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APPLICATION REQUIREMENT CHECKLIST

And how to apply

Note:  These materials are not an offer of funding and are not an offer for contract.

Required application documents 

· Application Forms 1 – 5

· This includes four forms that are on the Excel spreadsheet

· Appendix

· Optional: Supplement application

Please submit FOUR copies of the total application.

Please clip each set of documents together with a binder clip.  Do NOT bind them with a cover or in a way that keeps us from photocopying the documents.

Application documents are available in Microsoft Word and Excel files by sending an email to the Substance Abuse Division at jsones1@state.wy.us .

PLEASE ALSO SAVE A COPY OF YOUR APPLICATION on disk or to your computer.  If you are selected for funding, your application may be used to create your report form and will be used as an attachment to the contract.  

GRANT APPLICATION GUIDANCE

Continuation Application 2005 - 2006

Primary Purpose of Funds

The Substance Abuse Division, Wyoming Department of Health, continues a commitment to reduce tobacco prevalence and consumption rates of tobacco use by adult and young people among all populations.  Community-based efforts are directed at social and environmental strategies to reduce tobacco prevalence and consumption rates by adults and young people among all populations, eliminate exposure to second hand smoke, and identify and eliminate the disparities experienced by population groups relative to tobacco use and its effects.  

The strategies include community-wide collaboration particularly towards environmental strategies.  This must include coordination and leveraging of resources with other substance abuse prevention agencies, 21st Century State Incentive Grant programs, alcohol prevention programs, law enforcement and others.
The purpose of this application is to advance Tobacco-free Wyoming Community goals, provide funding and technical assistance to previously funded communities that have initiated a tobacco-prevention community coalition, completed a science-based strategic plan for community-based tobacco prevention, established a system for instituting the provisions stated in this application, and documented results related to the Tobacco-free Wyoming Community program.  

Please see the document “Projects and Activities Summary” for more information.

Who Can Apply 

Only organizations funded for Tobacco-free Wyoming Community Grants during the 2004 – 2005 fiscal year may apply.   Funds can be disbursed through a private, non-profit, or public agency.   Funds cannot be distributed through an individual.  

Applicants from counties that have not adequately addressed the requirements set forth during the current year’s grant and those with inadequate infrastructure to address the requirements of this application should contact the Tobacco Prevention and Control Program for information.

Please note that applicants must show monthly activity towards goals within all portions of the county unless pre-approved to serve a smaller population.  

Please see the Application Forms and other documents for more information and guidance.

Source of Funds 

· Centers for Disease Control and Prevention (CDC) cooperative agreement (CFDA 99038  U1A/CCU809222-09)

· Wyoming Tobacco Settlement Trust Funds http://legisweb.state.wy.us/statutes/titles/title09/c04a12.htm 

Amount of Funds Available 

Funding guidelines are based on county population.  Applicants are expected to serve the entire county’s program (program or population).  These are maximum amounts for the basic budget.  

	Albany
	$70,000

	Big Horn
	$50,000

	Campbell
	$70,000

	Carbon
	$55,000

	Converse
	$50,000

	Fremont
	$70,000

	Goshen
	$50,000

	Johnson
	$55,000

	Lincoln
	$55,000

	
	

	Natrona
	$118,000

	Park
	$65,000

	Platte
	$55,000

	Sheridan
	$70,000

	Sweetwater
	$70,000

	Teton
	$60,000

	Uinta
	$60,000

	Washakie
	$55,000

	Weston
	$50,000

	Wind River 
	$55,000



STAFFING PRIORITY:

The projects required for this grant require a three-quarter time or full-time professional level staff exclusively for this contract to successfully implement this project.  The contract agency must implement policies and procedures that facilitate staff retention. 
Guidelines:

    









Minimum

Applicants from these counties





dedicated staff
Big Horn, Goshen, Weston, Crook




       Three-quarter time 

Albany, Converse, Sweetwater, Campbell, Johnson, Sheridan,


Platte, Washakie, Carbon, Lincoln, Fremont, Park, Teton, Uinta, 

Wind River Reservation community

  


       Full time

Natrona County
Two full time 
Specific Required Activities

In addition to the standard assurances and compliances and the provisions contained in contract, organizations that are awarded a contract must meet the following requirements:

· Utilize funds only to support tobacco-specific, community-based, primary prevention efforts that utilize standards-based, science-based, or Best Practices that address these 4 goals or program administration and community collaboration:

· Eliminate Exposure to Secondhand Tobacco Smoke 

· Establish Systems to Prevent Initiation Among Youth

· Establish Systems to Promote Quitting Among Adults and Youth

· Establish Systems to Eliminate the Health, Economic, and Prevalence Disparities from Tobacco Among Population Groups

· Hire and retain professional level staff for this project.

· Current project staff must be included in completion of this application. 

· The program staff hired through this project must attend 2 in-state program manager’s meetings sponsored by the Substance Abuse Division, up to 3 additional approved in-state meetings, 2 regional one to two-day meetings, and 1 or 2 approved out-of-state meetings during the grant period.  The purpose of these meetings is to improve the ability of the program manager to implement the goals and objectives set forth in this contract.

· Ensure that monthly reports are filed in a timely fashion.

· Ensure that staff work toward the goals and activities stipulated in this application and in the negotiated contract.

· Provide regular evaluations with the staff.

