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MCH Tribal Setaside Grant Subrecipients:

On behalf of Joann Schaefer, M.D., Chief Medical Officer and Director of the Division of Public Health for the Department of Health and Human Services (DHHS), I am pleased to announce the availability of MCH Tribal Setaside Grant funds for FY 2012 (October 1, 2011 – September 30, 2012).  Only the four federally-recognized Tribes headquartered in Nebraska are eligible to request Nebraska’s MCH Tribal Setaside funds.  The delineation of the Tribal Setaside funds is determined by a methodology selected by the four Nebraska Tribes.

As these Instructions are issued, there is more-than-usual uncertainty with the amount and timing of future federal funds.  FY 2011 MCH Block Grant funds were reduced and confirmed very late in the fiscal year.  Congress might again delay a final appropriations bill for FY 2012 funds and funding may be further reduced.  If both happen, the confirmation of reduced funding levels could again go well into the fiscal year period.  As a result, DHHS plans to support Nebraska Tribal activities in the year ahead by maintaining, as needed and feasible to do so, the investments made over recent years.  This setaside has long been funded at $200,000 each year.  Due to the uncertainty of new federal funds, the total available for FY 2012 has been reduced 15%, or a total of $170,000.   Each Tribe’s funding request must plan for a 15% reduction of the FY 2011 approved budget and award.   For example, if your FY 2011 award was $40,000, the maximum request for FY 2012 is $34,000.
Assuming that your approved FY 2011 grant documents are saved electronically, any revisions should be relatively quick and easy to accomplish to meet the requirements for the FY 2012 funding request.  There are a few changes in the requirements this year, e.g. omitting a cover sheet, and adding a Management Plan.  These Instructions are available electronically at http://www.dhhs.ne.gov/LifespanHealth/planning/MCHTribalGrant.htm.  Also at the link is a revised Subgrant Agreement for reference in preparing your funding request.  Specific subrecipient information will be inserted later upon DHHS’s approval of grant funding requests.  About early September, Subgrant Agreements will be sent out for signature.  The Subgrant Agreement incorporates all requirements that were previously separate certifications, e.g. audit, lobbying, suspension and debarment, etc.  With this new agreement template, there will not be a cover sheet and award letter since signatures and all pertinent award information will be incorporated in the Subgrant Agreement upon approval of continuation requests.

The due date to submit your MCH Tribal Setaside funding request is Monday, August 15, 2011.  This date is firm in order to allow time to review documents, carefully consider requests, complete all approvals, and get Subgrant Agreements signed and returned to DHHS by the October 1 start-up date for FY 2012.  In addition to timeliness, I urge your careful attention to detail (see Attachment 3, Common Mistakes and Omissions) to facilitate a smooth review process.  I hope you will contact me with any questions at (402) 471-0197 or rayma.delaney@nebraska.gov.

Sincerely,

Rayma Delaney

Rayma Delaney, MSW

Federal Aid Administrator, Lifespan Health Services

INSTRUCTIONS to submit required grant documents

Nebraska MCH Tribal Setaside FY 2012
These instructions provide the detail to assist with completion of paperwork for the FY 2012 MCH Tribal Setaside.  The following grant parts need to be submitted to DHHS:  
1.
Line Item Budget
2.
Budget Justification
3.
Description of Planned Activities
4.
Management Plan
5.
Subgrant Agreement 

Items 1-5 are described in these instructions; see corresponding item #s for more detail, with additional information referenced and/or attached.  The FY 2012 grant documents are due by Monday, August 15, 2011, and submitted to:
Nebraska Department of Health and Human Services

Division of Public Health

Lifespan Health Services -- Planning and Support

P.O. Box 95026

Lincoln, Nebraska  68509-5026

Attn:  Rayma Delaney
For questions about the grant, please contact Rayma Delaney, (402) 471-0197, rayma.delaney@nebraska.gov.

1. Line Item Budget.  Use the required Microsoft Excel spreadsheet at http://www.dhhs.ne.gov/LifespanHealth/planning/MCHTribalGrant.htm.    
A Line Item Budget is used to identify and categorize items of costs for grant funds and match.  A budget should contain detail sufficient in line items to show the proposed items of costs that comprise the budget category.  Budget categories are useful for organizing and clarifying line items.  Costs must be clearly identified in the budget and justification in order for the Department to determine if allowable, allocable and reasonable, and to consider if the cost is essential for achievement of intended outcomes of the planned activities.
In the Excel file, click on the bottom tab entitled “Budget and Revisions”.  Enter the budget for both grant and match on that worksheet.  The spreadsheet contains formulas for calculating the addition of columns (total expenditures of grant and match by quarter) and rows (cumulative expenditures for the fiscal year period by line item).  Do not add or delete rows or columns in the spreadsheet as these methods could affect the formulas and subsequent calculations in the spreadsheet. 

