
 
 
 
 
 

 

 

 

 

                 
 

 
 

 
 

  
  

 
 

 
  

Crime Victims Services 

Office 614-728-5260 

Fax 866-449-7527 

Crime Victim Services 

VOCA/SVAA 
Online Grant Application 

User Manual 



 
 
 
 

  
   
  

  
   
  

  
  

  
   
  
  
  

  
  
  

  
   
  
   

  
  

  
  
  
    
  
  
  

  
  

   
  
  

  
  

  
  
  
  

  
  

  
  
  
  

  
  
  

  

1. Signing In 
A. Creating an Account 
B. Welcome Screen 

2. Your Organization 
A. Create a New Organization 
B. Organization/New 

i. General Information 
ii. Document Uploads 

C. Organization/Edit 
i. Organization/Agency Basic Information 
ii. Organization/Agency Contact Information 
iii. Document Uploads 
iv. Organization Overview 

3. Your Requests 
A. Your Request/View 
B. Your Request/Project Details 

i. Project Overview 
ii. Fiscal Officer of Project 
iii. Counties Served 
iv. Priority Crime Categories and Underserved Victims 

C. Program Service Summary 
i. Coordinated Services Information 

D. Your Request/Narrative 
i. Project Description 
ii. Demographic Information 
iii. Demographic Profile – Service Area 
iv. Project Budget 
v. Budget Narrative 
vi. Budget Computation 

E. View Budget Computation 
F. Your Requests/Uploads 

i. Non-Profit Organizations only 
ii. Program Level Documentation 
iii. Additional Documentation 

G. Your Request/View 
H. Guidelines 

i. Guidelines 
ii. Certifications 
iii. Assurances 
iv. Electronic Signatures 

I. Your Request/View 
4. Your Awards/Reports 

A. Award Acceptance 
B. Award Activation 
C. Submitting Financial Reports 
D. Historical Financial Reports 

5. Your Payments 
A. List View 
B. Detail View 

6. Appendix A 



 
 
 
 

  
 

   
 

 
  

  
  
  

   
  
  
  

 
     

    
   

 
 

1. Signing In 

A. Creating an account 

• To create an account: 
o Select the green registration button 
o Enter E-mail address 
o Create a password 

 Password must be 6 Characters long 
o Enter your Job Title 
o Enter first and last name 
o Submit 

• You do not need to create an account for each grant year. Future grant 
applications will be submitted through the same account. If you have staff 
turnover and need ownership of the account transferred, please contact your 
Grant Specialist for assistance 



 
 
 
 

   

 
 

  
    
     

 
 

  
 

 
    

     
    

 

B. Welcome Screen 

• In the left hand column, select the “Your Profile” option 
• Look through your profile and verify the information is correct 
• You may start the application by selecting the “Your Organization” option in the same 

left hand column 

2. Your Organization/Agency 

A. Create a new organization 
• Select “New Organization/County” to begin the application for your organization 

o To start a submission for a program already existing in the system, select 
“New Request” 



 
 
 
 

   

 
  

    
 

  
    
    

     
   

 

 
    

 

B. Organization/New 

i. General Information 
• Enter the name of the organization that the award would officially be 

made out to 
• Enter your organization Tax ID 
• Enter 501(c)(3) status – Answer yes or no 
• Select if you are applying for SVAA, VOCA, or both 

o Even if your organization is applying for both VOCA and SVAA 
funds, only one application is needed 

The red bar indicates a required field. You will be unable to continue with the 
application until this field has been completed 



 
 
 
 

   
 

 
 

     
    
      

    
 

     
  

 
 
  

ii. Document Uploads 

• In this area, you can associate documents with your organization 
• You only need to provide the items that apply to your organization 
• If you experience difficulty uploading documents, move on with the 

application. Your grant specialist will follow up with you to obtain the 
documents 

• To add a document for a given field, select “Choose file” then navigate and 
select the document that you wish to add 



 
 
 
 

  
 

   
 

 
 

     
 

    
     

 
  

 

 
 

   
      

 
  
  

C. Organization/Edit 

i. Organization/Agency Basic Information 

• 501(c)(3)? – Answer Yes or No depending whether the organization has 
501(c)(3) status 

• Enter agency Tax ID number 
• Select the Grant type/types for which the organization is applying 

ii. Organization/Agency Contact Information 

• Enter the address of your organization 
• Enter the fax number, county, country, and crisis line number for your 

organization, if applicable 



 
 
 
 

  
 

 
 

    
 

 
 

  
 

  
 

 
  

 

iii. Document Uploads 

• Use this area to upload any documents that are applicable to your 
organization 

iv. Organization Overview 

• Review information then select “New Request” 

