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	Kansas Homeland Security Grant Program (HSGP)

REQUEST TO USE HSGP FUNDS 

FOR TRAINING OR CONFERENCE ACTIVITIES

Kansas Highway Patrol, State Administrative Agency (SAA)

122 SW 7th  Topeka, KS  66603

Fax or Email Request to Training Point of Contact – Fax: 785-274-1914 – Email: daniel.p.lassley.nfg@mail.mil
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	**PLEASE TYPE OR PRINT CLEARLY – COMPLETE ALL SECTIONS**


Course Request Form
	Course Information

	Agency/Program/Regional Council:
	

	Project Manager Name:
	

	Project Manager phone:
	

	Training Name:
	

	FEMA Course Code: (L, G, K)


	

	DHS Course Code:


	

	Training Vendor:
	

	Vendor Contact Information: 
	

	Contract Number: (if existing)
	

	Location for Training:

(Address, City, County)
	

	Training POC:
	

	Core Capability/Gap being addressed with this training? (REQUIRED)
	

	Grant Year funding:
	


	Training Budget Information 

complete when HSGP funds will be used for any of the following expenditures

	Please use per/person cost estimates

	Training

Number of Instructors

_____

Anticipated Number of Participants

_____
	Instructor(s) Fee(s)
	

	
	Instructor(s) Travel
	

	
	Instructor(s) Lodging
	

	
	Vendor Fee to Deliver Course
	

	
	Grand Total Instructor Fees
	

	
	Facility Rental
	

	
	Course Materials Printed
	

	
	Course Equipment Rental
	

	
	Grand Total for Course Logistics 
	

	
	Participant Fee
	

	
	Participant Lodging
	

	
	Participant Travel
	

	
	Participant Backfill/Overtime
	

	
	Total per participant cost
	

	
	Grand Total for All Participants
	

	
	Other Costs (specify)
	

	
	Meals, food, beverages to be provided
	


Are you requesting support from KDEM Training for course activities?

   FORMCHECKBOX 
  Yes – Answer the questions in box A.1 below.
   FORMCHECKBOX 
  No – Skip to box A.2
	A.1  Course Logistics Support Requested by KS Emergency Management

	KDEM support requested

	 FORMCHECKBOX 
  Approval of Registrations for Attendance

 FORMCHECKBOX 
  Verification of completion of course pre-requisites
 FORMCHECKBOX 
  Training Materials

 FORMCHECKBOX 
  Cadre Trainers

Registration on KS-Train is REQUIRED for all vendor provided training. 
(KDEM will not provide course completion certificates for non-KDEM sponsored courses)

	The course sponsoring entity and the course provider assume all responsibility and any liability for the delivery of the course.


For all non-FEMA/DHS courses or courses provided by NDPC the following items must be submitted prior to payment being authorized.  If items are not received, funds will not be authorized for payment:

· Course Description, Scope, Purpose
· Course Duration

· Daily start and end times
· Course agenda stating begin/end times and instructors assigned to each unit
· Course Learning Objectives 

· Copy of Course materials

· Required pre-requisites

· Name of Instructor(s);
· Instructor(s) Bio:

· Instructor (s) Credentials:

· Copy of Certificates issued to participants

· Copy of sign in sheets from course

· Copy of course evaluations
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