The budget entries will link from that worksheet into the separate expenditure worksheets for each quarter (see bottom tabs entitled “1st Qtr, etc.)  Later, when expenditures are entered in the expenditure worksheets relevant to each quarter report, the formulas will calculate budget-to-expenditure amounts (% Grant Expend) and grant balances by line and total.  
The Excel budget worksheet contains pre-filled budget categories / line items as examples of allowable costs; these are not prescriptive for the budget.  Subrecipients should use categories or line items as relevant to their organization and the proposed activities.  Category headings and line item descriptions may be edited in the worksheet to fit the unique characteristics of an organization and the subrecipient’s grant budget.  (Caution:  Edit text within the existing worksheet cells to change any pre-filled description; do not delete or add rows or columns to the spreadsheet.  As noted above, adding or deleting could affect the formulas and subsequent calculations in the spreadsheet.)
Develop a budget with allowable, allocable, and reasonable costs that clearly support the planned activities for this grant-funded work.  It is critical to consider the following information:
· “Miscellaneous” or “other” are not acceptable budget categories or line items, as these do not provide an adequate description to determine if the cost is allowable.
· Each item of cost must be treated consistently in like circumstances either as a direct or an indirect cost, e.g. direct costs cannot include costs already reflected in an indirect cost rate, if an indirect cost rate is proposed. 
· Direct Costs -- Any cost that can be identified specifically with a particular project or program (contrast to indirect costs). 
· Indirect Costs -- Indirect costs (IDC) are those costs incurred for common or joint purposes, and are usually allocated among an entity's services in proportion to each service's share of direct costs.  Because of the diverse characteristics and accounting practices of governmental units, the types of costs, which may be classified as indirect costs, cannot be specified in all situations.  However, typical examples of indirect costs, may included certain general administration of the grantee department or agency, accounting and personnel services performed within the grantee department or agency, and the costs of operating and maintaining facilities.  Use the IDC rate agreement negotiated by the federal cognizant agency.  Attach a copy of the subrecipient’s most current indirect cost rate agreement which supports the use of the “indirect costs” line item.  The Indirect Cost Rate Agreement is needed to confirm that it is a current rate negotiation, to understand how the rate is being applied, and to verify that the rate is applied correctly, e.g. mathematically and that the base to establish the rate does not include grant funds budgeted as direct costs.
· Match.  Match, or as sometimes referred to as “cost sharing”, is that portion of project or program costs not borne by the Federal government.  Match is ‘in addition to’ the grant funds. Generally, federal funds
 cannot be matched with other federal funds.  However, it is permissible for Native American Tribes eligible under P.L. 93-638 to use 638 contract funds in conjunction with federal funds.  For example, personnel costs can be split between multiple sources of support, each source paying the ‘fair share’.  (It is unallowable, however, to claim costs for exactly the same expense or activity from two sources of funds.)  Nebraska MCH Tribal Setaside and 638 contract funds can work together, with the 638 funds reported as match.   Show the relationship in the line item budget.  Note:  638 contract funds should be shown in the cash match column (not in-kind).  (The relationship between the two sources of funds shall be fully described in the item 2 Budget Justification.)
There are two types of match, cash and in-kind.  Delineate the two types of match by entering the budgeted match in the appropriate column in the Line Item Budget. 

· Cash -- An entry in the “Cash Match” column indicates a product/service is budgeted with cash provided by the subrecipient.  Acceptable forms of cash match include non-federal grant funds, program income, and agency funds.  Projected program income should be identified in the line item(s) of cash match to show where program income is expected to be re-invested in the MCH activities. (Contrast cash match to a “third-party contribution” referred to as “in-kind”). 
· In-kind -- An entry in the “In-kind” column indicates a third-party contribution, i.e. a donated service or product to which a value can be assessed.  If in-kind is budgeted, describe in the Budget Justification how a value will be assessed to the donated product or service.

