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Introduction # 

. J/ 
In January, ~80, an EDC Task Force began field work 

to exal1line the management qnd operations of the Office of 
Planning and Program Assistanc::e ("OPPA") of the state Divi$ion 
of.Cr,iminal<Justice Services ("DCJS"). This work, pursuant 
to a detailed and approved workplan, was in addition to an 

.. extensive financial audit being carried out by Peat, Marwick, 
Mitchell & Co. for the years beginning January 1, 1975 
through September 30, 1979. 

In May, 1980 we prepared and sent to OPPA a recommended 
organization and staffing report assuming the agency's level 
of Federal anti-crime funding were to remain the same as in 
fiscal year 1980 and the Justice System Improvement Act 
of 1979 were to take effect. This report, in letter form, 
is found below at pp. 10-18. 

After thfs assessment, the Federal funding for planning 
agencies and programs underwent a maj or upheaval. Confirming 
the worst poss.:i,.ble assumption, there are to be no new block 
grants for criminal justice planning agencies or programs 
(outside of juvenile justice) after October 1, 1980. Reduction 
of grant activity, especially after January 1, 1981, will be 
drastic. It became necessary to recommend a sharply reduced 
OPPA organization and staffing based on the assumption 
that grant activity would phase out altogether in the adult 
criminal field. We thus prepared a wind-down staffing plan 
(see below pp. 1-9) which recommends when and where staffing 
reductions should be made. 

We also prepared, in fulfillment of the management 
audit agreed upon in our work plan, a detailed report, 
including procedures,on each component of OPPA (see below, 
pp. 19-176). +_n planning for a diminishing role for OPPA, 
it is importan£ to take into account which procedures will 

" beJliminated, trarisferre¢l or continued during the remaining 
lire of OPPA. .. 

Because of the continuing importance of fiscal 
adm~nistration, and the related financial audit being 
conducted by Peat, Marwick, Mitchell & Co., we have 
prepared a separate detailed report:. on fiscal operations :.j 
at OPPA. Additional final reports are under preparation 'for 
various local criminal iustice planning agencies. 
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L~tEel!i'6:;I.H:-;;J..liam T. Ednacum, Deputy 
Commission~r, Division of Criminal. 

0, Justice Services recommending a wind
dbwt;l staffing plan for OPPAfQr the 
'peltl.od October 1, 1980 through Ap:r;il 1, 
1982,. 
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ECONOMIC DEVELOPMENT COUNC.IL OF NEW YORK CITY, INC. 
260 MADISON AVENUE NEW YORK, N.Y. 10016 

Mr. William T. Bonacum 
Deputy Commissioner 

October 15, 1980 

Division of Criminal Justice Services 
80 Centre Street, 4th floor 
New York, New York 10013 

Dear Bill: 

Re: Final Report and Recommendations 
on OPPA Staffing and Organization 

(212) 949·0600 

This letter and enclosures represent our final reports 
on the organization and staffing of the Office of Planning 
and Program Assistance (OPPA) of the State Division of 
Criminal Justice Services. These reports on OPPA result 
from the EDC Management Audit carried out in accordance with 
the workplan set forth in our contract with you dated March 7, 
1980. 

The enclosures set forth (1) an earlier recommended 
staffing and organization for OPPA based on an assumption that 
Federal funding would continue at Fiscal 1980 levels, (2) 'a 
detailed report containing a management assessment and document
ation of procedures of each unit of OPPA (except Fiscal) and 
(3), because of the related fiscal audit of OPPA being under
taken by Peat, Marwick, Mitchell & Co., an extensive report on 
the OPPA Fiscal unit. Other EDC reports on the New York City 
Criminal Justice Coordinating Council and the local criminal 
justice planning agencies in Nassau, Suffolk and Westchester 
Counties have been prepared under separate cover. 

After reviewing your helpful comments on our August 5 
draft wind-down plan for OPPA, we have outlined below a wind
down staffing plan, including recommended organizational 
structure and staffing, for OPPA, under the understanding that 
there will be no further LEAA block grant funding. Our plan 
takes into account the fact that, as of August 29, there were 
some $8.0 million in unobligated 1979 and 1980 block grant 
funds available, but that a portion of these funds will be 
needed to cover OPPA and local administrative costs. We have 
also assumed a continuation of the juvenile justice grant 
funding program at the 1980 level of approximately $5.0 million. 

