Project Justification & Quarterly Report Template Guidance 

Project Justification Overview 

Planning teams will use the project justification template to identify proposed projects and complete project justifications for each.  

Programmatic Considerations

When completing the project justification, remember that each project will be reviewed for alignment with the state investments.  When developing a project justification, please ensure that activities are allowable and that funds are only requested under programs for which the costs will be determined allowable.

Template Instructions

This section provides a brief description of the information required to complete the project justification template.

I.A- Project Name 

Assign each project a unique, short, and descriptive name.

I.B- Date Submitted

Enter the date that you submit the project to EMHSD. (Formatted as 12/25/09) 
I.C- Region & Subgrantee
Enter your region. Enter Subgrantee listed on the grant agreement.
2.A- Project Lead
Identify the project lead. This individual should be the person most knowledgeable about the proposed project and best able to answer questions.

2.B- Fax

Provide a fax number for the project lead.

2.C- Phone

Provide a phone number for the project lead.

2.D- E-Mail

Provide an e-mail address for the project lead.

3.A- Solution Area(s)

Identify the solution area(s) under which the project falls; Equipment, Planning, Training, Exercise, Organizational, or Management and Administrative (M&A). 
3.B- Grant Program

Identify the specific grant program and from which funds are being allocated for this project, SHSP, LETPP/LETPA, UASI, CCP, MMRS, etc.  [i.e. 2007 SHSP]
4.A-  Investment Project (Please list by the name not by the number) 

Identify the Investment Project that your project is going to fulfill/support. Listed in the supplemental guidance.
4.B- Project Overview

Describe the purpose of this project.  State how it will assist in increasing the preparedness of your region.  Explain how it will fulfill or support the investment project selected in 4.a; Include a description of the objectives, expected outcomes, and how they will be achieved.
· If this is a planning request, please describe the purpose of the plan and how it ties into regional, state, and national planning processes.

· If this project is for the purchase of equipment, it must be identified on the Authorized Equipment List (AEL) found on the Responder Knowledge Database website (https://www.rkb.us/).  Also, please provide technical specifications; describe where it will be located, and how it will be maintained.
· If training is to be provided, describe the training requested, identify who will provide it, and list the certifications that will be obtained (trainings must be G&T approved in advance) and personnel to be trained.  
· If an exercise is to be conducted, describe how this builds upon existing exercise activities, how it fits within the Homeland Security Exercise and Evaluation Program (HSEEP), what disciplines will participate, and proposed exercise objectives.  
· If a planning study is proposed, provide background information on the need for the study, a proposed scope of services, benefits to be derived for improving homeland security, and desired outcomes upon completion.  

4.C- Objectives

It is important to remember that what constitutes success may differ from one project to another.  In preparing the project design and objectives, Subgrantees are encouraged to develop performance measures that are based upon the specific goals and objectives of their project.  This objectives section should include both qualitative and quantitative measures, as well as process measures.  See Note #1 for Samples.
5.A- Funding Request

Complete this chart to request the amount of funding for this project only. Funds should be requested by cost category (i.e. Planning, Equipment, Training, Exercise, Organization, and Personnel). Funding requests must be reasonable and justified by direct linkages to activities outlined in this project.  Additional information regarding allowable costs can be found in the FY 2007 HSGP Program Guidance and Application Kit. Funding for construction and renovation with HSGP funds is generally prohibited.

6.A- Quarterly Update

6.B- Project Allocation

Please give the total amount planned for this project.

6.C- Expended to Date

Please list the total amount spent on this project to date. This should be a cumulative total of the individual quarters.

Individual quarterly updates

Please list the amount of funding expended during the quarter in the spot provided, next to “Amount expended this quarter”.
Please explain what has been accomplished towards the objectives established in the approved Project Justification listed in section 4.C.

Final Quarterly Report: Project Completion

When the project has been completed, please make a note on the quarterly report form that this project is now complete and this will be the final quarterly report submitted for this project.

Note #1: 

Below are generic samples to help you complete the Objectives section (4.C) of this form. These are the criteria that will assist you in developing the measurable accomplishments.

1. Increase in the number of responders trained in ‘blank’ procedures

2. Increase in the number of responders with ‘blank’ CBRNE equipment  

3. Increased responder awareness of ‘blank’ procedures

4. Develop Regional ‘blank’ Plan 
5. Conducting training for staff on the ‘blank’ plan 
6. Conducting vulnerability assessments

7. Purchasing “Go Kits” for CERT volunteers 

8. Number and type of training sessions held 

9. Number of vulnerability assessments conducted

10. Number and types of drills or exercises conducted 

11. Develop Regional Homeland Security Strategy

12. Ensure that Mutual Aid assistance agreements that are in place

13. Ensure that plans that are exercised and/or evaluated according to HSEEP requirements

14. Assess current capabilities

15. Compile inventory of Critical Infrastructure and Key Assets

16. # of personnel trained to operate communications equipment

17. Conduct an assessment of standard communication capabilities

18. Enhancement of mass prophylaxis distribution protocols and procedures

19. Completion of resource inventory

20. Develop and host and orientation course for registered volunteers
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