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Notice of Funding Availability and Grant Application Instructions for
Non-Discretionary Formula Grants Under the
KANSAS COMMUNITY SERVICES BLOCK GRANT (CSBG)
Federal Fiscal Year 2017


	Release Date:
	December 12, 2016

	Application Due Date: 
	February 20, 2017

	Eligible Entities:
	Recipients of FFY 2016 CSBG non-discretionary, formula grants 
who have maintained designation as a CSBG-eligible entity

	Program Year: 
	April 1, 2017 - March 31, 2018 (Funds to be expended by September 30, 2018)

	Available Funds: 
	It is anticipated that awards will be made through the distribution formula as shown below.



	CSBG-ELIGIBLE ENTITY
	GRANT ID
	PROPORTIONATE SHARE
	PROPORTIONATE SHARE – ROUNDED TO WHOLE $*

	Wichita Sedgwick Co. Community Action Partnership, City of Wichita  
	17 CSBG 01
	17.91%
	$
	936,414

	Southeast Kansas Community Action  
	17 CSBG 02
	8.59%
	$
	449,123

	Economic Opportunity Foundation  
	17 CSBG 03
	8.84%
	$
	462,194

	E. Cntrl. Kansas Economic Opportunity Corp.  
	17 CSBG 04
	18.21%
	$
	952,099

	Northeast Kansas Community Action  
	17 CSBG 05
	10.29%
	$
	538,007

	Mid-Kansas Community Action  
	17 CSBG 06
	10.89%
	$
	569,377

	Community Action, Inc.  
	17 CSBG 07
	13.07%
	$
	683,357

	Harvest America Corporation  
	17 CSBG 08
	12.20%
	$
	637,870

	TOTALS
	100%
	$
	5,228,442


	   

*The anticipated allocation is based upon preliminary information received by Kansas Housing Resources Corporation personnel.  The sum of eligible entity allocations represents 90% of the Federal CSBG award projected for Kansas under the Continuing Resolution in effect at the time these instructions were prepared.

Allocations are subject to adjustment following receipt of Federal notification of the actual FFY 2017 award. 



CSBG assigned services area are as follows:  

Wichita Sedgwick County Community Action Partnership, City of Wichita – Sedgwick County, Kansas

Southeast Kansas Community Action – Allen, Bourbon, Chautauqua, Cherokee, Crawford, Elk, Labette, Linn, Montgomery, Neosho, Wilson and Woodson counties in Kansas

Economic Opportunity Foundation – Wyandotte County, Kansas

East Central Kansas Economic Opportunity Corporation – Anderson, Coffey, Douglas, Franklin, Johnson, Lyon, Miami, Osage and Morris counties in Kansas

Northeast Kansas Community Action – Atchison, Brown, Doniphan, Jackson, Jefferson, Jewell, Leavenworth, Marshall, Mitchell, Nemaha, Osborne, Pottawatomie, Republic, Riley, Smith and Washington counties in Kansas

Mid-Kansas Community Action – Barber, Butler, Chase, Clark, Comanche, Cowley, Edwards, Greenwood, Harper, Harvey, Kingman, Kiowa, Marion, Pawnee, Pratt, Reno, Rice, Stafford and Sumner counties in Kansas

Community Action, Inc. – Clay, Cloud, Dickinson, Ellsworth, Geary, Lincoln, McPherson, Ottawa, Russell, Saline, Shawnee and Wabaunsee counties in Kansas

Harvest America Corporation – Barton, Cheyenne, Decatur, Ellis, Finney, Ford, Gove,  Graham, Grant, Gray, Greeley, Hamilton, Haskell, Hodgeman, Kearney, Lane, Logan, Meade, Morton, Ness, Norton, Phillips, Rawlins, Rooks, Rush, Scott, Seward, Sheridan, Sherman, Stanton, Stevens, Thomas, Trego, Wallace and Wichita counties in Kansas


	2017 Kansas CSBG - Non-Discretionary Formula Grants
I.  GENERAL INFORMATION




A.  USE OF FUNDS 

Applicants should frame their proposed use of CSBG funds firmly around the achievement of measurable outcomes in six overarching goals:

1. Low-income people become more self-sufficient.
2. The conditions in which low-income people live are improved.
3. Low-income people own a stake in their community.
4. Partnerships among supporters and providers of services to low-income people are achieved.
5. Agencies increase their capacities to achieve results.
6. Low-income people, especially vulnerable populations, achieve their potential by strengthening family and other supportive systems.