· Support and enhance a tobacco-specific, broad-based and diversely representative community-coalition or task force. 

· Provide a computer and printer for the local project staff with adequate capabilities for email, internet, Microsoft Word, Access, Excel, and PowerPoint (Corel WordPerfect is optional but recommended in addition to the other programs.) 

· Gather data and write reports.

· Ensure citizen input and involvement from throughout the county.

· Media and publications paid through these funds must include the following phrase: Funded through the Wyoming Department of Health Substance Abuse Division with funds from the Wyoming Tobacco Settlement Trust Fund and from the Centers for Disease Control and Prevention (CDC).

Specific Activities Disallowed from this Funding Source

In addition to the standard assurances and compliances listed in the application, these activities and expenditures are disallowed with these funds: 

· School-based programs.

· Youth focused or youth only projects (including “youth coalitions.”) 

· Capital construction.

· Endowment funding.

· Religious purposes.

· Grants to individuals.

· Lease of rental equipment.

· Deficits or retirement of debt.

· Planning or administration of grant aside from regular staff time. 

· These funds may not supplant existing activities in any way.  These funds are not to supplant projects that were previously funded through another source.

· Enforcement of tobacco laws.

· Any lobbying purposes.

· For any program or service that denies service based on race, gender, color, or national origin.

· For any program or organization with a conflict of interest. 

· Projects that are primarily to “educate” about tobacco illnesses, cessation, addiction, refusal, or other low-impact, individual client topics.  Proposals should be policy based, action-oriented, and community oriented.

· Cessations services or cessation supplies which includes, but is not limited to, paying for medical services, providing pharmaceuticals, providing cessation classes, cessation teams, quit lines, cessation groups, counseling, etc.

· Treatment or medical services of any kind.

· Projects unrelated to the primary purpose.

Specific Activities Restricted within this Funding Source

· Developing, purchasing, organizing, producing, erecting and/or staffing “brochures,” “booths,” “displays,” “fairs,” (i.e. health fairs), “speakers,” assemblies or other educational materials.  Opportunities will only be allowed when they clearly support the goals and objectives.

· Paid media will only be allowed when it clearly supports the goals and objectives.  All paid media must be pre-approved, in writing, by the Tobacco Prevention and Control Program Manager or designee.

Reporting and Evaluation

The following are the Substance Abuse Division’s expectations for reporting and evaluation.  If there are any requests for changes to these, please write those requests in a separate, one-page narrative with your application.

1.  Site Visits.  The Substance Abuse Division will conduct at least one formal site visit during the contract period.  The State office will provide the Site Visit Protocol and attempt to make arrangements for the site visit at least 30 days in advance.

2.  Monthly Reports and Invoices.  Electronic reports are due to the State office by the 15th of each following month (i.e. report for January by February 15.)  An electronic monthly report form and Monthly Expenditure form will be provided.  KEEP A PRINTED HARD COPY OF THE REPORTS IN YOUR FILE.  The report will summarize process changes and outcomes for the month.  

Please note that the organization’s administration must certify that costs are reported correctly and reflect actual work towards contract goals or requirements.

3.  Surveys/Data Collection Methods:  Commitment to conduct the following local evaluation processes is required.  You may request a preview copy of these from the Division. 

· Wyoming Restaurant Survey

4.  All other surveys must be pre-approved by the Substance Abuse Division.

Note: The Substance Abuse Division is working with an outside agency to help evaluate Tobacco-free Wyoming Community programs.  

Selection Procedures


The Substance Abuse Division, Wyoming Department of Health, will strive to meet the following Procedures where possible:

· Notice of this  application will appear on the Division website at http://sad.state.wy.us  

· The Substance Abuse Division will convene a selection team of reviewers familiar with the program content.  Reviewers will not be selected from the application pool or have conflicts of interest.  Reviewers will not discuss the applications or the applicants without the written permission of the Substance Abuse Division.  A rating sheet will be used.  Decisions of this selection team are final.

Application Process Timeline

November, 2004



Requests for Applications Distributed
February 4, 2005



Application Due Date (postmarked on or before)
Through February, 2005


Application Review Period
March 1, 2005

 


Tentative Award Selection Date
April 1, 2005 or before


Letters Mailed to all Applicants 

April, 2004 




Negotiation Period (if applicable)5
Early to mid May 2005


Anticipated Mailing of Contracts
Application Deadline 

Applications must be postmarked on or by February 4, 2005.  Faxed applications will not be accepted.

Primary Substance Abuse Division Contact 

Jacob Sones, Tobacco Prevention Program Consultant 

6101 Yellowstone Rd Suite 220

Cheyenne, WY 82009

(307) 777-3357 

1-800-535-4006

Fax: (307) 777-5849        

Jsones1@state.wy.us 
For more information and technical assistance for completing this application, contact

Janet Jares

Tobacco Prevention and Control Program Manager

(307) 777-5454

jjares@state.wy.us 
or

Sylvia Bagdonas 

Tobacco Prevention and Control Consultant

sbagdo@state.wy.us 

(307) 777-6494 or 1-800-535-4006

How to Submit Your Application

Do not “bind” the application.  Please secure it only with clips or staples.
Please mail four copies (4)  

Substance Abuse Division

Wyoming Department of Health

Attn: Jacob Sones, Tobacco Prevention Program Consultant

6101 Yellowstone Road, Suite 220

Cheyenne, WY 82009






