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HISTORY OF THE JUVENILE
ACCOUNTABILITY BLOCK GRANT
(JABG) PROGRAM

The Juvenile Accountability Block Grant
(JABG) program was based on Title III of
H.R.3, the Juvenile Accountability Block
Grants Act of 1997, as passed by the
House of Representatives on May 8, 1997.
JABG was first offered in 1998 and was
awarded to states to be used to provide
assistance to units of local government
and state agencies that develop pro-
grams which promote greater account-
ability among youth in the juvenile justice
system.

The Department of Justice (DOJ) Authori-
zation Act for FY 2003 (Public Law 107-
273) revised and renamed the Office of
Juvenile Justice and Delinquency
Prevention’s (OJJDP) Juvenile Account-
ability Incentive Block Grant (JAIBG)
program and placed the new Juvenile
Accountability Block Grants (JABG) pro-
gram under Title I of the Omnibus Crime
Control and Safe Streets Act. The new
provisions took effect October 1, 2003. In
addition to the name change the new
law adjusts funding levels, reduces the
maximum amount for Administration to
five percent, introduces new require-
ments and program elements, and ex-
pands and re-numbers the Purpose
Areas.

Funded programs may focus on some or
all of the following new purpose areas;
widening the available options of gradu-
ated sanctions within juvenile courts;
programs for assessment of risks and
needs (including mental health screen-

ing, treatment, and substance abuse
testing); restorative justice programs;
hiring and training detention and correc-
tions personnel; and establishing and
maintaining juvenile court records that
are comparable to records in the adult
system.

The JABG program is administered by the
State Relations and Assistance Division of
the Office of Juvenile Justice and Delin-
quency Prevention (OJJDP), Office of
Justice Programs, U.S. Department of
Justice.

OVERVIEW OF THE JABG PROGRAM

Congress authorized the Attorney Gen-
eral to provide grants under the JABG
program to strengthen the juvenile justice
system by encouraging states and local
jurisdictions to implement accountability-
based programs and services.

Accountability means that each offender
is assured of facing individualized conse-
quences through which he or she is made
aware of and held responsible for the loss,
damage, or injury perpetrated on the
victim. Such accountability is best
achieved through a system of graduated
sanctions that are imposed according to
the nature and severity of the offense,
moving from limited interventions to more
restrictive actions if the offender continues
delinquent activities.

Accountability involves a new set of
expectations and demands for the juve-
nile justice system. The system will need to
increase its capacity to develop youth
competence, to efficiently track juveniles
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through the system, and to provide en-
hanced options such as restitution, com-
munity service, victim-offender mediation,
and other restorative sanctions.

THE CRIMINAL JUSTICE SERVICES
DIVISION
The Criminal Justice Services Division
(CJSD) of the Oregon Office of Home-
land Security is the State Administrative
Agency for the Juvenile Accountability
Block Grant program.

CJSD has prepared this Juvenile Ac-
countability Block Grant Management
Handbook to assist grantees in complying
with state and federal requirements.
Federal requirements are set forth in the
Office of Justice Programs (OJP) Financial
Guide. Copies of this document may be
obtained at: www.ojp.usdoj.gov/
FinGuide/

ALLOCATIONS FROM STATE TO
UNITS OF LOCAL GOVERNMENT

Absent a waiver, each state must distrib-
ute not less than 75 percent of the state’s
allocation to local jurisdictions. In making
such distribution, CJSD will allocate to
local jurisdictions an amount, by formula,
based on a combination of juvenile jus-
tice expenditures and the average an-
nual number of Uniform Crime Report Part
1 violent crimes reported by units of local
government for the three most recent
calendar years for which data are avail-
able. Three quarters of each unit of local
government’s allocation will be based on
juvenile justice expenditures data and
one-quarter will be based on the re-
ported violent crime data, in the same
ratio to the aggregate of all other units of
general local government in Oregon.
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The purpose of the JABG program is to
provide states and units of local govern-
ment with funds to develop programs to
promote greater accountability in the
juvenile justice system. Funds are avail-
able for the following 16 program Purpose
Areas.  Please note, several Purpose Area
numbers have been revised.

Grant recipients are now required to
submit data to measure the selected
Purpose Area(s) by using corresponding
performance indicators.  A list of corre-
sponding activities and performance
measures is included in Appendix D.

1. Graduated sanctions: Developing,
implementing, and administering
graduated sanctions for juvenile of-
fenders (NEW).

2. Corrections/detention facilities: Build-
ing, expanding, renovating, or operat-
ing temporary or permanent juvenile
corrections or detention facilities,
including training of personnel (JAIBG
1).

3. Court staffing and pretrial services:
Hiring juvenile court judges, probation
officers, and court-appointed defend-
ers and special advocates, and fund-
ing pretrial services (including mental
health screening and assessment) for
juvenile offenders, to promote the
effective and expeditious administra-
tion of the juvenile justice system (re-
vises JAIBG 3).

PURPOSE AREAS
4. Prosecutors (staffing): Hiring additional

prosecutors so that more cases involv-
ing violent juvenile offenders can be
prosecuted and backlogs reduced
(JAIBG 4).

5. Prosecutors (funding): Providing fund-
ing to enable prosecutors to address
drug, gang, and youth violence prob-
lems more effectively and for technol-
ogy, equipment, and training to assist
prosecutors in identifying and expedit-
ing the prosecution of violent juvenile
offenders (combines JAIBG 5 and 6).

6. Training for law enforcement and
court personnel: Establishing and
maintaining training programs for law
enforcement and other court person-
nel with respect to preventing and
controlling juvenile crime (NEW).

7. Juvenile gun courts: Establishing juve-
nile gun courts for the prosecution and
adjudication of juvenile firearms of-
fenders (revises JAIBG 8).

