
 

 

 

  

 

 

 

 

 

 

 

 

 

 
Assistance to Firefighters Grant Program 

System Handbook 
 

October 2009



 

1 

System Overview 

 
In 2002, as part of the Office of Management and Budget’s (OMB) President’s 
Management Agenda, the Federal Emergency Management Agency (FEMA) created an 
automated grant system to provide the unique firefighter programs the required 
functionality to review and quickly distribute funds.  The Assistance to Firefighters 
Grants (AFG) system provides functionality for Firefighters Assistance Grants at each 
stage of the grant lifecycle through corresponding modules within the system (i.e., 
administration and application, application review, awards, grant management, 
closeout, and monitoring). 
 
The AFG system supports the four Firefighter Assistance Grants:  AFG, Fire Prevention 
and Safety (FP&S), Staffing for Adequate Fire and Emergency Response (SAFER), and 
American Revitalization and Recovery Act (ARRA) AFG Station Construction Grants 
(SCG).  Annually, the AFG system processes over 25,000 applications totaling over $4.1 
Billion in awards. 
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Introduction 
 

The AFG system is primarily used by the Grant Programs Directorate (GPD) within 
FEMA.  Additional stakeholders with a role in the grant lifecycle are listed in the tables 
to follow.  This document serves as a resource for staff assigned to the Grant 
Specialists (GS) in the AFG system.  The goal of this manual is to assist the GS in 
gaining an understanding of how to conduct a Completeness Review, Prepare an Award 
Package, and complete the payment, amendment and de-obligation processes of 
awarded applications. 

System Responsibilities 
 

The AFG Systems Team exists within the GPD’s Grants Management Division (GMD) 
Systems Branch, and its core responsibility is to provide technical and functional 
support to its stakeholders.  Additionally, the AFG Systems Team partners with the 
FEMA GPD Grant Development & Administration Division (GD&A) AFG Branch to ensure 
that the system needs of the GMD are implemented. 

Below is a list of important players, their contact information, and an overview of their 
responsibilities: 
 
AFG System Responsibilities  
 

System Role Agency/Company Title/Contact Information Responsibilities 

AFG Branch FEMA GPD GD&A 
AFG Branch 

Branch Chief:  Brian  Cowan 
brian.cowan@dhs.gov 
202-786-9790 
 
Section Chief:  Tom 
Harrington 
tom.harrington@dhs.gov 
202-786-9791 
 

In coordination 
with 
stakeholders, 
document and 
track the progress 
of all GD&A issues 
to ensure 
resolution of 
System Change 
Requests (SCRs) 
and Database 
Modifications 
(DBMods); and 
develop functional 
requirements, as 
necessary. 

Systems and 
Business 
Support 
Branch 

FEMA GPD GMD 
Systems and 
Business Support 
Branch 

AFG Team Lead: Kristos W. 
Kowgios 
kristos.kowgios@dhs.gov 
202-786-9539 
 
Booz Allen Hamilton 
Support: Katie Root 
katie.root@fema.gov 
202-786-9460 

AFG Team Lead:  
In coordination 
with 
stakeholders, 
document and 
track the progress 
of all GMD issues 
and ensure 
resolution of 
SCRs and 
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Booz Allen Hamilton 
Support: Daniela Matarazzo 
daniela.matarazzo    @fema.gov 

202-786-9659 
 
Net America Support: Nelli 
Epelman 
nelli.epelman@fema.gov 
202-786-9982 
 
Systems Branch Section 
Chief: Cameline Toro 
cameline.toro@dhs.gov 
202-786-9527 
 
Systems Branch Chief:  
Bianca Costa 
bianca.costa@dhs.gov 
202-786-9503 

DBMods; 
monitors system 
use to identify 
and implement 
future training 
needs; and 
provides support 
to resolve urgent 
priorities. 
 
Systems Branch 
Chief: Identifies 
and 
communicates 
GMD leadership 
priorities to the 
AFG Team Lead. 

Customer 
Advocate 

FEMA Office of the 
Chief Information 
Officer (OCIO) 

Customer Advocate: Robert 
Quarles 
robert.quarles@fema.gov 
202-212-5267 
 

Manages system 
development and 
help desk 
contracts; 
facilitates 
resolution of 
issues; and 
promotes the 
interests of all 
vested parties. 

