COPS Office Web-based Budget

Overview

In most cases, the Office of Community Oriented Policing Services
(COPS) requires a budget to be entered using the web-based forms in
the application. The budget category sub-sections displayed in the
application will vary based on the Notice of Funding Opportunity
(NOFO) recommendation requirements. For example, the COPS Hiring
Program only allows the entry of Sworn Officer costs.

Other programs may have a range of allowable budget categories
such as civilian personnel, travel, equipment, etc., and those
category sub-sections will appear in the application for entry. Refer to
the NOFO guidelines regarding allowable costs for the respective

programs.

NOTE: Use Save frequently since JustGrants does not autosave work. Use
Continue to move to the next section. Continue executes a validation check,
which is not performed using the navigation menu links or Save.
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COPS Office Web-based Budget

Sworn Officer Positions (Steps 1 - 2)

Important!

Continue allows the user to move to the next section or category after the system
performs a validation check for any errors.

Save allows the user to save changes and return later to finish.
Back allows the user to move backwards to the previous section or category.

The Budget and Associated Documentation section automatically
opens to the Sworn Officer Positions category.

1) Select the Instructions caret to expand and view guidance to
complete the Sworn Officer Positions section.

2) From the Sworn Officer Positions, enter the position information
and number of officers being requested with the application.

NOTE: The salary and fringe benefit information is entered per officer, and the
system multiplies the salary and fringe benefits by the number of officers
to arrive at a total sworn officer cost.
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COPS Office Web-based Budget

Sworn Officer Positions (Steps 3 - 4)

3) Select the Salary per Officer caret to expand and view the
section. Enter the annual salary per Officer for each of the years
of the program.

4) Select the Fringe Benefits per Officer caret to expand, view, and
enter fringe benefit data. If a particular element listed does not
apply to Sworn Officers in your organization, select Exempt
under the subheading.

NOTE: Fringe Benefits can be entered as a percentage of salary (Fixed Rate)
or a set dollar amount (Fixed Amount). For each, select the method and enter
the data per year. For Vacation and Sick Leave, enter the hours of paid leave
per year for each category. Any fringe benefit elements not specifically listed
can be entered in the Other Benefit section. The system will auto-calculate the
total fringe benefit amounts per officer based on the inputs.
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COPS Office Web-based Budget

Sworn Officer Positions (Steps 5 - 6)

5) Inthe Summary Totals section, verify the total salary and
benefits per officer per year. Verify the Total per Officer for All
Years and the Total Salary and Benefits (which is the Total per
Officer for All Years times the number of Sworn Officers

requested).

6) Select Continue to open the next budget category.
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COPS Office Web-based Budget

Civilian Positions (Steps 1 - 3)

1) Select the Instructions caret to expand and display guidance to
complete the Civilian Positions section.

2) From the Civilian Personnel section, enter the Position Title,
Position Description, and Number of Positions for the first
position.

3) Select Copy Position or Add Position if additional positions are
needed. Both options create another position displayed as a tab
at the top of the page. After adding a new position, enter the
Position Title, Description, and Number of Positions information.

NOTE: Copy position takes all data from the previous position to create a new
position. This option is best if the fringe benefits of the new position are the
same or similar as the previous position. Enter the fringe benefit data first,
then select copy.
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COPS Office Web-based Budget

Civilian Positions (Steps 4 - 5)

For each Position tab, enter the Salary per Officer and Fringe Benefits
per Officer information.

4) Select the Salary caret to expand the section, enter the annual
salary for the position and the percentage of time spent on the
program for each year of the award.

5) Select the Fringe Benefits caret to expand the section and enter
fringe benefit data. If a particular element listed does not apply
to the position, select Exempt.

NOTE: Fringe Benefits can be entered as a percentage of salary (Fixed Rate)
or a set dollar amount (Fixed Amount). For each, select the appropriate
method and enter the data per year. For Vacation and Sick Leave, enter the
hours of paid leave per year. Any fringe benefit elements not specifically listed
can be entered in the Other Benefit section. The system will auto-calculate the
total fringe benefit amounts per position based on these inputs.
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COPS Office Web-based Budget

Civilian Positions (Steps 6 - 7)

6) Inthe Summary Totals section, verify the total salary and
benefits per position per year. Verify the salary for all years and
the Total Salary and Benefits (the total of all civilian personnel
positions entered).