8. Juvenile drug courts: Establishing drug
court programs to provide continuing
judicial supervision over juvenile of-
fenders with substance abuse prob-
lems and to integrate administration of
other sanctions and services for such
offenders (JAIBG 9).

9. Juvenile records system: Establishing
and maintaining a system of juvenile
records designed to promote public
safety (NEW).
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10. Information sharing: Establishing and
maintaining interagency information-
sharing programs that enable the juve-
nile and criminal justice systems, schools,
and social services agencies to make
more informed decisions regarding the
early identification, control, supervision,
and treatment of juveniles who repeat-
edly commit serious delinquent or crimi-
nal acts (JAIBG 10).

11.Accountability: Establishing and main-
taining accountability-based programs
designed to reduce recidivism among
juveniles who are referred by law en-
forcement personnel or agencies
(revises JAIBG 2 and 11).

12.Risk and needs assessment: Establishing
and maintaining programs to conduct risk
and needs assessments of juvenile offenders
that facilitate effective early intervention and
the provision of comprehensive services,
including mental health screening and treat-
ment and substance abuse testing and
treatment, to such offenders (NEW, incorpo-
rates JAIBG 12).

13.School safety: Establishing and maintain-
ing accountability-based programs that are
designed to enhance school safety (revises
JAIBG 11).

14.Restorative justice: Establishing and
maintaining restorative justice programs
(NEW).

15.Juvenile courts and probation: Establish-
ing and maintaining programs to enable
juvenile courts and juvenile probation officers
to be more effective and efficient in holding
juvenile offenders accountable and reducing
recidivism (revises JAIBG 7).

16.Detention/corrections personnel: Hiring
detention and corrections personnel and
establishing and maintaining training pro-
grams for such personnel, to improve facility
practices and programming (NEW).
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JUVENILE CRIME
ENFORCEMENT COALITION

States and units of local or tribal govern-
ment that are eligible to receive JABG
funds must establish a coordinated en-
forcement plan for reducing juvenile
crime, developed by a Juvenile Crime
Enforcement Coalition (JCEC).

Your Local Public Safety Coordinating
Council (LPSCC) may act as the JCEC for
purposes of this grant.

STATE COALITIONS
State plans must be developed by a
JCEC consisting of law enforcement and
social service agencies involved in juve-
nile crime prevention. To assist in develop-
ing the state’s enforcement plans, states
may choose to utilize members of the
State Advisory Group (SAG) established
by the State’s Chief Executive under
Section 223(a)(3) of Part B of the JJDP
Act, if appropriate membership exists, or
some other planning group that consti-
tutes a coalition of law enforcement and
social service agencies.

LOCAL COALITIONS
When establishing a local JCEC, units of
local or tribal government must include,
unless impracticable, individuals repre-
senting (1) police, (2) sheriff, (3) prosecu-
tor, (4) state or local probation services,
(5) juvenile court, (6) schools, (7) business,
and (8) religious affiliated, fraternal, non-
profit, or social service organizations in-
volved in crime prevention, (9) other
social services, and (10) other law en-

forcement.  The ten listed groups for
establishing a JCEC are not an exhaus-
tive list. Units of local or tribal government
may add additional representation as
appropriate. Units of local or tribal gov-
ernment may utilize members of Preven-
tion Policy Boards established pursuant to
Section 505 (b)(4) of Title V of the JJDP
Act to meet the JCEC requirement, pro-
vided that each such Coalition meets the
membership requirements listed in this
paragraph.

GRANT AGREEMENT
The Governor’s Juvenile Crime Prevention
Advisory Committee (JCPAC) recom-
mends programs for funding to the Gov-
ernor. Once an award is granted, CJSD
finalizes program and budget details with
the applicant. Once an agreement is
reached, CJSD and the applicant sign
the grant certificate, known as the grant
agreement.

The signed agreement and application
constitute a contract between CJSD and
the grantee.

The grantee agrees to operate the pro-
gram, work toward the objectives, and
expend funds in accordance with the
signed grant agreement.

Modifications to the grant
agreement or budget must be

requested in writing.  Oral
agreements are not binding.

In no event may the conditions
of the grant be modified with-
out prior approval from CJSD.

GENERAL PROVISIONS
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Failure of the grantee to operate the
program in accordance with the written,
agreed upon objectives or budget will
constitute immediate grounds for suspen-
sion and/or termination of the grant
agreement and deobligation of unspent
funds.

PROGRAM MONITORING
CJSD monitors each program to assure
the grantee is operating the program as
agreed, that the grantee is working to-
wards its objectives, and that the grantee
is following appropriate fiscal procedures.
Monitoring may include one or more on-
site visits, and desk monitoring during the
grant award period.

PROGRAM FUNDS
Match and grant funds constitute pro-
gram funds. Grantees must report on
match funds; all conditions that apply to
grant funds apply to match funds. All
funds designated as match are restricted
to the same uses as the JABG program
funds and must be expended within the
grant award period. Grantees must en-
sure that match is identified in a manner
that guarantees its accountability during
an audit.

CASH MATCH REQUIREMENT
Federal funds may pay no more than 90
percent of the cost of the program.  The
remaining 10 percent (match); with the
exception of construction of permanent
corrections facilities which requires a 50
percent cash match; must be paid from
the grantee’s own non-federal sources.
There is no waiver provision for the cash

match requirement. Match must be in the
form of cash and must be included in the
grantee’s financial records.

Matching contributions need not be
applied at the exact time or in proportion
to the obligation of federal funds. How-
ever, the full match amount must be
provided and obligated by the end of
the program period.

In-kind services and federal
funds may not be used as
match for JABG-funded

programs. Restrictions are
also placed on using exist-
ing program staff and re-

sources as match.

Funds required for the non-federal portion
of the cost of each program  for which a
grant is made, must be in addition to
funds that would otherwise be made
available for the program.