Help Desk McKing Consulting 
Corp. 

Assistance to Firefighters 
Grant Program Help Desk 
1-866-274-0960 
firegrants@dhs.gov 

Provides front-
line support for 
internal and 
external AFG 
stakeholders; 
connects 
stakeholders with 
appropriate FEMA 
Points of Contacts 
(POC). 

System 
Developer 

Net America | REI 
Systems, Inc. 

Net America | REI Systems, 
Inc.: 
 
Gilbert Veney: 
gveney@reisys.com 
    
Wei Kong: 

Manages the 
System 
Development 
Lifecycle (SDLC) 
to implement 
SCRs and 
DBMods; provides 
technical support 
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wkong@reisys.com 
Gengwen Wang: 
gwang@reisys.com 

to assist with 
identifying 
solutions for 
identified issues. 

 

AFG System Key Terms Glossary 
 

Term Definition 

Application 
Package 

A set of forms that an agency posts and makes available to 
applicants (see test regarding FEMA GPD Fiscal Year (FY) 09 
Application Package). 

Assistance 
Officer (AO) 

The senior business management advisor for non-disaster grants.  
The AO is the FEMA official authorized to obligate the Government 
to the expenditure of funds under a grant award or to change the 
funding, duration, or other terms and conditions of an award.  
Business management activities include, but are not limited to: 
evaluating grant applications for administrative content and 
compliance with statutes, regulations, and guidance; negotiating 
awards; providing consultation and technical assistance to 
applicants and recipients, including interpretation of grants 
administration policies and award terms and conditions; and 
administering and closing out grants.  The AO works closely with 
its counterparts at the recipient organization and with the 
designated FEMA Program Specialist. 

DBMod 
(Database 
Modification) 

A one-time roll-back of functionality to fix a non-repetitive system 
issue.  If the same type of DBMod is requested by a number of 
AFG system users, it may need to be escalated as a System 
Change Request (SCR) to either provide a system enhancement or 
fix a system bug. 

eFIND The portal on Grants.gov that allows agencies to post and 
grantees to view the synopsis information for a grant program 
opportunity. 

Functional 
Requirements 

An articulation of demonstrated understanding of the business 
processes the system needs to automate; what the system needs 
to do. 

Funding 
Opportunity 
Number 

The number that a federal agency assigns to its grant 
announcement. 

Grants 
Management 
Specialist (GMS) 

A FEMA employee with assigned responsibility for the day-to-day 
management of a FEMA non-disaster grant portfolio.  The GMS 
performs many activities on behalf of the AO and usually is the 
primary Point Of Contact (POC) for the recipient when dealing with 
grant-related issues. In the AFG system, the GMS is assigned the 
GS role. 

JIRA (Gojira) The proposed system of choice to track all FEMA GMD issues 
(SCRs, DBMods, and Non-Technical issues) through initiation to 
resolution. 
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Issue A system bug, enhancement, or training/communication need that 
is communicated by an external or internal source of input to the 
AFG Systems Team. 

Mandatory 
Forms 

Forms required for the application. Please note that a mandatory 
form must be completed before the system will allow the applicant 
to submit the application package. 

Non-functional 
Requirements 

Requirements determined by FEMA OCIO and FEMA GPD that 
impact the quality and performance of the AFG system (e.g., 
speed, reliability, capacity, security needs, etc.). 

Non-technical 
Issue 

If an issue is reported by the system user community, which does 
not require either an SCR or a DBMod to resolve the issue, that 
issue may be resolved through a non-technical solution.  These 
types of issues would generally involve either improvements to 
current training or communications and would not require 
involvement with the AFG System Development Team. 

Program 
Specialist (PS) 
/Program Officer 
(PO) 

The FEMA official responsible for the programmatic aspects of 
assigned non-disaster applications and grants.  The PS/PO’s 
responsibilities include, but are not limited to, development of 
programs to meet the FEMA mission; preparation of grants 
guidance; provision of programmatic technical assistance; post-
award monitoring of project/program performance, including 
review of progress reports and making site-visits; and other 
activities complementary to those of the AO. The PS/PO and the 
AO/GMS work as a team in many of these activities. 