7) Select Continue to go to the next budget category section.
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COPS Office Web-based Budget

Travel (Steps 1 - 5)

1) Select the Instructions caret to expand and view guidance on
completing the Travel budget category.

2) Enter each expense line separately as shown in the example.

3) Select + Add item or x Delete item to add or remove a travel
expense line.

4) Enter a narrative description for the Travel budget costs in the
Additional Narrative text field.

5) Select Continue to open the next budget category.
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COPS Office Web-based Budget

Equipment (Steps 1 - 4)

1) Select the Instructions caret to expand and view guidance on
completing the Equipment budget category.

2) Enter each expense line separately as shown in the example.

3) Enter a narrative description for the Equipment budget costs in
the Additional Narrative text field.

4) Select Continue to open the next budget category.
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COPS Office Web-based Budget

Supplies (Steps 1 - 4)

1) Select the Instructions caret to expand and view guidance on
completing the Supplies budget category.

2) Enter each expense line separately as shown in the example.

3) Enter a narrative description for the Supplies budget costs in the
Additional Narrative text field.

4) Select Continue to open the next budget category.
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COPS Office Web-based Budget

SubAwards (Steps 1 - 4)

1) Select the Instructions caret to expand and view guidance on
completing the SubAwards (Subgrants) budget category.

2) Enter each expense line separately as shown in the example.

3) Enter a narrative description for the Sub-Award budget costs in
the Additional Narrative text field.

4) Select Continue to open the next budget category.
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COPS Office Web-based Budget

Procurement Contracts (Steps 1 - 5)

Select the Instructions caret to expand and view guidance on
completing the Procurement Contracts budget category.

Enter each expense line separately as shown in the example.

Select Yes/No in the Consultant Travel Required dropdown
menu.

Enter a narrative description for the Procurement budget costs
in the Additional Narrative text field.

Select Continue to open the next budget category.
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COPS Office Web-based Budget

Other Costs (Steps 1 - 4)

Select the Instructions caret to expand and view guidance on

completing the Other Costs budget category.

example.

Additional Narrative text field.

Enter each line of expense separately as shown in this basic

Enter a narrative description for the Other Costs budget in the

Select Continue to open the next budget category.
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COPS Office Web-based Budget

Indirect Costs (Steps 1 - 4)

1) Select the Instructions caret to expand and view guidance on
completing the Indirect Costs budget category.

2) Enter each expense line separately as shown in this basic
example.

3) Enter a narrative description for the Indirect Costs in the
Additional Narrative text field.

4) Select Continue to open the next budget category.

NOTES:

An Indirect Cost Rate Agreement with the Department of Justice (DOJ) is
typically a requirement for entering line items in this budget category.

Questions for specific instructions on a category should be addressed by
reviewing the NOFO guidance or by consulting the DOJ Grants Financial Guide.

If the Entity Administrator added the Indirect Cost Rate Agreement to the
entity library, use the upload feature to search the library for the agreement.
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COPS Office Web-based Budget

Budget Summary (Steps 1 - 2)

1) Enter the local Match portion of the total project cost if
requested or required. The Federal Funds portion will
automatically recalculate by the Match Amount entered.

2) Enter the projected Program Income portion of the total project
cost, if requested or required (this is rare for COPS programs).
The Federal Funds portion will automatically recalculate.

NOTE: Some COPS NOFOs such as the COPS Hiring Program (CHP) and
School Violence Prevention Program (SVPP) automatically calculate the
match amount, and if so, the field cannot be edited by applicants.
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COPS Office Web-based Budget

Budget Summary (Steps 3 - 4)

3) Red-alert indicators on the Budget Category section indicate a
data entry mismatch. Hover over the red-alert indicator to reveal
the specific error.

4) Select the red-alert indicator to open the Inconsistent Budget
Summary and Standard Application Information table. This table
reveals which fields in the Budget Summary do not equal fields
in the Standard Applicant Information section. To correct this
error:

» Select Yes to automatically update the Standard Applicant
Information section to match the Budget Summary.

