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STATE OF TENNESSEE 
TENNESSEE COMMISSION ON CHILDREN AND YOUTH 

Andrew Jackson Building, Ninth Floor 
502 Deaderick Street 

Nashville, Tennessee 37243-0800 
(615) 741-2633   (FAX) 741-5956 

1-800-264-0904 
 

 
The Tennessee Commission on Children and Youth (TCCY) would like to thank you for your interest in 
applying for federal grant funds.  We appreciate the work that you do to reduce juvenile delinquency in 
Tennessee.  Attached is the application packet for Federal Formula Grant program funding.  Funds are 
available for projects that support, enhance, develop, implement, or evaluate innovative programs that focus 
on intervention and prevention of juvenile delinquency. 
 
This application is designed to make your submission of a proposal as easy as possible.  You should read the 
entire application before you begin to write your proposal.  Each section of the application has specific 
instructions.  Listed below you will find specific information that you must keep in mind when completing your 
application.  Please understand this is a very competitive process and grant applicants must follow strict 
adherence to the guidelines and instructions in the application.  Failure to do so will result in the rejection 
of your application.  
 

• Project narrative must not exceed fourteen (14) pages.  
• Project Narrative must be double spaced.  
• Grant proposal must follow outline (points will be deducted for deviation). 
• All pages must be in 12 point font and numbered in order. 
• Authorized signatures and telephone numbers must be on the original application and   

signed in blue ink.  
• Extraneous information should not be attached to the application because it may cause your   

application to be excluded from consideration. 
 
Before you submit the proposal to TCCY, complete the Project Application Checklist.  This will ensure that you 
have provided all necessary information before submission.  Applications must be received in TCCY central 
office by 4:30 P.M. CST on January 12, 2016.  Postmark date is not sufficient.  Hand delivered applications 
will not be accepted after 4:30 P.M. CST on January 12, 2016.  Late applications will not be accepted.  If the 
application is sent by carrier, the applicant should retain a copy of the package tracking information so that the 
applicant can confirm delivery of its application and prove that the carrier did receive the application for 
guaranteed delivery by the application deadline. 
 
Grant applicants will be awarded based on geographical area, site visit, grant score and progress report if 
applicable.  In addition to the quality of each proposal, issues of statewide distribution and prior funding 
history may also be considered in making funding decisions. TCCY Grant Review Committee will review 
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applications and make a recommendation for approval/disapproval to the full Commission. The Commission 
will take action on all grants on February 12, 2016 and you will receive notification of that action.  Approved 
projects will begin March 1, 2016. 
 
If you have questions, please call TCCY for information or technical assistance.  In central office you should 
ask for Zanira Whitfield or Vicki Taylor at (615) 741-2633.   
 
LO: zw 
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General Information 
 
The Tennessee Commission on Children and Youth annually awards Federal Formula Grants with funds 
provided through the Juvenile Justice and Delinquency Prevention (JJDP) Act.  Grants are awarded for one 
year and are renewable for up to two additional years.  Renewal is not automatic.  All applicants 
(continuation and new) must submit an application each year.  If a project is approved for funding after 
the first year, the funding level for the second and third years will be 75% and 50%, respectively, of the first 
year's budget. Please understand this is a very competitive process and grant applications must follow 
strict adherence to the guidelines and instructions in the application.  All awards are subject to the 
availability of appropriated funds and any modifications or additional requirements that may by 
imposed by TCCY. 
Federal regulations require that funds be allocated for programs that are part of a comprehensive and 
coordinated community system of services including collaborative efforts.  TCCY will give preference to: 1) 
programs which provide direct services to youth, particularly delinquency prevention, 2) programs designed 
to reduce the incidence of minorities in the juvenile justice system, and 3) programs that are evidenced-
based.  The term "comprehensive and coordinated system of services" includes the following: 
 

(A) Ensures that services and funding for the prevention and treatment of juvenile  
      delinquency are consistent with policy goals of preserving families and providing 
      appropriate services in the least restrictive environment so as to simultaneously  
      protect juveniles and maintain public safety; 

 
(B) Identifies, and intervenes early for the benefit of young children who are at risk of  
     developing emotional or behavioral problems because of physical or mental stress  
     or abuse, and for the benefit of their families; 
 
(C) Increases interagency collaboration and family involvement in the prevention and  
      treatment of juvenile delinquency; 
 
(D) Encourages private and public partnerships in the delivery of services for the  
      prevention and treatment of juvenile delinquency. 

 
The Department of Justice’s Equal Treatment Regulation for All Organizations 28 C.F.R. Part 38 prohibits 
State administering agencies from making award or grant administration decisions on the basis of an 
organizations religious character or affiliation, religious name, or religious composition of its board of 
directors.  The regulation also prohibits faith-based organizations from using financial assistance from the 
Department of Justice to fund inherently religious activities.  The Equal Treatment Regulation also makes 
clear that organizations participating in programs funded by the Department of Justice are not permitted to 
discriminate in the provision of services on the basis of a beneficiary’s religion. 

 
Agencies or programs which have previously been awarded a Federal Formula Grant from TCCY are not 
likely to receive additional funds after three years of funding.  Any subsequent application will only be 
approved if it includes a new program or program component which is significantly different from the 
previously funded grant. 
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The information which follows is intended to facilitate the writing of your grant application.  Included are 
the answers to the most frequently asked questions about the application content.  Also included are 
guidelines for allowable budget items and specific project components which will not be funded. 