Polytron Version 
Control System 
(PVCS) Tracker 

The OCIO system where all GMD proposed SCRs are to be entered 
by the AFG System Team Lead and then reviewed and addressed 
by the AFG System Development Team and the OCIO Customer 
Advocate. 

SCR (System 
Change Request) 

Either a detected, non-duplicative, technical fix for a system bug 
or a technical fix to provide a system enhancement.   

 
AFG System Roles 
 

AFG Roles Rights 

Program 
Manager 

Administration, Application Review, Awards, Grant Management, 
Grant Monitoring 

Regional Fire 
Specialist 

Administration, Grant Management, Grant Monitoring 

Program 
Specialist 

Application Review, Grant Management, Closeout, Grant 
Monitoring 

Grants Specialist Awards, Grant Management, Grant Monitoring, Closeout 

Assistance 
Officer 

Awards, Grant Management, Grant Monitoring 

Office of Grants 
& Training 

Awards, Grant Management 

Congressional Awards 
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Affairs 

Congressional 
Affairs 
Supervisor 

Awards 

Public Affairs Awards 

Vendor File Staff Awards, Grant Management 

Obligation File 
Staff 

Awards, Grant Management 

Administrative 
Staff 

Awards, Grant Management, Closeout 

Grants Branch 
Chief 

Awards 

Certifying Official Grant Management 

Accounting 
Branch Chief 

Grant Management 

Vendor Specialist Grant Management 

Payment File 
Staff 

Grant Management 

Applicant Administration 

Grantee Administration, Grant Management, Closeout 
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AFG System Log-In 
 

Using the System to Conduct a Completeness Review 
 

Once direction is received from the AO, the GS can begin the application’s 
Completeness Review.  The GS should initiate this phase by contacting the applicant 
with the “Standard E-mail Questionnaire.”  
 
Once the GS receives the applicant’s responses and any other required information, the 
GS begins the Completeness Review by logging on to the AFG System 
(https://portal.fema.net/famsRuWeb/home). 

 
Log-In Page 
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Problems Logging-In? 
 

 
 

If problems are experienced with logging-in, visit the Integrated Security and Access 
Control System’s (ISAAC) web site.  This system can assist with changing and resetting 
passwords.  The web site is: 
http://nemis.fema.net/pls/nacs_pub/nacs_change_pwd.show_chg_pwd. 
 
If problems continue to occur, contact the Enterprise Operations (EOPS) Help Desk at 
1-877-611-4700 or by e-mail at EOPS@dhs.gov. 
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DHS Integrated Security and Access Control System (ISSAC) 
 

 
 
Once a successful log-on has occurred, the above screen will be displayed. On this 
page, select the Firefighter Grants Administrator link to continue.  
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Conduct a Completeness Review 
 

AFG Status Page 
 

 
 
Once access to the AFG System is obtained, the Status page will appear.  On this page, 
select the assigned grant program/fiscal year, and click the Awards link under the 
specific grant program’s name. 
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Overview Page 

 

On the Overview page, utilize the drop-down menu on the top left-hand side of the 
screen and select Grants Specialist from the drop-down menu on the top left-hand side 
of the screen, then click Go. 
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Overview Page 

 

The process steps available for the role of GS are listed on the left-hand side of the 
screen.  Click on the Completeness Review link in order to begin. 
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Completeness Review Page 

 

Awards that require Completeness Review are listed on the Completeness Review 
screen.  Select the appropriate award by clicking on the Review link, under the Action 
column.  

To view the details of the corresponding award, click on the link listed in the Award 
Number column. To search for specific awards, click on the Search button. 
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Completeness Review Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To execute the Completeness Review, select the appropriate response for each 
question. 

Use the applicant’s responses to the Standard E-mail Questionnaire to answer most 
questions; and click on all available hyperlinks in order to collect required information 
for the review.  The following pages will assist in answering these questions. 
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Completeness Review Questions 

Question One 

Is the recipient on the Excluded Party List? 
Yes 

No 

 

To answer this question, first obtain the applicant’s Employee Identification Number 
(EIN). 



 

17 

Finding the Applicant’s EIN 

 

The organization’s EIN is found in the summary information provided at the top of the 
Completeness Review page and under View Application Details.  To find the 
organization’s EIN under View Application Details, click View Application Details on the 
top right-hand side of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Useful information such as the applicant’s EIN can be found on the Application Detail 
page.  Make sure to confirm that the EIN provided during application matches the 
number provided in the Standard E-mail Questionnaire. 

