a review process for outside 
funded programs. 

2.0      POLICY 

This policy is required in order to: 

A.   Provide awareness and information to individuals sharing in the responsibility of the 
grants. 

B.   Ensure matching funds are available. 

C.   Ensure compliance with all reporting requirements mandated by federal, state and 
local law.    

D.   Establish a process to ensure reimbursement of funds to the Department of Public 
Safety for expenditures incurred under the grant. 

E.  Ensure grants are consistent with the Department of Public Safety strategic goals and 
objectives. 

F.   Comply with directives from the Office of the Governor regarding grant applications, 
solicitations and correspondence. 

2.0 APPLICABILITY 

This policy is applicable to all employees who are fiscally and/or programmatically responsible 
for the development, implementation, administration, monitoring, and reporting of any outside-
funded program. 

4.0 REFERENCES 

NONE 

5.0 DEFINITIONS 

A. Grant:  An award of money to be used for a specific purpose from a source other than 
the Department’s General Fund. 

B. Grants Coordinator:  The person designated to facilitate internal coordination  for the 
grant funding application and monitoring process. 

C.   Program Manager:  Lead person assigned to complete the application after the 
internal review process, to oversee, and to the extent allowed by the grantor and 
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Secretary, to manage the operational and fiscal aspects of an outside-funded 
program. 

D. Project Manager:  The employee responsible for coordination and implementation of 
the grant funded project. 

E. Outside Funded Program:  Any program or project funded or potentially funded by 
an award of money from a source other than the Department’s general fund.  This 
includes state, federal, and private grants as authorized by Section 9-19-6 NMSA, 
1978. 

F. Central Repository:  An area designated by the Secretary will serve as the Central 
Repository for the Department.  Notices of Intent to Apply for Grant Funding Form, 
Grant Funding Internal Review Forms and applications for outside funding may be 
requested from the Grants Coordinator.  The completed forms will be maintained in 
the Central Repository files. 

G. Application:  The formal package, including the express guidelines of the funding 
source, prepared for approval by the Secretary and to be submitted to the outside 
funding source. 

6.0 PROCEDURE 

A. It is the policy of the Department of Public Safety that applications for grants as 
defined by this policy will go through an internal review process before application is 
made or agreement is made regardless of the funding source or dollar amount of the 
award or services.  The review process will be facilitated by the Grants Coordinator 
and must be completed before formal application for funding or agreement is 
submitted to any outside funding source. 

B. The Grant Program Manager is responsible for all aspects of the program including 
application, administration, reporting, disposition of equipment, audits, etc.   

C. The initial step in the internal review process is submittal of the Notice of Intent to 
Apply for Grant Funding to the Grants Coordinator. 

D. The Grants Coordinator, in coordination with the Grants Management, Finance and 
Budget Bureaus, will meet with the Program Manager and representatives of other 
divisions and programs potentially impacted by the grant to assess and analyze the 
impact to the department.  

E. Based on this meeting and further analysis, the Grants Coordinator will prepare and 
submit the findings through the Deputy Secretary of Administration to the Secretary by 
using the Grant Funding Internal Review Form, and summarizing the impact on the 
department’s functions on the implementation of the grants.  The Secretary will 
approve or deny the Grant Funding Internal Review Form.   

F. SUMMARY:  The application review function is intended to facilitate internal exchange 
of information among programs and bureaus within the Department during the phases 
of identification, development, approval, and implementation of outside-funded 
programs; and Coordination is provided to facilitate these processes and to involve 
necessary entities to ensure the Governor’s office receives all required information 
regarding grant applications at the onset of the proposal for funding. 
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7.0 ATTACHMENTS 

A. Notice of Intent to Apply for Grant Funding and Instructions 

B. Grant Funding Internal Review 

C. Grants Development Decision –Making Matrix and Instructions 

NOTE:  These attachments are the current forms in use and available from the Grant 
Coordinator.  At some point in the future, it may become necessary to update 
them to address current trends. Should these updates become necessary, 
the function may be accomplished without a change to the current policy 
only if the changes do not conflict with the intent of the policy. 