Exhibit 1 contains project workload projections for OPPA 
for the period October 1, 1980 through April 1, 1982, based 
on current workload and OPPA estimates of projected grant 
closeouts and new projects to be funded. We recognize 

, 
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Mr. William, T. Bonacum - 2 - October 15, 1980 

that the reduction in workload will occur gradually over 
a period of time rather than all at once. Therefore, we have 
included in our wind-down plap recommended organization 
and staffing as of three dates: January, 1981; October 19B1r 
and April, 1982. ' 

We recommend an OPPA staff of 36 in January, 1981; 26 
o in October, 1981; and 16 as of April, 1982 to administer 

juyemile justice progr~ fUhds and block grant fiscal book 
closeouts. A further. reduction to 13 staff can occur after 
April, 1982 (see Assumption No. 12). These numbers are 
exclusive of staff who might be funded under special grants 
or from other sources. The recommended OPPA organization 
structure and staffing levels for each of the above three 
dates are attache~ as Exhibits 2, 3, & 4. Our assumptions 
and analyses are outlined immediately below: 

Recommended Wind-down Staffing Plan 
Office of Plann~ng ~nd Program Assistance 

Assumptl0ns and Analyses 

1. No new LEAA block grant funding is made availa,hle 
for Federal Fiscal Year 1981 and beyond. \ .. ' 

2. The Justice System Improvement Act of 1979 is suspended 
and any new grants fupded from currently unobligated 
block grant funds will be administered under the present 
system. Primary responsibility for program coordination, 
monitoring, auditing and evaluation respecting current 
and new projects will continue to rest with OPPA. 

3. The present level of JJDP grant funding of approximately 
$5 million for New York State will continue in effect 
and there will be no chang.es in· -the system for administering 
these funds. 

4. An annual plan will be required only for the juvenile 
justice fu~ds. It is assumed that preparation of the 
annual plan can be handled by the Juvenile Justice Unit 
which in the past has prepared the juvenile justice 
component of the annual New York State Crime Control Plan. 
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Mr. William T. Bonacum - 3 - October 15, 1980 

5. 

6. 

7. 

8. 

The number,of active projects, including juvenile 
justice projects, are projected to decline from 208 
in July, 1980 to a~ estimated 119 by October, 1981, 
or a drop of over 40% in workload (see Exhibit 1). 
Continued project closeouts projected after October 1, 
1981 will gradually reduce the active workload to an 
estimated 44 projects by April, 1982. This would 
represent a reduction of 79% in the number of active 
projects to be administered compared to July, 1980. 
Unless any of the October and December, 1980 CCPB 
projects are .funded for more than 17 and 15 months, 
respectively, all of these 44 active projects as of 
April 1, 1982 would be juvenile justice projects. 

A total staff of 16 positions is recommended for April, 
1982 in Exhibit 4. However, Fiscal Section staffing 
can be further reduced from eight to five after block 
grant books are closed, leaving a final complement of 
thirteen staff to administer juvenile justice grants. 
(See Exhibit 4 and Assumption # 12). 

The legal review requirements will decline sharply 
after contract preparation and approvals have been 
completed around March, 1981, for the October and 
December, i980 CCPB grants awards. 0 Thereafter, legal 
review will involve only juvenile justice projects at 
a rate of about 44 projects per year at present funding 
levels. 

The position of Principal Deputy Administrator (Deputy 
Director) is recommended until April, 1982 based on 
the following assumptions: 

• 

• 

It is expected that wind-down of the LEAA 
block grant program will increase required 
contacts by both the Director and Deputy Director 
witn LEAA, local planning agencies, state agencies, 
grantees, NYS State Division of the Budget, 
and NYS Department of Audit & Control. 

A significant amoun·t of addi tion,al .. :,OPPA staff 
work has resulted from the financial audit of 
DeJS by Peat, Marwick, Mitchell & Co., including 
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Mr. William T. Bcnacum - 4 - Octcber 15, 1980 

9. 

10. 

11. 

expected future ccntacts with LEAA related to the 
audit. This wcrk requires the supervisicn, 
cccrdinaticn, and invclvement cf the Deputy 
Directcr. 

• A majcr percentage cf OPPA's wcrk during the 
wind-dcwn pericd will be fiscally related, 
including fiscal clcse-cuts, mcnitcring cf 
remaining available ~unds, prccessing cf 
required LEAR. financial repcrts and ccmmunicaticn 
with LEAA cn financial matters. These activities 
will require the invclvement cf the Deputy 
Directcr. 