Applicants are asked to give consideration to activities that develop social, human and financial capital as strategies to assist individuals and families in achieving greater levels of economic self-reliance. 

Additionally, applicants are advised to review 42 USC § 9901 et seq., applicable OMB Circulars, the Kansas CSBG Manual of Policies and Procedures and the KanDo! Plan in order to fully ascertain the intended use of CSBG funds and applicable requirements and restrictions.  

Applicants are advised that activities and services funded by CSBG are generally restricted to recipients whose household income falls at or below 125 percent of the Federal Poverty Guideline.  

CSBG funds may not be used for the purchase or improvement of land, or the purchase, construction or permanent improvement (other than low-cost residential weatherization or other energy-related home repairs) of any building or other facility.

Other unallowable costs include, but are not limited to:

· Alcoholic beverages.
· Bad debts, including any related collection and legal costs.
· Charitable contributions and donations by the organization to others.
· Contingency reserves.
· Entertainment costs
· Fines and penalties resulting from violations by the organization or its employees of Federal, State and local laws and regulations.
· Fund‐raising costs incurred solely to raise capital or obtain contributions.
· Goods or services for personal use by employees.
· Idle facilities, unless necessary due to fluctuations in workload.
· Insurance on the lives of trustees, officers or employees when the organization is a beneficiary.
· Lobbying costs.
· Losses from other awards.
· Memberships in country clubs, social clubs or dining clubs.
· Taxes (Federal income taxes, taxes for which exemptions are available to the organization directly or via the Federal government).

Only activities included in the applicant's accepted application, or in subsequent approved revisions, are to be supported with funds under this program.




B.  APPLICATION AND AWARD PROCEDURES

On release, all application forms and instructions will be distributed to eligible entities and are available to other interested parties on request.  The application packet may be obtained by submitting a request to Doug Wallace, CSBG Program Manager, Housing With Supportive Services Division, Kansas Housing Resources Corporation, 611 S. Kansas Avenue, Suite 300, Topeka, Kansas 66603-3803 or to dwallace@kshousingcorp.org.

Three available files comprise the application packet:

1. DOC 2017 1-CSBG ND Application Instructions
2. DOC 2017 2-CSBG Non-Disc Application
3. DOC 2017 3-Budget Wkbk

KHRC staff members are available to answer questions and provide technical assistance prior to the application due date.  Applicants with questions or technical assistance needs are encouraged to contact the CSBG Program Manager by email at dwallace@kshousingcorp.org or the CSBG ROMA Coordinator at bmlind@kshousingcorp.org.  

The application template and budget workbook are editable and may be adjusted to enable presentation, complete responses and, in the case of the budget worksheets, adequate detail supporting both the assigned cost and the calculation.

The document footer should be edited so that the applicant’s name appears on each page.  All pages should be numbered consecutively.

The Application Cover Sheet and the Statutory Assurances must be signed by the applicant's executive director or agency personnel legally authorized to make application for State and Federal funds and by the president, or chair, of the governing board.  The required certifications must be signed by the agency's executive director or by agency personnel legally authorized to make application for State and Federal funds.  

One complete original application or an electronic copy that has been signed and scanned is to be submitted to Doug Wallace, CSBG Program Manager, Kansas Housing Resources Corporation, 611 S. Kansas Avenue, Suite 300, Topeka, Kansas 66603-3803 or dwallace@kshousingcorp.org on/before the close of business February 20, 2017.  Faxed submissions will not be accepted.  

For submission, the application is to be printed to a single side of 8 ½” x 11” paper. Please do not staple or punch completed application materials.  Binder clips are acceptable.  

On receipt of the application, the CSBG Program Manager will provide the applicant agency executive director with an email communication acknowledging the application’s receipt.  The individual named as the primary contact for matters related to the application (Agency Cover Sheet) will receive a follow-up contact from the CSBG Program Manager and/or the ROMA Coordinator outlining incomplete components and prescribing a submission date for the missing components, if applicable.  A checklist is provided to aid in a complete submission.  