Additionally all grantees are expected to have regular contact with the TCCY Regional Coordinator in their 
area and to participate in Regional Council activities.  Statewide grants should make contact with all nine (9) 
regional coordinators.  Grantees may be asked to make at least one presentation to the Tennessee 
Commission on Children and Youth relative to project progress and activities. 
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1.  PURPOSE OF FEDERAL FORMULA GRANT PROGRAM:  
 

The purpose of TCCY’s Federal Formula Grant Program is to plan for and implement the Juvenile Justice 
and Delinquency Prevention (JJDP) Act of 1974 as amended in 1980, 1984, 1988, 1992 and reauthorized 
in 2002.  The Act mandates the following:  Deinstitutionalization of status offenders, removal of juveniles 
from adult jails, separation of juveniles from adult offenders, and address the problem of minority 
overrepresentation in the juvenile justice system.  Grants are awarded to assist Tennessee in complying 
with these mandates as well as to prevent delinquency and to improve the juvenile justice system. 

 
2.  ELIGIBILITY OF NEW AND CONTINUATION PROJECTS: 
 

Entities eligible to apply for initial Federal Formula Grant funds shall include any public and private (non-
profit) agency which includes: governmental, educational, law enforcement, or other child serving or 
advocacy organization.  Federal regulations allow states to withhold funds from a county as a sanction for 
persistent patterns of violations of JJDP Act.  Initial funding shall be for a period of not more than twelve 
(12) months, and renewable for up to 3 years.  Continuation funding is contingent upon satisfactory 
performance and the availability of funds.  Equitable distribution of federal formula grants across regions 
will be considered, but in some cases grants may be awarded in the same area.  Applicants in the same 
area are not prohibited from applying. 

 
3.  EVIDENCE-BASED PRACTICES: 
      
     All Federal Formula sub grantee programs/projects are required to be evidence-based/model 

programs. Evidence–based programs and approaches are defined as strategies and programs 
demonstrated through research and evaluations to be effective at preventing or intervening in juvenile 
delinquency.  Best practice models include program models that have been shown, through rigorous 
evaluation and replication, to achieve target outcomes.  Model programs can come from many valid 
sources (e.g., OJJDP’s Model Programs Guide, Blueprints, SAMHSA’s Model Programs, State model 
program resources, etc.).   

 
     Note:  The source of the evidence-based program/model program must be documented in the 

project narrative section of the request for proposal (RFP). The Office of Juvenile Justice and 
Delinquency Prevention Model Programs Guide, describing evidence-based delinquency prevention and 
intervention programs can be found on the MPG website www.ojjdp.gov/mpg/. 

 
 
4.  PERFORMANCE MEASURES: 
 
     The federal funds awarded subsequent to this RFP come to the state from the Office of Juvenile Justice 

and Delinquency Prevention (OJJDP).  OJJDP, like all Federal agencies, must meet the following 
requirements of Government Performance and Results Act of 1993 (P.L. 103, or “GPRA): 

 
 

• Develop strategic plans that specify what they will accomplish over a 3 to 5-year period; 
• Set performance targets annually related to their strategic plan; and 
• Report annually on the degree to which the previous year’s targets were met. 

http://www.ojjdp.gov/mpg/


7 
 

      
All Federal Formula sub grantees are required to collect data to measure specific outputs and short and long-
term outcomes their programs are designed to achieve.  There are performance measures outlined in the chart 
on page 15 for which grantees will have to submit data during the grant contract period.  In the project 
narrative applicants must describe their data collection methods.  

 
5.  GRANT REVIEW PROCESS:  
  

All grants shall be reviewed by TCCY staff and the Grant Review Committee of the Commission prior to    
submission to the full Commission for final approval or disapproval and funding level. A letter will be 
sent to all applicants within thirty (30) days of the Commission’s decision for approval or disapproval. If 
approved, the letter will indicate any special conditions that must be met before the project(s) can begin. 
If disapproved, the letter will explain any deficiencies in the application that prevented the project from 
being funded. All decisions by the Commission will be final. 

 
6.  FUNDING: 
 
     Grant awards will range from $10,000 to a maximum of $60,000 per project for the project period of 

March 1, 2016 to September 30, 2016. 
 
7.  MATCHING FUNDS REQUIREMENTS: 
 

There is no match requirement for the Federal Formula Grant funds. 
 
8.  PROJECT START DATE: 
 

Projects will begin March 1 and end September 30, 2016. 
 
9.  CONFIDENTIALITY: 
 

All records of youth served must be collected and maintained in a manner to ensure the protection of the 
juveniles’ rights to privacy and confidentiality.  Records of youth in the program should contain: 
 
1) Demographics (age, race, gender, county of residence); 

      2) Dates involved in the program; 
      3) Date completed the program; 
      4) Specific services provided. 
 
10.  ALLOWABLE AND DISALLOWABLE EXPENDITURES: 
 

Allowable costs may be determined by the OJARS M-7100-1-B guidelines.  These guidelines are 
available for review in the office of the Tennessee Commission on Children and Youth.  Only direct 
costs are allowable.  