ALLOWABLE SOURCES
OF MATCH
Allowable sources of cash match under
the JABG program are as follows:

! Funds from states and units of local
government.

! Housing and Community Develop-
ment Act of 1974.

! Appalachian Regional Development
Act.

! Equitable Sharing Program, a federal
asset forfeiture distribution program.

! Private funds.
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! Program income funds earned from
seized assets and forfeitures (adjudi-
cated by a state court, as state law
permits).

! Funds appropriated by Congress for
the activities of any agency of a Tribal
government or the Bureau of Indian
Affairs performing law enforcement
functions on Tribal lands may be used
as matching funds.

! Otherwise authorized by law.

Funds received from any federal sources
other than those listed above may not be
used as the cash match required for the
JABG program.

SUPPLANTING
Federal funds must be used to supple-
ment existing funds and not replace
(supplant) non-federal funds which have
been appropriated for the same purpose.
Neither grant nor match funds may re-
place funds that would otherwise be
available for any of the JABG authorized
Purpose Areas. Monies disbursed under
this program must be used to fund new
programs, or expand or enhance existing
programs.

CONSTRUCTION COSTS

If, under Purpose Area 2, a unit of local or
tribal government uses funds to construct
a permanent juvenile corrections facility,
the unit of local or tribal government must
provide at least 50 percent (match) of
the total cost of the program.

NATIONAL ENVIRONMENTAL
PROTECTION ACT (NEPA)
REQUIREMENTS
Grantees must comply with the National
Environmental Protection Act and other
related federal environmental impact
analyses requirements in the use of fed-
eral grant funds either directly by the
grantee or by a subgrantee.  Accord-
ingly, prior to obligating grant funds, the
grantee agrees to first determine if any of
the following activities will be related to
the use of the grant funds.

The grantee acknowledges that this
special condition applies to its new activi-
ties whether or not they are being specifi-
cally funded with grant funds.  That is, as
long as the activity is being conducted
by the grantee, a subgrantee, or any
third party and the activity needs to be
undertaken in order to use these grant
funds, this special condition must first be
met.  The activities covered by this special
condition are:

1. New construction.

2. Minor renovation or remodeling of a
property either (a) listed on or eligible
for listing on the National Register of
Historic Places or (b) located within a
100-year flood plain.

3. A renovation, lease, or any other
proposed use of a building or facility
that will either (a) result in a change in
its basic prior use or (b) significantly
changes its size.

4. Implementation of a new program
involving the use of chemicals other
than chemicals that are (a) pur-
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chased as an incidental component
of a funded activity and (b) tradition-
ally used, for example, in office, house-
hold, recreational, or educational
environments.

FAILURE TO COMMENCE PROGRAM
If a program is not operational within 60
days of the effective date of the grant,
the grantee must report to CJSD the steps
it has taken to initiate the program, the
reasons for the delay, and the expected
starting date. If the program is not opera-
tional within 90 days of the effective date,
CJSD may cancel the grant.

AUDIT REQUIREMENTS
State and local governments, nonprofit
organizations, and institutions of higher
education are governed by OMB Circu-
lar A-133, as amended. Whether an audit
is required under this circular is depen-
dent upon the amount of federal funds
that may be audited during the
recipient’s fiscal year. If the organization
expends $500,000 or more per year in
federal funds, the organization must have
an organization-wide financial and com-
pliance audit. Commercial (for-profit)
organizations shall have financial and
compliance audits performed by quali-
fied individuals who are independent
from those who authorize the expenditure
of federal funds. This audit must be per-
formed in accordance with Government
Auditing Standards.  Grantees are re-
quired to submit an organization-wide
financial and compliance audit report to
CJSD.

CIVIL RIGHTS
REQUIREMENTS
All recipients of federal grant funds, in-
cluding JABG awards, are required to
comply with nondiscrimination require-
ments of Title VI of the Civil Rights Act of
1964, as amended, 42 U.S.C. § 2000d et
seq. (prohibiting discrimination in pro-
grams or activities on the basis of race,
color, and national origin); Omnibus
Crime Control and Safe Streets Act of
1968, as amended, 42 U.S.C.
§3789d(c)(1) (prohibiting discrimination in
employment practices or in programs
and activities on the basis of race, color,
religion, national origin, and gender);
Section 504 of the Rehabilitation Act of
1973, 29 U.S.C. § 794 et seq. (prohibiting
discrimination in employment practices or
in programs and activities on the basis of
disability); Title II of the Americans with
Disabilities Act of 1990, 42 U.S.C. § 12131
(prohibiting discrimination in services,
programs, and activities on the basis of
disability); The Age Discrimination Act of
1975, 42 U.S.C. § 6101-07 (prohibiting
discrimination in programs and activities
on the basis of age); and Title IX of the
Education Amendments of 1972, 20 U.S.C
§ 1681 et seq. (prohibiting discrimination
in educational programs or activities on
the basis of gender).

If required to formulate an Equal Employ-
ment Opportunity Program (EEOP), the
grantee must maintain a current copy on
file which meets the applicable require-
ments.
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IMMIGRATION AND
NATURALIZATION SERVICE
REQUIREMENTS

Organizations funded under the JABG
program must agree to complete and
keep on file, as appropriate, the Immigra-
tion and Naturalization Service Employ-
ment Eligibility Form (I-9).  This form is to be
used by the recipient of federal funds to
verify that persons employed by the
recipient are eligible to work in the United
States.