Note: Always exit out of pop-up windows while using the system.  
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Is the recipient on the Excluded Party List? 

Now, to verify the applicant’s status on the Excluded Party List, click on the hyperlink of 
Question One.  The Excluded Party List System’s web site will open. 

 
Excluded Party List System 

 

Click on the Exact Name and SSN/TIN link on the left-hand side of the screen. 

 

On this page, enter the name of the organization in the Exact Name field, and then 
enter the organization’s EIN number on the SSN/TIN field. 
 
Note:  Make sure to type the EIN number with no spaces or dashes. 
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Is the recipient on the Excluded Party List? 

 

Record the applicant’s status in the Excluded Party List System to answer Question 
One.  
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Question Two 

 

Did your review of the single audit database show any audit 
issues for this recipient? 

Yes 

No 

 

Click the hyperlink for the single audit database.  The Federal Audit Clearinghouse web 
site will open. 
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Federal Audit Clearinghouse Website 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Entity Search. 

Does the audit database show any audit issues for the applicant?  

 
On this page, enter the organization’s EIN number on the Enter part of the Auditee 
Name, Complete 9-digit EIN, or State to search the database field, and then click the 
View Results of Audit Status Entity Search button. 
 
Note:  Always exit out of pop-up windows while using the system. 
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Question Three 

 

Has the applicant had a FEMA/DHS AFG grant previously? 
Yes 

No 

 

To answer this question, refer to the applicant’s Standard E-mail Questionnaire 
(question 9a). 

Completeness Review Page 

 

Confirm that the applicant has answered correctly in the Standard E-mail 
Questionnaire.  First, save the Completeness Review by selecting the Pending Review 
option on the bottom of the page in order to save the work.  Then click Save and 
Continue. 
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Has the applicant had a FEMA/DHS AFG grant previously? 

 

Utilize the drop-down menu in the top right-hand corner of the screen.  Select Find 
Application Year Independent from the drop-down menu in the top right-hand corner of 
the screenand, and click Go. 
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Has the applicant had a FEMA/DHS AFG grant previously? 

 

Enter the fire department’s name as well as any additional information to help narrow 
the search and click Search. 



 

25 

Has the applicant had a FEMA/DHS AFG grant previously? 

Application Preview Page 

 

On the Application Preview page, confirm that the applicant is in good standing by using 
information found under the Application Number and Status columns.  Verify that 
awards were closed-out in a timely manner and that they do not have any previous 
awards that are currently locked.  Note any kind of outstanding or untimely reporting. If 
there are any issues, contact the applicant to address the issues before moving 
forward. 
 
Return to the Completeness Review page by clicking on the Completeness Review link 
on the left-hand side of the screen, and then select the appropriate application to be 
taken back to the Completeness Review. 
 
Answer the question and enter comments accordingly. 
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Question Four 

 

If you answered yes above, is applicant in good standing on 
that grant? 

Yes 

No 

N/A 

 

If the answer to Question Three was Yes, then the required answer for Question Four is 
either Yes or No.   If the answer to Question Three was No then the required answer for 
Question Four is N/A as it is not applicable.  Make sure the findings are consistent with 
the applicant’s responses to the Standard E-mail Questionnaire (question 9a). 
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Question Five 

 

Did your review reveal that the applicant is sharing an EIN? 
Yes 

No 

 

To answer this question, refer to the applicant’s Standard E-mail Questionnaire 
(question 8c). 

 

Also, use the Federal Audit Clearinghouse web site to confirm that the applicant does 
not share an EIN number: 
http://harvester.census.gov/sac/dissem/accessoptions.html?submit=Retrieve+Records 
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Questions Six and Seven 

 

If yes, did the applicant state that they are sharing an EIN 
in their email response? 

Yes 

No 

N/A 

If no, did the applicant confirm that the EIN is correct in 
their email response? 

Yes 

No 

N/A 

 

To answer these two questions, refer to the Applicants’ Standard E-mail Questionnaire 
(questions 8b and 8c). 
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Question Eight 

 

Have you analyzed the applicant's response to the question 
regarding any other federal funding this fiscal year and 
ensured that there is no duplication of funding to the 
applicant? 