  
      The following items are allowed as part of a grantee’s Federal Formula grant budget with sufficient  
       justification: 
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      - Incentives (T-shirts, plaques, etc.) which are consistent with program goals 
      - Program participant transportation if it is consistent with program goals and in compliance with 

state travel regulations (.47 per mile) 
          - Mileage for TCCY trainings 
      - Salaries and benefits of staff working on project 
      - Supplies and Operations for use on project 
 
The following items are not allowable expenditures as part of a grantee’s Federal Formula grant budget: 
 

- Land acquisition, capital improvements, or construction costs 
- Administrative cost 
- Maintenance and repair for facility 
- Depreciation 
- Interest 
- Liability insurance for vehicles (medical insurance under “benefits” only) 
- Gas/fuel (mileage only) 
- Vehicle lease/rental 
- Equipment rental (on ongoing basis) 
- Taxes (of any kind) 
- Fundraising 
- Bonuses or commissions 
- Lobbying 
- Membership/dues 
- Legal expenses 
- Alcoholic beverages 
- Food, snack or beverages (allowed for program youth only) 
- Entertainment 
- Cost incurred outside the project period 
- Overtime 

 
 

• No program which conducts, supports, or otherwise participates in the practice of taking 
juveniles on tours of secure adult correctional facilities, or tactics such as those used in 
“scared straight” type programs regardless of the source of funding for the activity, will be 
funded by the Tennessee Commission on Children and Youth. 

 
• Formula grant funds may be used to supplement or increase the level of state, local funds, or 

other non-federal funds, but may not be used to supplant those funds.  Simply, federal funds 
may not be used to replace funds from other sources. 

 
• Funding of positions and salaries will be reviewed on a case-by-case basis.  The 

Commission reserves the right to fund salary amounts it feels are consistent with the duties 
of the position.  The allowable amount for fringe benefits is 30% of the salary amount 
requested.   

 



9 
 

• All travel by project staff must follow current State of Tennessee Regulations.  The grant 
application should include all anticipated out-of-state travel, with justification of why the 
travel is necessary or enhances the ability of the grantee to meet stated objectives. 

 
• All applicants for Federal funds must complete the Certified Assurances (see Appendix IV) 

and must comply with Title VI guidelines regarding non-discriminatory practices for staff 
and program participants. 

11.  REIMBURSEMENT OF EXPENDITURES: 
 

 All payments to grantees are made on a reimbursement basis only.  No advance payments are 
allowed.  No payments will be made by cash or check and each grantee must have direct 
deposit.  
 
(a) The grantee shall submit quarterly progress and expense reports.  The purpose of the program 

progress report is to determine progress and/or technical assistance needed to meet the goals and 
objectives of the program.  The expense report is necessary for reimbursement of expenses 
incurred.  Progress and expense reports must be submitted within thirty (30) days of the end of the 
quarter.  Claims for the quarter that ends on June 30, must be received by June 25 to allow for 
closing of the state fiscal year on June 30.   No claim for reimbursement shall be paid until staff 
reviews the progress report and clearance to pay is given to Centralized Accounting for payment. 

 
(b) 20% Budget Flexibility & Budget Revisions 
       
     For the fiscal year 2016, TCCY will allow 20% budget flexibility for any needed adjustment.  

This means that you can make budget adjustments between the existing line items in the budget, 
without prior approval, not to exceed 20% of the total contract budget.  (Example: If your total 
budget is $50,000, dollars can be moved between line items not to exceed $10,000 total).  This 
flexibility is meant to be used if needed, but not to be abused.  Below are the guidelines in regards 
to any adjustments you make: 

      
     Even though prior permission is not require to make these line item adjustments within the 

allowable 20% of the total budget, you will need to document any adjustments you have made 
within the quarter and submit this documentation along with your quarterly report so that 
we may keep accurate tracking records of your budget for audit purposes.  This flexibility does 
not include the creation of new line items to your existing budget.  Creating new line items, 
time extensions, adjustments of more than 20%, any adjustments that will make a cumulative 
adjustment of more than 20% or any change in total contract amount is a revision and requires 
prior approval.  A letter of request with supporting documentation and clarifying reason(s) for 
request must be submitted for consideration of approval. 

 
     Only one budget revision exceeding the 20% allowable adjustment will be allowed for the fiscal 

year 2015-2016.  Under no circumstances will there be any budget revision/adjustment 
approved after July 31 2016.  This will allow our fiscal department time to reconcile account 
balances before the end of the federal fiscal year.  Therefore, it is imperative that you carefully 
review your budget when submitting reports to assess your needs before requesting a revision. 
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12.  PROJECT PROGRESS REPORTS: 
 
        Each grantee shall submit a quarterly progress report along with their expenditure claim within 30 days 

of the end of the quarter. The purpose of the project progress report is to determine progress and/or 
deficiencies of sub grantees in meeting the goals and objectives of the grant. 

 
 
13.  PROJECT SITE VISITS AND PROGRAM MONITORING: 

 
TCCY staff will make an on-site visit at least once a year to view the program and review program 
records.  The purpose of the visit is to provide technical assistance to ensure that programs are doing 
well and meeting stated goals and objectives. 
 
The program will also be monitored by TCCY staff.  The monitor will examine claims for 
reimbursement, fiscal records, program records, personnel records and other records, if needed.   

 
14.  PERSONNEL REQUIREMENTS: 
 

• All agencies/organizations with 50 (fifty) or more employees must have an Equal Employment 
Opportunity (EEO) Plan. 
 

• All agencies/organizations must have written policies and procedures for employees. 
 

• All agencies/organizations must keep timesheets and a travel log for each employee working on the 
project. 

 
• All staff and volunteers working with children in your program must have a criminal background 

and sex registry check on file. 
  
15.  SELF-SUFFICINCY: 
 
       Federal Formula grantees must be self-sufficient after three years.  Self-sufficiency means, the program 

will not require Federal Formula Grant funds for implementation. 
 
