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GETTING STARTED

USING YOUR PARTICIPANT GUIDE

Ty 12
Srecar

This guide is designed as reference guide to help you use
the Grants Management System (GMS) to report confer-
ences. Most pages will follow the same basic format:

CLOSEOUT REQUIREMENTS

K1 S ki e b gl s Dt
=

On the left page, you will find figures such as screenshots
and diagrams. Often, figures will be annotated in red to
highlight important concepts.

On the right, text provides information and instructions
related to each topic. References inred [e.g., (Fig. 1), (A)]
correspond with the annotations on associated figures.

Additionally, the right page provides space for you to add
your own notes and customize the material for your individ-
val position and office.

ICONS
Throughout this book, the following icons will highlight important information and concepts:

Policies & Procedures
Guidance summarized from the Grant Managers
Manual (GMM).

Call User Support/Helpdesk
Guidelines for when you may need user support or
the GMS Helpdesk in order to resolve an issue.

Point of Contact
Key individuals you will need to communicate with in
order to complete processes and actions.

How To...
Step-by-step directions for completing GMS
actions or processes.

PROGRAM OFFICE POLICY AND PROCEDURES

Training material reflects the Office of Justice Programs (OJP) standard policy and procedures as outlined in the OJP
Financial Guide.
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How To ACCESs GMS

1. Goto https://grants.ojp.usdoj.qov/.

2. Enteryourindividual GMS username and password.

3. Click login.

T (O}

Applicant Sign In

If you have trouble logging in or need to have your password re-
set, call or email the GMS helpdesk: (888) 549-9901 (option 3)
or gms.helpdesk@usdoj.gov

WHAT IS GMS?

The Community Partnership Grants Management System (or GMS) is a web-based , data-driven computer appli-
cation that provides cradle-to-grave support for the application, award, and management of grants at OJP. It con-
sists of several modules (Applications, Award Processing, Peer Review, Grant Adjustment Notice, Financial Report-
ing, Progress Reporting, and Closeouts) that correspond with different stages of the grants process. Applicants and
grantees can access GMS using the external interface. Additionally, GMS interacts with several external applica-
tions (e.g., Peer Review, PAPRS, etc.) that also facilitate the grant process.

ACCESSING GMS

You will need to access GMS to enter and submit your Event Report. https://grants.ojp.usdoj.gov/.
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INTRODUCTION TO CONFERENCE COST REPORTING

Fig. 1: Grant Management System Home

Grant Management System Home

Mehe e leoe | all programs you are currently participating in are listed below, To reduce the size of program listing, choose from the
i g :
s | following criteria and press the Refresh button,

Applications
Year Solicitation
wictim Al = IA” x| PRefres

| Compensation
| Certification

7J Office of Justice Pragrams has many other funding opportunities that you may be eligible for. To review these opportuniti
7 ortostart a new application click on Eunding Opportunities.

i Atwards |

| i | NLJ FYD9 Office of Research and Evaluation Continuations

| Cpportunities | Year Application No. Status Correspondence Acti
EEE I Applicat brnitted and last updated on 04/05/2009 B Mesh ey

| Grant adjustments | | 2009 | 2008-90813-0R-11 X GECIEE B T S TR e S wie

e e Cormpose message

Event Planning and
Reporting

OJA' F¥Y 07 Family Drug Courts Program

| Secierane | Year Application No. Status Gorrespondence Acti
s | o007 2009-50375-0R-DC # Application submitted and last updated on 04/03/2009 Mo Messages .

| | Compose message

I Closeouts |

0JJDP FY 07 Family Drug Courts Program

Year Application No. Status Correspondence Acti
e — No Messages
| - - - . o007 5009-E0377-OR-DC ® Application submitted and last updated on 04/05/2009 e
- Lhange Fassward | Cormpase message

! Log off |

0JJDP FY 07 Family Drug Courts Prog

Year Application No. Grant Management System Home
Help/Frequentl
4sked Questions 2007 | 2009-50378-0R-DC

| Event Planning and Reporting

| Within 45 days after the end of any conference, meeting, retreat, seminar, symposium, training activity, or similar event

pplications

| funded under this award, and the total cost of which exceeds $20,000 in award funds, the recipient must provide the
program manager with the following information and itemized casts. Similar infarmation must also be submitted far each
1 conference where mare than fifty percent (50%) of attendees are DOJ employees, Note that if any item is paid for with
Compensation ‘ registration fees, or any non-award funding, then this portion of the expense does not need to be reported.
|

Certification

[ Click here to see the Conference Cost Reporting Guidance.