* Select No to locate the Budget Category Line ltem(s) that
must be corrected for the budget totals to match the
Standard Applicant Information.

Inconsistent Budget Summary and Standard Application Information X
- - o
Budget Summary Standard Applicant Information 2o O
Total Project Cost 0.00 1000.0 (Actions ~ )
Federal Funds ] 750.0 4
f Fundin,
Match Amount 0.00 250.0
> dard Appl fi
Program Income 0.00 0.0 e e "
. roposal Abstr:
Would you like to update the Standard Applicant Information section with the values from the Budget Summary? Date me
a Requested with Appli
Narrai
( No ) { Yes ) ' Budget and As ume
— — P o7 Office
SubAwards 30 \/ e
Procurement Contracts: 30 N
Other Costs: $0 «/  Equipment
Total Direct Costs: $0 e PPl
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Indirect Costs: $0
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I Proj 0 A
Vv Other Cost:
feral Fund 0 A 0.00%
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COPS Office Web-based Budget

Budget Summary (Steps 5 - 7)

5) Select the Budget Detail Summary View on the Budget Summary
page.

6) Select a Budget Category caret for each category to expand and
view individual line items.

7) Select Continue to move to the next section.

NOTE: Review all line items to locate any data entry errors. If a line item is
found to be incorrect, navigate to that budget category to make corrections.
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COPS Office Web-based Budget

Local Match Details (Steps 1 - 3)

As part of the COPS Hiring Program local match requirements, recipients
must assume an increasingly larger share of the grant costs with local
funds over the three-year grant period.

1) Inthe Local Match Progression Table, forecast how the recipient
plans to assume a progressively larger share of the grant cost during
each year of the program. While the recipient may deviate from the
specific projection during the grant period, the recipient must ensure
the federal share decreases and the local share increases. The total
amounts entered in the table for all three (3) years must add up to
the same as the total amount from the Budget Summary page.

2) Complete the Waiver of Local Match section by selecting if the
recipient would like to be considered for a waiver to the local match
requirement. If so, enter the maximum local match that could be
supported and whether to be considered for award without a waiver.

3) Select Continue to open the next budget category.
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iy REzmarE s part of the local match requirement for the COPS Hiring Program, grantees must assume a progressively larger share of the cost of the grant with local funds over the three-year grant period. This means that > Standerd Applicant Information
your local match must increase each year, while the federal share must decrease.
Applications
Please project in the chart below how your agency plans ly larger share of the grant cost during each year of the program. The chart is only a projection of your plans. While your agency
may deviate from these specific projects during the grant period, it must still ensure that the federal share decreases and the local share increases.
g2 Federal F
Year 1 Year 2 Year 3 Total Total from Budget
5 5 5 i 5
1 Federal Share s s s — E
Total — — — — 50,00
Wi of Local Match
The Office m: local match requirement based on severe fiscal distress. During the application review process, your agency’s waiver request will be evaluated based on th
availability of fund s reflected through the fiscal health data provided in the application, and a comparison of your fiscal health data with that of the overall applicant
pool
Doesy Wi dered fo aiver of local match?
g m hye d be b ntribute, ifany. # [ §
Should we continue to consider the zppli fth q t d o plicati
> d Assu
° 3
Cerufy and Submit
raining Resources V INITIATE COMPLETE AND SUBMIT REVIEW BUDGET REVIE AWARDPACKAGEREAD v
Privacy Policy D) ( sae | m!
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COPS Office Web-based Budget

Budget/Financial Attachments (Steps 1 - 2)

Review the Budget/Financial Attachment section for required
attachments. All sections with required attachments are indicated by
a red asterisk at the end of the attachment title field.

1) Select the Section Title caret to expand the section and display
the Upload button.

2) Select Upload to locate a file on the workstation to attach to the
corresponding section. Files that can be uploaded include PDF,
Microsoft Word, and Excel.