16.  LETTERS OF SUPPORT: 
 
       All applicants must obtain a letter of support from the juvenile court judge in the area being served.  If 

your agency is unable to receive a letter of support from Juvenile Court Judge, obtain one from the 
Court Administrator or County Executive/Mayor.  In addition, if this is a school bases program, you 
must obtain a letter of support from school principal or his or her designee. 
  

17.  CULTURAL DIVERSITY TRAINING:   
  

All personnel involved in the program, even volunteers must be provided cultural competency training 
within the first quarter (by June 30) of project implementation. Documentation of the training must be 
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submitted with the second quarter progress report.  Cultural Competency Training can be conducted by 
in-house staff or by an outside agency. 
 

18.  TITLE VI COMPLIANCE: 
 

Purpose:  “No person shall on the grounds of race, color, national origin, sex, age, religion, disability, or 
ability to pay, be excluded from participation in, be denied the benefits of, or be otherwise subjected to 
discrimination under any program or activity operated, funded, or overseen by the Tennessee 
Commission on Children and Youth (TCCY).  It is the intent of TCCY to bind all agencies, 
organizations, or governmental units operating under its jurisdiction and control to fully comply with 
and abide by the spirit and intent of the Civil Rights Act of 1964.” 

 
In addition, TCCY complies with the following federal laws: 
 The Omnibus Crime Control and Safe Streets Act of 1968, which prohibits discrimination on the 

basis of race, color, national origin, religion, or sex in the delivery of services and employment 
practices (42 U.S.C. § 3789d(c)(1)), and the Department of Justice implementing regulations at 28 
C.F.R. Part 42, Subpart D; 

 Section 504 of the Rehabilitation Act of 1973 which prohibits discrimination on the basis of 
disability in the delivery of services and employment practices (29 U.S.C. § 794), and the 
Department of Justice implementing regulations at 28 C.F.R. Part 42, Subpart G; 

 Title II of the Americans with Disabilities Act of 1990 which prohibits discrimination on the basis of 
disability in the delivery of services and employment practices (42 U.S.C. § 12132), and the 
Department of Justice implementing regulations at 28 C.F.R. Part 35; 

 Title IX of the Education Amendments of 1972 which prohibit discrimination on the basis of sex in 
educational programs (20 U.S.C. § 1681) and the Department of Justice implementing regulations at 
28 C.F.R. Part 54; and 

 The Age Discrimination Act of 1975 which prohibits discrimination on the basis of age in the 
delivery of services (42 U.S.C. § 6102) and the Department of Justice implementing regulations at 28 
C.F.R. Part 42, Subpart I. 

 The Department of Justice regulations on the Equal Treatment for Faith-based Organizations which 
prohibit discrimination on the basis of religion in the delivery of services and prohibit organizations 
from using Department of Justice funding on inherently religious activities (28 C.F.R. Part 38). 

 
TCCY requires all sub grantees to provide cultural competency services to participants, and, where 
possible, Limited English Proficiency (LEP) services to program participants. 

 
TCCY does require the following of funded agencies: 

All sub recipients to comply with their obligations under other applicable federal civil rights laws 
such as informing sub recipients about (a) the prohibition of discrimination not only under Title VI 
but also under the Safe Streets Act, the JJDPA, the Americans with Disabilities Act, the 
Rehabilitation Act of 1973, and the Age Discrimination Act of 1975; (b) the EEOP requirements; (c) 
providing meaningful access to programs and activities for LEP individuals; and, (d) having 
procedures in place to receive and evaluate complaints from employees and beneficiaries alleging 
discrimination not only under Title VI, but also under the Safe Streets Act, the JJDPA, the Americans 
with Disabilities Act, the Rehabilitation Act of 1973, and the Age Discrimination Act of 1975. 

 
19.  SUBCONTRACTING WITH GRANTEES: 
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       The Grantee shall not assign this grant contract or enter into a subcontract for any of the services 

performed under this Grant Contract without obtaining the prior written approval of the State.  If such 
subcontracts are approved by the State, they shall contain, at a minimum, sections of the Grant Contract 
agreement with the State pertaining to “Conflicts of Interest,” “Lobbying,” “ Nondiscrimination,” 
“Public Accountability,” “Public Notice,” and “Records”.  Notwithstanding any use of approved 
subcontractors, the Grantee shall be the prime contractor and shall be responsible for all work 
performed. 

 
20.  REQUEST AND SUBMISSION OF APPLICATIONS: 
 

All applications, revisions, and correspondence regarding grants shall be public information.  
Applications may be accessed through the TCCY website: http://www.tn.gov/tccy.  Applicants may also 
request an application packet from the following address.  

 
Tennessee Commission on Children and Youth 

 Andrew Jackson Building, Ninth Floor 
502 Deidrick Street 

 Nashville, Tennessee 37243-0800 
 

An original application and nine (9 additional identical copies, for a total (10) copies), must be 
submitted by the deadline January 12, 2016 at 4:30 P.M. CST.  The original copy of the application 
must have original signatures (in blue ink) of persons authorized to enter into a contract.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.tn.gov/tccy
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STANDARD PROGRAM 

CATEGORIES 

 
 

The Office of Juvenile Justice and Delinquency Prevention have established “Standard Program 
Categories” for the use of Federal Formula Grant (FFG) funds.  Standard Program Categories that 
have been allocated funding in Tennessee are presented on the following pages.  Review of this 
information provides guidance regarding expectations for projects funded under this category. 