For more information about match, see Attachment 1.
· Program Income.  Program income is gross income received by the subrecipient that is directly generated by a grant-supported activity, or earned only as a result of the grant during the project period.  That is, program income is any profit to the subrecipient resulting from grant funds.  Program income defrays costs and assists with the sustainability of the activities.  If feasible, program income is strongly encouraged.  Not all grant-funded activities earn income, but if income is earned it must be reinvested in the grant-funded work.  If the subrecipient anticipates program income, include the projected amount in the budget in the “cash match” column.  Use the Budget Justification to describe the methodology used to calculate projected income and how it will be reinvested in the grant-funded activities.
2. Budget Justification.  Use the required format shown below, although there is not a specific form document.  The Budget Justification describes the need for and shows the calculations of each item of cost.  The Budget Justification, as a counterpart of the Line Item Budget, contains the exact budget categories and line items.  An acceptable Budget Justification identifies each item of cost and the methodology used in projecting the cost.  Explain and show the method used to allocate expenditures to more than one funding source.  Information must be provided in sufficient detail to support items of cost for both grant funds and match. 
Clearly identify all resources as either grant funds, cash match, or in-kind.  For match, further identify the source of the match, e.g. 638 contract, any non-federal funds, agency general funds, program income, etc.  (PL-638 contract funds are cash match, not in-kind.)









The following examples do not include all allowable cost categories or lines.
Personnel*
Position Title/Name

FTE
Annual Salary
     Months
Amount
Project Coordinator, Barb Taylor
1.00
$45,000
12
$45,000

Outreach Supervisor, Bill Smith
.50
$28,500
12
$14,250

Activities Director, Kim Young
1.00
$25,000
  6
$12,500

*Include brief descriptions of staff positions that are funded in whole or in part with MCH Grant funds, i.e. indicate the full-time equivalent (FTE) of personnel paid with MCH funds and/or match.   “Allocable costs” are a critical concern in federal grants.  A cost is allocable to a particular cost objective if the goods or services involved are chargeable or assignable to such cost objective in accordance with relative benefits received.  Any cost allocable to a particular federal award may not be charged to other federal awards to overcome fund deficiencies.

Describe the scope of responsibility for each position, relating it to the accomplishment of outcomes stated in the planned activities.
Office Expenses

Supplies ($75/month x 12 months)

$   900.00

Printing (1,000 brochures x $.15/ea.)

$   150.00

Rent ($3/sq. ft  x 200 ft. x 12 mos)

$7,200.00

Travel**
Mileage (300 mi. x 40.5¢/mi.)


$   121.50

Meals ($25/diem x 5 days)


$   125.00

Lodging ($100/night x 4 nights)


$   400.00

**Travel costs that could be considered excessive should be further clarified, e.g. delineated by in-state or out-of-state travel, purpose, number of persons, etc.

Contract Services

Use the six items below to provide details in the Budget Justification about each contract agreement, as relevant:

1. Name of contractor

2. Organizational affiliation, if applicable

3. Nature of services to be rendered

4. Relevance of service to the planned activities
5. The basis for the fee

6. The expected expense compensation (travel, per diem, other associated costs)

Indirect Cost

If claiming indirect costs, identify the base used in establishing the rate, state the rate, and show the calculation leading to the claimed indirect costs in the Line Item Budget.  The rate identified in a negotiated rate agreement should be the same as that used in the line item budget and the budget justification.  State if there are under-recovered indirect costs that are budgeted as match. 
3. Description of Planned Activities.  No specific form or format is required for this description, which does not minimize the importance of this item.  Carefully describe the planned activities that correspond to the proposed budget.  The typed narrative does not need to be lengthy, but it should be detailed enough to identify to a reader what the proposed activities are and for what purpose.  
4. Management Plan.  This is a new requirement.  Program and financial names were previously collected on the cover sheet, and since a cover sheet is no longer being used, enter all program and financial staff by name, title, and contact information as indicated [Attachment 2].  Add other relevant information about the program and financial management  using the following instructions:
The Management Plan describes the procedures for successfully managing the proposed work with grant funds and match.  At a minimum, the Management Plan should include the following: 

· Organization chart; using the organizational chart, identify the roles, relationships, and routines needed to successfully manage the proposed MCH Grant-funded activities; 

· A clear statement of the responsibilities and qualifications of the person(s) who will be involved in the MCH Grant-funded efforts, as follows:

· finance operations

· management/oversight

· accounting/financial reporting

· program operations

· management/oversight
· implementation and reporting of the Work Plan activities

