FY2016 EMPG APPLICATION PACKAGE DOCUMENTATION CHECKLIST:

What to submit when you apply for this year’s annual EMPG project:
· 2-page FY16 Application Form, signed (by County EM and Authorized Official [County Commissioner/Administrator/Sheriff]

· Be sure to list all EM-related Personnel whose Salary and Benefits expense will be charged to the grant.  Do not list all of your other EM-related personnel unless you will charge other general EM expenses (Supplies, Travel, Other) to your EMPG Grant.    

· Submit a current Position Description for each person listed on your EMPG Application.

· The Application Form now requires the Federally-mandated DUNS number associated with your County’s Emergency Management office.  Information on DUNS numbers can be found at:  https://www.whitehouse.gov/sites/default/files/omb/grants/duns_num_guide.pdf
· Proposed, estimated annual FY16 Statement of Work for everything you will do for the whole 2016 calendar year.  (You will submit updates of your actual work activities in the quarterly reports later on).  
· Proposed FY16 Budget form for whole 2016 calendar year (using last year’s grant allocation for your estimated allocation for the new grant year).
Notes on Submitting Your EMPG Application Package:
· All of the above forms should be submitted together as a grant application package with this completed checklist on top.  We cannot send your county FY16 EMPG grant award letter until your application package is accurate and complete.  The completed application packages are due back to KDEM no later than 18 July 2016.  

· You may submit the application package electronically (scan your signed forms and send via e-mail), or via fax or regular mail.  It is not necessary to use overnight mail or registered mail.  Please do not submit via more than one method at a time—for example, some counties will mail us a big envelope and then e-mail the entire package too.  Then we have to compare every single page to see if there were any changes, etc.    

· All forms containing a signature line must be signed and dated where indicated.  FEMA auditors usually say application forms are not valid unless signed.  
· The updated FY16 EMPG forms can also be found on our website at: http://www.kansastag.gov/KDEM.asp?PageID=411
· If you have any questions, please contact me.  

My current contact info:

Bret Rowe, EMPG Coordinator

Kansas Division of Emergency Management

2800 SW Topeka Blvd.

Topeka, KS  66611

e-mail: bret.a.rowe.nfg@mail.mil
desk phone: (785) 646-1405 (with voice mail)

cell: (785) 207-9066
fax: (785) 274-1426