 

• Juvenile Justice System Improvement 
 

System Improvement is defined as programs, research, and other initiatives designed to examine issues 
or improve systems, policies, or procedures on a system wide basis (e.g. examining problems affecting 
decisions from arrest to disposition, detention to corrections, etc.). Technical assistance, training, 
informational systems and other similar programs for system improvement are included. 

 

Budget 
 

Grants awards will range from $10,000 to $60,000 

 
 
 
 
 
 
 

Performance Measures 
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Performance measurement is a system of tracking progress in accomplishing goals, objectives, and 
outcomes.  It monitors a few vital signs related to program performance and is less rigorous than program 
evaluation. 

Sub grantees need to have performance measurements for each program category to demonstrate compliance 
with performance accountability provisions of new Legislation.  Performance measurements are defined as 
data/information that will be collected at the program level to measure specific outcomes a program is 
designed to achieve.  Therefore, they must be developed and included with each program objective.  The 
following are types of performance measurements: 

1. Output Indicators measure the products of a program's implementation or activities.  They 
are generally measured in terms of the volume of work accomplished, such as amount of 
service delivered, staff hired, systems developed, sessions conducted, materials developed, 
policies, procedures, and/or legislation created. Examples include number of juveniles 
served, number of hours of service provided to participants, number of staff trained, 
number of detention beds added, number of materials distributed, number of reports 
written, and number of site visits conducted. They may also be referred to as process 
measures.  

2.  Outcomes Indicators measure the benefits or changes for individuals, the juvenile justice system, 
or the community as a result of the program. Outcomes may be related to behavior, attitudes, 
skills, knowledge, values, conditions, or other attributes.  Examples are changes in the academic 
performance of program participants, changes in the recidivism rate of program participants, 
changes in client satisfaction level, changes in the conditions of confinement in detention, and 
changes in the county-level juvenile crime rate.  There are two levels of outcomes: 

a. Short-term outcomes:  The benefits or changes participants experience by the time a youth 
leaves or completes the program.  For direct service programs, they generally include changes 
in recipients' behavior, attitudes, skills, and knowledge.  For programs designed to change the 
juvenile justice system, they include changes to the juvenile justice system that occur by the 
funding’s end. 

b.  Long-term outcomes:  The ultimate outcomes desired for participants, recipients, the 
juvenile justice system, or the community. For direct service programs, they generally include 
changes in recipients' behavior, attitudes, skills, and knowledge.  They also include changes 
in practice, policy, or decision-making in the juvenile justice system. They are measured 
within 6-12 months after a youth leaves or completes the program. They should relate back to 
the program's goals (e.g., reducing delinquency). 

 

 

 

 
 
Performance Measures for Juvenile Justice System Improvement 
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Output Indicators 

 
1. Number of program youth served 
2. Number of program/agency policies of 

procedure created, amended, or rescinded. 
 

 
Outcome Indicators 

 
1. Number of programs modified based on 

evaluation/research study results 
2. Number and percent of staff with increased 

knowledge of program area 
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APPEALS PROCESS 
 

Criterion for Appeal: 
Appeals will be considered only if: 

The Commission failed to follow established guidelines to assure fairness and uniformity for all 
applicants. 
 

Procedures for Appeal: 
The awarding of Federal Formula Grant funds from OJJDP is a discretionary act by the Tennessee Commission 
on Children and Youth.  The Commission strives however, to assure that appropriate factions within state and 
local government, as well as private individuals and agencies, are informed of the availability of funds and have 
an opportunity to make application for the funds. 
 

Established Guidelines: 

 TCCY developed the following guidelines to assure fairness and uniformity: 

 - Announcement of availability of funds; 
 - Training in grant writing; 
 - Acceptance of grant applications; 
 - Review of grant applications; and 
 - Notification of approval/disapproval of applications. 

These procedures are adopted by TCCY and reviewed periodically for update and revision.  Copies of the 
procedures can be obtained from the TCCY office. 

Therefore, the decisions of TCCY relative to the approval or disapproval of grant funds shall be final, except for 
the above mentioned criterion.  There is, also, no appeal for the amount awarded. 

If the applicant feels that sufficient evidence can be shown to support the criterion, an appeal may be filed in 
writing within ten (10) working days of notification of approval/disapproval of the grant application.  TCCY 
staff shall stamp the appeal with the date and time of receipt. 

TCCY staff, as designated by the Executive Director, shall review the appeal and investigate to determine if the 
evidence presented in the appeal has merit.  If the appeal is found to be of merit, the grant application shall be 
scheduled for review by the Grant Review Committee of the Commission.  This review shall take place prior to 
the next regularly scheduled TCCY meeting and the recommendation of the Grant Review Committee shall be 
discussed as an agenda item at that meeting.  The decision of TCCY on the appeal shall be final with no further 
appeal. 
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Federal Formula Grant 
PROJECT APPLICATION CHECKLIST 

 
_____ 1. Face Sheet (Form CY-0013)-make sure a program category is checked 
 
_____ 2. Detailed Budget  
 
_____ 3. Budget Narrative (not more than 2 pages) 
 
_____ 4. Project Narrative (14 typewritten pages or less, double spaced with 12 point font size. DO 

NOT CAPITALIZE ALL WORDS) 
 
            _____ a. Description of Agency/Organization   
 _____ b. Description of problem/need for project 

  _____ c. Project implementation plan     
  _____ d. Performance Measures and Evaluation   

_____ e. Project personnel (highest diploma achieved, organizational chart included) 
_____ f. Past accomplishments (include outputs and outcomes achieved) 

  _____ g. Future funding strategies 
  
 _____ 5. Federal Certification re: Lobbying, Debarment, Suspension, and Other Responsibility Matters; 

and Drug-Free Workplace Requirements 
 
 _____ 6. TCCY Certified Assurances 
 
 _____ 7. Current support letter from the Juvenile Court Judge is enclosed. 
      If not appropriate for an individual project, a statement of explanation must be included within 

the narrative.  If applicant is a school-based program, include letter from principal or their 
designee.    

