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	PROG SPEC// SSM1
	STANDUP MEETING
	

	GENERAL

	[bookmark: Check1]|_|
	|_|
	Approved Funding Recommendation authorizing the RFA is included – signed PDF version

	|_|
	|_|
	Funding Recommendation matches the fund, fund year, and amount identified in Part I, F.

	|X|
	|_|
	Font is in Century Gothic 12 throughout the document

	COVER/SYNOPSIS PAGE

	|X|
	|_|
	Program name has acronym between the name and “Program” (i.e., Domestic Violence (DV) Program)

	|X|
	|_|
	Release date is a business day (i.e., not a weekend or holiday), preferably the date of the standup meeting

	|X|
	|_|
	Program description matches Part I G

	|X|
	|_|
	Eligibility matches Part I D

	|X|
	|_|
	Grant Subaward performance period is accurate for fiscal year

	|X|
	|_|
	Submission deadline is no less than 4 weeks following proposed released date

	|X|
	|_|
	Date of submission deadline is a business day (i.e., not weekend or holiday)

	|X|
	|_|
	Day of the week is accurate for the date (i.e., Monday, June 12, 2018 is actually a Monday)

	|X|
	|_|
	Letterhead has EMAP logo in lower left of footer

	TABLE OF CONTENTS

	|X|
	|_|
	Header has name of Program in all CAPS with acronym before the word “PROGRAM”

	|X|
	|_|
	Page numbering is correct

	|X|
	|_|
	Table is updated using the Update Table function

	PART I OVERVIEW

	|X|
	|_|
	Header has name of Program in all CAPS with acronym before the word “PROGRAM”

	A. PUBLIC RECORDS ACT NOTICE

	|X|
	|_|
	Public Records Act language is included

	B. CONTACT INFORMATION

	|X|
	|_|
	Staff email is formatted as follows – Leigh.Bills@caloes.ca.gov – first initial is capitalized

	C. SUBMISSION DEADLINE AND OPTIONS

	|X|
	|_|
	Submission deadline on page 1 matches submission deadline on the Title Page




	E. GRANT SUBAWARD PERFORMANCE PERIOD

	|X|
	|_|
	Grant Subaward performance period on page 2 exactly matches the cover page

	F. FUNDS

	|X|
	|_|
	Total amount available matches the enclosed (approved) Funding Recommendation

	|X|
	|_|
	Fiscal year is correct

	|_|
	|_|
	Fund source matches enclosed (approved) Funding Recommendation

	|X|
	|_|
	Letter “a” is removed and section is reformatted if there is no “b”

	|X|
	|_|
	Fund sources on chart match all fund sources identified in narrative above

	|X|
	|_|
	Match information is correct

	|X|
	|_|
	Match is calculated correctly (i.e., total project cost vs. straight match)

	G. PROGRAM INFORMATION

	|X|
	|_|
	Operational Agreements are appropriately identified

	|X|
	|_|
	All required Progress Reports are identified (i.e., VOCA – PMT, VAWA STOP, etc.)

	|X|
	|_|
	Dates on Progress Report Chart are correct (i.e., Report Period matches Grant Subaward performance period (same year) and due dates are one month after each Report Period)

	PART II RFA INSTRUCTIONS

	|X|
	|_|
	Header has name of Program in all CAPS with acronym before the word “PROGRAM”

	C. APPLICATION COMPONENTS

	|X|
	|_|
	Certification of Assurance of Compliance match fund source identified in Part I

	|X|
	|_|
	Budget Pages type is selected and other option is removed (a or b).

	|X|
	|_|
	Unnecessary additional forms/documents are removed 

	PART III - CHECKLIST

	|X|
	|_|
	Header has name of Program in all CAPS with acronym before the word “PROGRAM”

	|X|
	|_|
	Application components match PART II, C

	OTHER

	|X|
	|_|
	Have reviewed the Helpful Hints document in the Template folder
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