CERTIFICATION REGARDING LOB-
BYING; DEBARMENT, SUSPENSION,
AND OTHER RESPONSIBILITY MAT-
TERS; AND DRUG-FREE WORKPLACE
REQUIREMENTS

Applicants are required to certify compli-
ance  with the certification requirements
under 28 CFR Part 69, “New Restrictions
on Lobbying,” and 28 CFR Part 67,  “A
Government-Wide Debarment and Sus-
pension (Nonprocurement) and Govern-
ment-Wide Requirements for Drug-Free
Workplace (Grants).”  The certification will
be treated as a material representation of
the fact upon which reliance will be
placed by the U.S. Department of Justice
in making awards.

JABG recipients were required to review
and sign the certification form and submit
it as part of the application.

SUSPENSION OR TERMINATION OF
FUNDING

The Criminal Justice Services Division may
suspend funding in whole or in part,
terminate funding, or impose another
sanction on a JABG recipient for any of
the following reasons:

!!!!! Failure to comply substantially with the
requirements or statutory objectives of
the Juvenile Accountability Block
Grants Program, guidelines issued
thereunder, or other provisions of
federal law.

! Failure to make satisfactory progress
toward the goals and objectives set
forth in the application.

! Failure to adhere to the requirements
of the grant award and standard or
special conditions.

! Proposing or implementing substantial
plan changes to the extent that, if
originally submitted, the application
would not have been selected or
approved.

! Failing to comply substantially with
any other applicable federal or state
statute, regulation, or guideline.

Before imposing sanctions, CJSD will
provide reasonable notice to the grantee
of its intent to impose sanctions and will
attempt to resolve the problem informally.
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PROGRESS REPORT PURPOSE
Progress reports have the following pur-
poses:

! To determine if the grantee is oper-
ating the program as agreed.

! To determine if the grantee is mak-
ing progress towards meeting its
objectives.

! To justify continued funding of the
JABG program.

The format for quarterly progress reports is
shown in Appendix C.  The report must be
filled out in its entirety and signed by the
program contact.  To receive an elec-
tronic attachment of the progress report
form please contact Diana Fleming at
503.378.4145 ext. 549

Anecdotal information may not substitute
for a progress report but may be submit-
ted as a supplement to the progress
report.

In addition to the quarterly progress re-
ports, JABG recipients who receive an
award over $10,000 are required to sub-
mit data on-line for an annual report.

A set of standardized performance mea-
sures, including output indicators, short-
term indicators, and intermediate out-

PROGRESS REPORTS AND
REQUESTS FOR
REIMBURSEMENT (RFR)

come indicators was developed by
OJJDP and is provided in Appendix D.
The grantee will utilize data from quarter
four of the previous year and the first
three quarters of the current year for the
annual report due April 30, 2005.

The grantee is responsible for collecting
data on all federal indicators as well as
additional data to demonstrate program
effectiveness on a quarterly basis. The
grantee will be directed to input only the
data collected for the federal indicators
as listed in Appendix D in the online re-
porting system located at: www.jabg-
dctat.org/dctat/login.jsp on an annual
basis only.

Each grantee has been assigned a user
identification and password and will input
the data after it has been reviewed and
approved by CJSD.

CJSD anticipates scheduling regional
conference calls in May and/or June
2005 to address any questions CJSD staff
has pertaining to the data submitted on-
line by the April 30, 2005 deadline.

REQUIREMENTS
Quarterly progress reports should be
narrative in form and should include the
following:
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! Data and narrative showing progress
made during the reporting period as
well as cumulative information for the
grant year, in sufficient detail, toward
meeting the goals, objectives, and
performance measures.

! Activities linked to the specific out-
comes of the program.

REPORTING DUE DATES
Progress reports are due quarterly, on the
following dates:

Quarter Date Due
July 1 – September 30 October 31
October 1 – December 31 January 31
January 1 – March 31 April 30
April 1 – June 30 July 31

Grantees are required to
submit quarterly progress

reports even if no funds have
been expended during that

reporting period.

It is the responsibility of the grantee to
ensure that progress reports are received
by CJSD by the due dates.

In addition to the four quarterly reports,
JABG funded programs with an award of
over $10,000 are required to submit data
on-line for an annual progress report.  The
annual report data covers the period
April 1 through March 31 of each year.

FAILURE TO SUBMIT PROGRESS
REPORTS
CJSD will not issue reimbursements if any
progress report or annual report is out-
standing or incomplete.

Any progress report that is
outstanding for more than
one month past the due

date may cause the suspen-
sion and/or termination of

the grant.

REQUESTS FOR REIMBURSEMENT
(RFR)

 CJSD reimburses only actual and
allowable expenditures for goods and
services purchased during the grant
period.

Grantees may not obligate
funds, order goods, enter
into contracts, or request

purchase orders prior to the
start of the grant period.

CJSD will not issue reimbursements for
items which are not in the approved
budget. CJSD may withhold funds for any
expenditure not budgeted or in excess of
approved budget amounts.

CJSD reimburses expenses quarterly
unless otherwise agreed between CJSD
and the grantee.

Grantees are required to
submit request for reim-

bursement forms even if no
funds have been expended
during that reporting period.

Failure of the grantee to operate the
program in accordance with the ap-
proved budget will constitute immediate
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grounds for suspension and/or termina-
tion of the grant agreement.

CJSD requires accurate, clear, and verifi-
able expenditure information prior to
reimbursing any funds. The format for
reporting expenditures and requesting
reimbursement is shown on Appendix A.
CJSD encourages you to photocopy this
page for quarterly reporting use.

Direct all fiscal questions to Dan Gwin,
Grants Accountant, 503.378.4145 ext.
540.

The RFR must reflect all program expendi-
tures which are paid with grant or match
funds. Supporting documentation must
be included for both grant and match
funds.

Copies of supporting docu-
mentation (e.g., invoices,
receipts, payroll reports,

etc.) must accompany all
RFRs. RFRs will not be paid
without the required sup-
porting documentation of

expenditures.  Written state-
ments are not acceptable

documentation for program
expenses.