I Awards ]

|7 If you have any guestions regarding these reporting requirements please send an email to QJP Conference Cost Reporting
Eunding Support. If you have any technical problems with the survey, please send an email to Technical Support with your name,

|, Opportunities J phone number, and the nature of the problem and a technician will respond to you as soon as possible.

I

I

Fig. 2: Event Planning and Reporting

| Grant Adjustments |,y figds are mandatory.

Event Planning and
Reporting

~ |1dentifying Information

Financial Status |
Reports | [EEdingiEampanEnt € opia O pis O ccpo € ND C 01DP © Ove 7 SMART € OV

|

——————— Cooperative Agreement Number (e.g., 2008~ ]

i Closeouts | |DN-Bx-KDOD): Format 9999-X-KX-K999
I

I

I

[ Reports | |Funding R t Of tion Name:
Reports | |Funding Recipient Organization Name

TR Information for Event over $20,000

I |

o EventTitle:

| Change Passwrord
=_—

Purpose of the Event:
T lagof

| Log Off

Event Dates Start Date End Date
Help/Frequentl Facility Name: Limit to 50 Characters
Asked Questions

Federal Facility: 2

Location City:

Location State: [ =l

The next set of questions address the number of attendees and costs associated with the event.
Gomplete all elements, entering 0 (zero) where appropriate.

Event Attendees

Mumber of federal attendees: Enter O if appropriate
Mumber of non-federal attendees:

Event space and support costs

Cost of event space, including rooms for break- li
out sessions: §
Cost of audio visual equipment and services: §
Other equipment costs (8.9, computer fees, l—
telephane fees): $
Costs of printing and distribution: §

Event meals and refreshment costs

Cost of gavernment providad meals durng the |
event: ¥
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How To

ACCESS EVENT PLANNING AND REPORTING

1. Afterlogginginto GMS, click the Event Planning and Reporting link
(A).

2. The Event Planning and Reporting page will display (B).

CONFERENCE COST REPORTING REQUIREMENT

The FY 2008 appropriations bill (Department of Justice Appropriations Act, 2008, PL 110-161, Title Il, Div. B, Sec. 218)
imposes a reporting requirement on the Department. Under this reporting requirement, the Attorney General must sub-
mit a quarterly report to the Department’s Office of Inspector General (OIG) with various categories of information for
each conference held by the Department for which the cost to the government was more than $20,000. Similar informa-
tion must also be submitted for each conference where more than fifty percent (50%) of attendees are DOJ employees.

WHO NEEDS TO REPORT?

All Department of Justice (DOJ) open cooperative agreements and contractors need to report.

DEFINITION OF CONFERENCE

A meeting, retreat, seminar, symposium, event, training activity, or similar event. A conference is typically a pre-
arranged event with designated participants and/or registration, a published substantive agenda, and scheduled speakers
or discussion.

DUE DATE

Within 45 days after the end of any conference, meeting, retreat, seminar, symposium, training activity, or similar event
funded under this award (the total cost of which exceeds $20,000 in award funds) the recipient must use the Web-based
reporting form to provide the program manager with the information and itemized costs listed therein.