· Identification of the key person(s), by name and title, who will implement and monitor the MCH Grant-funded activities in both finance and program operations;
· Identification of policies, practices, orders, and other key instructions that represent a basic framework to be used in the implementation and monitoring of the MCH Grant-funded activities.  Describe compliance with these policies, practices, orders, and other key instructions.
· If the proposed activities require the hiring of staff or contract services, the Management Plan should address recruitment efforts to support start-up activities within the Work Plan timeline and to meet the minimum qualification requirements.  Whether new or existing positions are planned for the MCH Grant-funded activities, the Management Plan should address basic considerations related to retention, e.g., comparable salary and benefits, or contract compensation, staff development, employment policy/procedures, etc.
· Depending on the nature of the proposed activities, describe applicable requirements and how those requirements will be addressed, such as confidentiality and security of patient records, clinic licensure, scope of practice/supervision of medical personnel, quality assurance, a plan to achieve compliance with the four mandated National Standards for Culturally and Linguistically Appropriate Services in Health Care (CLAS), new staff orientation and on-going staff development, etc. 
5. Subgrant Agreement.  Refer to the new legal document available electronically http://www.dhhs.ne.gov/LifespanHealth/planning/MCHTribalGrant.htm.  This single document incorporates all requirements that were previously in the Subgrant Terms & Assurances with separate certifications.  DO NOT COMPLETE NOW.  A Subgrant Agreement will be individualized for each Subrecipient later upon DHHS approval of the FY 2012 continuation requests, and then sent out for signatures.
Additional Information about Match

Subrecipient’s records for tracking match must be kept in the same manner as records for claiming grant expenditures.  Match will be subject to monitoring if a subgrant is awarded.  

1. To be accepted, all matching contributions, including cash and third party in-kind, shall meet all of the following criteria:

(a) Are verifiable from the subrecipient’s records;

(b) Are not included as contributions for any other federally-assisted project or program;

(c) Are necessary and reasonable for proper and efficient accomplishment or project or program objectives;

(d) Are allowable under the applicable cost principles;

(e) Are not paid by the Federal Government under another award, except where authorized by Federal statute to be used for matching;

(f) Are provided for in the approved budget.

2. Values for recipient contributions of services and property shall be established in accordance with the applicable cost principles.

3. Under-recovered indirect costs may be included as part of matching.

4. The following information in this item pertains specifically to the subrecipient’s supporting records for in-kind contributions from third parties.

(a) Volunteer services shall be documented and, to the extent feasible, supported by the same methods used by the subrecipient for its own employees, including time records.

(b) The basis for determining the valuation for personal service, material, equipment, buildings, and land shall be documented.

(c) Volunteer services furnished by professional and technical personnel, consultants, and other skilled and unskilled labor may be counted as matching if service is an integral and necessary part of an approved project or program.  Rates for volunteer services shall be consistent with those paid for similar work in the subrecipient’s organization.  In those instances in which the required skills are not found in the subrecipient’s organization, rates shall be consistent with those paid for similar work in the labor market in which the subgrantee competes for the kind of services involved.  In either case, paid fringe benefits that are reasonable, allowable, and allocable may be included in the valuation.

(d) When an employer other than the subrecipient furnishes the services of an employee, these services shall be valued at the employee’s regular rate of pay (plus an amount of fringe benefits that are reasonable, allowable, and allocable, but exclusive of overhead costs), provided these services are in the same skill for which the employee is normally paid.

(e) Donated supplies may include such items as expendable property, office supplies, laboratory supplies or workshop and classroom supplies.  Value assessed to donated supplies included in the matching share shall be reasonable and shall not exceed the fair market value of the property at the time of the donation.

Management Plan

Project Director or primary contact person:

Financial Officer:

Name:






Name:







Title:






Title:







Address:





Address:





City:






City:







Phone:


 Fax:



Phone:


 Fax:




email:  






email:  







Other staff involved in this subgrant:

Other staff involved in this subgrant:

Name:






Name:







Title:






Title:







Address:





Address:





City:






City:







Phone:


 Fax:



Phone:


 Fax:




email:  






email:  







Other staff involved in this subgrant:

Other staff involved in this subgrant:

Name:






Name:







Title:






Title:







Address:





Address:






City:






City:







Phone:


 Fax:



Phone:


 Fax:




email:  






email:  







(Add other information here as instructed in these Instructions regarding Management Plan.)

Common Mistakes and Omissions

Using this checklist, carefully review your MCH Tribal Setaside grant funding request before submitting to DHHS.  Avoiding these common mistakes and omissions will further ensure a smooth review process.  

