
VOCA/CVA GRANT SUBMISSION CHECKLIST 
 

In order to be considered for funding, all documents must be received NO LATER THAN THURSDAY, 4/3/14.  
FAXED APPLICATIONS AND PREVIOUS GRANT FORMATS WILL NOT BE ACCEPTED. 

 
Mail Checklist, completed Applications and Attachments to the following address: 

 
DOCR - Division of Adult Services 
VOCA Administrator, Lori Steele 

PO Box 1898 
Bismarck, ND  58502-1898 

 
 
 

VOCA/CVA Checklist: 
 

□ VOCA Grant Application /Budget 
 

□ CVA Grant Application/Budget   
□ Not Applicable 

 
□ Copy of the 501(c) 3 ruling if claiming nonprofit status.  Submit the letter of ruling only (do not send 

your 990 tax statements, letters of application of nonprofit status, etc.) 
 

□ List of names, addresses and telephone numbers of the current board of directors 
 

□ Current staff, job titles and job descriptions for positions that are VOCA funded.  The job descriptions 
must be specific to the individual and should only include allowable activities to be supported with 
VOCA funds. 

 
□ Two support letters or memorandums of understanding 

 
□ Copy of your latest independent audit (A-133).  If an A-133 audit is not required, a copy of any financial 

review will suffice. 
 

□ Certificate Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion; Lower Tier Covered 
Transactions  (Attachment 1)  VOCA only 
 

□ Certified Assurances (Attachment  2)  VOCA only 
 

□ Federal Assurances (Attachment  3) VOCA only 
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VOCA GRANT 

QUALIFICATIONS FOR FUNDING 
PROGRAM GUIDELINES 

 
PLEASE READ ALL OF THE GUIDELINES BEFORE YOU PREPARE YOUR APPLICATION.  
YOU ARE EXPECTED TO UNDERSTAND AND ABIDE BY ALL EXPECTATIONS INCLUDED IN 
THE GUIDELINES.  
 
In order to qualify, an agency/organization must: 
 
1. Be a governmental unit or hold nonprofit status whose primary function is to provide direct services to  
       victims of crime. 
 
2. Have a record of effective services having community support, and operating in a cost-effective manner. 

 
3. Refer to the list of eligible services (pages 5-6). 
 
4. Have financial support from other sources: (match requirements) 
 

a. Existing organizations must show that at least 20% of its total program budget is from nonfederal 
sources. 

 
b. Indian tribes or Native American organizations on Indian reservations must show that at least 5% of 

its total program budget is from nonfederal sources. 
 

c. New programs that have not yet demonstrated a record of providing services must demonstrate that 
at least 25% of their financial support comes from non-federal sources. 

 
5. Utilize volunteers; unless the State determines there is a compelling reason to waive this requirement. 
 
6. Assist crime victims with Crime Victims’ Compensation Program benefits.  
 
7. Be located in North Dakota and primarily serve North Dakota residents.  

 
8.  Promote, within the community served, a coordinated approach for serving crime victims, thus avoiding 

duplication of effort. Coordination may include, but is not limited to serving on State, Federal, local, or Native 
American task forces, and/or working groups; developing written interagency agreements;  which contribute to 
better comprehensive services to crime victims. 

 
9. When appropriate, participate in and cooperate with the Statewide Automated Victim Information Notification 
        (SAVIN) System. 
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VOCA APPLICATION GUIDELINES 
 

 
(1-14)  Self -explanatory. Complete all blanks and check appropriate boxes.  
 

(5) Grant recipients receiving equal to or greater than $25,000 are required to obtain a Data Universal Numbering 
System (DUNS) number and register with the System for Award Management (SAM). A DUNS number is a unique 
nine-digit numbering system that is used to identify a business and only needs to be registered once. You can obtain a 
DUNS number online at http://www.dnb.com/.  To keep your DUNS active you are required to register annually with 
SAM.  To register with SAM go to www.sam.gov and create a user name and password.     