Successful applicants meeting the requested submission date of February 20, 2017, should expect to receive a written Notice of Financial Award and Grant Agreement from KHRC personnel on or about March 31, 2017.  Eligible entities may request an April 2017 CSBG payment by submitting a written request and an appropriately completed Grant Transaction Report to the CSBG Program Manager ahead of the need.    


C.  EVALUATION CRITERIA

The Kansas Housing Resources Corporation (KHRC), as the designated lead agency for the Kansas CSBG, considers the annual CSBG non-discretionary application to be a fundamental part of the outcomes-based philosophy and practice adopted by the Kansas Community Action Network.  The application identifies community needs and outlines strategies, with performance targets, proposed to achieve specific outcomes.  The planning for and development of the non-discretionary application are integral to the Results Oriented Management and Accountability (ROMA) performance management cycle.  For these reasons, KHRC continues to place a high level of importance on application development and the subsequent review of application submissions.

Applications for non-discretionary, CSBG funding will be reviewed with attention given to the following criteria:

Compliance – The extent to which the application was submitted in a timely manner and the applicant followed the instructions.

The Community Action Plan

Service Delivery Proposal – The extent to which the proposed service delivery structure is reasonable and appropriate to address the identified needs of the targeted service area and to achieve the proposed outcomes and performance targets.  

Outcomes and Evaluation – The extent to which:  
1) the proposed outcomes are appropriate to the identified needs and service delivery structure, 
2) the proposed outcomes are agency-wide and in concert with the KanDo! Plan and 
3) the proposed evaluation system is appropriate and likely to provide an objective and reasonable appraisal.

Budget – The extent to which the budget workbook and narrative are detailed, reasonable, appropriate and justified; justifications must be thorough.   Budgets should clearly support the Plan and the Plan should be reflected in the budget.



	2017 Kansas CSBG - Non-Discretionary Formula Grants
II.  APPLICATION INSTRUCTIONS


FFY 

A complete application for CSBG funds will contain, in order and clearly identified, the components listed below:

COMPLETED CHECKLIST OF APPLICATION COMPONENTS 

SECTION 1 – APPLICATION COVER SHEET – Completed and signed by the agency executive director and the governing board chair.  

Generally, a colon indicates that a response is to be made on the same line; enter information in the vacant box/cell below when an empty box/cell is provided.  

SECTION 2 – ENTITY SUMMARY

2.1  Introduction 

Enter information in the vacant box/cell below when an empty box/cell is provided.    Note:  Suggested content is provided within the application form.

2.2  Performance Management

Enter a response in the vacant box/cell below when an empty box/cell is provided

2.3  Organizational Chart
	
Insert a current, agency-wide/operational unit organizational chart(s) depicting how the agency leadership team and programs and services are structured.  Where appropriate, the chart(s) should graphically depict relationships between the programs, services and departments or components.	

2.4 - Board of Directors	

Provide requested information for current members.  The table can be extended to accommodate all Board members.
 
2.5  Operating Documents

Provide the date of the most current version of the named documents.

KHRC maintains, as part of its CSBG subgrantee files, agency operating documents.  KHRC asks that, if any of the named documents have been revised/updated since the last submission, the up-to-date version accompany the application.

The submission of electronic or hard-copy versions of the named documents is acceptable.  Alternately, and if documents are web-posted, website access may be provided.

SECTION 3 – COMMUNITY ACTION PLAN
							
3.1  Narrative Responses – Assurances 	

When provided, enter a response in the vacant box/cell below.  

3.2  Theory of Change

3.3  Deployment - CSBG-Supported Activities, PY 2018  

Using the provided, logic model template, define and detail CSBG-supported activities planned for the ensuing April through March CSBG program year.  Copy and extend the logic model template as necessary to provide for each unique, singular project/program.  A single logic model within the CSBG application should not tie to the work of a single staff member, or to an entity department/division.    For example, the Family Service Department provides parenting classes and GED preparation, the project is not Family Services.  Rather, two logic models are likely necessary – one detailing parenting classes and another detailing GED preparation.  Logic models within the CSBG application should be developed, . . .  logically.  It should be easy to understand that proposed activities/outputs will impact the defined need and are likely to produce the stated outcomes.  A solid logic model fosters performance management.