Please avoid these common mistakes and omissions:

	
	The type of match (cash vs inkind) is incorrectly identified.  

Review these Instructions carefully to be clear on the differences and why it is important.  


	
	Program income is confused with grant funds.  

Review the definition and how to budget for projected program income.  Program income is always cash match because it has to be reinvested, but not all cash match is program income.  


	
	The source of match is not identified, especially the original source of cash match.  

Review these Instructions carefully to understand why this is important. 

	
	Budget lines do not mirror the Budget Justification.   

Use exactly the same lines in both spreadsheet and the narrative of the justification of each line item.  Clearly distinguish between grant funds, cash match, and in-kind in the narrative description to justify the proposed costs related to proposed activities.


	
	Grant budget exceeds the level of grant funds available.

A FY 2012 award cannot exceed an amount that is more than a 15% reduction of the prior FY 2011 award.  For example, if the FY 2011 award is $40,000, then the FY 2012 request cannot exceed $34,000.


	
	Non-specific line item in the Budget, e.g. cannot use “miscellaneous” or “other”.

“Other” and Miscellaneous” are inadequate descriptions to determine if the cost is allowable based on the OMB Cost Principles as relevant to the type of entity.  Also, each item of cost must be treated consistently in like circumstances either as a direct or an indirect cost.


	
	Indirect costs are budgeted, but the Indirect Cost Rate Agreement is not attached.

The Indirect Cost Rate Agreement is needed to confirm that it is a current rate negotiation, to understand how the rate is being applied, and to verify that the rate is applied correctly, e.g. mathematically and that the base to establish the rate does not include grant funds budgeted as direct costs.



Checklist of Requirements

This Checklist summarizes all parts of the MCH Tribal Setaside grant request.  Carefully review the Checklist to be certain items 1-4 are accurately prepared and submitted by August 15, 2011.  Required item 5 (the Subgrant Agreement) will be sent out for signature when items 1-4 are approved by DHHS.
	1.
Line Item Budget - Use the “budget & revisions” tab (see bottom of worksheet) within the Microsoft Excel spreadsheet available http://www.dhhs.ne.gov/LifespanHealth/planning/MCHTribalGrant.htm.  Budget entries link to other worksheets that will be used for reporting expenditures for each of the four quarter reports.  This is the same spreadsheet so an updated budget for FY 2012 may be prepared using FY 2011 approved budget document. 

	

	2.
Budget Justification - The Budget Justification must mirror all line items from the Line Item Budget, including both grant funds requested and matching resources.  Clearly describe the need for each item of cost, showing calculations how amounts were determined.  Reflect any program income projections in the justification for line items budgeted with cash match.  Attach relevant documentation that supports the “order of preference” to recover indirect costs.  Budget at least 20% match (.20 x grant funds requested = minimum match).  

	

	3.
Description of Planned Activities – No specific form or format is required for this description.  Carefully describe the planned activities that correspond to the budget.  The typed narrative does not need to be lengthy, but it should be detailed enough to identify to a reader what the proposed activities are and for what purpose.  Update for FY 2012.  

	

	4.
Management Plan – This new item for FY 2012 describes the procedures for successfully managing the programmatic activities in item 3. Description of Planned Activities with financial resources proposed in the Budget (items 1 and 2).  Identify key individual(s) by name, title and contact information who will implement and monitor both finance and program operations.  

	

	5.
Subgrant Agreement – DO NOT COMPLETE NOW, however refer to the new legal document available electronically http://www.dhhs.ne.gov/LifespanHealth/planning/MCHTribalGrant.htm with the preparation of the FY 2012 MCH Tribal Setaside Grant request.  This single document incorporates all requirements that were previously in the Subgrant Terms & Assurances with separate certifications.  A Subgrant Agreement will be individualized for each Subrecipient later upon DHHS approval of the FY 2012 continuation requests, and then sent out for signatures in approximately early September.

	


[image: image1.png]



� Do not complete the Subgrant Agreement now.  A Subgrant Agreement will be individualized for each Subrecipient upon DHHS approval of the FY 2012 grant requests, and then sent out for signatures approximately early September. 





� The Nebraska MCH Tribal Setaside grant funds are federal funds, not state funds.  DHHS is the prime recipient of the federal Title V/MCH Block Grant funds, and the passthrough entity for the subgrants made to community-based organizations and Tribal governments.  
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