All conditions that apply to grant funds
apply to match funds. Supporting docu-
mentation must be separated by each
budget category with the amounts
clearly identified. Figures must be
rounded-off to the nearest whole dollar.
Expenses must be totaled for the report
period and for the entire period. Figures
must add correctly even though they are
rounded-off. The RFR must state how
much grant money is being requested.

CJSD will not make the final payment
unless the minimum match requirement is
met.

The original RFR must be signed by the
program contact and mailed to CJSD.
Reimbursement checks are mailed to the
address appearing on the grant agree-
ment.

Any RFR that is outstanding
for more than one month
past the due date may

cause the suspension and/
or termination of the grant.

The grantee must receive prior written
approval from CJSD to extend an RFR
requirement past its due date. Reimburse-
ments for expenses will be withheld if
progress reports or the annual report are
outstanding or are incomplete.

CJSD will hold a grantee accountable for
any overpayment, audit disallowances or
any other breach of grant that results in a
debt owed to the federal government.

If travel is included in your budget you
must submit a copy of the state travel
form, as shown on Appendix B with the
RFR.

Modifications to the grant
agreement or budget must
be in writing; verbal agree-
ments must be followed-up
in writing. Budget modifica-
tions should be requested

during the quarter in which
the modification would take

effect.
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PROCUREMENT STANDARDS
All procurement transactions, whether
negotiated or competitively bid and
without regard to dollar value, shall be
conducted in a manner so as to provide
maximum open and free competition. All
sole source procurements in excess of
$100,000 must receive prior approval by
CJSD. Interagency agreements between
units of government are excluded from
this provision.

All procurement transactions must be
within the grant period. Purchase orders,
or placement of orders cannot be made
prior to the start of the grant period.

SOLE SOURCE PROCUREMENT
Recipients may make the initial determi-
nation that competition is not feasible if
one of the following circumstances exists:

1. The item or service is available only
from a single source.

2. A public exigency or emergency
will not permit a delay resulting
from a competitive solicitation; or if
it can be shown unequivocally that
desired time frames for delivery
must be met or the entire project
will suffer as a direct result of the
delay.

3. After solicitation of a number of
sources, competition is considered
inadequate.

4. If sole source procurement is pur-
sued, documentation reflecting
actions taken and the position of
the grantee is extremely important
in order to establish an audit trail.

A justification for sole-source contracting
should include:

1. A brief description of the program
and what is being contracted for.

2. Explanation of why it is necessary to
contract non-competitively (exper-
tise of the contractor, manage-
ment, responsiveness, knowledge
of the program, experience of
contractor personnel).

3. Time constraints.

4. Uniqueness.

5. Other points that should be cov-
ered to sell the case.

6. A declaration that this action is in
the “best interests” of the agency.

RFR DUE DATES
Grantees must submit Requests for Reim-
bursement Reports (RFRs) quarterly unless
otherwise agreed. It is the responsibility of
the grantee to ensure that RFRs are re-
ceived by CJSD within the due dates. A
final RFR is due within 30 days of the end
of the grant period.

Quarter Date Due
July 1 – September 30 October 31
October 1 – December 31 January 31
January 1 – March 31 April 30
April 1 – June 30 July 31

CJSD may deobligate funds at any time
during the grant period, and will
deobligate all unspent funds at the close
of the grant period.
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UNALLOWABLE COSTS

1. Meals not associated with over-
night travel.  An exception is made
for breakfast and dinner as long as
the employee is on travel status for
a minimum of two hours before the
beginning of their regularly sched-
uled work shift or after the end of
their regularly scheduled work shift.

2. Meals provided at conferences or
training seminars.

3. Tips, meals service or related items
(i.e., napkins, plates, forks, spoons,
and knives) beverages, snacks,
candy, food items, or bar charges.

4. Entertainment, honoraria, gifts, gift
certificates, movies, arcades, recre-
ation, or sporting events.

5. Cameras, film or accessories not
used for evidence purposes.

6. Fund raising campaigns, endow-
ment drives, or solicitation of gifts
and bequests.

7. Personal items such as makeovers,
membership dues, flowers, cards,
social events or promotion of
church attendance.

8. Indirect cost.  Administrative costs
will be limited to five percent of the
federal and minimum match
amounts.

9. Grantwriting.

10. Land acquisition.

11. Visas or passport Changes.

12. Compensation to federal employ-
ees.

13. Bonuses or commissions.

14. Military-type equipment such as
armored vehicles, explosive de-
vices and other types of hardware
excluding automatic weapons.

15. Lobbying or attempts to influence
members of Congress, the Oregon
Legislature, City Councils, County
Commissions, or other legislative
bodies.

16. Corporate formation.

17. Interest; interest on non-bearing
items, or the cost of money.

18. Laundry/dry cleaning charges.

19. Expenses related to the mainte-
nance or sale of forfeited or seized
property.

20. Stipends or incentives.

21. Car rentals.

22. Vehicles.

23. Mass Transit Tax.

24.  Late fees or finance charges.

CJSD reserves the right to modify the list
of unallowable costs, if necessary.

Funds may not be budgeted or used for the following items:



State of Oregon, JABG Grant Management Handbook   17

REIMBURSABLE EXPENSE
CATEGORIES
PERSONNEL costs are the cost of employ-
ees, fringe benefits, and payroll taxes.
Overtime must be specifically listed and
approved in the budget in order to be
reimbursed.

Documentation to be submitted with the
RFR must include copies of actual payroll
reports showing the full amount paid for
each employee (wages, taxes, and ben-
efits) as well as a calculation to show how
the amount reported was determined.