_____ 8. Continuation grantees should include a copy of their most recent Policy 22/CPO Monitoring 
Review Report.  

 
 
 
FOR PRIVATE-AGENCY PROJECTS ONLY: 

_____ Copy of the Charter 
 
_____ Copy of 501(c) (3) status upon request 
 
_____ List of the current Board of Directors 

 
 

_____ Application is stapled in upper left corner or secured with a heavy duty binder clip. No 
rubber bands, paper clips, report covers, notebooks, binders, or professional binding of 
any kind should be utilized. 

 
 
 
 
 
 



 

SYSTEM IMPROVEMENT 
GRANT APPLICATION REVIEW GUIDE 

 
APPLICANT/CONTRACT #______________________________________ 
 
 
I.  Budget Justification 

1.  Detailed, accurate budget is included (subtotals match those on the face sheet). (Pts. 3) 
2.  The budget narrative and requested items are itemized and explained well. (Pts. 6) 
3.  The number of children to be served with cost per child is included. (Pts. 1) 
 
 

II. Project Narrative 

      A. Description of Agency 
1.  Provide a brief summary of your agency/organization including services       
     provided, population served and geographical location (Pts 10) 
 

 
      B. Background/Need 

1. The nature, scope and degree of the problem has been fully documented 
using current local and/or state data and statistics. (Pts. 10) 

2. The proposed problem was addressed in the project narrative. (Pts. 8)                                                                        
3. The project is consistent with the program category being funded 

 by TCCY (Juvenile Justice System Improvement). (Pts. 2)  
 
  

      C. Project Implementation 
1.  The target population is clearly defined. (Pts. 3) 
2.  Explain in detail how youth will be referred to your program. (2) 
3.  The applicant describes how the program would address specific needs of  

minority youth. (Pts 3) 
4.  The applicant describes and defines how the program would address any  
     gender-specific needs of females. (Pts 3) 
5.  The project goal(s) for the year are clearly stated (1 to 2 goals only) (Pts. 2) 
6.  The project objectives address the goal(s) and are time bound, realistic and 
     measurable (no more than 3 objectives per goal) (Pts. 6) 
7.  The activities for the objectives are presented in a quarterly format. (Pts. 2) 
8.  The project demonstrates collaborative efforts with other agencies. (Pts. 2) 
9.  Best practice model was listed and implemented by the program. (Pts. 2) 
 

 
 

Page Total    
     Page  

 
           

 
Possible    Points 
Points       Earned 
 
 
 
 
 
 
__10___   _____ 
 
 
 
 
 
__10___   ______ 
 
 
 
 
 
 
 
__20___   _____ 
 
 
 
 
 
 
 
 
   25        ______ 
 
 
 
 
 
 
 
 
 
 
 
 
__65___   _____ 
 
 
 
 
 
 
 
 

 Possible       Points 
 Points          Earned 
 
 
 



 

 
 
D.  PROJECT EVALUATION/PERFORMANCE MEASURES                                                                                 

1. The applicant described their Process Measures including data collection tools  
used to evaluate the program and timeframe for collecting data. (Pts 5) 

2. The applicant explains the results they plan to achieve for the participants in 
their program. (Pts. 5) 

  
E.  PROJECT PERSONNEL 

1. The applicant has identified project personnel and has indicated the percentage of 
 time devoted to the project by each staff person. (Pts. 2) 

2. An explanation of qualifications for personnel is included. (Pts. 2) 
3. A copy of highest diploma achieved for each project personal is included. (Pts. 1) 
4. The organizational chart shows how project personnel fit into the overall 

organization. (Pts. 2) 
5. Applicant described their agency’s plan for providing cultural competency training for  

for staff. (Pts. 3) 
6. Applicant described their agency’s plan to provide Title VI training to staff. (Pts. 3) 
7. The applicant described other personnel who will be involved with project, but 

who will not be paid from the project budget. (Pts. 2) 
 

F.  PAST ACCOMPLISHMENTS 
1. For projects previously funded by TCCY, included a list of past accomplishments  

that state what outcomes and outputs were achieved. (Pts 4) 
2. For projects previously funded by TCCY, explain goals and objectives not met. 

If not applicable, there is a statement indicating all goals and objectives were met. 
(Pts 1) 

-OR- 
3.  If this is an application for a new project, and the applicant or implementing  

agency has not been previously funded by TCCY, there is a description of  
other projects developed by the agency, funding obtained, and outcomes achieved. 
(5) 

 

G.  FUTURE FUNDING STRATEGIES 
      1.  The applicant explains in detail how the project will be funded after TCCY funding 
           ends. (Pts. 4) 
      2.  The applicant provides the names of three possible future funding sources  
            (i.e. fundraiser, donations, funding organization). (Pts. 1)  
                  Page total   
H.  Special comments deduct up to 10 points  
 
I.    Deduct 5 points if copies are not an exact duplicate of original      
                                                                                                                                                                                                                            

           Grand total 
                            
            



 

                                  
 
 
 
 
 
           

Appendix III 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DUNS NUMBER REQUIREMENT 
 



 

The federal government requires organizations to provide a DUNS number on their grant applications. As a 
recipient of federal funding, the Tennessee Commission on Children and Youth (TCCY) also requires DUNS 
numbers on all grant applications from organizations. Applicants who have not already done so must register 
with Dun and Bradstreet (D & B) to be issued a DUNS (Data Universal Numbering System) number. There is 
no fee for registering for a DUNS number. 