Yes 

No 

 

To answer this question, refer to the applicant’s Standard E-mail Questionnaire 
(question 9a) as well as to the findings from Completeness Review questions Three and 
Four. 

Important:  The Completeness Review can not be completed if one or more of the 
responses is marked No for the next round of questions (questions 8-19). 
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Question Nine 

 

Does the applicant have a valid DUNS number? Yes No 

 

To answer this question, click on the question’s hyperlink. The Applicant Information 
page will open. 

 

Applicant Information Page 

 

The applicant’s DUNS Number is located on this screen. 

 

Note: Always exit out of pop-up windows while using the system. 
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Question Ten 

 

Did the recipient provide an appropriate and reasonable 
budget? 

Yes 

No 

 

To answer this question, click on the question’s hyperlink. The Budget Information page 
will open. 

 

Budget Information Page 

 

Did the recipient provide an appropriate and reasonable budget? 

To review budget details, utilize the drop-down menu in the top right-hand corner of 
the screen. Select Request Details from the drop-down menu in the top right-hand 
corner of the screen. from the list of options. The Request Details page will open. 
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Did the recipient provide an appropriate and reasonable budget? 

Request Details Page 

 

In order to answer this question, confirm that the budget has been completed and 
approved.  For further levels of detail, click View Details under the Action column or 
click View Additional Funding. 

 

Note: Always exit out of pop-up windows while using the system. 
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Question Eleven 

 

Was the match verified? 
Yes 

No 

 

 

To answer this question, click on the question’s hyperlink.  The Budget page will open. 

 

Budget Page 

 

Utilize the information located in the Federal and Applicant Share section to answer this 
question. Also, refer to the applicant’s answers to the Standard E-mail Questionnaire 
(questions 2a and 2b). 

 

Note: Always exit out of pop-up windows while using the system. 
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Question Twelve 

 

Did the recipient provide a detailed program narrative? 
Yes 

No 

 

To answer this question, click on the question’s hyperlink.  The Narrative Statement will 
open. 

 

Narrative Statement Page 

 

 

 

Confirm that the applicant provided a detailed statement. 

Note: Always exit out of pop-up windows while using the system. 
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Question Thirteen 

 

Did the applicant verify that the organization name is 
correct in their email response? 

Yes 

No 

 

To answer the question, refer to the applicant’s Standard E-mail Questionnaire 
(question 7).  



 

36 

Question Fourteen 

 

Did the recipient or authorized representative sign the 
Assurances and Certifications? 

Yes 

No 

 

To answer this question, click the question’s hyperlink. The Assurances and 
Certifications, Form 20-16A will open. 

 

Assurances and Certifications 

 

Scroll to the bottom of this page. 

Note: In some cases, OMB-SF-424B or OMB-SF-424D forms will open. 
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Did the recipient or authorized representative sign the Assurances and 
Certifications? 

 

Confirm that the Signed by box is properly completed.  

 

Note: Always exit out of pop-up windows while using the system. 
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Question Fifteen 

 

Was the indirect cost agreement received? 

Yes 

No 

N/A 

 

In most cases the answer to Question Fifteen will be N/A (not applicable); however to 
verify the existence or non-existence of the indirect cost agreement refer back to 
Question Ten in the Completeness Review. 
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Was the indirect cost agreement received? 

Budget Page 

 

Refer to item “I” for information concerning indirect charges. When the applicant is 
applying for indirect charges, the information should be listed in the I. Indirect Charges 
section. In most cases, the PO comments should also indicate that the applicant is 
applying for indirect charges. To answer Question Fifteen, make sure that the Indirect 
Cost Agreement was received and approved. The cognizant federal agency would be 
responsible for approving the Indirect Cost Agreement. 

 

Note: Always exit out of pop-up windows while using the system. 
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Question Sixteen 

 

Did you review the program office comments and resolve 
any identified issues? 

Yes 

No 

 

To answer this question, click the hyperlink.   The Summary Scoring Sheet Results page 
will open. 

 

Summary Scoring Sheet Results 

 

Scroll down to the Program Office comments box, and follow the PO’s recommendations 
as necessary. If adjustments to the budget are necessary see the Budget Adjustment 
section of this guide. 