Federal guidelines (OMB Circular A-87 and
A-122) require specific documentation of
time spent on the JABG funded program
(grant and/or match), as well as any other
federal and/or non-federal programs.  This
requirement can be met by keeping signed
Personnel Activity Reports (time sheets)
which indicates a daily breakdown of time
spent on each program.  If the employee
works less than 1.0 FTE on the JABG funded
program, the Personnel Activity Report must
reflect an after-the-fact distribution of the
employee’s actual breakdown and must
account for the total time for which the
employee is compensated.

The Personnel Activity Reports must be kept
on file with the grantee and available to
CJSD staff when requested.

EQUIPMENT is tangible personal property
costing over $5,000 and having a useful
life of more than one year. Equipment
must be purchased from a governmental
price list or through an open competitive
process.

Equipment may not be transferred, sold,
or disposed of during the grant period
without the permission of CJSD.  After the
end of the grant period, items with a
current per unit fair market value of less
than $5,000 may be retained by the
grantee for purposes consistent with the
JABG authorized Purpose Areas, sold, or
otherwise disposed of, in accordance
with state procedures, with no further
obligation to CJSD.

Criminal justice information and commu-
nication systems shall be designed and
programmed to maximize the use of
readily available equipment and soft-
ware. If new  software is developed, it
shall be designed so that other criminal
justice agencies will be able to use it with
minor modifications at minimum cost.
Grantees must receive written approval
prior to copyrighting computer software
and programs.  Refer to the grant agree-
ment for additional requirements.

TRAVEL/CONFERENCES/TRAINING include
employee costs for meals, tolls, lodging,
mileage, motor pool fees, commercial
transportation, parking fees, registration,
and material fees.  The documentation
must show the nature of the conference
(i.e. title, subject)  and identify employees
by position for whom reimbursement is
requested.  A copy of the conference
registration form or brochure must ac-
company the RFR.
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CJSD requires a state travel form or a
form similar to the state travel form be
included with the RFR. A sample form
may be found on Appendix B.  CJSD
follows state travel rules in determining
expenditure reimbursement.  When stay-
ing overnight while attending a confer-
ence, meeting or training, lodging rates
above the usual per diem rates will not be
automatically approved and reimbursed.
State guidelines require that an individual
make a good faith effort to stay at an
alternative lower cost hotel/motel within
proximity (1-2 blocks) to the primary con-
ference, meeting, or training facility.

To determine whether there is a lower
lodging rate, an Internet search using a
website such as www.expedia.com will
provide a map and room rates for avail-
able hotels within close proximity.  Before
an individual is authorized by CJSD to
exceed per diem rates, this good faith
effort must be documented and must
accompany the travel expense form.

To review the entire travel policy, please
see http://egov.oregon.gov/DAS/SCD/
SARS/policies/oam/40.10.00.PO.pdf

If an employee is attending an Office of
Justice Programs sponsored conference
or training, additional lodging per diem
requirements apply.  Please contact
CJSD for more information.

Meals may not be claimed as a reimburs-
able expense if they are included as part
of the conference or training registration
fee.  Employees may receive the meal
allowance under the following circum-
stances:

! An employee is in transit to or from a
destination that requires an overnight
stay.

! An employee is in transit to or from a
destination and the employee must
depart from the employee’s home
more than two hours before the regu-
lar starting time or returns home more
than two hours after the regularly
scheduled end of shift.

Grantees must obtain prior
CJSD approval, in writing, for
travel out-of-state. CJSD will
approve out-of-state travel

only if the travel is essential to
meet the objectives of the

program.

Contact CJSD to determine reimbursable
rates for travel within high- or low-cost
cities.

SUPPLIES are items that have a useful life
of less than one year such as office sup-
plies. Supplies that have a useful life of
more than one year, and have a value
greater than $5,000 is considered equip-
ment.

CONTRACTUAL SERVICES are services such
as consulting and treatment provided by
independent contractors rather than
employees. Grantees must follow state or
local government procurement rules in
awarding contracts. Federal rules limit
remuneration for individual consultants to
$450 per day plus expenses, unless other-
wise approved by CJSD.

The documentation submitted under
contractual services must clearly identify
the name of the contractor, the service
provided, time period of service provided,
and the amount and basis of amount
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paid to the contractor. The requirements
in this Handbook relating to expenditures
are applicable to contractors as well as
grantees. For example, travel reimburse-
ment rates may not exceed state rates or
the grantee’s rate, whichever is lower.

RENT AND UTILITIES includes rent, tele-
phone, cellular phones/pagers, and
other utilities. Maintenance and opera-
tion costs are allowable unless duplicated
in rent. The documentation should iden-
tify each location for which rent is paid
and the basis for the amount requested.

ADMINISTRATIVE COSTS are program-
related costs such as accounting, pro-
gram management, legal services, and
payroll preparation. Reimbursement is
based on the actual cost of these services
and will be approved on a case-by-case
basis.  Administrative costs may not ex-
ceed five percent of the federal and
minimum match amounts.  Supporting
documentation for administrative costs
must accompany the RFR.

OTHER EXPENSES are goods and services
that do not readily fit into any of the other
budget categories and will be approved
and reimbursed on a case-by-case basis.
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REQUEST FOR REIMBURSEMENT
(RFR) CHECKLIST

The following checklist has been developed to assist grantees in complying with the
requirements for submitting RFRs.  Please use the checklist to ensure there are no
delays in the reimbursement of grant funds:

" Is the correct RFR format used (Appendix A)?  Are all three columns
completed? Do columns and rows balance?

" Is the grant number, reporting period, Program Contact name, and
phone number clearly stated?

" Is supporting documentation included for all grant and match
expenditures?

"Are expenditures within approved budget amounts?

"Does the RFR reflect personnel/FTE, budget amounts, and catego-
ries consistent with the signed grant agreement?

" If Personnel Costs are included in your budget, have you submitted
the required documentation that must accompany the RFR (refer
to page 17).