WHAT IS A DUNS NUMBER?  

Dun and Bradstreet (D&B) is a company that provides business information for credit, marketing, and 
purchasing decisions. Its “data universal numbering system,” known as DUNS, issues unique 9-digit numbers 
that are used by businesses and the federal government to keep track of more than 70 million businesses world-
wide. Because a DUNS number is specific to a physical location, some entities such as states, public school 
districts and universities will have several DUNS numbers, for example “DUNS + 4,” used to identify specific 
units within a larger entity. 

WHY DOES MY ORGANIZATION HAVE TO PROVIDE IT?  

The federal government’s Office of Management & Budget uses DUNS numbers to track how federal grant 
money is awarded and dispersed. A percentage of the Tennessee Commission on Children and Youth grant 
money is federal, thus TCCY requires DUNS numbers, too. 

Do all grant applications have to have a DUNS number?  

All organizational applicants are required to provide their DUNS number. Individuals are exempt. 

How do I find out if my organization already has a DUNS number?  

Your executive director, business manager, board treasurer, or accountant is likely to know and be able to 
provide your organization’s DUNS number if you already have one. Most Universities and colleges, state 
entities and large organizations already have DUNS numbers. 

If you aren’t sure if your organization has a DUNS number, or if so, what it is, go here to search. 

If you do not have a DUNS number, apply by using this website: www.dnb.com. 

Is there a fee for registering for a DUNS number?  

No. D&B does not charge a fee, and you are not obligated to purchase any of their products. 

How do I get a DUNS number?  

Applications are no longer accepted over the phone. To apply for a DUNS number, go to this website: 
www.dnb.com and click onto D-U-N-S NUMBER. Scroll down to “Get a D&B D-U-N-S Number.” Click onto 

https://mycredit.dnb.com/search-for-duns-number/
http://www.dnb.com/


 

“Get a D-U-N-S number.” For best compatibility, applicants should use either Firefox or Internet Explorer, and 
turn off any pop-ups for best results with the application. The D&B website will ask for the information listed 
below, after which you will be assigned a number, free of charge. An authorizing official (i.e., executive 
director or chair of the board) of the organization should fill out this request. It may take up to 30 days to 
receive the DUNS number after applying on the website, so be sure to give yourself enough time to do this 
before your grant application deadline. 
• Legal Name of organization 
• Headquarters name (if different from Legal Name) and address for your organization 
• Doing business as (DBA) or other name by which your organization is commonly known or recognized (if 
exists) 
• Physical address: city, state, zip code 
• Mailing address (if separate from headquarters and/or physical address) 
• Telephone number 
• Contact name and title 
• Number of employees at your physical location 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

INSTRUCTIONS FOR COMPLETING 
BUDGET NARRATIVE 



 

 
Failure to accurately complete all information and comply with all instructions jeopardizes consideration 
of this grant.   

   
 Budget Justification: 
 

A. One (1) page is preferred, not more than two (2) pages. Show Calculations 
 

B. Provide a narrative justification for EACH item requested by budget category.  Explain the purpose 
and necessity of each specific expenditure.  If travel is included specify who will travel, where, why, 
and the specific costs (mileage, hotel, meals, etc.) per trip. 
 

C. Indicate the projected number of youth to be served during the proposed fiscal year.  Calculate the 
cost-per-participant and address the cost-effectiveness of the proposed project. 

 
 
 
 
 
 
 
 



 

 PROJECT NARRATIVE 
 

INSTRUCTIONS:  Please label each section by heading and present the required information.  Limit the 
narrative to twelve (14) typewritten pages or less. Each section must be labeled and all pages typed, double 
spaced, font size 12, numbered, and in the specified order (see checklist). 
 

A. Description of Agency 
1. Provide a brief summary of your agency/organization including services provided,           
     population served and geographical location. 

 
     B.   Background/Need: 

     1.  Describe the need/problem in the target area; use current and relevant local and/or state   
                data/statistics, specific to the geographic area and target population being served by the   
                project.  

       2.  State how the project will address and affect the need/problem in #1 above. 
       3.  Indicate the Standard Program Category which best describes the project you propose. 

            4.  Describe how this project will assist the Tennessee Commission on Children and Youth TCCY in   
                 maintaining compliance with the Juvenile Justice and Delinquency Prevention (JJDP) Act.  

 
 C.   Project Implementation: 

1. Describe your target population.  State specifically who will benefit from the proposed project 
and the number of youth to be served. 

2. Explain in detail how youth will be referred to your program. 

3. Describe your plan or strategy for providing minority responsive programming for minority 
youth in your area no matter how few are in the population. Give specific examples of services 
that will be provided. 

4. Describe your plan or strategy for providing gender-specific programming for females. OJJDP’s 
definition of gender specific services: “To provide services that are designed to meet the unique 
needs of females that value the female perspective, that celebrate and honor the female 
experience, that respect and take into account female development, and that empower young 
women to reach their full potential.” Give specific examples of services that will be provided. 