PAST CONFERENCES

For any conference activity described above conducted during federal Fiscal Year 2008 and that ended more than 45 days
ago, the recipient must report using the Web-based reporting form as soon as possible (but not later than Oct. 1, 2008).
Please use the web address link provided to access the reporting form. A recipient that has already reported this infor-
mation at the specific request of its funder does not need to report a second time.

e _ONTerence
e COSt Reporting



5

EVENT PLANNING AND REPORTING

Fig. 3: Event Planning and Reporting

Grant Management System Home

| manage users | Event Planning and Reporting

[ within 45 days after the end of any conference, meeting, retreat, seminar, symposium, training activity, or similar event

il Applications funded under this award, and the total cost of which exceeds $20,000 in award funds, the recipient must provide the

——x 7 program manager with the following information and itemized costs, Similar information must also be submitted for each
¥ictim A conference where mare than fifty percent (50%) of attendees are DOJ employees, Note that if any item is paid for with

CD_mplufa_nsﬂ registration fees, or any non-award funding, then this portion of the expense does not need to be reported.
Certification

B ards

If you have any questions regarding these reporting requirerments please send an email to 0JP Conference Cost Reporting
Support. If you have any technical problems with the survey, please send an email to Technical Support with your name,
phone number, and the nature of the problem and a technician will respond to you as soon as possible,

Funding

[ Click here to see the Conference Cost Reporting Guidance.
I
| Opportunities

|_Grant e | All fields are mandatory.

Event Planning and
Reporting

Identifying Information

Financial Status | .
| |Funding Component: Copla © pis C ccoo © ND O o)op © ove O SMART © Oww

i Reports
|
|

— | |Cooperative Agreement Number (e.g., 200
Cloceouts | |DN-BX-KDOD):

Format 9999-KX-kk-K399

i Reports I Funding Recipient Organization Mame:

Information for Event over $20,000

Profile 1

- Event Title: |

Change Password l
Purpose of the Event: |
Log Off

[ L
Event Dates : Start Date | End Date
Help/Frequent! Facility Mame: Lirnit ta 50 Characters
Federal Facility:

Location City:

|

Asked Questions l__,
|
|

-

_ [

The next set of questions addr&s t\ number of attendees and costs associated with the event.
Complete all elements, entering 0 {zef0) where appropriate.

Location State:

Event Attendees

Mumber of federal attendees:

Enter 0 if appropriate

Mumber of non-federal attendees:

Event space and support costs

Cost of event space, including rooms for Break- I
out sessions: $

Cost of audio visual equipment and Ser\.riclas: $|
Other equipment costs (e.g. computer fefls, I
telephone fees): $

Costs of printing and distribution: l $|

Event meals and refreshment costs

Cost of gowvernment provided meals during the ‘ I
P=iti=Takl
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The following data fields need to be filled in. Note that if any item is paid for with registration fees, or any other non-
award funding, then that portion of the expense does not need to be reported. Consequently, expenses paid using regis-
tration fees need not be added into the calculations to determine if an event has met the $20,000 threshold to require
reporting. However, this does not in any way change financial reporting rules concerning reporting of programmatic in-
come on your SF-269.

Funding Component: Select the DOJ program office administering your cooperative agreement.

Cooperative Agreement Number: Input your cooperative agreement number. All OJP and OVW cooperative agree-
ments have a “K” in the g position of the award number. If you don’t know your award number, please look on your award
document or contact your grant manager.

Funding Recipient Organization Name: Input your organization name as indicated on your award document.

Event Title: Input the title of the conference. See definition of conference on page 4.

Purpose of Event: Input the purpose of the event.

Event Dates: Input the event dates.

Facility Name: Input the facility where the event took place.

Federal Facility: Select from the drop down yes or no.

Location City: Input the location city.

Location State: Input the location state.

Number of Federal Attendees: Input the number of Federal Attendees.

Cost of Event Space, including Rooms for break-out Sessions: Input the cost of event space.

Cost of Audio Visual Equipment and Services: Input the cost of audio visual equipment and services.

Other Equipment Cost (e.g. computer fees, telephone fees): Input other equipment cost.

Cost of Printing and Distribution: Input cost of printing and distribution.