Header

Provide a title for each project to be funded, in whole or part, with CSBG funds.  Address each project, including the indirect cost pool, independently and under its own header.  Provide the name of and/or position title for personnel key to the project.  Identify the estimated total cost of the project and the estimated cost to CSBG.  Identify the National Community Action/ROMA Goal targeted by the project.  The modified logic model includes a dropdown box for ease in identifying Goals.  Alternately, the drop box may be deleted and the Goal entered manually.

Situation/Needs Statement 

Provide a problem or need statement that provides the rationale for the service, activity or intervention.  

Logic model presentations of the Community Action Plan will be strengthened through a need/situation statement that presents a current, data-driven reality.   It is the expectation of CSBG that the ‘need’ will be drawn from the eligible entity's Community Assessment.  Absent substantiation, statements such as “people need,” “there are too few,” “communities benefit,” "families require," "families are at risk," “communities lack,” etc. are not compelling.

SAMPLE:  In CY 2014, there were approximately 1,500 homeless families in need of housing in XYZ County; more than 250 of these families were turned away from overnight shelters at some point during the year.

Activities/Interventions

Define work activities, programs/services or interventions planned in response to the situation.  Include, as applicable, target populations, the volume of service, timeframes, organizations/partners engaged, etc.  Use the check boxes to indicate whether the intervention strategy is:  Evidence Based, Evidence Informed or Neither.

Outcomes 

Detail the positive benefit, behavior change or change in condition or functioning that is anticipated to accrue to individuals, families, communities and/or the agency as result of the activity.  Outcomes are the consequence of delivering outputs.  Outcomes, typically, must meet the following characteristics:

· Measurable,
· Simple, clear and understandable,
· Realistic,
· Manageable,
· Identifies, or clearly infers, a specific group of clients,
· Specifies, or relates, to a time frame and
· Measures an end, not a means to an end.

SAMPLE:  65% of participants (52 families) will move to market-rate, subsidized or supported public housing within 60 days of program entry.

Evaluation  

Describe how the agency will know that the desired outcome was achieved.  Specifically, how will the outcome be demonstrated?  What tools will be used, with what frequency, who is responsible, . . .?  This section should provide an adequate plan to determine what happened and how the result is known.  
 
Efficacy Statement  

Validate the effectiveness of the selected strategy/ies by indicating what evidence guides the agency to believe that the strategy/ies will measurably impact the situation.   This statement is expected to logically link to the intervention as a solution to the need identified within the Situation/Needs Statement. 
 
SAMPLE:  Research conducted by the Economic Mobility Project (2009) shows greater upward mobility among children of parents who have relatively high liquid savings compared to children whose parents have relatively low savings.



3.4  Performance Targets 

Targets assigned to both CSBG-supported projects and agency performance targets for tracked activities not directly supported by CSBG resources are to be recorded using the provided table.  Targeted indicators typically used by Kansas entities and units of measure may be entered by using dropdown boxes embedded within the table.   Add lines and copy dropdown boxes as necessary to accommodate all indicators for which a target is established.  Alternately, dropdown boxes may be deleted and indicators and units entered manually. 

 a.  General – Applicants should reference the current KanDo! Plan to match the programs and services provided by the agency with applicable National Performance Indicators.  The Plan can be found at:  http://www.kshousingcorp.org/forms-and-publications.aspx. 

It will be highly unusual for an applicant agency to be providing programs and services that cannot be appropriately linked to one of the existing National Performance Indicators.  Applicants that cannot identify a program or service link to an existing Performance Indicator may contact KHRC for assistance.
 
b.  The Targets – Applicants should segment performance targets October 2016 – December 2016, January 2017 – March 2017, April 2017 – June 2017, July 2017 – September 2017, October 2017 – December 2017, January 2018 – March 2018 such that targets can be extrapolated for either the 2017 Federal fiscal year or the 2018 CSBG program year.  Targets reflect the applicant’s expected performance.  It is expected that targets will align with the logic models prepared for the entity’s Community Action Plan.  The current, annual CSBG Information Survey requires the establishment of targets for National Performance Indicators 1.1, 1.3 and 6.3. 

c.  Data Source – Identify the source of information that will gauge progress toward target completion.