" Is the RFR signed by the Program Contact and submitted with the
supporting documentation?

"Does supporting documentation clearly indicate the purpose of the

expense?  If the documentation is not self-explanatory, please
include a brief description/justification directly on the documenta-
tion.

" Is supporting documentation separated and totaled by budget
category?

"Are copies of applicable travel forms and conference information
attached?

"Have progress reports and/or the annual report been submitted?
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PUBLICITY
Grantees are encouraged to inform the
public and the media about the accom-
plishments of their programs. Responsibil-
ity for the direction of the program should
not be ascribed to the U.S. Department of
Justice. Press releases or other published
accounts of program activities and results
must include the following statement:

“The opinions, findings, and conclusions
or recommendations expressed in this
publication, program, or exhibition are
those of the author(s) and do not neces-
sarily reflect the views of the U.S. Depart-
ment of Justice, or the Criminal Justice
Services Division.”

Any publication (written, visual, or sound,
but excluding press releases, newsletters,
and issue analyses) issued by the grantee
or any of its subgrantees describing pro-
grams funded in whole or in part with
federal funds, shall contain the following
statement:

“This program was supported by Grant #
_______ , awarded by the Office of Juve-
nile Justice and Delinquency Prevention,
Office of Justice Programs, U.S. Depart-
ment of Justice, through the Criminal
Justice Services Division, Oregon Office of
Homeland Security. The Office of Juvenile
Justice and Delinquency Prevention is a

component of the Office of Justice Pro-
grams which also includes the Bureau of
Justice Assistance, Bureau of Justice
Statistics, National Institute of Justice,
Corrections Program Office, and the
Office for Victims of Crime. Points of view
or opinions contained within this docu-
ment are those of the author and do not
necessarily represent the official position
or policies of the U.S. Department of Jus-
tice, or the Criminal Justice Services Divi-
sion.”

When issuing statements, press releases,
requests for proposals, bid solicitations,
and other documents describing pro-
grams funded in whole or in part with
federal money, the grantee shall include
an acknowledgment similar to the follow-
ing:

“A $______ grant awarded by the U.S.
Department of Justice paid _______ por-
tion of the cost of this program.”

Grantees may display the official logo of
the Office of Justice Programs in connec-
tion with activities supported by the grant.
The logo should appear in a separate
space, apart from other symbols and
credits. The words “Funded/Funded in
part by OJP” shall be printed as a legend
either below or beside the logo each time
it is displayed. OJP must approve use of
the logo.

PUBLICITY AND
PUBLICATIONS
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PUBLICATIONS
All publications and distribution agreements
with a publisher shall include provisions
giving the federal government a royalty-
free, non-exclusive and irrevocable license
to reproduce, publish, or otherwise use the
material in any fashion it deems appropri-
ate. Unless otherwise specified in the agree-
ment, the recipient may copyright any
books, publications, films or other material
developed or purchased as a result of grant
activities subject to the right of the federal
government.



State of Oregon, JABG Grant Management Handbook   23

ACCOUNTING SYSTEMS
Grantees must establish and maintain
accounting systems which accurately
account for grant and matching funds.
Grantees must maintain, for a minimum
of five years after completion of the grant
or until an audit is completed, whichever
is later, adequate books, records, and
supporting documents to verify the
amounts, recipients, and uses of all dis-
bursements of funds passing in conjunc-
tion with this agreement. Federal require-
ments for accounting systems begin on
page 25 of this document.

COMMINGLING OF FUNDS
Federal agencies shall not require physi-
cal segregation of cash deposits or the
establishment of any eligibility require-
ments for funds which are provided to a
recipient. However, the accounting sys-
tems of all recipients and subrecipients
must ensure that agency funds are not
commingled with funds from other fed-
eral agencies. Each award must be
accounted for separately. Recipients and
subrecipients are prohibited from com-
mingling funds on either a program-by-
program basis or a project-by-project
basis.

Funds specifically budgeted and/or
received for one program may not be
used to support another. Where a
recipient’s or subrecipient’s accounting
system cannot comply with this require-
ment, the recipient or subrecipient shall
establish a system to provide adequate
fund accountability for each program
which it has awarded.

ACCOUNTING AND AUDITING
REQUIREMENTS

AUDIT THRESHOLD
Non-federal entities that expend $500,000
or more in federal funds (from all sources)
in the organization’s fiscal year shall have
a single organization-wide audit con-
ducted in accordance with the provisions
of OMB Circular A-133.

Non-federal entities that expend less than
$500,000 a year in federal awards are
exempt from federal audit requirements
for that year.  Records must be available
for review or audit by appropriate officials
including the federal agency, pass
through entity, and General Accounting
Office (GAO).

Audit costs for audits not required in ac-
cordance with OMB Circular A-133 are
unallowable. If the grantee did not ex-
pend $500,000 or more in federal funds in
its fiscal year, but contracted with a certi-
fied public accountant to perform an
audit, these costs may not be charged to
the grant.

The federal CFDA number for
JABG funded programs is

16.523

Grant funds are awarded subject to fiscal
and program conditions to which the
grantee expressly agrees. Accordingly,
the audit objective is to review the
grantee’s administration of the program
for the purpose of determining whether
the grantee has:
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! Established an accounting system inte-
grated with adequate internal fiscal and
management controls to provide full
accountability for revenues, expendi-
tures, assets, and liabilities;

! Prepared financial statements which are
presented fairly, in accordance with
generally accepted accounting prin-
ciples;

! Prepared financial reports to support
claims for reimbursement which contain
accurate and reliable financial data
and are presented in accordance with
the terms of the applicable agreements;
and

! Expended program funds in accor-
dance with the agreement and federal
and state rules.
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FEDERAL ACCOUNTING
REQUIREMENTS
The grantee is responsible for establishing
and maintaining an adequate system of
accounting and internal controls for itself.

a. Elements of Accounting System.
Accounting systems are made up of
a series of operations which involve
classifying, recording, summarizing,
and reporting transactions. Elements
of the system must consist of an
account structure, accounting
records, source documents, a system
for coding financial transactions,
and written procedures prescribing
the manner in which and by whom
these operations are performed. A
grantee’s accounting system must
include the following:

1. System coding or classification
must permit summarization and
reporting of grant expenditures
by specific programs, projects,
uniform receipt and expendi-
ture classifications, and major
steps funded in the approved
budget cost categories.