Cost of Government Provided Meals during the Event: Input cost of government provided meals (breakfast, lunch, and
dinner) during the event. The cost of any meal provided, plus any hotel service costs, cannot exceed 150% of the lo-

cality M&IE rate.

e _ONTerence
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EVENT PLANNING AND REPORTING

Fig. 4: Event Planning and Reporting

Cost of government provided refreshments

during the event: $|

Other associated costs (other than staff costs included in the approved personnel budget)

Cost of event planner: $|

Cost of event facilitatars: % |

Any other costs associated with the event $|

Attendee costs paid or reimbursed withycooperative agreement funds, includes participants, presenters,

speakers. Also include in these cBegies costs paid by the component itseif to send either its component
employees or employees of another DY) component to the event.

Meals & incidental expenses (M&IE portion pf

per diem3:

Transportation to/from event (e.g. commao
carrier, PV, etc. )

Ladging: I § |

Local Transportation (e.g. rental car, POY)\gt I
event: ¥

F Subrnit Event Report l A
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ﬂ How To SUBMIT AN EVENT REPORT

1. From the Event Planning and Reporting page (fig 3).
2. Enteryour data into all the fields. All fields are mandatory (fig 3 &
fig 4).

Note: Print a copy of the data you entered before submitting. Once
you submit the data will not be easily accessible.

3. Click the Submit Event Report (A).

Cost of Government Provided Refreshments during the Event: Input cost of government provided refresh-
ments (drinks, snacks and coffee) during the event. The cost of refreshments (light food and drink served at
breaks: doughnuts, bagels, fruit, pretzels, chips, cookies, muffins, coffee, tea, milk, juice, or soft drinks) can-
not exceed 23% of the locality M&IE rate per person per day.

Cost of Event Planner: Input cost of event planner. An event planner is a contractor (not salaried staff) hired by a
funding recipient to perform the logistical planning necessary to hold a conference. “Logistical planning” may
include: interacting with caterers, recommending venues, developing programs, advertising, setting the stage
and audio/visual (a/v) equipment, securing hotel rooms, and other non-programmatic functions.

Cost of Event Facilitators: Input cost of event facilitator. An event facilitator is generally a contractor (not sala-
ried staff) hired by a funding recipient to host the event (as distinguished from planning the event) and make sure
the event goes according to plan.

Any other Cost Associated with the Event: Input any additional costs associated with the event.

Meals and Incidental Expenses (M & E portion of per diem): If the cost of an event includes travel and per diem
reimbursements, any meals provided to conference attendees during the conference must be deducted from the
M&IE portion of the per diem in accordance with the schedule listed in the Federal Travel Regulations (available
at www.gsa.gov/mie).

Lodging: Input cost of lodging.
Transportation to/from Event (e.g. common carrier, PV, etc.): Input cost of transportation.

Local Transportation (e.g. rental car) at Event: Input cost of local transportation.

WHAT NOT TO REPORT
e Any item paid for with non-award funding
e  Funding recipient staff time
e Meetings to coordinate DOJ's investigative, intelligence, and/or prosecutorial efforts
e Training courses taught at federal training centers
e Undercover activities and training
e Testing to evaluate an applicant’s qualifications to perform certain duties necessary to perform his or her
job.

e _ONTerence
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EVENT PLANNING AND REPORTING

Fig. 5: Event Planning and Reporting

)
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anplications
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fiwards
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Suportunities
Grant Adiustments

Exent Panning.
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Shange Bagsword
Leg Off

el Erequentiy
Asked Questons

Grant Management System Home 'Q}

Event Planning and Reporting

Within 45 days after the and of any confarance, meeting, retraat, seninar, symposiem, train
furided under this award, and the totsl cost of which exceeds $20,000 in award funds, th prent must provde the
program manager with the fallowing information and itemizod co imidar infarmation must also be submitted for each
conference where mare than fifty percent (50%) of sltendees are DOJ employees, Note that i any iterm is paid for with
rngistration fines, geag portion of the expense dors not need to he reportoed.