3.5  Targeting Methodology – Applicants should describe the process through which performance targets were identified and established.  The table will expand to accommodate thoroughness.  Detail who was involved, what process was used, etc.  


SECTION 4 - BUDGET

Applicants are required to submit a detailed budget proposal.  Applications with incomplete or insufficient financial information will not be accepted.  Therefore, applicants are encouraged to provide adequate detail of planned expenditures and resources.  Applicants are to use the provided, pre-formatted electronic spreadsheets and may adjust the spreadsheets as needed to enable presentation and adequate detail supporting both the assigned cost and the calculation.  At a minimum, applications for non-discretionary CSBG funding will include the following financial information:

4.1a  Budget Summary (KS-CSBG 4.1a) – Applicants are to develop a 12-month budget, based upon the allocation listed for their agency in the “Available Funds” section of this guide.  The budget summary will reflect three line items: 

Personnel – Non-administrative salaries and fringe benefits to be charged as direct costs to CSBG.

	Non-Personnel – All other non-administrative, direct program costs.

	Administration – Direct and indirect administrative costs, including:

1)  CSBG’s “Fair Share” of Indirect Costs & Direct Costs, including:

        i.  Administrative costs as a part of an indirect cost rate agreement (note – a copy                     
      of the rate agreement with the Federal cognizant agency must be included with  
      the application and the basis of the computation must be attached), and
	
 ii.  Any direct administrative costs not included in the indirect cost rate (such costs are        
      uncommon and may only be charged when the applicant uses an objective basis for    
      calculation of the costs, such as a consistent and thorough time study of the impacted     
      individuals).

2)  Other Indirect Costs Charged to CSBG (as a result of “Shortfall” in other program budgets).  OMB Circulars place strict limits on the allocation of costs to grants using Federal funds.  These requirements usually prohibit agencies from assigning administration costs to a grant in excess of that grant’s “fair share” as determined by a cost allocation plan.  However, as administered by the State of Kansas, CSBG allows agencies to leverage other funds and to maintain programs and activities that could not be otherwise supported.  The ability to leverage additional program resources for local communities is considered one of the unique strengths of the CSBG program.  Such shortfall costs, however, must be justified as necessary.  Shortfall costs will only be allowable when applicants demonstrate that other cost objectives are unable to pay for their fair shares.  Applicants requesting to use CSBG funds to pay for “shortfall” from other cost objectives must submit a completed Worksheet for Calculation of Shortfall.  The requested costs must be thoroughly justified.

4.1b  Worksheet for CSBG Direct Expense (KS-CSBG 4.1b) – Applicants must submit a detailed explanation of all proposed costs.  Information provided in the worksheet should clearly define what expenses are anticipated in the Personnel and Non-Personnel lines.  Applicants should supply sufficient detail to explain how specific costs were derived in order to demonstrate that requested expenditures are justified and reasonable.  All costs should clearly relate to the proposed service delivery approach described in the Community Action Plan.  Budget categories are provided to assist in planning and to elicit the detail required.  Delete instructions/sample content and expand cells, add lines and adjust formulas within the worksheet as necessary.

4.1c Administrative Cost Pool (KS-CSBG 4.1c) – Applicants must submit detail of all costs identified as administrative costs, whether or not these costs are supported with CSBG funds.  This information is an essential element of the justification for the fair share element of the Administration line item.  It is requested to further demonstrate the role that CSBG plays in maintaining operations of subgrantee organizations.  Budget categories are provided to assist in planning and to elicit the detail required.  Delete instructions/sample content and expand cells, add lines and adjust formulas within the worksheet as necessary.

4.1d  Worksheet for the Calculation of Shortfall (KS-CSBG 4.1d) – The information derived from this worksheet is essential to documenting the basis for assigning administrative costs to CSBG beyond its fair share.  

a.  Total Administrative Costs – The amount entered here should match the total from the administrative cost pool worksheet (KS-CSBG 4.1c).  This figure should include all costs connected with agency-wide administration regardless of the funding source that pays these costs.  For agencies having indirect cost rate agreements, this figure should equal the total of all costs associated with the indirect cost pool.

b.  Program Title – Enter the name of each program or funding source for the agency.  All sources of funding, including private donations and CSBG that are anticipated to be active April 1, 2017 – March 31, 2017, are to be included.  Donations do not need to be itemized; simply use one line for all private donations.  

