PRO]E_CT QUICK GUIDE:
ROADMAP New Staff Checklist

CONSIDERATIONS WHEN YOU ARE NEW

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

[J Review the solicitation for your agency’s current ECM  Enhanced Collaborative Model Task

DOJ Department of Justice
ojJp Office for Justice Programs
OVC Office for Victims of Crime

[J Review your agency's application/narrative.

O Review your agency's ECM award conditions.

[ Review previously submitted reports, as ASAP Automated Standard Application for
applicable. Payments

O Review (and bookmark) OVC Human Trafficking PMT Performance Measurement Team or
Program FAQs Performance Measurement Tool

[ Sign up for Project Roadmap Mailing list and GAA  Grant Award Administrator
select relevant field coaching option. GAM Grant Award Modification

TFL Task Force Liaison

0J Ask Project Roadmap about your TFL and your
next scheduled check-in.

[0 Bookmark OVC Awards Help

O Sign up for OVC Mailing List If Applicable ‘
[J Review (and bookmark) DOJ Financial Guide Complete Financial Management Training (if
required for your position)

[J Review Performance Measures for your award

to confirm what is needed for data reporting. Verify if all JustGrants/Automated Standard
Application for Payments registration is complete
(if required for your position)

Update the JustGrants GAA and PMT contact
information, as applicable.

O Review Project Roadmap resources

[J Set up meetings with relevant partners
(coordinator, funded law enforcement or service
provider partner, subawardees)

Subcontracts Review subaward/subrecipient
reporting and subrecipient monitoring
requirements:

+ System for Award Management

v . .

* Federal Funding Accountability and
v Transparency Act Subaward Reporting System
v * Subrecipient Management and Monitoring

¢ Mini Toolkit for Subrecipient Monitoring
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https://ovc.ojp.gov/program/human-trafficking/ovc-human-trafficking-program-faqs
https://ovc.ojp.gov/program/human-trafficking/ovc-human-trafficking-program-faqs
https://form.jotform.com/210914114119142
https://ovc.ojp.gov/funding/awards-help.pdf
https://ovc.ojp.gov/subscribe
https://www.ojp.gov/funding/financialguidedoj/overview
https://ovc.ojp.gov/funding/performance-measures/human-trafficking
http://www.projectroadmaptta.com/
https://onlinegfmt.training.ojp.gov/
https://sam.gov/content/home
https://www.fsrs.gov/
https://www.ojp.gov/funding/financialguidedoj/iii-postaward-requirements
https://htcbc.ovc.ojp.gov/sites/g/files/xyckuh311/files/media/document/MiniToolkitforSubrecipientMonitoring_508c.pdf

GRANTEE IMPORTANT INFORMATION

My Grant Manager is:

Their email address is:

Their phone number is:

My award number is:

WHO TO CONTACT

Grant Manager

Project Roadmap

Contact for support on
deliverables, resources

and training needs
ProjectRoadmap®@icf.com
Your OVC Grant

PMT Helpdesk JustGrants Manager and ECM TTA
Providers want you to

For Support with succeed. Do not be
Technical Issues afraid to ask questions

JustGrants-User Support or seek guidance

JustGrants Training/Job Aide

Contact for any Grant
Management Assistance
including budget or GAM
related questions

For Support with Performance
Measures questions

ovcpmt@usdoj.gov
844-884-2503

Human Trafficking Grantee
Performance Measures

JustGrants Help Desk:
JustGrants.Support@usdoj.gov
833-872-5175

ADDITIONAL RESOURCES

Helpful Links

Request a copy of the
ECM Orientation Packet from
Roadmap for ECM Task Forces Project Roadmap

Find your FY solicitation here: OVC ECM

Understanding Human Trafficking Training

OVC Human Trafficking Webpage
ustGrants

*Adapted from OVCHTC Checklist

This document was produced by ICF under 2020-VT-BX-K003, awarded by the Office for Victims of Crime, Office of \ I /
Justice Programs, 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 /I c F

policies of the U.S. Department of Justice.



http://www.projectroadmaptta.com/
mailto:ProjectRoadmap@icf.com
mailto:ovcpmt@usdoj.gov
https://ovc.ojp.gov/funding/performance-measures/human-trafficking/solicitation-map.pdf
https://ovc.ojp.gov/funding/performance-measures/human-trafficking/solicitation-map.pdf
https://justicegrants.usdoj.gov/user-support
https://justicegrants.usdoj.gov/training
mailto:JustGrants.Support@usdoj.gov
tel:833-872-5175
https://ovc.ojp.gov/funding/expired-funding-opportunities?search=%22Enhanced+Collaborative+Model%22&fiscal_year=&sort_by=field_closing_date_value&sort_order=DESC#funding-opportunities-block-3-uvhirnw-lx2wlmqu
https://www.theiacp.org/sites/default/files/2020-06/Roadmap%20for%20Multidisciplinary%20Collaborative%20Model%20Anti-Human%20Trafficking%20Task%20Forces_1.pdf
https://www.ovcttac.gov/UnderstandingHumanTrafficking/index.cfm?nm=wbt&ns=ot&nt=ht
https://ovc.ojp.gov/program/human-trafficking/overview
https://justicegrants.usdoj.gov/
mailto:ProjectRoadmap@icf.com?subject=Please%20Send%20a%20Copy%20of%20the%20Most%20Recent%20ECM%20Orientation%20Packet
https://ovchtc.com/staff-checklist
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