ing activity, of simiar evant

Chck here to see U C

It you have any questions regarding these repartng requirements please send an email to 5
Suppcet. IF you have any technical problems with the survoy. phase send an emal to Technical Supgart with your nama,
phene rumber, and the nature of the problem and a technician wil respond to you as soon as passible,

All fiolds are mandatory.

| Identifying Information
|Funding Componant: | € s © s © copo O NG T ONOP O ove T SMART © oww
|

|Cooperative Agresment Number (e.g., 2008- —— i
| B-RR-KD0D) Format 8969500 KK 50

[Ptk R sphant rganization tama: —
Information for Event ower $70,000
Event Titlo: |

Purpose of the Event: 17

Event Datas : P | | T e
Facility Name: [ —

Fedoral Faciity:

Fig. 6:Conference Cost Reporting Guidance

Laocation City:

Location State:

The nawt set o
il 8

U.S. Department of Justice

Office of Justice Programs

Event Attended
Number of fedal

Mumbar of non-

Event space al
cast of avent 5
out sessons: Washington, D.C. 20551

Cost of audio vi

m;r?:mr;w TO: OJP Funding Recipient

Costs of printing
Evant meals a
cost of govenmn]

FROM: Office of Justice Programs

e DATE: April 9, 2009

RE: Conference Cost Reporting Requirement

SUMMARY

As some of you may already be aware, the FY 2008 appropriations bill (Department of Justice
Agppropriations Act, 2008, PL 110-161, Title I, Div. B, Sec. 218) imposes a new teporting requirement
on the Department. Under this reporting requirement, the Attorney General must submit a quarterly
report to the Department’s Office of Inspector General (0IG) with various categories of information for
each conference held by the Department for which the cost to the government was more than $20,000.
Similar information must also be submitted for each conference where more than fifty percent (50%) of
attendees are DOJ employees.

This memorandum specifies how OJP will collect this data from its funding recipients. An email will be
sent quarterly from the Grants Management System to all OJP cooperative agreement recipients

as a reminder to report conference data. This email will provide an easy-te-use link to the Web-based
conference cost reporting form, available at https://grants ojp usdoj gov.
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How To
VIEW THE CONFERENCE COST REPORTING GUIDANCE

From the Event Planning and Reporting page, click the Conference Cost Re-

porting Guidance link (A).
A system message will display and ask you if you want to Open or Save.
Click the Open button.

The Conference Reporting Guidance memo will display (fig 6).

CONFERENCE REPORTING GUIDANCE
The conference reporting guidance provides reporting requirements information for OJP cooperative agreement and
contract recipients. Itis important for you to review the guidance; it will assist you on what must be reported, what
should not be reported, the due date for reporting, and additional guidance on conference, non-award funding, staff
time, event planner, event facilitator, and meals and incidental expenses.

If you need assistance with the Conference Cost Reporting process and/or actions, please contact Eldred Jack-
"5 son at OJPConferenceCostReporting@usdoj.gov.

For technical issues, please contact the GMS helpdesk at 888-549-9901 or gms.helpdesk@usdoj.gov.
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FREQUENTLY ASKED QUESTIONS

e

zZ 0

Q:
A.

: What if | have nothing to report?

You do not need to report anything.

: What if | am no longer the contact and | keep getting the conference cost report

emails?
You must submit a change contact grant adjustment notice in GMS.

: | cannot enter my grant number because it does not have a “"K” in it.

If the qualifying event was supported by a grant and not a cooperative agreement, you do not need to report. Coop-
erative agreements have a "K” in the award number format.

Will non-consecutive multi-day events be counted as a single event?

In instances where attendance at previous events is a pre-requisite for attendance on the final day, the non-
consecutive sessions and the final session count as one event.

Q:What are considered “reasonable” costs for meals and refreshments?

A:

The cost of refreshments (light food and drink served at breaks: doughnuts, bagels, fruit, pretzels, chips, cookies,
muffins, coffee, tea, milk, juice, or soft drinks) cannot exceed 23% of the locality M&IE rate per person per day.
The cost of any meal provided, plus any hotel service costs, cannot exceed 150% of the locality M&IE rate.
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