3. Your Request 



 
 
 
 

  
  

     

 
 

    
  

 
 
 

  
  

 

 
    

  
  
    
     

  
     

  
      

 
   

 
  

A. Your Request/New 
• On the left hand column, select the “Your Requests” option 

o On the following screen, select “New Request” 

• Select Applicant, Organization, Project Title, and Grant type 
• Select “Save and Continue” 

B. Your Request/Project Details 
i. Project Overview 

• Prior funding – Have you received funding for SVAA or VOCA in the past? 
Select yes or no 

• Type of Applicant 
• Type of Application – Select VOCA or SVAA or both 
• Assistance Establishment Date - Date that your organization began offering 

services to the public. Estimate month and day if unknown 
• Ohio House District(s) - In reference to the districts that your organization 

provides services. Use commas for multiple districts 
• Ohio Senate District(s) - In reference to the districts that your organization 

provides services 
• Ohio Congressional District(s) 



 
 
 
 

   
 

 
    

 
  

 
 

      
     

    
 

   
 
 
 
 
 

ii. Fiscal Officer of Project 

• Enter the information for the Fiscal Officer for your organization 

iii. Counties Served 

• Current - Select counties you are currently serving 
• Proposed - Select all counties that you would be serving if you receive grant 

funding, including counties that you are currently serving and would continue 
to serve 
o Holding “Ctrl” as you select will allow you to select multiple counties 



 
 
 
 

   
 

 
 

      
 

  
  
  
  

 

iv. Priority Crime Categories and Underserved Victims 

• Enter the percentages of your service aimed at the following crime 
categories 
o Child Abuse 
o Sexual Assault 
o Domestic Violence 
o Other 



 
 
 
 

   

 
 

         
 

     
 

    
 

     
     
     

  

C. Program Service Summary 

• Pick – Select the primary services of your program. You can select more than one if 
needed 

o A new dropdown of subprograms will appear once a primary service is 
selected 

• Select all types of criminal victimization categories your agency projects to serve for 
the grant period 

• Select all types of services to be provided by your agency for this grant period 
• Please explain how you will serve these clients 
• Select all types of services to be provided by your agency 



 
 
 
 

  
 

 
     
   

   
  
  
  

  

i. Coordinated Services Information 

• Ask for name of individuals that are familiar with your services 
• Grant Specialist will contact individuals that are listed 

o Judge or Court Administrators 
o Law Enforcement 
o City/County Prosecutor 
o Other Victim Service Provider 



 
 
 
 

  
 

 
 

  
     

    
    
   

   
 

   
  

 
      

 

D. Your Request/ Narrative 

i. Project Description 
• Summarize your organization’s current mission, capabilities, and experience, 

and the need for its continued service 
• Describe the population with which your organization typically works 
• List the organizations with which your program partners, and describe how 

you will work with them in the coming year to better serve all crime victims in 
your community 

• Describe your organization’s commitment and capacity to continue the 
program if VOCA and/or SVAA funding were no longer available 

The essay questions do not have minimum or maximum word or character limits 



 
 
 
 

  
 

 
     

   
      

 

ii. Demographic Information 

• Enter in the demographic information as it applies to your organization 
volunteer, staff, and board members (if applicable) 

• Leave an entry blank to indicate a zero (0) 



 
 
 
 

    
 

 
 

    
    

 
   

   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

iii. Demographic Profile - Service Area 

• Please provide the demographic data for the counties that you serve 
• If you serve more than one county, selecting “Add Service Area” will give you 

a new line 
• If you are a statewide organization, under name of service area, note that you 

serve all counties, and then provide the combined demographic information 
for all the counties 



 
 
 
 

  
 

 
 

    
   

  
     

  
     
    
    
   

  
 

 
 

iv. Project Budget 

• Organization/Agency Budget Information 
o Upload your organization’s entire budget for the next fiscal year 

• Program Specific Budget Information 
o Enter in information specifically for the victim assistance program 

for which you are requesting VOCA or SVAA funds 
 Federal - Enter all projected federal grants 
 State – Enter all projected state grants 
 Local – Enter all projected local grants 
 Other Revenue – List other sources of income contributing to 

the victim assistance program for which you are requesting 
VOCA or SVAA funds 



 
 
 
 

  
 

 
 

   
     

   
 

v. Budget Narrative 

• Describe and justify all costs. Explain how costs were estimated and consider 
their reasonableness. Discuss fringe benefits for employees and describe the 
source of cash or in-kind match 



 
 
 
 

  
 

 
 

  
 
 
 
 

  
 

 
   
       
     
    
  
     

   
   
      

 
   

    
 

vi. Budget Computation 

• Select “View budget computation” 