 

Note: Always exit out of pop-up windows while using the system. 



 

41 

Question Seventeen 

 

Was the recipient contacted? 
Yes 

No 

 

After direction is received from the AO, the GS should have begun the Completeness 
Review by contacting the applicant with the Standard E-mail Questionnaire. If this is 
the case, then select Yes for Question Seventeen. 
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Question Eighteen 

 

If you answered Yes above, indicate the date 
(MM/DD/YYYY):  

 

If contact with the applicant has been established, then enter the date that contact was 
initiated. 

 

 

 



 

43 

Question Nineteen 

 

Did the recipient agree to accept the grant if awarded? 
Yes 

No 

 

To answer this question, refer to the applicant’s Standard E-mail Questionnaire 
(question 1).  
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Conclude the Completeness Review 

 

Once all Completeness Review questions are properly answered and Grant Specialist 
Comments are entered, select the Complete, Approve button at the bottom of the 
screen and then click Save and Continue.  The Completeness Review Results page will 
open. 

 

The additional buttons would be used in the following situations: 

 Pending Review- Select when saving work 
 Incomplete, Release- Select to return incomplete application to applicant 
 Application Ineligible- Select when the application is ineligible 
 Award Declined- Select when the applicant’s award is declined. 
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 Completeness Review Results Page 

 

Scroll down to the bottom of the page. 
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Completeness Review Results Page 

 

The next step is to prepare the Award Package.  To begin, click on the Prepare Award 
Package button on the bottom of the page.  

 

Note: If necessary, select the Go Back or the Continue Completeness Review buttons 
to make any changes to the section. 
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Complete a Budget Adjustment 

 

To adjust an applicant’s budget, save work by selecting Pending Review.   

 

 

 

 

 

Next, click on the Adjust 
Federal Share button on the 
Completeness Review page.  
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Adjust the Federal Share 

 

Enter the new, agreed upon Federal Share and the agreed upon Total Budget. 

 

Fill in the Comment section with language that is consistent with what was previously 
communicated between the GS and the applicant and also indicated in the PO 
comments. 
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Adjust the Federal Share 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Save and Continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirm the budget adjustment by clicking Yes.  
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Update Application 

 

Provide digital signature by entering password and checking the appropriate box.  Click 
Save and Continue.  
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Update Application Results 

 

Confirm the Reason/Comments by clicking Update Application. 

 

Note: Once the Update Application is selected, another browser will open so that the 
grantee’s application will be able to be adjusted.  
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Application Status 

 

Click on the Complete link, under the status column of the corresponding Request 
Details line.  
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Request Details 

 

Click View Details in the Action Column on the line that corresponds to the activity that 
requires a budget adjustment.  

 

Either click the Add Equipment button or click Update or Delete under the Action 
column depending on the action desired. 
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Update Eligible Items Within an Activity 

 

On the Request Details page, click the Update link under the Action column.  In this 
example, Update Equipment is the selected activity. 
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Update Equipment 

 

Update the number of units and/or the cost per unit as predetermined. Next, scroll to 
the bottom of the page, and click Save and Continue. 



 

56 

Request Details 

 

Finally, confirm that the numbers on the Request Details page are consistent with the 
predetermined, agreed upon numbers.  Then, click the Return to Summary button.  
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Add Eligible Items within an Activity 

 

Click on the button that corresponds to the Activity that needs adjustment.  In this 
example, Add Equipment is the selected activity. 
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Add Equipment Page 

 

Answer all the questions accordingly.  Remember to enter the number of units and the 
cost per unit per the PO comments. Next, scroll to the bottom of the page, and click 
Save and Continue. 

 

Confirm that the number of units and cost are consistent with the predetermined, 
agreed upon numbers. Next, click on the Return to Summary button. 
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Delete Eligible Items Within an Activity 

 

Click on the button that corresponds to the Activity that needs adjustment.  In this 
example, Delete Equipment is the selected activity.
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Delete Equipment Page 

 
The Delete Equipment page will appear.  Scroll to the bottom of the page.  