8.0  APPROVAL 

APPROVED BY: _s/John Denko______  ______ DATE: _April 8, 2005 
DPS Cabinet Secretary 
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GRANTS DEVELOPMENT DECISION-MAKING MATRIX





		



		

		

		

		

		

		

		

		

		

		

		

		

		

		



		Agency program/ Division Bureau:                                                                                                                                                               

		 


Decision to


Apply or


Not to Apply Based on Overall Rating Score



		 

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 

		 

		



		                                                                                                                                                                                              

		 

		



		Weighted Decision Criteria

		



		Application 

		 

		Negative

		 

		 

		Neutral

		 

		Positive

		



		Factors

		

		

		

		

		

		

		

		

		

		

		Estimated Rating



		 

		

		 

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		



		1. FIT WITH DPS MISSION, 

		Does not align with DPS

		Marginally matches the 

		Helps fulfill DPS

		      

 



		    STRATEGIC PLAN

		mission and plan

		DPS mission and plan

		 mission and plan

		



		    SET PRIORITIES / GOALS

		 

		 

		 

		 

		 

		 

		 

		 

		



		2. BACKGROUND

		Weak in area or

		Average experience

		Strong experience in 

		      

 



		     (Expertise of agency in

		totally new to DPS

		in this area

		this area

		



		      project area)

		 

		 

		 

		 

		 

		 

		 

		



		3. PROPOSED LOCATION

		Poor in-house team

		Good in-house team, with 

		Superb in-hose team with

		      

 



		    PRINCIPLE INVESTIGATORS

		with few available new hires

		good available new hires

		superb known new hires

		



		 

		 

		 

		 

		



		4. FINANCIAL POTENTIAL

		Poor short term, poor long

		Questionable long term,

		Excellent long term and short 

		      

 



		     ( RETURN ON INVESTMENTS)

		 term, likely to cost DPS 

		questionable short term

		term, likely to yield a margin

		



		 

		 

		 

		 

		



		5. PERCEIVED PROJECT 

		

		

		 

		Benefits

		Benefits

		      


 



		    BENEFITS

		Benefits Bureau

		Bureau and Division

		Bureau, Division and

		



		 

		 

		 

		Department

		



		6. TEAM MEMBERS

		Partners and subcontractors

		Partners and subcontractors

		Partners and subcontractors

		      

 



		     (DPS Partners and major

		dilute/ weaken effort

		have no major effect

		have enhancing effect

		



		      subcontractors)

		 

		 

		 

		





		7. ADVANCE INFORMATION 

		Did not expect

		Generally up-to-date with

		Good favorable information,

		      

 



		    ON RFP

		RFP, unprepared

		RFP, no major negatives

		ready to respond

		



		    (Adequate information to respond)
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		8. COMPETITIVE ASSESSMENT

		Competition is very strong,

		Open competition, odds

		Open competition, 

		      

 



		    (Competition and funding

		odds under 10%

		are 10-50%

		odds are 50%

		



		    probabilities)

		 

		 

		 

		



		

		

		

		

		     



		9. CAPABILITY TO EFFECTIVELY

		Do not have staff time to 

		Stresses staff time, 

		Have staff time to develop

		



		    RESPOND 

		adequately respond

		but are able to respond

		highly competitive proposal

		



		10. FUNDING AGENCY CONTACT,

		DPS is unknown to this

		DPS is known to agency

		DPS has well-developed

		      

 



		     HISTORY AND RAPPORT

		 agency and staff

		and staff

		working relationship

		



		 

		 

		 

		 

		



		11. DPS RESOURCES

		Requires significant 

		Requires marginal

		Requires minimal 

		     



		 

		investment of DPS

		investment of DPS

		investments of DPS

		



		 

		resources

		resources

		resources

		



		 

		

		

		

		      

 



		Total Score (Sum of scores for each          


                        factor evaluated)
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INSTRUCTIONS


DATE SUBMITTED:  Enter the date (--/--/--) you submit this notice for internal review and approval.


APPLICATION DUE DATE: Enter the date (--/--/--) the funding proposal and/or application packet is due to the funding source.


AGENCY PROGRAM/DIVISION/BUREAU:  This section shall identify the location(s) of program responsibilities, both operational and administrative, to include program(s), division(s), and bureau(s) with management and/or operational responsibilities for the proposed program.  


AGENCY CONTACT:  This section shall identify the Grant Program Manager, to include: name, telephone number, and facsimile number.  This is the person with overall responsibility for management of the program, who can respond to questions regarding the grant. 


FUNDING SOURCE: This section shall identify the source of the funding.  If federal grant, provide full agency name; if sub-grant through another state agency, provide the name for both the federal agency and the state flow-through agency which oversees the program.


GRANT INFORMATION: This section shall identify the grant program being considered, to include: the program title of the grant; other names, acronyms, etc. by which the program is commonly referred to; the CFDA # (if federal); amount of grant; the fiscal year of the grant; project duration in years; starting and ending dates; if match required; percentage of match required, and if State match will be hard cash or in-kind (in-kind to be detailed by Grant Program Manager).