E. View Budget Computation 

• Select “Add cost” 
• Cost Category - Select the category for the specific cost 
• Cost item – describe the cost 
• Cost per Unit/Hour 
• Units/hours 
• Type – Select VOCA or SVAA 

o Additional match questions will be provided for VOCA selection 
• Select blue “Add Cost” button to add a new cost 
• When all costs have been added, select the “submit” button at the bottom of the 

chart 
o Budget for any payroll raises that you plan for employees. No budget 

adjustments can be made for payroll raises after a grant is active 



 
 
 
 

  
  

   

 
   

 
  

 
 

   
    

 
  

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
  

F. Your Request/ Uploads 

i. Non-Profit Organizations only 

• Attach document then select “Save and continue” 

ii. Program Level Documentation 

• Job descriptions for personnel listings 
• Samples for materials to be printed 

iii. Additional Documentation 

• Attach Request for Volunteer Waiver, if applicable 



 
 
 
 

  
 

 
 

   
    

G. Your Request/View 

• Review information and verify the information in the application is correct 
• If information is correct, select “Proceed to Submission” 



 
 
 
 

  

 
 

     
    

 
 
 
 
 

H. Guidelines 

• Review the guidelines for VOCA and SVAA grants 
• Some language has changed, but the general rules have not 



 
 
 
 

  
 

 
     
     
  

 
  

 

 
     

 
 

 

i. Guidelines 

• Select "I Agree" if you agree with the guidelines 
• Enter the title of the person signing/submitting the application 
• Enter the date of submission 

ii. Certifications 

• An authorized official must sign the digital signature for the 
application. Your organization will determine who may sign this 
document 



 
 
 
 

  
 

   
   
  

  

 
 

      
  

 
 
 
 
 
 
 
 
 
 
 
 
 

iii. Assurances 

• Select "I Agree" if you agree with guidelines 
• Type in electronic signature 
• Date submitted 

• Read through the assurances, and have an Authorized Official sign with a 
digital signature 



 
 
 
 

  
 

 
 

      
  

 
 
 
 
 
 
 
 
 
 

iv. Electronic Signatures 

• Read through the certifications, and select “I agree” 
o This will submit your application 



 
 
 
 

 
 

 
 

  
 

I.     Your Request/View 

This is the summary screen confirming that your request was submitted 



 
 
 
 

  
   
     

 
 

    
      

 

To confirm submission: 
• Go to “Your Requests” 
• Completed Applications can be found under Submitted Requests 

• You will also receive an E-mail confirming submission 
o If we have any follow up questions, we will contact you 



 
 
 
 

   

  

 
     

  
 

 
  

 
      

   

 
      

 
     

   
    

 
     

   
    

   
    

 
    

  
 

  
   

 
   

      

4. Your Awards/Reports 

A. Award Acceptance 

1. If a grant award is made to you, you will receive an email notifying you that a grant award 
is ready for your acceptance. You will need to login to the grant portal to accept the 
award 

2. Click ‘Your Awards/Reports’ on the left bar 

3. The items under the ‘VOCA Awards’ and ‘SVAA Awards’ will show you the amount 
awarded and provide a link to accept the awards 

4. To accept an award, click on the ‘Award Documents’ button 

5. The page you are brought to will contain a number of items you can interact with 
a. ‘Click here to view/print the approved budget’ 

i. Clicking this link will open a new tab/window in your internet browser 
showing the detailed budget items as approved 

b. ‘Special Conditions 11, 12, 13, 14, 15, 17, 18, 19, 20, 21, 22, 23, and 24’ 
i. Before accepting the award, next to each of these items is a red icon, 

meaning that you have not yet accepted the Special Condition 
ii. To accept the Special Condition, click ‘Edit Document’ to the right 
iii. You will need to fill out some information and click the ‘save’ or ‘submit’ 

button afterwards 
iv. Each Special Condition item will have a box at the bottom to fill out if the 

Special Condition is not applicable to your organization. If you are exempt 
from the Special Condition, please advise in this box, click the ‘complete’ 
box, and save/submit the form 

v. A description of each Special Condition can be found in the appendix of 
this document 

vi. When you have completed a Special Condition, you will be brought back 
to the summary page and the document will have a green check mark 



 
 
 
 

 
 

       
      

  
 

      
      

   
      
    

    
 

 
       

 
 

    
  

 
     

   

6. Four documents must be printed, filled out, signed with blue ink, and returned to our 
office by U.S. mail. These documents are Special Conditions 9, 10, and 16 and the Grant 
Award Acceptance document 