 
 
(15)    SUBGRANT MATCH 
 Existing Program – 20% match requirement.  Computed by dividing the amount of award by .80 and 

subtracting the amount of the award from the figure obtained.  For example, a local existing victim 
assistance program receiving a VOCA award in the amount of $30,000 would be required to provide cash 
or in-kind match in the amount equal to $7,500 ($30,000/.80 = $37,500 - $30,000 award amount = $7,500 
for total match amount). 

 
 Native American Tribes/Organization Match – 5% match requirement.  Computed by dividing the amount 

of award by .95 and subtracting the amount of the award from the figure obtained.  For example, a victim 
assistance program receiving a VOCA award in the amount of $30,000 would be required to provide a cash 
or in-kind match in the amount equal to $1,579 ($30,000/.95 = $31,579 - $30,000 award amount = $1,579 
for total match amount). 

 
 New Program – 25% match requirement.  Computed by dividing the amount of award by .75 and 

subtracting the amount of the award from the figure obtained.  For example, a victim assistance program 
receiving a VOCA award in the amount of $30,000 would be required to provide a cash or in-kind match in 
the amount equal to $10,000 ($30,000/.75 = $40,000 - $30,000 award amount = $10,000 for total match 
amount). 

 
 Note:  All monies designated as match (whether in-kind or cash) must be used exclusively to provide direct 

services to victims of crime and are part of your overall VOCA budget.  Records are to be maintained of the 
sources and amounts of match contributions. 

 
 
(16)    SOURCE OF FUNDS.  You must specify each source of fund.  Your funding must fall within the 
           VOCA fiscal year (July 1st through June 30th). 

 
 The purpose of this item is to report the total budget available to crime victims.  Provide the total dollars, by 

source of funding (i.e., federal, state, and local government funding and foundations, contributions, etc.) 
used by the subgrantee to provide services to crime victims. 

 
 Note:  Only report the program/project budget here.  Do not report the entire organization budget, e.g., if 

VOCA grant funds were awarded to support a victim/witness advocate in a local prosecutor’s office, then 
only the budget for the victim advocate should be reported. Do not include the prosecutor’s office budget. 

 
 
 
 
 
 

http://www.dnb.com/�
http://www.sam.gov/�
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 (17) A. Identify the number of full-time equivalency (FTE) paid staff.  (whole program) 
 B. Identify the number of FTE direct service volunteer staff. 
 

  NOTE: SEE PAGE 9 OF DEFINITIONS   
 
 
(18)   Check appropriate box (Check only one box). 
 
(19)   Check appropriate boxes.  (Note: check only those victims who are to be served with VOCA funds plus 
          match). 
 
(20)  Check appropriate boxes.  (Note: check only those services provided with VOCA funds plus match.)   
 

NOTE:  PLEASE REFER TO THE ENCLOSED LIST OF DEFINITIONS OF ELIGIBLE 
SERVICES. 

 
 

PREVIOUSLY UNDERSERVED VICTIMS OF CRIME 
 
The following categories are identified as previously underserved victims of crime. 
 
 Victims of drunk driving crimes Adults molested as children 
 Survivors of homicide crimes Elder abuse 
 Assault Robbery 
 
Other victims of violent crime to include: 
 
 Aggravated assault Menacing 
 Harassment Terrorizing 
 Unlawful imprisonment Reckless endangerment 
 Felonious restraint Kidnapping 
 
 
For reporting, you will be required to identify the type of crime involved in each case. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 4 

 
APPLICATION BUDGET 

 
Refer to VOCA ELIGIBLE SERVICES/COSTS (PAGE 5-6) 

 
 
1. Column A – If you have previously received funding and will continue existing services to crime victims, 

enter appropriate information.  
 
2. Column B – If you would like to enhance or expand your program into a new geographic area, enter 

appropriate information. 
 
3. Column C – If you are a new program or are adding a completely new program to your agency or you are 

an established program but applying for funding for the first time, enter appropriate information. 
 

 
 

AUDIT REQUIREMENTS FOR VOCA 
 
Any governmental unit (state or local) or private nonprofit organization receiving less than $500,000 in federal 
funds in any fiscal year are exempt from a single audit. 
 