Other division(s)/bureau(s) impacted by this Grant:  This section shall identify other divisions, bureaus that are impacted by this grant.


GRANT SYNOPSIS:  This section shall provide a synopsis, not to exceed one page, of the proposed program, to include: what the program or project proposes to do; what it will accomplish; how it will be accomplished; and how it will be managed, monitored, and evaluated.  Following are suggestions to help you develop this summary and eventually, your funding proposal:


· Clearly and specifically define the problem or need the program will address.


· Define your objectives and quantify them, if possible.


· Define the methods you will use to solve the problem or address the need you have identified.


· Design a workable method to monitor and evaluate the extent to which your program meets its objectives.


· Determine whether you have access to the manpower and resources needed to see the project through and get the necessary initial commitments before proceeding.
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NOTICE OF INTENT TO APPLY FOR 


FUNDING

		







		DATE SUBMITTED:


     

		APPLICATION DUE DATE:


     





		AGENCY PROGRAM/DIVISION/BUREAU:    


      



		AGENCY CONTACT (Grant Program Manager’s Name):  


      



		Telephone Number:       

		Facsimile Number:       





		FUNDING SOURCE:                                                                                               


 FORMCHECKBOX 
   Federal


 FORMCHECKBOX 
   State


 FORMCHECKBOX 
   Other                                                                                                                                       






		GRANT INFORMATION


Program Title:       





		Number:


      

		Duration:         years



		START Date: 


      

		END Date:


      



		Amount of Grant $      

Fiscal Year:      

		Match Required?           FORMCHECKBOX 
  YES       FORMCHECKBOX 
   NO


         %   FORMCHECKBOX 
 Hard Cash 


                     FORMCHECKBOX 
   In-kind (Must be Detailed)



		REQUIRED REPORTS:


      

		Frequency of Reports:


      



		Other division(s)/bureau(s) impacted by this Grant:


       



		GRANT SYNOPSIS:  


1) Attach a copy of Program Funding Guidelines


2) Provide a synopsis of the description of the proposed project.


a) Define current need or program.


b) How will grant address this issue?


c) How will grant be implemented?


d) How will grant be monitored for compliance?


e) Does program have sufficient staff and resources to monitor grant to completion?  If not, how will this issue be addressed?








APPROVED: __     _________________________________________


                                     Program Division Director
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		PROGRAM:       



		GRANT TITLE:       



		DIVISION/BUREAU: 

       

		GRANT PROGRAM MANAGER:


       



		ISSUES 


  FORMCHECKBOX 
 Indirect Costs                                                                        FORMCHECKBOX 
 Capital Outlay                                     


  FORMCHECKBOX 
 Matching Funds                                                                    FORMCHECKBOX 
 Computer Equipment


  FORMCHECKBOX 
 Administrative Impact                                                          FORMCHECKBOX 
  Space Requirements   

  FORMCHECKBOX 
 FTE’s                                                                                    FORMCHECKBOX 
  Previously Denied


  FORMCHECKBOX 
 Program Impact                                                                    FORMCHECKBOX 
       

                                                                                                                                                            



		



		





		 FORMCHECKBOX 
 All issues have been addressed.






		 FORMCHECKBOX 
 Issues have not been addressed (details): 

             







		Grants Coordinator:                                              


       

		 Date:  


        



		 FORMCHECKBOX 
  Request to apply for outside funding has been reviewed and is APPROVED  


       contingent upon the following:


            FORMCHECKBOX 
   Above issue(s) must be addressed by applicant.


            FORMCHECKBOX 
   None of the above issue(s) need to be addressed by applicant.


 FORMCHECKBOX 
  Request is DENIED.





  __        ________________________________    _             _____________________________


  DPS Cabinet Secretary/Designee


Date


Return this form to Grants Coordinator


Grants Coordinator notified Grant Program Manager on: Date _     ________________
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INSTRUCTIONS


Purpose:  To assist the Grant Coordinator with analyzing the impact to the Department, and to ensure that all relevant issues have been addressed.


Agency Program/Division Bureau:  This section shall identify the location(s) of program responsibilities, both operational and administrative, to include program(s), division(s), and bureau(s) with management and/or operational responsibilities for the proposed program.


Application Factors:  The factors will be used to identify issues and there impact on the department. 


Weighted Decision Criteria:  The criteria will be used to determine the severity to the department for each factor.  Each factor will be rated on a scale of one (1) through ten (10), the lower the value the greater the impact to the department.


Estimated rating:  Score for each factor evaluated.


Total Score:  The sum of all scores for each factor evaluated.


Decision:  The overall score will assist in determining the decision to apply or not for grant funding.