7. The Grant Award Acceptance document displays the grant items and matching 
requirements you are agreeing to. During the awarding process, some costs may have 
been changed by Attorney General staff to fit within the goals and funding amounts 
available. Pay close attention to this document – once accepted, costs may not be easily 
changed. If any organizational information is incorrect or you wish to edit the costs 
presented within the Grant Award Acceptance document, please note the changes on the 
document or attach additional sheets 

8. Click the document name to download. Then print, fill out, and return to the address on 
the portal page 

9. Once you have completed all electronic documents and have prepared/sent all paper 
documents, click the yellow ‘Submit’ button at the bottom of the page 

10. The final form to complete is the Award Acceptance Form. Use the dropdown box to 
either accept or decline the grant award and click the Submit button 



 
 
 
 

  
 

        
   

 
     

 
 

      
 

     
 

  
 

 
 

 

 
  

B. Award Activation 

1. Once all required Special Conditions are submitted and approved by the Ohio Attorney 
General’s Office, you will receive notification that your award has been activated 

2. When the award is activated, you may begin submitting financial reports for periods that 
have already completed 

3. VOCA reports are due within 15 days of the close of a month 

4. SVAA reports are due quarterly, on January 15, April 15, July 15, and October 15 

C. Submitting Financial Reports 

1. Under ‘Your Financial Reports’, click ‘Edit’ next to the financial report you are ready to 
submit 



 
 
 
 
 
 

       
  

 
 

 
  

2. You will be brought to the ‘Costs’ screen, which will show details on the cost item, any 
matching requirements, and the amount of grant funds remaining for that cost item. 
Additionally, this screen will show the match used-to-date and the amount of match that 
remains to be used over the grant year 



 
 
 
 

   
 

 
 
  

3. Click ‘Edit Expenditures’ to enter the form where you will report on the grant and match 
amounts used over the period 



 
 
 
 

     
      

  
  

 
 

     
 

      
 

      
    

     
  

  

4. For each cost item, enter the amount of VOCA or SVAA funds spent during the period. 
Also include any matching amounts used. The ‘Save and Continue’ button will NOT 
submit the grant report. You can use this button to save the numbers you have entered 
and see a summary of your report so far 

5. Clicking ‘Back’ will return you to the expenditures form in Step Three 

6. Clicking ‘Back’ once more will return you to the financial report form in Step Two 

7. At this point, all of the expenditures entered have been saved, but not submitted. You 
may print this page or exit the system before submitting. When you are ready to submit, 
type your electronic signature in the provided box and click ‘Submit’. This will submit and 
finalize your financial report 



 
 
 
 

  
 

    
 

    
 

 

 
 

    
 

 
 

    
      

 
      

  
 

       
  

  
      

  
  

  

D. Historical Financial Reports 

1. Click the link under ‘Historical Financial Reports’ at the bottom of the page 

2. You will be directed to a page showing all financial reports for any grant you have had 
since 10/1/2014 

3. Clicking the blue text under ‘Progress Report’ will show the detailed financial report 
submitted by your organization 

4. The status shown can be one of several options 
i. Requested – this is a financial report that you have not yet submitted. It is 

likely for a period that is not yet complete 
ii. Submitted – The report has been submitted by your organization. A ‘Date 

Submitted’ will appear next to the status, showing the date the financial 
report was completed 

iii. Rejected – The financial report has been sent back to you for correction 
before a payment can be processed. An email with comments is 
automatically generated when a financial report is rejected 

iv. Payment Generated – The financial report has been used to begin the 
payment process. The payment may not yet be completed; check your 
payment status for additional information 



 
 
 
 

  
 

  
 

   
   

 
    

 
    

 
      

 
      

 
    

  
 

 
 
  

5. Your Payments 

A. List View 

1. Clicking the ‘Your Payments’ button on the left panel will present a list of all payments 
processed for grants initiating on or after 10/1/14 

2. Payment status will be either ‘Created’ or ‘Finalized’. 

i. ‘Created’ payments have begun being processed but are not yet complete 

ii. ‘Finalized’ payments have been confirmed as being deposited 

3. ‘Scheduled Date’ is a field that will be updated after a payment is created. This is the 
date the payment is scheduled to be deposited in your bank. Accounting system 
limitations do not allow us to have this information until 5 – 10 business days after the 
payment has been created 



 
 
 
 

  
 

    
 

      
     

 
     

   
 

 
  

B. Detail View 

1. In “List View”, click the blue link next to the payment for which you want a detailed view 

2. This view will show additional information, such as the date and time the payment was 
last updated or a checkbox to indicate a payment has been confirmed as complete 

3. Any comments from Attorney General staff about the timing or amount of the payment, if 
they vary from expected, will also appear on this view 



 
 
 
 