Any governmental unit (state or local) or private nonprofit organization receiving grants or other agreements 
(federal funds) of more than $500,000 must obtain an OMB Circular A-133 audit. This requirement was effective 
for audits conducted for fiscal years ending after 12/31/03. 
 
A copy of this audit shall be submitted to the VOCA Administrator. If you are not required to obtain an OMB 
Circular A-133 audit, a copy of any other audit or fiscal review shall be submitted to the VOCA Administrator. 
 
 

FEDERAL CIVIL RIGHTS TRAINING REGULATIONS 
 

Sub-recipients receiving Department of Justice funds, such as Victim of Crime Act (VOCA) funds, are required to 
obtain Federal Civil Rights Non-Discrimination training.  The Office for Civil Rights ensures that recipients of 
financial assistance from Office of Justice Programs (OJP) and its components are not engaged in prohibited 
discrimination.  

The primary objective in accomplishing this mission is to secure prompt and full compliance with all civil rights 
laws and regulations so that needed Federal assistance may commence or continue. 
OJP Civil Rights Non-Discrimination Training (6 training videos) can be viewed on their website at 
http://ojp.gov/about/ocr/assistance.htm.  Recipients of financial assistance from OJP must comply with the 
Federal statutes and regulations that prohibit discrimination in federally assisted programs or activities.  
 
The sub-recipient shall view the on-line training and submit verification to the VOCA Administrator.  The sub-
recipient must send verification of OJP Civil Rights Non-Discrimination training to the VOCA Administrator 
with the signed VOCA Contract or the Contract will not be valid.   
 
 
 
 
 

http://ojp.gov/about/ocr/assistance.htm�
http://www.ojp.usdoj.gov/about/ocr/statutes.htm�
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VOCA 

ELIGIBLE SERVICES 
 
The Victims or Crime Act requires programs receiving VOCA victim assistance grant funds to expend monies 
made available from the Crime Victims Fund "only for providing direct services to victims of crime" - specifically 
emergency assistance and care after a victimization. 

 
DEFINITIONS OF ELIGIBLE SERVICES 

 
1. Crisis Counseling refers to in-person crisis intervention, emotional support, guidance and counseling 

provided by advocates, counselors, mental health professionals, or peers. Such counseling may occur at the 
scene of a crime, immediately after a crime, or be provided on an ongoing basis.   

 
2. Follow-up Contact refers to in person contacts, telephone contacts, and written communications with 

victims to offer emotional support, provide empathetic listening, check on a victim’s progress, etc. 
 
3. Therapy refers to intensive professional psychological and/or psychiatric treatment for individuals, couples, 

and family members related to counseling to provide emotional support in crisis arising from the occurrence 
of crime.  This includes the evaluation of mental health needs, as well as the actual delivery of 
psychotherapy. 

 
4. Group Treatment refers to the coordination and provision of supportive group activities and includes self-

help, peer, social support, etc. 
 
5. Shelter/Safe House refers to offering short-and long-term housing and related support services to victims 

and families following victimization. 
 
6. Information/Referral (in-person) refers to in-person contacts with victims during which time, services, and 

available support are identified. 
 
7. Criminal Justice Support/Advocacy refers to support, assistance and advocacy provided to victims at any 

stage of the criminal justice process, to include post-sentencing services and support. 
 
8. Emergency Financial Assistance refers to cash outlays for transportation, food, clothing, and emergency 

housing, etc. 
 
9. Emergency Legal Advocacy refers to filing temporary restraining orders, injunctions, and other protective 

orders, elder abuse petitions and child abuse petitions, but does not include criminal prosecution or the 
employment of attorneys for non-emergency purposes, such as custody disputes, civil suits, etc. 

 
10. Help Victims Apply for Compensation Benefits refers to assistance such as identifying and notifying crime 

victims of the availability of crime victim compensation, assisting them with application forms and 
procedures, obtaining necessary documentation and/or checking on claim status. 