Y JUSTyrants e 0

¢y Home Grant Package ( ) EEI=IE (Cactions ~)

&3 Entity Profile

() il s 1 ~ Pre-agreement Costs” 2

[> Entity Documents > Standard Applicant Information

Notice of Funding Opportunity Instructions

(' upload )

= Applications
The recommended files to upload are PDF, Microsoft Word and Excel.
£ Federal Forms Proposal Narrative
. o . v dget and d m

» Non-competitive justlflcatmn’e &
Sworn Officer Posit

> Indirect Cost Rate Agreement (if applicable)”
/  Ciilian Personnel ]

> Consultant Rate v el

> Employee Compensation Waiver v quipm

. . . . . . . . . . Vg Supplies

» Financial Management and System of Internal Controls Qi e (including appl| disclosure of high-risk status)
./ SubAwards (Subgrants)

> Disclosure of Process Related to Executive Compensation
vz curement Contracts

> Additional Attachments ./ Other Costs
+  Indirect Costs

Budget Summa
v M v B oy
./ Local Match Details
Information G Package Appl Vi
OppertunitylD NOFO ID Funding Opportunity Title

0-COPS-2022-195070-STG 51-195070 AV DB25.3.22 CHP

omponents
Trai sources B S v
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COPS Office Web-based Budget

Budget/Financial Attachments (Steps 3 - 5)

3) Attach file(s) within the pop-up window. Either drag and
drop the file into the text field or use Select file(s).

@ JUSTgrants o 0
ST AT S

= Applications

4) Verify and update the file name in the pop-up window as
needed.

5) Select Attach.

@ JUSTgrants o 0
ST AT S

@
2

m m
<
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COPS Office Web-based Budget

Budget/Financial Attachments (Step 6

6)
Documents library

Select Profile to attach a file from the JustGrants Entity

JUSTgrants

JUSTICE GRANTS SYSTEM
Home Grant Package ( ) EECITEITE]
Entity Profile

Entity Users > Pre-agreement Costs

Entity Documents > Non-competitive Justification

Applications ~ Indirect Cost Rate Agreement (if applicable)

Federal Forms

Notice of Funding Opportunity Instructions

> Standard Applicant Information
Proposal Abstract
Data Requested with Application

Proposal Narrative

v Budget and Associated Documentation
«/  Sworn Officer Positions
The recommended files to upl. . Microsoft Word and Excel

./ Ciilian Personnel
Travel

> Consultant Rate /  Equipment

> Employee Compensation Waiver v =
«/  SubAwards (Subgrants)

» Financial Management and System of Internal Controls Q ire (including appli disclosure of high-risk status)
./ Procurement Contracts

> Disclosure of Process Related to Executive Compensation v Other Costs

> Additional Attachments «/  Indirect Costs
/  BudgetSummary
«/  Local Match Details

v INITIATE COMPLETE AND SUBMIT A
1 Financial Attachmeni
Information Grant Package Application Versions MOUSs and Other Supportive Documents
- Additional Application Components
_ OpportunitylD NOFO ID Funding Opportunity Title P
faining Resources A FARE AAna anEATA cT et anenTn AinBaE 3 ancun > 4

Privacy Palicy (‘

May 2025
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COPS Office Web-based Budget

Budget/Financial Attachments (Steps 7 - 8)

7) Select the corresponding check box to select the document(s) to
attach. Selecting the top check box will select all check boxes for

attachment.

8) Select Attach.

@ JUSTgrants

JUSTICE GRANTS SYSTEM
7y Home
&5 Entity Profile
& Entity Users

[>) Entity Documents

select a file from my Entity Profile

= Applications

f Federal Forms Name;

Findings For ADO 282860.docx

Callaghan (003) signed.pdf

PRCR_Test.docx

DCM Account approval Form(Data Migration) 07.28.20.pdf
EO-55-Temporary-Stay-at-Home-Order-Due-to-Novel-Coronavirus-(COVID-19).pdf
AwardPackage Creation.docx

0OJP AWS Secure Cloud Account Request Form_JenkinsOJPSC.pdf

Category = StartDate— End Date—

Disclosure of Process Related to Executive Compensation
Indirect Cost Rate Agreement (if applicable)