   
 

   
 

    
     

 
   

 
   

   
 

  
 

    
  

 
 

  
 

      
     

 
 

  
 

    
 

 
  

 
       

 
 

  
 

     
 

 
  

 
    

 
 
  

Appendix A – Special Conditions Documents 

• Special Condition 11 

o This document allocates grant funds across crime categories, identifies types of 
victims served, and the services provided through a project 

• Special Condition 12 

o Grant regulations prohibit clients from being charged for services provided by 
VOCA/SVAA funding. Any deviation from this policy must be approved in advance 

• Special Condition 13 

o This document must be signed by grantees using funds for rental costs. The grantee 
is certifying that the rental cost being charged to the grant is consistent with the 
prevailing rate in the local area 

• Special Condition 14 

o Grantees may be required to provide information on fidelity bonding or a collateral 
security deposit. This document collects information on the fidelity bond or collateral 
security deposit 

• Special Condition 15 

o This certification is an agreement to provide information on and inform clients of the 
Victim Information Notification Everyday (VINE) system 

• Special Condition 17 

o To accept a grant award, organization must certify that they do not have any 
unresolved federal and/or state debt 

• Special Condition 18 

o Federal grant assurances; these assurances also appeared as part of the grant 
application process 

• Special Condition 19 

o Subrecipient organization eligibility requirements; these requirements also appeared 
as part of the grant application process 



 
 
 
 

  
 

     
 

  
 

    
 

  
 

  
 

     
 

 
  

 
   

    
 

 
  

 
    

   
 

  
 

    
 

 
  

 
      

 
   

 
 

  
 

  
  
   

  
 

 
   

 

• Special Condition 20 

o Contact information and an agreement to report suspected grant fraud and abuse 

• Special Condition 21 

o Subrecipients must agree to work with statewide organizations and accept 
recommended technical assistance and/or training if required as part of the 
recommendations following a programmatic or financial site visit 

• Special Condition 22 

o Subrecipients may have to provide information on their compliance with federal civil 
rights statutes 

• Special Condition 23 

o Non-profit organizations must provide Board President contact information and an 
updated copy of their Board Bylaws. Non-profits must also agree to distribute an 
Attorney General publication to charity board members 

• Special Condition 24 

o Subrecipients may be required to disclose executive compensation as part of their 
requirements under the Federal Funding Accountability and Transparency Act (FFATA) 

• Special Condition 9 

o Grantees may have to disclose their lobbying activities. Note that this form may not 
be submitted electronically 

• Special Condition 10 

o Subrecipients may have to certify that they are not debarred, suspended, proposed 
for debarment, declared ineligible, or are voluntarily excluded from participation from 
receiving a grant award by any Federal department or agency. Note that this form 
may not be submitted electronically 

• Special Condition 16 

o To accept the grant award, subrecipients may have to certify their compliance with 
regulations issued by the Office for Civil Rights (OCR), Office of Justice Programs 
(OJP), U.S. Department of Justice. Subrecipients may also be required to submit an 
EEOP as part of this Special Condition. Note that this form may not be submitted 
electronically 

• Grant Award and Acceptance 



 
 
 
 

        
  

     
     

 

o Grantees must agree to accept the award amount and explicit costs noted on this 
form. Grantees who would prefer the cost items be changed before accepting the 
award should note the changes on this form, as a written attachment, or via email in 
advance of award acceptance. Note that this form may not be submitted 
electronically 
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	Select all types of services to be provided by your agency 


	i. Coordinated Services Information 
	Figure
	• 
	• 
	• 
	Ask for name of individuals that are familiar with your services 

	• 
	• 
	• 
	Grant Specialist will contact individuals that are listed 

	o 
	o 
	o 
	Judge or Court Administrators 

	o 
	o 
	Law Enforcement 

	o 
	o 
	City/County Prosecutor 

	o 
	o 
	Other Victim Service Provider 




	D. 
	Your Request/ Narrative 

	Figure
	i. Project Description 
	• 
	• 
	• 
	Summarize your organization’s current mission, capabilities, and experience, and the need for its continued service 

	• 
	• 
	Describe the population with which your organization typically works 

	• 
	• 
	List the organizations with which your program partners, and describe how you will work with them in the coming year to better serve all crime victims in your community 

	• 
	• 
	• 
	Describe your organization’s commitment and capacity to continue the program if VOCA and/or SVAA funding were no longer available 

	ii. Demographic Information 
	• 
	• 
	• 
	Enter in the demographic information as it applies to your organization volunteer, staff, and board members (if applicable) 