Two. asscciate auditcrs to. ccnduct actual field 
financial audits cf grants have been prcvided fcr 
thrcugh April, 1982 to. carry cu·t cngcing LEAA required 
fin.ancial audits cf active grants, including juvenile 
justice grants. As cf April, 1982, it is recommended 
that either the Associate Accountant or Senior Auditcr 
in the Fiscal Section be trained to conduct field 
financial audits. 

One Senior CJ Program Analyst has been prcvided for 
to perform and coordinate evaluation of juvenile 
justice projects ahd programs. This is based on 
the .assumption that OPPA will have to continue to. 
meet the LEAA requirement for evaluation of JJDP 
funded projects. 

central Services section staffing recommendations assume 
that the recommendations which we made in our May 29, 
1980 letter to you respecting teleccpier equipment, 
the receptionist function, flocr access, and library 

! < 

were implemented. We further assume that the substantially 
reduced OPPA staff and workload will enable the secretary 
to the Director to assume, as of April, 1982, functicns 
now performed by the Associate Training Technician. 
This would include personnel administration, payroll, 
and purchasing. Remaining Ce~tralServices functions 
such as central files, reproduction, and the library 
.wquld be assumed by the Juvenile Justice Technical 
Services Section. 
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Mr. William T. Bonacum, - 5 - October 15, 1980 

12. , Further reductions in the Fiscal Secticn staffi . 
o~;).l~. 5:t~ter April, 1982 once. the boo}<:s for all ~~d~~~l 
F~...,ca~. Yea:- block gr~mt fund~ng have been closed out. 
At ~h:-s. po~nt, assum~ng requirements to fiscally,. 
adm~n~ster only the 44 juvenile justice funded grants 
(at an average of approximately $100 000 per qrant) ~ 
F~scal Section staffing can be reduc~d to·fiv~ staff 
c;:lS ~ollows: 

o 1 Associate Auditor (27) who would also serve 
as Section Head: 

- Bookkeeping, accounting, and cash management 
functions 

o 1 Head Account Clerk (18) and 1 Senior Account 
Clerk (18): 

,- A'II remaining fiscal functions 

o 1 Senior Stenographer (09) 

- Filing and typing 

o 1 Associ~te Accountant (23) or 1 Senior Auditor 
(18) tra~ned to carry out financial field audits 
of the estimated 40 juvenile justice grants. 

13. St~ffing recomm~ndations do not reflect LEAA IS'::' requirement 
w~~ch OPPA was Just informed of, for a financial audit of ' 
f~scal year 1980 funds. 

If you would like to discuss these recommendations in 
greater detail, or would like an oral presentation, please let 
us know. 

Sincerely, 

'~Cr-
Richard F. Coyne 
Task Force Chairman 

~/A~ 
Charles V:·B~k, Jr. 
Senior Consultant 
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Projected OPPA Workload 
July 1,,1980 - April 11~.) i982* 

e Active projects as of 7/1/80 

Projects ending by 10/1/80 
September CCPB awards (actual)** 

• Estimated active projects as of 10/1/80 

Proj ects ending by ~~/31/80 

/, 
\, 

October and December CCPB awards 
New or refunded juvenile justice projects 

• Estimated active projects as of 1/1/81 

Projects ending by 10/1/81 
New or refunded juvenile justice proj'ects 

• Estimated active projects aS,of 10/1/~}

Proj ec~ts ending by 4'11/82 
New or refunded juvenile justice projects 

• Esb.imated active projects as of 4/1/82 

\:'1 

Exhibit 1 

, 10/1/80 

() 

(49) 
26 

( 42) 
40 
11 

(108) 
33 

(97) 
22** 

208 

185 

194 

119 

44 

*Based on OPPA report, State of New York Reprogramming Request for 
the Period October 1, 1980 throu h Se tember 30, 1981 (December 31, 
19S1), dated August 29, 980. Note:· Act1.ve project estimates as 

'::' of 10/1/80 and later reflect actual September, 1980 CCPB project 
~wards (26) in lieu G'f the estimated project awards (29) shown in 
the above report.) 