Indirect Cost Rate Agreement (if applicable)

Budget Financial Management Questionnaire

Budget Indirect Cost Rate Agreement

Disclosure of Process Related to Executive Compensation

Budget Financial Management Questionnaire

Federal Fiscal Year —  Notes—

2020

2024

2021
2021
2019

2021

2. 0O

Created Date —

1177124
9/26/24
5/31/23
274121
/4121
1174120

11/4/20

Ll

Cancel

Training Resources

Privacy Policy

May 2025

Uploadec

JohnElectr
JohnElectr:
JohnElectr
JohnElectr
JohnElectr
JohnElectr

JohnElectr
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COPS Office Web-based Budget

Budget/Financial Attachments (Step 9)

Important!

Continue allows the user to move to the next section or category after the
system performs a validation check for any errors.

Save allows the user to save changes and return later to finish.
Back allows the user to move backwards to the previous section or category.

9) Continue attaching files until all required budget and financial
files have been included in the budget.

3 JUSTgrants 20 0

{3 Home Grant Package ( ) E: Actions ~ :Z‘
&2 Entity Profile a
- Notice of Funding Opportunity Instructions

A iU > Pre-agreement Costs”™

[%) Entity Documents > Non-competitive Justiﬁcation* > Standard Applicant Information

= Applications > Indirect Cost Rate Agreement (if applicable)” Proposal Abstract

| Data Requested with Application
» Consultant Rate
f= Federal Forms Proposal Narrative

> Employee Compensation Waiver .
\ Budget and Associated Documentation

> Financial Management and System of Internal Controls Q i ire (including appli disclosure of high-risk status) Sworn Officer Positions

> Disclosure of Process Related to Executive Compensation Civilian Personnel

Travel
v Additional Attachments
Equipment

Supplies

l\_ Upload /J SubAwards (Subgrants)

The recommended files to upload are PDF, Microsoft Word and Excel

Indirect Costs

Budget Summary

A O O U O O N RN

Local Match Details

Budget / Financial Attachments

MOUs and Other Supportive Docum| 9

v INITIATE COMPLETE AND SUBMIT
Additional Application Components

May 2025 COPS Office Web-based Budget Quick Reference Guide| 24




	COPS Office Web-based Budget�Overview
	Table of Contents 
	COPS Office Web-based Budget�Sworn Officer Positions (Steps 1 – 2)
	COPS Office Web-based Budget�Sworn Officer Positions (Steps 3 – 4)
	COPS Office Web-based Budget�Sworn Officer Positions (Steps 5 – 6)
	COPS Office Web-based Budget�Civilian Positions (Steps 1 – 3)
	COPS Office Web-based Budget�Civilian Positions (Steps 4 – 5)
	COPS Office Web-based Budget�Civilian Positions (Steps 6 – 7)
	COPS Office Web-based Budget�Travel (Steps 1 – 5)
	COPS Office Web-based Budget�Equipment (Steps 1 – 4)
	COPS Office Web-based Budget�Supplies (Steps 1 – 4)
	COPS Office Web-based Budget�SubAwards (Steps 1 – 4)
	COPS Office Web-based Budget�Procurement Contracts (Steps 1 – 5)
	COPS Office Web-based Budget�Other Costs (Steps 1 – 4)
	COPS Office Web-based Budget�Indirect Costs (Steps 1 – 4)
	COPS Office Web-based Budget�Budget Summary (Steps 1 – 2)
	COPS Office Web-based Budget�Budget Summary (Steps 3 – 4)
	COPS Office Web-based Budget�Budget Summary (Steps 5 – 7)
	COPS Office Web-based Budget�Local Match Details (Steps 1 – 3)
	COPS Office Web-based Budget�Budget/Financial Attachments (Steps 1 – 2)
	COPS Office Web-based Budget�Budget/Financial Attachments (Steps 3 – 5)
	COPS Office Web-based Budget�Budget/Financial Attachments (Step 6)
	COPS Office Web-based Budget�Budget/Financial Attachments (Steps 7 – 8)
	COPS Office Web-based Budget�Budget/Financial Attachments (Step 9)