	• 
	• 
	Leave an entry blank to indicate a zero (0) 


	iii. Demographic Profile -Service Area 

	• 
	• 
	Please provide the demographic data for the counties that you serve 

	• 
	• 
	If you serve more than one county, selecting “Add Service Area” will give you a new line 

	• 
	• 
	• 
	If you are a statewide organization, under name of service area, note that you serve all counties, and then provide the combined demographic information for all the counties 

	iv. Project Budget 
	• 
	• 
	• 
	• 
	Organization/Agency Budget Information 

	o Upload your organization’s entire budget for the next fiscal year 

	• 
	• 
	Program Specific Budget Information 


	o Enter in information specifically for the victim assistance program for which you are requesting VOCA or SVAA funds 
	
	
	
	

	Federal -Enter all projected federal grants 

	
	
	

	State – Enter all projected state grants 

	
	
	

	Local – Enter all projected local grants 

	
	
	

	Other Revenue – List other sources of income contributing to the victim assistance program for which you are requesting VOCA or SVAA funds 


	v. Budget Narrative 

	• 
	• 
	• 
	Describe and justify all costs. Explain how costs were estimated and consider their reasonableness. Discuss fringe benefits for employees and describe the source of cash or in-kind match 

	vi. Budget Computation 

	• 
	• 
	Select “View budget computation” 


	The essay questions do not have minimum or maximum word or character limits 
	Figure
	Figure
	Figure
	Figure
	Figure
	E. 
	View Budget Computation 

	Figure
	• 
	• 
	• 
	Select “Add cost” 

	• 
	• 
	Cost Category -Select the category for the specific cost 

	• 
	• 
	Cost item – describe the cost 

	• 
	• 
	Cost per Unit/Hour 

	• 
	• 
	Units/hours 

	• 
	• 
	• 
	Type – Select VOCA or SVAA 

	o Additional match questions will be provided for VOCA selection 

	• 
	• 
	Select blue “Add Cost” button to add a new cost 

	• 
	• 
	When all costs have been added, select the “submit” button at the bottom of the chart 


	o Budget for any payroll raises that you plan for employees. No budget adjustments can be made for payroll raises after a grant is active 
	F. 
	Your Request/ Uploads 

	i. Non-Profit Organizations only 
	Figure
	• Attach document then select “Save and continue” 
	ii. Program Level Documentation 
	Figure
	• 
	• 
	• 
	Job descriptions for personnel listings 

	• 
	• 
	Samples for materials to be printed 


	iii. Additional Documentation 
	• Attach Request for Volunteer Waiver, if applicable 
	• Attach Request for Volunteer Waiver, if applicable 
	G. 
	Your Request/View 


	Figure
	• 
	• 
	• 
	Review information and verify the information in the application is correct 

	• 
	• 
	• 
	If information is correct, select “Proceed to Submission” 

	H. 
	Guidelines 


	• 
	• 
	Review the guidelines for VOCA and SVAA grants 

	• 
	• 
	Some language has changed, but the general rules have not 


	Figure
	i. Guidelines 
	Figure
	• 
	• 
	• 
	Select "I Agree" if you agree with the guidelines 

	• 
	• 
	Enter the title of the person signing/submitting the application 

	• 
	• 
	Enter the date of submission 


	ii. Certifications 
	Figure
	• An authorized official must sign the digital signature for the application. Your organization will determine who may sign this document 
	iii. Assurances 
	• 
	• 
	• 
	Select "I Agree" if you agree with guidelines 

	• 
	• 
	Type in electronic signature 

	• 
	• 
	Date submitted 


	Figure
	• Read through the assurances, and have an Authorized Official sign with a digital signature 
	iv. Electronic Signatures 
	Figure
	• Read through the certifications, and select “I agree” 
	o This will submit your application 
	I.     
	Your Request/View 

	Figure
	This is the summary screen confirming that your request was submitted 
	To confirm submission: 
	• 
	• 
	• 
	Go to “Your Requests” 

	• 
	• 
	Completed Applications can be found under Submitted Requests 


	Figure
	• You will also receive an E-mail confirming submission 
	o If we have any follow up questions, we will contact you 

	4. Your Awards/Reports 
	4. Your Awards/Reports 
	A. Award Acceptance 
	1. 
	1. 
	1. 
	If a grant award is made to you, you will receive an email notifying you that a grant award is ready for your acceptance. You will need to login to the grant portal to accept the award 

	2. 
	2. 
	Click ‘Your Awards/Reports’ on the left bar 

	3. 
	3. 
	The items under the ‘VOCA Awards’ and ‘SVAA Awards’ will show you the amount awarded and provide a link to accept the awards 