~:*}\ssunies that juvenile justice funding and projects approved remain 
at fiscal 1981 levels. 
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2 Associate Audi 
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Monitor (23-29 
1 Senior Stenogr 
1 Stenographer 
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Secretary ( 14) 
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tor (23 ) 
nator/ 
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Central Serv~ces 

1 Director (00) 

-
1 Principal Deputy 
Administrator (31) 

I 
Fiscal Section * 

1 Section Head (27 ) 

Ji 

Exhib~t 2' 
Recommended OPPA Staffing 

January, 1981 
" 

Deputy Counsel (31) 

r 
Juvenile Justice 

1 Section Head 
(Sr. CJ Program Analyst) h Assoc. CJ Prog. 

Section 

Anal • 
1 Associate Accountant (23) 1 Senior CJ Prog. Anal. 
1 Associate Auditor (23) 1 Prin. Research Spec. 
1 Senior Auditor (18) 1 Administrative Asst. 
1 Head Account Clerk (18) 1 Stenographer 
1 Senior Account Clerk«18) --
I Principal Account Clerk (14) 5 
2 Senior Stenographer (09 ) 
2 Account Clerk ( 05) 
1 Stenographer ( 05) 

r---
12 

Sect~on Evaluation unit 

1 Associate Training 1 Senior CJ Prog. Anal. (23) 
'Technician ( 23) 

1 Senior $tenographer (09) , 
1 Stenographer ( 05) 

--

I 

(27 ) 
( 23) 
(23) 
(18) . 
(aS) 

3 

I 1 
~ 1 

, ~ Total Staff = 36 1 

I') 

~ , '~i * Th b d f~t ~ ~ ere may e a nee or a part-time temporary typist in the ! . 
. 11 Fiscal Section between January and March 1981 as October \ 
_ !land December 1980 CCPB grant awards are being fiscally set up. t 
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'2 Associate Auditor (2 
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Monitor (2 
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Exhibit 3 
Recommended OPPA Staffing 

October, 198,1 

G 
__ - '-0_'---- .... _~ 

I .' 
jl Director (00) 

-
/1 Principal Deputy 
~drninistrator (31) 

I .-
I 

:i?iscal Section 

-; Section Head (27) --
(Sr. CJ Program Analyst) 

·1 Associate Accountant ( 23) 
1 Associate Auditor (2.3) 
1 Senior Auditor (18) 
1 Head Account Clerk ( 18) 
1 Senior Account Clerk (18) 
1 Principal Account Clerk«14) 
1 Senior Stenographer (09 ) , Account Clerk (05) .J. 

9 

j 
uvenile Justice Section 

1 SecJcion Head 
Assoc. CJ Prog. Anal. 

1 Senior CJ Prog. Anal. 
1 Prine Research Spec. 
1 Administrative Asst. 
1 Stenographer 

, 
I 

(27) ! 
(23) ! 

(23) i 
(18) ; 
(05) 

,5 "j 
------

00 Central Services Section Eva uatl.on Unl. t 

. . ,. 

~. .. 
'''''' 

1 Associate Training 
T"echnician ( 2 3) I 

1 Senior Stenographer (09), 
~ ______________________ --J 

c " 1\ 

" 

1 Senior CJ Prog. Anal. (23) 

Total Staff = 26 
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Exhibit .4 
Recommended OPPA Staffing 

April, 1982, ~. 

('\ 

\' r Secretary (12)l 

" .--
I ,,\ 'I, 

Juvenile Justice 
Technical Services Section c -

1 ' 'I 
Sect~on Head 
(Associate CJ Program Analyst ( 27) 

1 Senior CJ Program Analyst ( 23) 
1 Principal Research Specialist (23) 
1 Administrative ~ssistant (18) 
1 Senior CJ Program Analyst (23 ) 

(Evaluator) 
1 Stenographer ( 05) 

\ 

16 
• 

'*Refer to Assumption No. 12 on page 4 for discussion of further 
reductions in Fiscal Section staffing beyond April, 1982. 

'! 

~-( , / 

Fiscal Section* ,i 
t 

~ Section Head I, 1 
(Sr. CJ Program Analyst) (27) I 1 Associate Accountant (23) 

1 Associate Auditor (23) 
1 Senior Auditor ( 18) 
1 Head Account Clerk ( 18) 

1 Senior Account Clerk (18) 
1 Prine .F.Ccount C1er~ (14 ) ~l 

1 Senior Stenographer (U~ j I 
8 I 

I 
<> 

I 

I 

1 
!.l 
J 

Total Staff = 16 . 

C:J CJ C"J c:J C:J c:J c:l ~ " 
____ ~--________________ ------__ ------__ --____ ----.--------------------=------=====.=--=:='~=._~'. __ ==I_~~_~~q~. ,=,~~~~~~=~ 
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Lett~r to William T. Bonacllm, Deputy 
Commissioner, Division of Criminal 
Justice Services recommending org-' 
anization "and stafcfing for OPPA as 
of October 1, 1980. ' ~ 
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s, U ~) ECONOMIC DEVELOPMENT COUNCIL OF NEW YORK CITY, INC. 

(. 
., f ,. 