 
11. Personal Advocacy refers to assisting victims in securing rights, remedies and services from other agencies; 

locating emergency finical assistance, intervening with employers, creditors and others on behalf of the 
victim; assisting in filing for losses covered by public and private insurance programs including workman’s 
compensation, unemployment benefits, welfare, etc.; accompanying the victim to the hospital; etc. 
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12. Telephone Contact Information/Referral refers to contacts with victims during which time services and 
available support are identified.  This does not include calls during which counseling is the primary function 
of the telephone call. 

13. Crisis Hotline Counseling refers to the operation of a 24-hour telephone service, 7 days a week, which 
provides counseling, guidance, emotional support, information and referral, etc. 

 
14. Other refers to other VOCA allowable services and activities not listed. 
 
ADDITIONAL COSTS THAT ARE DIRECTLY RELATED TO PROVIDING DIRECT SERVICES 
ALLOWABLE UNDER VOCA FUNDS - GUIDELINES INCLUDE: 
1) Salary 
 Salary, or applicable portion of salary, for those who provide direct services to victims of crime.  Salaries 

for other staff, whose functions are strictly administrative or operational in nature are NOT eligible VOCA 
expenses i.e., program administrators, bookkeepers, secretaries, etc.  When budgeting funds for salary, 
please keep in mind that gross salary amounts are to be used on all VOCA reports. 

 
2) Fringe 
 Prorated portion of fringe for direct service providers whose salaries are funded in part by VOCA is 

allowable cost.  Health insurance may be included.  It is important that you are able to justify the amount 
you have budgeted for fringe benefits.  Please list the items that comprise this total. 

 
3) Rent, Telephone and Utilities 
 A subgrantee may prorate the reasonable cost of these items for a VOCA funded project.  The rental charge 

must be consistent with the prevailing rate in the local area. 
 
4) Office Supplies 

A subgrantee may prorate the reasonable cost of items attributed to direct services. 
 
5) Printing, Postage, Advertising, Brochures 
 Reasonable costs for printing and postage for distributing brochures to describe the program's direct 

services available for victims of crime and how to obtain them, is an allowable cost.  Other types of printing 
etc. are not allowable. 

 
6) Training Manuals and Books 
 The purchase of training manuals or books for salaried staff or materials essential to the training and/or 

management of volunteers are an allowable cost. 
 
7) Training - Staff Development 
 In-state training costs for salaried staff and volunteers if reasonable and directly related to the skill required 

to provide direct services to victims is allowable under VOCA guidelines.  (i.e. training to provide skills to 
staff to enable them to effectively and directly assist individual crime victims). 

 
8) Travel 
 In-state travel that provides direct services to victims (emergency transportation) or any necessary and 

reasonable in-state travel expenses related to the participation of direct service staff in eligible training 
programs.  Out of state travel expenses related to the participation of direct service staff in eligible training 
programs.  Out of state requests must be approved by the VOCA Administrator. 

 
9) Health Insurance:  A portion of applicable fringe for direct service staff whose salaries are funded in part by 

VOCA. 
10) Emergency Assistance : Assistance after victimization to prevent re-victimization (i.e., replacement of 

security locks). 



 7 

VOCA 
INELIGIBLE COSTS 

 
Ineligible costs under VOCA FUND PROGRAM GUIDELINES INCLUDE: 
 
1) Salaries or Fringe 
 For staff whose function is strictly administrative or operational in nature (program administrator, 

bookkeeper, secretary, fundraiser, etc.). 
 
2) Insurance 
 Building, vehicle liability insurance. 
 
3) Mortgage Payments 
 Subgrantee may not charge or prorate any portion of the interest or principal of a mortgage payment to 

VOCA. 
 
4) Bulk Mailings 
 
5) Advertising 
 Any literature that is crime prevention in nature, any advertising focused on community education, 

extensive advertising campaigns, or use of billboards. 
 
6) Community Education 
 General public awareness campaigns designed to raise public consciousness of victim's issues. 
 
7) Crime Prevention Programs 
 
8) Lobbying, Legislative and Administrative Advocacy 
 For victims' legislation. 
 