c.  Funding Source – Enter identifying information for the originating source of the funding.  This may include the names of Federal or State agencies or local units of government.  It may also include the names of private foundations or grant-making bodies. 

d.  Pass-Through Entity – The purpose of this column is to distinguish the pass-through entity from the appropriator of funds.  Specifically, this section distinguishes funding received from a Federal program, using Federal dollars, from funding received from the State, using State resources.  Certain funding originates at a source different from the actual grant-making body.  CSBG is a prime example, as it originates from the Federal Department of Health and Human Services but passes to KHRC for disbursement.    

e.  Grant Amount – Enter the total amount of funds to be received from this funding source.

f.  Fair Share – Enter each program’s or funding source’s fair share of the administrative costs for the period April 1, 2017 – March 31, 2018.  The fair share is the amount each program would pay into the administrative cost pool during this timeframe, if it could.  The figure for fair share must be objective and verifiable.  Applicants with questions regarding how to figure each program’s fair share can contact the CSBG Program Manager for technical assistance. 

g.  Actual Contribution – Enter the actual contribution that each program/funding source will make to the administrative cost pool.  CSBG’s fair share amount and contribution amount should be equal. 


All spreadsheet formulas should be checked to insure accuracy.


4.2.  Budget Narrative – For each direct charged line item (KS-CSBG 4.1b), the applicant entity must provide detail that will convince reviewers that the expense is justified and necessary for the execution of the Community Action Plan described within the application.  If the manner in which the budget entry is derived is not clearly provided within the Worksheet for CSBG Direct Expense, it may be provided here.

	a.  Personnel

		b.  Non-Personnel

			1)  Operating Expense

			2)  Contractual Services

			3)  Professional Fees/Services

			4)  Office Costs

			5)  Equipment

			6)  Computer/Data Processing

			7)  Communication

[bookmark: _GoBack]			8)  Training 
                        
           9)  Travel (OMB’s “Super Circular” requires that participation of the traveler be           
                 justified as necessary for the Federal award. (45 CFR 75))

		    10)  Construction (not an allowable CSBG cost)

		    11)  Other

Provided here are a few examples of the type of information that can justify the expense as necessary for the execution of the Community Action Plan   

1) Personnel – 

Community Services Director - Key to the [Our CAP] Community Action Plan is the Community Services Director.  This person is responsible for the supervision of [##] staff who are providing the direct service outlined in [Our CAP’s] Plan.  The Director provides oversight for all aspects of the [project(s)].  

Community Services Coordinators - Also budgeted are [## case workers] who are responsible for [program activities].

Food Pantry Coordinator - The Food Pantry Coordinator manages the food pantry including the solicitation, receipt and care of donated food.  The Coordinator is also responsible for the recruitment of food pantry volunteers and food distribution through regularly scheduled distribution events.  Additionally the Coordinator manages all aspects of the emergency food bank described within [Our CAP’s] Plan.  

7)  Communication – This line item consists of telephone service for all of our centers.  Cell phones are provided for the Community Services Director and Food Pantry Coordinator so if there are issues or needs, these decision makers can be readily reached.  So that eligible individuals/families can be made aware of the services, the line also provides resources for the publication of outreach notices for [various events] as identified within the Community Action Plan.  (E.g. the provision of school supplies and holiday adoptions.)

11)  Other – Listed here are material aid needs that [Our CAP] anticipates as being necessary to mitigate barriers that CSBG-eligible, employment project customers may encounter.  So that customers can get to job interviews and when hired, to the job, bus tickets are available.  Drug screens (desired by area employers) are provided so that customers can provide evidence of employability.  A modest amount is budgeted to help customers acquire required tools and work clothing.   


SECTION 5 – SIGNED CERTIFICATIONS AND ASSURANCES 

All grants and subgrants made with funding from the U.S. Department of Health and Human Services must contain signed certifications regarding Lobbying, Drug-Free Workplace Requirements, Debarment and Suspension and Environmental Tobacco Smoke.  Additionally, applicants are to complete and submit a CSBG Subrecipient Audit Certification.  Copies of these certifications are included within the application packet.  Certifications must be signed and returned with the application.
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