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• Strategic Planning 

• Grant Funding 

• Research and Evaluation 

• Legislation 

• Staffing Criminal Justice Committees 

• Public Hearings 

• Training and Technical Assistance 

• Convening Stake Holders 
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Criminal Justice Council 

Functions 



Criminal Justice Council 

Background 

Mission Statement 
 

The Delaware Criminal Justice Council is an 

independent body committed to leading the 

criminal justice system through a collaborative 

approach that calls upon the experience and 

creativity of the Council, all components of the 

system, and the community. The Council shall 

continually strive for an effective system that is 

fair, efficient, and accountable.  
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Criminal Justice Council 

Board Members 

Board Members Represent: 

• Delaware State Supreme Court 

• Superior Court 

• Family Court 

• Justice of the Peace Courts 

• U.S. District Court 

• Court of Common Pleas 

• U.S. Attorney, District of Delaware 

• Office of the Public Defender 

• Office of the Attorney General 

• Delaware Police Chiefs’ Council 

• Department of Corrections 
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Criminal Justice Council 

Board Members (cont.) 

• Board of Parole 

• Delaware State Police 

• Wilmington Police Dept. 

• New Castle County Police Dept. 

• Dept. of Services for Children, Youth, & Families 

• Dept. of Health and Social Services 

• Department of Education 

• Department of Labor 

• Dept. of Public Safety & Homeland Security 

• Department of Technology 

• Members-at-Large 
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Discretionary Grants 

• Discretionary grants are awarded directly by OJP 
to eligible recipients, most often on a competitive 
basis.  

• Applications undergo a preliminary review 
process to ensure that they are complete and meet 
the eligibility requirements.  

• Eligible applications are then reviewed and scored 
by a panel of subject matter experts. Strengths and 
weaknesses are noted based on the selection 
criteria outlined in the grant solicitation.  
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Formula Grants 

• Formula grants are funding programs that you do not 
compete for, even though you must submit an application 
and meet other specified requirements. They ensure that 
designated recipients will receive funds, and are usually 
administered and managed by State Administering 
Agencies.  

 

• Each grant award amount is calculated by a formula, and 
actual funding amounts vary. Award calculations may 
consider factors such as population, census data, violent 
crimes reported to the Federal Bureau of Investigation, 
and the annual appropriation provided by Congress.  
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Federal Grant Process 

• All Federal Grants fit within a specific plan that is 
approved by the Criminal Justice Council and the United 
States DOJ. Each individual subgrant relates to an overall 
plan to provide a service in criminal justice and is 
submitted in response to a particular federal solicitation.  

• Process and Timeline of Applying for and Receiving a 
Federal Grant: 

– Data collection 

– Writing & Submitting the Federal application 

– Receiving the Federal Award, CJC Board and Clearinghouse 
approvals 

– Request For Proposals (RFP) 

– Concept Papers are submitted by Prospective Subgrantees 

– Subgrants are Awarded 

– CJC completes Federal Reporting requirements 
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Recent Federal Grants  

Administered by the CJC 

• Juvenile Justice  

– Title II, CJA, JJ Smart 

Reform Planning, JJ 

Smart AC, PREA 

Juvenile, DSCYF After 

School Programs* 

• Victims of Crime Grants 

– FVPSA, SASP, DV 

Fund*, STOP-VAWA, 

VOCA 

• Coverdell NSFIA 

• Byrne Justice Assistance 

Grant 

• RSAT 

• John R. Justice 

• Adult Drug Court 

• PREA Adult Reallocation 

• State Reentry Projects* 

   
* Indicates State Funding 
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• CJC applies for grants throughout the year 
Federal Grant is awarded 

to the Delaware CJC 

• CJC Coordinator presents CJC Council’s spending plan, 
answers questions 

• Subgrantees are notified and invited to apply in Egrants 

Delaware State 
Clearinghouse Approval  

• Pay attention to funding source limitations; read 
directions! 

• Typically 3-4 weeks between the release and the deadline 

CJC Releases Solicitation 
for Subgrant Applications 

• Review Team includes CJC staff and outside agency staff 

• Not all applications are approved; plan is prepared for the 
Subcommittee 

Review of Applications 

• The applicable Committee (e.g. Victim Services, VAWA 
Implementation, Justice Reinvestment) discusses and 
approves a spending plan for the funding source 

Subcommittee Approval 

• CJC Coordinator presents the Committee’s spending 
plan 

• CJC Board discusses and votes on the spending plan 
CJC Board Approval 

Subgrant Submission Timeline: 

“What is taking so long?” 



Registering Agencies and 

Individuals in Egrants 



CJC Egrants System 

Separate 
Program & 

Fiscal 
Workflow 

Improved 
Budgeting 

24/7 Access 
Improved 
Customer 

Service 

Improved 
Accountability 
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Criminal Justice Council Egrants 
http://cjc.delaware.gov  

http://cjc.delaware.gov/
http://cjc.delaware.gov/


Criminal Justice Council Egrants 
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http://cjc.delaware.gov/Egrants.shtml 

http://cjc.delaware.gov/Egrants.shtml
http://cjc.delaware.gov/Egrants.shtml


Step 1: Register Your Agency 

• Each agency must register 

with the Criminal Justice 

Council by submitting the 

Egrants Agency 

Registration Form.   

 

• This form must be signed 

by the agency director. 

 

• Include DUNs and Federal 

ID numbers.  
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Step 2: Online User Registration 

Complete all 

information 

and then 

click 

“Submit” 
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Terms of Use 
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You must “Agree” to the Terms of Use and 

click CONTINUE 



Successful Registration 

TIP: When 

you get to 

this screen 

you have 

completed 

the Online 

User 

Registration 
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Step 4: Join Your Agency 

1. Enter your 

search criteria. 

The “%” is used 

as a wildcard 

operator 

 

2. Click the 

“Search” button 

 

3. Click on your 

“Agency” to 

select it 
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Step 3: User Role Access Request 

After joining your 

agency you must 

choose your 

security roles. 

1. Choose your role 

from the drop 

down box. 

2. Click ADD 

ROLE 

REQUEST. 

3. Repeat for 

additional roles. 

4. Click SUBMIT 

REQUEST. 
21 



Security Roles Guide 

22 



New User Security Role Request 

After you have 

completed New 

User On-line 

Registration and 

user role access 

request you must 

complete the 

New User 

Security Role 

Request Form 
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User Registration Request 

• After you complete the 

Online Registration, fax 

the signed Egrants User 

Security Role Request 

Form to 302-577-3440 

 

• This form must be 

signed by the agency 

director and confirms 

that the user is allowed 

to have the requested 

security roles 
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Work Manager 

• When your 

Security Roles 

have been 

approved by the 

CJC you will 

receive an Egrants 

Alert in your email 

 

• You may log into 

the Egrants System 

and view the Alert 

in your Work 

Manager 
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Work Manager Message 
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If the task is incomplete by 

the due date, Egrants sends 

daily email reminders. 

The document and specific 

section of the document 

that the corrective action 

pertains to 

Who created the 

comment 

The actual description and directions 

to address the problem. “Respond” 

with any questions or clarifications, 

adding attachments as necessary. 



User Management 
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Sign Up for Funding Notifications 
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Submitting your Subgrant 

Concept/Application in Egrants 



Applying for a Subgrant 

• An application or 

concept paper is 

created in response to 

an open funding 

announcement and is 

how a sub-grantee 

agency applies for a 

grant. 

• The sub-grantee can 

use the Menu along 

the top or the prompts 

to be able to respond 

to funding 

announcements. 
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Finding the Funding Announcement 

• The subgrantee can search for a specific funding 

announcement. “%” is used as a wildcard operator. 

• Clicking on the Funding Announcement title will allow 

you to create an application or concept paper. 
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Creating the Concept Paper 

If the 

available 

funding is 

competitive, 

there will be 

an option to 

create a 

concept 

paper. 
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Creating the Concept Paper 

33 

• After clicking the “Create Concept Paper” button, a “Grant ID” number is 
created and assigned to the application. 

• The Main Summary Information Section must be completed first before any 
other sections are available for completion. 



New 

Environment  

Creating the Application 

      Click “Create New Application” button 
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• After clicking the “Create New Application” button, a “Grant ID” 
number is created and assigned to the application. If a Concept Paper 
was previously submitted, the number will stay the same. 

• The Main Summary Information Section must be completed first 
before any other sections are available for completion.  

• Note: There are additional sections to complete in an application. 
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TIP: If you leave 

the Egrants 

application, when 

you return you 

will use the menu 

or tabs to enter 

the Project 

Management area 

and continue 

working on your 

application. 
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• The Application/Concept Paper Summary shows 
the various Sections which were defined in the 
funding announcement sections. 

1 
• The sub-grantee must complete the Main 

Summary Information before the other various 
sections will be accessible. 

2 
• Each of these sections needs to be reviewed, 

questions answered and marked with a status of 
“Completed”. 

3 

• Status of the application is “Open – Draft” until it 
is submitted to DCJC 4 
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Main Summary Section 

38 

Enter start and end dates 
associated with the proposed 

project. Check with the 
Program Staff for allowable 

dates. 

Recipient Agency.  Please 
click, “Add Recipient.” This 

will trigger the system to 
copy your agencies 

information.  

Assign a Project Director, 
Financial Officer and 

Primary Contact. 

*The Project Director and 
Financial Officer cannot be the 

same person. 

Short Project Title and Brief 
Project Description 



Activity Areas Section (application 

only) 
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TIP: This Screen has a checklist of 
the options under the grant funding 

area. 

Check off the box(es) that directly 
apply to the services that your grant 

provides. 

Reminder: the boxes you check now 
will affect the questions your Project 

Director fills out/answers in the 
Activity Performance Indicators 
Section of the quarterly Program 

Reports. 



Application Assurances Section 
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TIP: This Section is the formal legal 
agreements to the rules and guidelines set 
by the state and the Federal Government 

for Grant Awards.  

“The Applicant hereby 
assures and certifies 
compliance with all 

Federal statutes, 
regulations, policies, 

guidelines and 
requirements, including 

OMB Circulars No. A-21, 
A-110, A-122, A-128, A-

87;  E.O. 12372 and 
Uniform Administrative 
Requirements for Grants 

and Cooperative 
Agreements - 28 CFR, 

Part 66, Common Rule, 
that govern the 

application, acceptance 
and use of Federal funds 
for this federally assisted 

project.” 



Certification Regarding Debarment 

Section 

41 

TIP: This Section is the formal legal 
agreements to certify the recipient is not 

debarred, suspended, proposed for 
debarment, declared ineligible, or 

voluntarily excluded from this 
transaction.  

 The page must be signed and attached to 
the application. 

 

This certification is required by the 
regulations implementing Executive 

Order 12549, Debarment and Suspension, 
28 CFR Part 67, Section 67.510, 

Participants' responsibilities. 



Approval Checklist Section 
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TIP: This Section will vary based 
on funding announcement. 

All questions must be completed 
in this section.  

The Project Director and the 
Fiscal Officer must be separate 
people. For smaller non-profits, 
we may ask someone from the 
Board of Directors take fiscal 

responsibility.  

Non-Profits are required to 
upload meeting minutes from 

Board of Directors. There is an 
option to attach these 

documents.   



Performance Indicators Section 

43 

TIP: This Section will vary 
based on funding announcement. 

You will be required to report 
progress quarterly on these 

indicators.  

Performance Indicators are set by 
the Federal  Grant Coordinator 
/Project Manager. You can also 

establish your own if applicable.  

In some instances, Performance 
Indicators will not be required. 

(Verify with your Grant Monitor)  



Recipient Agency Budget Section 

44 

This Section includes the 
agencies ENTIRE operating 
budget. Please refer to your 

prior year’s audit. 

You will be required to 
report additional funding 
that supports the project. 

You will be required to 
report the source of funding 

for Match funding.  

Please indicate if you will 
be looking for a 

continuation funding 
source. 



Project Narrative Section 

45 

4 Sub-Sections 

1. The Problem 

2. Goal Statement and Measurable Objectives 

3. Methods and Procedures 

4. Evaluation Design 

 

 



Project Narrative: Problem Statement 

46 

1. The Problem:  In this response, the problem which this project is 
intended to address should be described and defined.   

o Accurate problem definition is essential because the application can only 
be reviewed and evaluated according to the problem it proposes to 
resolve.  

o Example: 

o Adult Victims of crime in Gotham City do not have any available services to 
adequately recover (Gotham Times, September 4, 2015; Gotham Gazette, 
October 12, 2015). As a result, 50% experienced a decrease in their job/school 
performance, family life quality, and mental health (Crane, 2012). Further, 50% 
of individuals with prior victimizations are prone to be re-victimized (Dent, 
2013). As a result, Gotham City Police seeks to start a Victim Service Unit to aid 
victims of crime in locating relevant services and assist them through the 
prosecution process. This Unit will be started and  led by the new Victim Service 
Coordinator (VSC) in the Gotham City Central Precinct. VSC will contact 
victims of crime within 48 hours of the initial report. By offering these in-house 
services, the goal is that victims will feel less vulnerable, less fear, and an 
increased trust in the system after working with the VSC.  

 



Project Narrative: Goals & Objectives 
2. Goal Statement and Measurable Objectives:  This response should 

clearly and concisely describe what the project will achieve and/or 

demonstrate. (See Part I for detailed definitions and examples.) 
A. Goal Statement.   

o Example:  

• The VSC will provide direct services to 100 of unduplicated victims per year. GCPD 
anticipates increasing 3% to 5% each year due to the increased community presence. A baseline 
of the number of unduplicated victims per year will be established at the end of the year one.  

B. Implementation Objectives  

o Example:  

• VSC position will be filled and office space set aside within 60 days. VSC will network with 

local agencies and  transport victims when necessary. 

• A laptop computer station will be purchased within 90 days.  

C. Performance Objectives   

o Example:  

• VSC will a) Assist 90 victims with VCAP applications, b) Provide 75 referrals to service 

providers, and c) Provide advocacy and support to 100 victims. 

D. Impact Objectives  

o Example:  

• 75% of victims will report a greater knowledge of a) community resources, b) safety planning, 

c) their rights & options, and d) the criminal justice process. 47 



Project Narrative: Methods & Procedures 

3. Methods and Procedures:  This response should address the 
impact of the program by quantifying the results.  

• Example: 

– Funding source may require the following information be 
tracked 

• Demographic (e.g. race, gender, age, special classifications) 

• Primary Victimization (e.g. sexual assault, domestic violence, 
burglary) 

• Secondary Victimization 

– Procedures should include the process that the program gains 
referrals, where and when outreach will be conducted, how 
confidentiality policies will be adhered to, etc. 
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Project Narrative: Evaluation 

4. Evaluation Design:  This response should describe the specific 
plans and activities which will be pursued to measure progress 
toward and achievement of the goal statement(s) and objectives 
identified in question 
• Example:  

o To ensure compliance with federal reporting, a survey will be created and 
distributed to each victim benefiting from the services of the VSA.  At a 
minimum, the survey questions will include the following questions:  

 

1. As result of working with the GCPD VSA, I know more about community 
resources. (Yes, No, Not Applicable) 

2. As result of working with the GCPD VSA, I know more ways to plan for my 
personal safety. (Yes, No, Not Applicable) 

3. As result of working with the GCPD VSA, I  know more about the options 
and choices available to me in the community. (Yes, No, Not Applicable) 

4. As result of working with the GCPD VSA, I know more about the justice/ 
legal  process and the options available to me. (Yes, No, Not Applicable) 

49 



Budget Detail 

• The budget 

categories are 

selected by the CJC 

in the Funding 

Announcement.   

 

• Those selected are 

noted by the 

underlines which are 

links to screens 

requesting additional 

detailed information 

that is required. 
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Budget Planning - Personnel 

51 



Budget Planning - Fringes 

52 



Budget Planning - Travel 
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Budget Planning – Equipment  

54 



Budget Planning – Supplies  

55 



Budget Planning – Consultants  

56 



Budget Planning – Other  

57 



Budget Planning  

• Once all fields are 

entered, change 

this section from 

“In Process” to 

“Complete”  

• Only the Fiscal 

Creator can 

complete this 

section 
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Budget Categories v. Budget Narrative 

• The Budget Narrative 
is the explanation of 
the costs in words 

o Answers the question 
of: “Why is this item 
in the budget?” 

• Justifies and 
contextualizes the need 
for subgrant expenses 

• Should be brief, only a 
few sentences per item 

59 

• Personnel 

• Employee 
Benefits/Fringe 

• Travel 

• Equipment 

• Supplies & 
Operating Expenses 

• Consultants / 
Contracts 

• Other 



Budget Narrative 

60 



• As each section is completed, the person filling it out must 
change the section status from “In-Process” to “Complete”.  

 

• Once all section statuses are marked as Completed, the “Preview 
Signature Page” button will be available.  
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The signature page will display in adobe pdf format so it can be printed, signed and attached to the 

application.  It must be signed by the agency  Director. 
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Upload Signature Page 

Once the signature page is signed it must be attached to the section “Attach 
Signature Page” before the application is submitted.  These pages with the original 
signature must also be mailed to the Criminal Justice Council. (Note: In the 
Concept Stage, the signature page may not generate. Do not allow this to delay your 
submission. If approved for funding, a signature page can be provided during the 
application phase. 
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• Once the sections have been completed, the application is completed and ready to 

be submitted.  

• The Status of the application is changed when it is submitted to CJC to “Open – 

Received” and the application will no longer be able to be changed by the sub-

grantee.  

• The following email is generated to the sub-grantee when an application has been 

submitted for a funding announcement.  
• “Thank you for submitting your response to Fund Announcement: “2014 Competitive FA". DCJC 

has received your submission and will begin processing. You can check the status of your 

submission at any time by returning to https://egrants.cjc.delaware.gov  and opening your project 

through the Project Management Search screen.”  
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Review: Status flow for Creating Egrants 

Applications/Concept Papers:  

1. The sub-grantee clicks on the “Create New Application” or 

“Create New Concept Paper” button for the applicable 

Funding Announcement. 

2. The Main Summary Information, Budget Detail, 

Performance Indicators, Recipient Agency Budget sections 

along with any customized sections will all have a status of 

“In Process”.  

3. The Status of the Application is “Open – Draft” until it is 

submitted to DCJC.  

4. All Section statuses must be changed to “Complete” before 

the “Submit Application” button will allow the sub-grantee to 

submit the application.  

5. Once the Application is submitted, the Application Status 

becomes “Open – Received”.  65 



Concept Paper Feedback & 

Decisions through Egrants 



CJC Concept Paper Funding Decisions 

• Once submitted, a concept paper the funding coordinator 
will mark your concept as “Open-Under Review” and a 
review team is convened. 

• Once Review Team Meeting concludes, the coordinator 
ranks the Concepts and prepares a funding recommendation 

• Recommendation is made to the appropriate Committee 

• Recommendation is made to the CJC Board 

• Notification Letter of funding approval or rejection is 
emailed and/or sent through the mail 
– Reasons for rejection are included if Concept is not approved for 

funding 

• Coordinator changes Status of Concept in Egrants 



CJC Feedback through Egrants 

• Concept Status stays as “Open – Under Review” 
until Coordinator changes it to: 
– “Open – Invited to Apply” if approved for funding 

• Egrants sends an Alert notifying the main contact to apply 

– “Open – Hold Future Consideration” if not 
approved but to be considered if a balance of reverted 
funds is accrued 
• Egrants does NOT deliver an Alert of notification 

• Project would need approval  for funding by Committee & 
CJC Board and would have to be within the same FA 

– “Closed – Not Recommended” if not recommended 
for funding 
• Egrants does NOT deliver an Alert of notification 

 

 



Open – Invited to Apply 

Once CJC Staff makes the Concept Status “Open – Invited to 

Apply,” the Agency Primary Contact receives a Work 

Manager Notification 



Turning a Concept Paper into an 

Application 

Go to the “Project” tab 



Turning a Concept Paper into an 

Application 

Click on “Concept Paper” 



Turning a Concept Paper into an 

Application 
Subgrantees can view but no longer make changes to their 

Concept; they must click “Create Application” 



Turning a Concept Paper into an 

Application 

Egrants automatically copies information from the Concept 

into a new application (under the same project #)  



 

Turning a Concept Paper into an 

Application 

• Application status 

automatically 

changes to “Open – 

Draft” 

• All sections of the 

Concept paper are 

transferred over and 

ready for editing 



Turning a Concept Paper into an 

Application 

Follow the normal application process—make all sections 

“Complete” and submit signature page before submitting 

application for CJC Staff Review 



• Recipient Agency (sub-grantee) submits application in response to 
funding announcement.  1 

• Application is received by DCJC and scheduled for internal Staff 
Review (Deputy Director, Coordinator, Grant Monitor and Fiscal 
Officer)  2 

• Grant Monitor will  release comments in Egrants and “Return” the 
application sections for changes.  Once changes are made (if any), 
an award is generated by the Monitor.  3 

• Award document is sent to Agency Official for signature. Once 
original signed award is returned, a funds commitment is generated 
and subgrantee may request quarterly reimbursements.  4 

Summary of Award Process  
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Returned Applications 

• If your application is returned you will receive an 
ALERT from Egrants in the Work Manager.  

• Application will be in “Returned” status.  

• Your monitor will provide comments requesting 
changes.  

• After making the requested modifications, change 
section status to “Resubmit”  

• Only when the entire application is resubmitted 
will your monitor be alerted that you have made 
the changes.  
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Egrants Shortcut Buttons 

Magnifying Glass: View the Document  

 

Pencil: Edit the Field or Document  

 

Question Mark: Field Help: this will 

give you additional information about 

the field  

Hammer: Provides details of what is 

required in field 

78 



FAQ 
Q: “I received the gray screen of death, is my application lost?” 

A. Save Frequently; Egrants times out after 20 minutes. Keeping a hard copy of your application in a 

word format is highly recommended.  

Q: “What if I mess up the application, will I lose my funding?”  

A. The system will not allow you to fail, you will get a “RED ERROR MESSAGE” if you have 

forgotten anything. Your CJC contact will also be helpful in troubleshooting. 

Q: “The box I need to enter in is shaded out, I cannot do what I need to. What do I do?”  

A. Keep your security role in mind; only the Program Creator can change the Program Sections of the 

Application, and only the Fiscal Creator can change the Fiscal Sections of the Application. If Egrants 

is not allowing you to access information you need for a report or an adjustment, contact your 

Monitor. 

Q: “I cannot find my agency in the system. Where is it?”  

A. Have you completed all the steps in the registration process? There are 4. Most likely you registered 

yourself, but not your agency. Refer to step 1.   

Q: “My Application was returned? What do I need to fix?”  

A. Your monitor will list what needs to be fixed in the Comments/Issues section. Please “Respond” 

when each is addressed; Egrants does not alert your monitor when changes are made. 

Q: “I am not computer literate; can I do a paper application?”  

A. No, all grant funding will be managed in Egrants, your monitor will be happy to help. 
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Further Questions? 
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Grant Writing Webinar 
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Pre-Proposal 

• Hold regular brain storming sessions focusing on 
needs and visions 

• Routinely check literature, newsletters and 
websites for announcements and useful 
information 

• When an opportunity surfaces, determine the 
feasibility of obtaining the grant.  Can the agency 
manage another program?  Does the agency have 
the experience and expertise?    

• Contact the project officer associated with the 
funding source 
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Grant Tips 



Grant Tips 

Grant Writing Process 

• Follow application guidelines in detail 

• Create a timetable and gather appropriate 
personnel for grant writing as soon as the funding 
availability is announced 

• Customize proposals for the target funder 

• Describe the program with rich detail and 
measurable objectives, not empty adjectives and 
excessive language 
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Grant Writing Process  

• Use subheadings and utilize citations 

• Avoid passive voice; utilize active verbs    

• Describe a problem that is about the same size as the 
solution 

– Use LOCAL data! 

• Do not assume the reader of the proposal knows 
much about the subject matter 

• Keep in mind the capability of measuring impact 
objectives 
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Grant Tips 



Grant Writing Process 

• Keep the format and time limits in mind 

– For example, Egrants limits users to a 20 minute time 

window. Copy/paste from a Word document. Save 

frequently.  

• Pay attention to the review criteria and emphasis 

given to each section of the proposal 

• ALWAYS proofread! 
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Grant Tips 



• http://grants.gov/ 

• https://www.bja.gov/  

• http://www.ojp.usdoj.gov/nij/ 

• http://ncjrs.gov/ 

• http://www.ncja.org/  

• http://www.ojp.usdoj.gov/bjs/ 

• http://www.crimesolutions.gov/  

• http://cjc.delaware.gov/pubs.shtml  
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Sources for Data and Information 

http://grants.gov/
https://www.bja.gov/
http://www.ojp.usdoj.gov/nij/
http://ncjrs.gov/
http://www.ncja.org/
http://www.ojp.usdoj.gov/bjs/
http://www.crimesolutions.gov/
http://cjc.delaware.gov/pubs.shtml


Stay tuned for Section II: 

 Post-Award Expectations 
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