 

Confirm the deletion of the item by clicking the Yes button at the bottom of the page.
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Request Details 

 

The item selected to be deleted will not show up on the Request Details page. Next, 
click on the Return to Summary button. 
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Prepare an Award Package 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the Completeness Review is finished, click on the Prepare Award Package button 
to create an Award Package. 
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Confirm Selection 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirm the Award Package creation by clicking on the Yes button. 
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Prepare an Award Package 

 

Next, click View Award Package in the Action column.  

 

On the Award Package page, confirm that the award and applicant information are 
correct and adhere to style template (i.e., capitalization, spacing, etc.).   

 

Note: If changes are necessary, click the Go Back button at the bottom of the page. 
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Prepare an Award Package 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When applicable, enter the appropriate comments in the Additional Requirements and 
Summary Award Memo sections of the Award Package page. 
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Prepare an Award Package 

 

Confirm that the information listed in the FEMA Obligating Document is correct and click 
Save and Continue on the bottom of the page to continue.  
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Request Detail 

 

Once all budget items have been adjusted, click the Return to Summary button. 

 

Confirm that all budget adjustments are accurate, click Save and Continue. 
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Budget Page 

 
 

Confirm that the sum of the Applicant, State, Local, and Other amounts equal the Total 
Applicant Share and click Save and Continue.  



 

69 

Narrative Statement 

 

Confirm that the application is 100% complete; then scroll down and click the Submit 
Application link to access the Submit Application page. 
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Submit Application 

 

The Submit Application page should state that the Application is 100% complete, but 
Not Submitted.  

 

To Submit the Application, enter password, check the appropriate box and click Submit 
Application.  The Submit Application Results page will pop-up. 
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Submit Application Result 

 

To return to the Completeness Review section, close out this window.  
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Confirm the Budget Adjustment 

 

Click on Completeness Review to return to the Completeness Review page.  

 

Confirm that the changes have been made to the Federal Share, and scroll down to the 
bottom of the page.  
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 Confirm the Budget Adjustment 

 

Enter the appropriate comments in the GMS Comments section of the Completeness 
Review.  Select the Complete, Approve option and then click Save and Continue.   
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Award Package 

 

The above screen is an example of what the Award Package should look like once 
applicable comments have been entered into the Additional Requirements section, and 
have been saved.   

 

The above screen is an example of what the Award Package should look like once 
applicable comments have been entered into the Summary Award Memo section, and 
have been saved.   
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Award Package 

 

If changes to the Award Package are necessary, click the Go Back button.  

Edit an Award Package 

 

Scroll to the bottom of the page and click Edit Award Package.  
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Edit an Award Package 

 

If necessary, edit entries for spelling and grammar; ensure that all required information 
is included.  

 

Confirm that all errors have been corrected. Then, scroll down to the bottom of the 
page and click Save and Continue. 
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Completed Award Package Page 

 

This is the completed Award Package page.  Next, click on the Check-In Awards link on 
the left-hand side of the screen. 
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Undo Completeness Review 

 

Note:  If changes are required before completing and submitting the Completeness 
Review and the Award Package to the AO, click on the Undo Completeness Review link 
under the status column of the appropriate Award Number row.  This action will return 
the application to the Completeness Review queue. 
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Check-In Awards 

 

Select the appropriate award number and click Save and Continue at the bottom of the 
page.  
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Confirm Award Check-In 

 

Confirm the award check-in by clicking Yes.  
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Award Check-In Results 

 

The Completeness Review and Award Package have now been completed.  It has now 
entered the Assistance Officers check-out queue. 
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Appendix 
 

Acronyms Definition 

AFG Assistance to Firefighters Grants 

AO Assistance Officer 

ARRA American Revitalization and Recovery Act 

DBMods Database Modifications 

EOPS Enterprise Operations 

EIN Employee Identification Number 

FEMA Federal Emergency Management Agency 

FP&S Fire Prevention and Safety 

GD&A Grant Development & Administration 

GMD Grants Management Division 

GMS Grants Management Specialist 

GPD Grants Programs Directorate 

GS Grant Specialists 

ISAAC Integrated Security And Access Control 

OCIO Office of the Chief Information Officer 

OMB Office of Management and Budget’s 

PO Program Officer 

POC Points of Contacts 

PS Program Specialist 

PVCS Polytron Version Control System 

SAFER Staffing for Adequate Fire and Emergency Response 

SCG Station Construction Grants 

SCR System Change Requests 

SDLC System Development Lifecycle 
 