	4. 
	4. 
	To accept an award, click on the ‘Award Documents’ button 

	5. 
	5. 
	5. 
	The page you are brought to will contain a number of items you can interact with 

	a. 
	a. 
	a. 
	a. 
	‘Click here to view/print the approved budget’ 

	i. Clicking this link will open a new tab/window in your internet browser showing the detailed budget items as approved 

	b. 
	b. 
	‘Special Conditions 11, 12, 13, 14, 15, 17, 18, 19, 20, 21, 22, 23, and 24’ 


	i. Before accepting the award, next to each of these items is a red icon, meaning that you have not yet accepted the Special Condition 
	ii. To accept the Special Condition, click ‘Edit Document’ to the right 
	iii. You will need to fill out some information and click the ‘save’ or ‘submit’ button afterwards 
	iv. 
	iv. 
	iv. 
	Each Special Condition item will have a box at the bottom to fill out if the Special Condition is not applicable to your organization. If you are exempt from the Special Condition, please advise in this box, click the ‘complete’ box, and save/submit the form 

	v. 
	v. 
	A description of each Special Condition can be found in the appendix of this document 


	vi. When you have completed a Special Condition, you will be brought back to the summary page and the document will have a green check mark 

	6. 
	6. 
	Four documents must be printed, filled out, signed with blue ink, and returned to our office by U.S. mail. These documents are Special Conditions 9, 10, and 16 and the Grant Award Acceptance document 

	7. 
	7. 
	The Grant Award Acceptance document displays the grant items and matching requirements you are agreeing to. During the awarding process, some costs may have been changed by Attorney General staff to fit within the goals and funding amounts available. Pay close attention to this document – once accepted, costs may not be easily changed. If any organizational information is incorrect or you wish to edit the costs presented within the Grant Award Acceptance document, please note the changes on the document or 

	8. 
	8. 
	Click the document name to download. Then print, fill out, and return to the address on the portal page 

	9. 
	9. 
	Once you have completed all electronic documents and have prepared/sent all paper documents, click the yellow ‘Submit’ button at the bottom of the page 

	10. 
	10. 
	The final form to complete is the Award Acceptance Form. Use the dropdown box to either accept or decline the grant award and click the Submit button 


	Figure
	Figure
	B. Award Activation 
	1. 
	1. 
	1. 
	Once all required Special Conditions are submitted and approved by the Ohio Attorney General’s Office, you will receive notification that your award has been activated 

	2. 
	2. 
	When the award is activated, you may begin submitting financial reports for periods that have already completed 

	3. 
	3. 
	VOCA reports are due within 15 days of the close of a month 

	4. 
	4. 
	SVAA reports are due quarterly, on January 15, April 15, July 15, and October 15 


	C. Submitting Financial Reports 
	1. 
	1. 
	1. 
	Under ‘Your Financial Reports’, click ‘Edit’ next to the financial report you are ready to submit 

	2. 
	2. 
	You will be brought to the ‘Costs’ screen, which will show details on the cost item, any matching requirements, and the amount of grant funds remaining for that cost item. Additionally, this screen will show the match used-to-date and the amount of match that remains to be used over the grant year 

	3. 
	3. 
	Click ‘Edit Expenditures’ to enter the form where you will report on the grant and match amounts used over the period 

	4. 
	4. 
	For each cost item, enter the amount of VOCA or SVAA funds spent during the period. Also include any matching amounts used. The ‘Save and Continue’ button will NOT submit the grant report. You can use this button to save the numbers you have entered and see a summary of your report so far 

	5. 
	5. 
	Clicking ‘Back’ will return you to the expenditures form in Step Three 

	6. 
	6. 
	Clicking ‘Back’ once more will return you to the financial report form in Step Two 

	7. 
	7. 
	At this point, all of the expenditures entered have been saved, but not submitted. You may print this page or exit the system before submitting. When you are ready to submit, type your electronic signature in the provided box and click ‘Submit’. This will submit and finalize your financial report 


	Figure
	Figure
	Figure
	Figure
	D. Historical Financial Reports 
	1. 
	1. 
	1. 
	Click the link under ‘Historical Financial Reports’ at the bottom of the page 

	2. 
	2. 
	You will be directed to a page showing all financial reports for any grant you have had since 10/1/2014 

	3. 
	3. 
	Clicking the blue text under ‘Progress Report’ will show the detailed financial report submitted by your organization 

	4. 
	4. 
	The status shown can be one of several options 


	Figure
	Figure
	i. Requested – this is a financial report that you have not yet submitted. It is likely for a period that is not yet complete 
	ii. Submitted – The report has been submitted by your organization. A ‘Date Submitted’ will appear next to the status, showing the date the financial report was completed 
	iii. Rejected – The financial report has been sent back to you for correction before a payment can be processed. An email with comments is automatically generated when a financial report is rejected 
	iv. Payment Generated – The financial report has been used to begin the payment process. The payment may not yet be completed; check your payment status for additional information 