5. Clearly state the goal(s) for the year.  Goals should describe what the program intends to 
accomplish in general terms of its impact on the community.  (List only 1 to 2 goals). 

6. Provide clear, precise, time bound, realistic, and measurable objectives for each goal.  An 
objective is a specific, quantifiable statement of the desired immediate or direct outcome of the 
program, which supports the accomplishment of a goal.  (List only 1 to 3 objectives per goal).  
Specify your objectives in measurable terms in how you are going to measure change for your 
participants. 

7. Develop an annual work plan using a quarterly format.  List specific activities to be done and the    
responsible personnel for achieving the project’s objectives.  Activities are the specific tasks that 
make up the work of the program. The activities support each objective and describe key 



 

operational elements of the program.  Using this format one should be able to see exactly what 
you will do each quarter. 
 

           The quarters are:  1st quarter      January - March     
                                               2nd quarter     April - June  
     3rd quarter      July –September 
   *The first report will be for one month due to the start date of the grant   
      

7.   Describe how the project demonstrates a collaborative effort with other agencies in the community.          
             Explain how project personnel will interface with other agencies and the TCCY Regional Councils.  
 

8.  Describe the research-based methods and techniques to be used to meet the proposed objectives and    
     indicate the name of the evidence-based program implemented.  If using a part of the evidence-based    
     model you must list the part of the program you used.  List the source from which the program model  
     was sited (i.e. SAMSHA, Blue Print Guide, OJJDP Model Guide etc.)  
        
9.  Provide the physical address, email address and telephone number for each site where project    
     activities will occur.         

    

D.   Process Measures and Evaluation:   

1.  Describe your data collection process, list tools that will be used to evaluate your program and explain 
the timeframe for collecting data. (i.e. weekly, monthly, quarterly) 

 
2.  Explain the results you plan to achieve for the participants in your program.  Your results should reflect 

on the objectives you stated in your application. 
 

E.   Project Personnel:  

1.  For each job title funded by the project include the following: 

• Person 

• Job title 

• Percent of time spent on project (If less than 100% of a 40 hour week, describe other agency  

responsibilities of this person) 

• Job responsibilities  

• Job qualifications (education and experience) 

• Copy of highest diploma achieved (only for staff being paid by project) 

2. Include an organizational chart which clearly shows how the project personnel will fit into the overall 
organization. 

3. Describe your plan for providing cultural competency training for staff along with dates and training 
specifics. 

4. Describe your plan for providing Title VI training for staff along with dates and training specifics. 



 

5. List other personnel who will be involved with project, but who will not be paid from the project budget 
and describe what they will be doing. 

 

  F.   Past Accomplishments:   
1. If this is an application for a new project, and the applicant or implementing agency has not been 

previously funded by TCCY, describe other programs developed by the agency, funding obtained, and 
outcomes achieved. 

2. If this would be your first time receiving TCCY funds, please explain any experience the applicant has 
working with children. 

3. If you are applying for continuation funding explain in detail the accomplistments and outcomes thus far 
of the program currently funded by TCCY.  Previously funded projects should also list the goals and 
objectives from the previous year that were not met and explain why. 

4. Have you ever had a project funded by TCCY before?  If yes, is that project still up and running? 

 

 G.  Future Funding Strategies:   

1.  Explain your strategy in detail on how project will be funded after TCCY funding ends.  Provide the 
names of three possible funding organizations that will be contacted this year.  

2.  If approved for second and third year funding, the project will receive 75% and 50%, respectively, of 
the first year's approved budget. Explain in detail how their project will be maintained at the first year’s 
level of approved funding.  *Note the grantee will need to provide the same level of services at the first 
year of awarded funding. 

 

Appendices to this application must be limited to the following which are not included in the fourteen 
(14) page narrative: 

• Certifications and Certified Assurances from Appendix IV. 

• Letter from the juvenile court judge.  

• Agency organizational chart. 

• Copy of highest diploma achieved or transcript for staff being paid by project. 

• Performance Measures Chart 

 

• For Private Agencies Only 

•  List of current board of directors. 

• Copy of the Charter 

•  Copy of 501(c) (3) status. 

 

Unrequested information and materials will not be considered 
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State of Tennessee 
Tennessee Commission on Children and Youth 

Federal Formula Grants 
Certified Assurances 

1. Applicant agrees that no person, board members, project staff, and participants, on the   
basis of race, color, national origin, age, or handicap, will be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under the 
program receiving Federal Formula Grant funding. 

 
2. Applicant agrees to employ culturally sensitive and competent staff and to ensure that 

ongoing training is provided. 
 
3.  Applicant agrees to comply with all requirements of the Americans with Disabilities Act 

(ADA). 
 
4. Applicant agrees to maintain the confidentiality of all records of youth involved with the 

project and to keep such records in a secured location with limited access. 
 
5. Applicant agrees that project staff will interact with the TCCY Regional Coordinators, 

including participation with the Regional Council. 
 

6. Applicant agrees to make a presentation to the Tennessee Commission on Children and 
Youth relative to the progress and activities of the project, if requested. 

 
7. Applicant agrees that Federal Formula Grant funds will not be used to supplant local, 

state, or other funding which has been decreased or discontinued. 
 
8. Applicant agrees that project will be part of a comprehensive and coordinated system of 

services (as defined on page 1). 
 

____________________________________      _____________________ 
Signature of Authorized Official                Date 

CY – 0100           RDA 1681 
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