2. Accounting records should
adequately identify the receipt
and the expenditures of each
grantee, subgrantee or con-
tractor.

3. Accounting records, which
must include a ledger and
supporting books of account,
should refer to subsidiary
records or documentation
which support each entry and

which can be readily located
and identified with the grant.

4. Accurate, current, and com-
plete financial reporting infor-
mation.

5. Systems integration with an
adequate system of internal
controls to safeguard grant
funds and properties, check the
accuracy and reliability of
accounting data, promote
operational efficiency, and
encourage adherence by the
grantee to prescribed manage-
ment policies.

b. Accounting Systems are generally
one of three kinds:

1. Cash Basis — Expenses are
recorded when cash is spent
and revenues are recorded
when cash is received. This
system provides little information
on which to base expenditure
planning.

2. Obligation Basis — Where ex-
penses are recorded when the
funds are obligated. This system
is little used and is not preferred.

3. Accrual Basis — Revenues are
recorded when goods or ser-
vices are delivered and ex-
penses are recorded when
goods or services are con-
sumed without regard to the
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timing of the exchange of cash.
This system is preferred because
it best matches revenues and
expenses with the period in
which they are actually earned
or accrued. Accrual account-
ing also contains information on
the receipt and disbursement of
cash.

c.  Internal Controls. The grantee must
establish and maintain a system of
internal controls adequate to safe-
guard grant funds and resources,
check the accuracy and reliability of
the grant accounting and financial
data, promote the operational effi-
ciency of the grantee, and encour-
age adherence to the grantee’s
prescribed managerial policies.

Appropriate internal controls are
comprised of a plan of organization
(grantee policies, structure, division
of staff functions, procedures, staff
qualifications, etc.) designed to
provide the grantee with effective
financial and operational control
over both its grant programs or
projects.

The degree of internal control is
dependent upon the size of the
grantee and the funds and re-
sources for which the grantee is
responsible. The following criteria are
basic to an adequate system of
internal control:

1. Operating policies must be
clearly stated; systematically
communicated throughout the
organization; in conformance
with applicable laws and exter-
nal regulations and policies;

and designed to promote the
execution of authorized activi-
ties effectively, efficiently, and
economically.

 2. Organizational structure must
define and assign responsibility
for the performance of all duties
necessary to carry out the func-
tions of the grantee.

3. Responsibility for assigned du-
ties and functions of the grant-
ees must be classified accord-
ing to authorization, perfor-
mance, record keeping, cus-
tody of resources, and review, to
provide proper internal checks
on performance and to mini-
mize unauthorized internal
checks on performance and to
minimize unauthorized, fraudu-
lent, or otherwise irregular acts.

4. A system of forward planning,
embracing all phase of the
grantee’s operation, must be
developed to determine and
justify financial, property, and
personnel requirements and to
carry out grant operations
effectively, efficiently, and
economically.

5. Grant procedures must be
simple, efficient, and practical,
giving due regard to the nature
of the grant and applicable
legal and regulatory require-
ments. Feasibility, cost, risk of loss
or error, and availability and
suitability of personnel are fac-
tors that should be considered in
formulating the procedures.
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6. An adequate system of authori-
zation, record keeping, and
transaction coding procedures
must be designed by the
grantee to ensure compliance
with prescribed grant require-
ments and restrictions of appli-
cable laws, regulations, and
internal management policies;
to prevent illegal or unautho-
rized transactions; and to pro-
vide proper accounting records
for the expenditure of grant
funds.

7. An adequate and efficiently
operated information system
must be designed to provide
prompt, essential, and reliable
operating and financial data to
the grantee responsible for
decision-making and perfor-
mance review.

8. The performance of all duties
and functions of grantee per-
sonnel must be properly super-
vised. All performance must be
subject to adequate review
under an effective internal audit
program to determine whether
performance is effective, effi-
cient and economical and
whether management policies
are observed; applicable laws,
prescribed regulations, and
grant conditions are obeyed;
and regulations, and unautho-
rized, fraudulent, or otherwise
irregular transactions or activities
are prevented or discovered.

9. The qualifications of officials
and employees with regard to
education, training, experience,
competence, and integrity must
be appropriate for the responsi-

bilities, duties, and functions
assigned to them.

 10.Each official and employee
must be fully aware of his/her
assigned responsibilities and
understand the nature and
consequences of his/her perfor-
mance. Each must be held fully
accountable for the honest and
efficient discharge of his/her
duties and functions, including,
where applicable, the custody
and administration of funds and
property, and compliance with
grant regulations and legal
requirements.

11. Effective procedures must be
implemented for expenditure
control to ensure that needed
goods and services are ac-
quired at the lowest possible
cost; that goods and services
paid for are actually received;
that quality, quantity, and
prices are in accordance with
applicable contracts or other
authorizations by grant officials
and that such authorizations are
consistent with applicable stat-
utes, regulations, policies, and
grant requirements.

12. All funds, property, and other
resources for which the grantee
is responsible must be appropri-
ately safeguarded and periodi-
cally inventoried to prevent
misuse, unwarranted waste,
deterioration, destruction, or
misappropriation.

d. Management System. The grantees
should have a management system
meeting the following criteria:


