Grantee Staff Checklist

This checklist includes several key tasks to assist you in your new grant-supported position. Use this
checklist as a step-by-step guide to help acclimate you to the new role.

Checklist

Review the grant solicitation, application, and award conditions

Review previously submitted reports as applicable

Review Office for Victims of Crime (OVC) and OVC Human Trafficking
Collective (HTC) resources

Sign up for the OVC Human Trafticking Services Program Grantee Listserv

Sign up for the OVC Listserv
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Review the U.S. Department of Justice (DOJ)_Grants Financial Guide

Review the Performance Measure Map

Review/complete the Financial Management Training (7f required for your position)

Verify if all JustGrants/Automated Standard Application for Payments registration is complete (zf required for your position)

Update the JustGrants grant award administrator/performance management tool POC's contact information as applicable

Contact OVC HTC for:

Support on policies and procedures, program documents, ~ ® Monthly check-ins to explore successes, challenges, technical
resources, and training materials assistance needs, questions, and ideas

O\CflC Human Trafficking Grantee Orientation materials * Assistance with mandatory program requirements
and resources

* Assistance with customized trainings that build team
OVC Grantee Meeting materials and resources capacity and expertise

Understanding Human Trafficking Training and resources ® Assistance with sustainability planning recommendations

Connection to the training and technical assistance

navigator
: Please contact your OVC grant manager. for any grant management assistance.

Additional Resources

Office of the Chief Financial Officer OVC Human Trafficking FAQs

DOJ_Grants Financial Guide JustGrants

Financial Management Center (Grants Financial Management  JustGrants User Support | Email:

FAQs) JustGrants.Support@usdoj.gov

Financial Guide Sheets Automated Standard Application for Payments |

Email: Ask.Ocfo@usdoj.gov

OVC’s Human Trafficking webpage

Performance Measures | Email: ovepmt@usdoj.gov
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U.S. Department of Justice. The opinions, findings, and conclusions or recommendations expressed in this document are those of the
contributors and do not necessarily represent the official position or policies of the U.S. Department of Justice. September 2023


https://forms.office.com/pages/responsepage.aspx?id=e7mQz0a-AEqXAIHOT_G39icgaPASScRDkICn5z52dZlUN08xMU5XTzVEUzgzSTcwQ1ZWQ0pBNTk2WCQlQCN0PWcu
https://ovc.ojp.gov/subscribe
https://www.ojp.gov/funding/financialguidedoj/overview
https://ovc.ojp.gov/sites/g/files/xyckuh226/files/media/document/human-trafficking-pm-map-508.pdf
https://onlinegfmt.training.ojp.gov/
https://onlinegfmt.training.ojp.gov/
https://www.dropbox.com/scl/fo/q7lijy2dzdniqjc0zqe80/h?rlkey=hg0dg907qujydtm7in0dz8pdn&dl=0
https://www.dropbox.com/sh/thrt93778ml4pvd/AABTYCsZePVqivrgIWEzRL6ya?dl=0
https://www.dropbox.com/sh/thrt93778ml4pvd/AABTYCsZePVqivrgIWEzRL6ya?dl=0
https://www.ovcttac.gov/UnderstandingHumanTrafficking/index.cfm?nm=wbt&ns=ot&nt=ht
https://www.ojp.gov/about/offices/office-chief-financial-officer-ocfo
https://www.ojp.gov/funding/financialguidedoj/overview
https://ovc.ojp.gov/program/human-trafficking/overview
https://ovc.ojp.gov/program/human-trafficking/overview
https://www.ojp.gov/training-and-technical-assistance/tfmc/faqs
https://www.ojp.gov/training-and-technical-assistance/tfmc/guide-sheets
https://justicegrants.usdoj.gov/
https://justicegrants.usdoj.gov/user-support
mailto:JustGrants.Support@usdoj.gov
mailto:Ask.Ocfo@usdoj.gov
https://ovc.ojp.gov/funding/performance-measures/human-trafficking
mailto:ovcpmt@usdoj.gov
https://ovc.ojp.gov/program/human-trafficking/ovc-human-trafficking-program-faqs
https://fiscal.treasury.gov/asap/
https://www.dropbox.com/scl/fi/5buga9vjp955lxjj51v3y/OVC-Human-Trafficking-Division-Contact-Information.pdf?rlkey=4yfclll5z81h9zx44v63ck5u3&dl=0
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