	5. Your Payments 
	5. Your Payments 
	A. List View 
	1. 
	1. 
	1. 
	Clicking the ‘Your Payments’ button on the left panel will present a list of all payments processed for grants initiating on or after 10/1/14 

	2. 
	2. 
	2. 
	Payment status will be either ‘Created’ or ‘Finalized’. 

	i. ‘Created’ payments have begun being processed but are not yet complete 
	ii. ‘Finalized’ payments have been confirmed as being deposited 

	3. 
	3. 
	‘Scheduled Date’ is a field that will be updated after a payment is created. This is the date the payment is scheduled to be deposited in your bank. Accounting system limitations do not allow us to have this information until 5 – 10 business days after the payment has been created 


	Figure
	B. Detail View 
	1. 
	1. 
	1. 
	In “List View”, click the blue link next to the payment for which you want a detailed view 

	2. 
	2. 
	This view will show additional information, such as the date and time the payment was last updated or a checkbox to indicate a payment has been confirmed as complete 

	3. 
	3. 
	Any comments from Attorney General staff about the timing or amount of the payment, if they vary from expected, will also appear on this view 


	Figure

	Appendix A – Special Conditions Documents 
	Appendix A – Special Conditions Documents 
	• 
	• 
	• 
	• 
	Special Condition 11 

	o This document allocates grant funds across crime categories, identifies types of victims served, and the services provided through a project 

	• 
	• 
	• 
	Special Condition 12 

	o Grant regulations prohibit clients from being charged for services provided by VOCA/SVAA funding. Any deviation from this policy must be approved in advance 

	• 
	• 
	• 
	Special Condition 13 

	o This document must be signed by grantees using funds for rental costs. The grantee is certifying that the rental cost being charged to the grant is consistent with the prevailing rate in the local area 

	• 
	• 
	• 
	Special Condition 14 

	o Grantees may be required to provide information on fidelity bonding or a collateral security deposit. This document collects information on the fidelity bond or collateral security deposit 

	• 
	• 
	• 
	Special Condition 15 

	o This certification is an agreement to provide information on and inform clients of the Victim Information Notification Everyday (VINE) system 

	• 
	• 
	• 
	Special Condition 17 

	o To accept a grant award, organization must certify that they do not have any unresolved federal and/or state debt 

	• 
	• 
	• 
	Special Condition 18 

	o Federal grant assurances; these assurances also appeared as part of the grant application process 

	• 
	• 
	• 
	Special Condition 19 

	o Subrecipient organization eligibility requirements; these requirements also appeared as part of the grant application process 

	• 
	• 
	• 
	Special Condition 20 

	o Contact information and an agreement to report suspected grant fraud and abuse 

	• 
	• 
	• 
	Special Condition 21 

	o Subrecipients must agree to work with statewide organizations and accept recommended technical assistance and/or training if required as part of the recommendations following a programmatic or financial site visit 

	• 
	• 
	• 
	Special Condition 22 

	o Subrecipients may have to provide information on their compliance with federal civil rights statutes 

	• 
	• 
	• 
	Special Condition 23 

	o Non-profit organizations must provide Board President contact information and an updated copy of their Board Bylaws. Non-profits must also agree to distribute an Attorney General publication to charity board members 

	• 
	• 
	• 
	Special Condition 24 

	o Subrecipients may be required to disclose executive compensation as part of their requirements under the Federal Funding Accountability and Transparency Act (FFATA) 

	• 
	• 
	• 
	Special Condition 9 

	o Grantees may have to disclose their lobbying activities. Note that this form may not be submitted electronically 

	• 
	• 
	• 
	Special Condition 10 

	o Subrecipients may have to certify that they are not debarred, suspended, proposed for debarment, declared ineligible, or are voluntarily excluded from participation from receiving a grant award by any Federal department or agency. Note that this form may not be submitted electronically 

	• 
	• 
	• 
	Special Condition 16 

	o To accept the grant award, subrecipients may have to certify their compliance with regulations issued by the Office for Civil Rights (OCR), Office of Justice Programs (OJP), U.S. Department of Justice. Subrecipients may also be required to submit an EEOP as part of this Special Condition. Note that this form may not be submitted electronically 

	• 
	• 
	Grant Award and Acceptance 


	o Grantees must agree to accept the award amount and explicit costs noted on this form. Grantees who would prefer the cost items be changed before accepting the award should note the changes on this form, as a written attachment, or via email in advance of award acceptance. Note that this form may not be submitted electronically 