9) Perpetrator rehabilitation and counseling 
 
10) Conducting surveys and needs assessments 
 
11) Manuals and Protocols 
 For improving administrative tasks. 
 
12) Fundraising 
 Or salary for fundraiser. 
 
13) Equipment purchases and capital expenditures 
 Are not allowable with the exception of equipment necessary for the delivery of direct services. 
 
14) Witness Management 
15)  
16) Criminal Justice Improvements 
 General criminal justice agency improvements or programs where crime victims are not the sole or primary 

beneficiaries are not eligible for support with VOCA funds. 
 
17) Legal Services 
 Non-emergency legal services are ineligible. 
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18) Professional Services of Lawyers and Doctors 
 
19) Out-of-state training and travel 
 If appropriate, a special request may be approved by the VOCA Administrator. 
 
20) In-state training and travel 
 Any travel that is not necessary for staff training or the provision of direct service. 
 
21) Indirect Costs 
 Costs that support activities unrelated to the provision of direct services to victims. 
 
22) VOCA funds may not be used to supplant federal or local funds.   
 VOCA grant funds are intended to enhance or expand, not substitute for other sources of support. 
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DEFINITIONS 
 
1. Paid Staff FTE’s:  All paid staff, except gaming personnel, shall be included in the “Paid Staff FTE’s”.  Take the 

number of hours your staff is paid to work for a year and divide by *2080.  This will give you the FTE’s for one year.  
Be sure to include hours for all paid support and direct service staff. 
 
*2080 hours is the number derived from multiplying 52 weeks times a 40 hour work week. 

 
2. Volunteer FTE’s:  Add up all direct service volunteer hours for one year and divide by 2080.  This will give you 

the full time equivalent (FTE). Eligible volunteer hours must be direct service hours not spent working in 
bookkeeping, as a member of the board, or other non direct service duties. 

 
3. Counting Victims:  All victims shall be counted only once in a VOCA year, July 1 - June 30, except when a victim 

receives services for another separate and unrelated crime.  For example, if a victim received services in July for 
domestic violence incidents and for an unrelated robbery committed by a person other than the abuser in August: 
the victim is counted twice, once for the domestic violence and once for the robbery. However, they must receive 
services directly related to that second crime and have a separate intake sheet for that crime in their file. Another 
example, if a client received services in June and July arising out of the same series of domestic violence 
incidents: the client is counted once for the June incident and once for the July incident (because this covers two 
different fiscal years). 

 
4. Victim:  Any person who is a victim of a VOCA eligible crime and has benefited directly from VOCA eligible 

services provided by your program may be counted as a VOCA victim.  Children (or other persons previously 
considered secondary victims) may be counted only if the crime was perpetrated upon them also if they received 
direct contact by one of your staff members or benefited directly from services provided by your program.  Effective 
01/01/02:  If a child is listed on a protection order, the child may be counted as a victim if he or she is being provided 
a service.  The mere listing of a child does not mean that the child is being provided a service.  Please use your best 
judgment in determining whether that child is in need of and being provided a service.  All victims counted must have 
a separate intake sheet specifying the statistical information and the services rendered.  However, those intake sheets 
may be filed together in the same family folder, if desired. 

 
    Example Scenarios: 

A. At time of crisis intervention mom & 4 children were put into a shelter. The number of victims counted = 5. 
 

B. Mom has come to the program for support group and is benefiting from counseling. However, the 3 children 
in her custody have not been seen directly and the family has not received any other services.  The number of 
victims counted = 1. 

 
C. Mom (with 2 children) needed help feeding her family and paying the utility bill.  Provided that mom is a 

victim of crime, the number of victims counted = 3 because the children would benefit directly from the food 
and heat. 

 
D. Non-custodial mom of 3 children received emergency shelter.  The number of victims counted = 1. 

 
5. Telephone Contacts:  A telephone contact with a victim can be counted as a service rendered and the victim 

counted as a new victim only if enough time has been spent talking with the victim and enough information gathered 
about the victim and the crime to fill out an intake sheet. 
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