III :', 

" " 260 MAOISON AVENUE NEW YORK, N.Y. 10016 ?~- (212) 949·0600 
o~ 

[j " .. --
1 

,~ 

[J , .. May 29, 1980 
" 

,; 

~ 
" n " II ,I 

_J l'1r. William T. Bonactlm 
Deputy Commissioner 

o 0 

(.1 Division of Criminal Justice 
Services '~, 

80 Centre street, 4th Flo 

[J Room 428A 
New York, New York tOO13 

[! 
Dear Bill: 

cO 
Because of the continuing uncertainty regarding the future 

of the LEAA block grant program, we will provide you with 

[J staffing and organization recommendations for OPPA under various 

'" alternative sets of assumptions. We have outlined below our draft 
" 

() 
recommendations, including assumptions, analysis, and organiza-

{:)-

[1 tion structure, under the most optimistic alternative, whieh is 

t 
based on no drastic reduction in LEAA funding and implementation 

'" of JSIA and ,the entitlement area format. 
D 

r.l Future staffing and organization models, which we are now 
working on, will assume reduced levels of new LEAA grant funding 
or no new funding at all. We assume a continuation of the JJDP 

f:i . LJ 
program, at present funding levels, under all alternatives, but 

y' - are prepared to address the impact of future reductions to this 

D 
program, if necessary. 

r 
u We recommend an OPPA staffing level of 39 for October 1, 

, " ... 
1980, exclusive of staff who may be funded under special grants ~ or 

u ,~ 

11 n from other sources. This represents a reduction of 21 from the 
current level. The recommended OPPA organization structure, in-

t1 eluding recommended levels of staff (taking into account existing 
I) 

" 

II 
civil service grades) is attached as Exhibit l. Our assumptions 

~ C and analyses are outlined immediately below: f' :,:;., J .,. 
/ 

.. .,; II Recommended 10/1/80 Staffing Model #1 
" -t.. . ~-

- ~""' .. [J Office of Planni~and Pro9:ram Assistance 
r Assumetionsand Anallsis i 

i 
~ ~, 

ii ! " - ,I 

1. There is SUbstantial reduction in 1981 LEAA funding 1 no 
p ~ 0 

from 1980 levels. This represents the most optimistic point of 
\f 

.. " view regarding the future of the LEAA block grant program, but 
"(l 0 .. 

cannot be certain that there will be cuts until the '/ we program 1 ' 0 
" . 

federal budget is final. Ii. 
~ , II fJ r\ 
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Mr. William T.:;;Bonacum May 29, 1980 

2. JSIA and the entitlement area funding format remains in 
effect. We assume that, unless notified otherwise, any money ap
propriated under this act would have to be administered in accor
dance with the requirements of the act. 

3. The present level of JJDP grant funding remains in ef
£ect and there are no changes in the system for administering 
these funds. 

4. Primary responsibility for program coordination, moni
toring, ~uditing and evaluation respecting local entitlement area 
grants will rest with the local entitlement criminal justice 
planning agency. This is based on our analysis of the existing 
LEAA draft guidelines. We estimate that OPPA workload in these 
areas will be reduced by about two-thirds. 

5. The current fiscal administration processing require
ments remain substantially the same. Our analysis of both the 
draft LEAA guidelines for JSIA and the new draft Financial 
Management Guidelines, Circular M7100.B, indicates no major changes 
are contemplated in the manner in which funds are fiscally admin
istered once they have been made available to entitlement areas. 
Recommended staffing reductions in the Fiscal Section are based 
on recommended organizational changes and other improvements. 

If it is determined that the transfer will be permanent, 
the Acting Fiscal S~ction Head should also be upgraded based on as
sumption of ~reater operational and supervisory responsibilities. 

:} 

6. The organization and staffing model 'recommended represents 
a streamlined approach, under austere budget conditions, for 
ha'lldling this expected significantly reduced workload assuming sub
stantial deleg~tion of functions and responsibilities to the local 
level under the entitlement program. 

7. Reduced staffing, consolidation of remaining staff, and 
elimination of certain stand alone units or sections will reduce the 
number of required unit or section peads. At the management level, 
a deputy director position could also be eliminated. We recommend 
consolidating the program coordination, auditing, and monitoring 
functions into a single 'Technical Services Section, under a Deputy 
Director. The program coordination and monitoring functions would 
be carried out by the same staff as of:1posed to separate staff. As 
indicated above, their workload would involve only "balance-of-state" 
areas and state agencies. The Juvenile Justice Technical Services 
Uni t would conti.nue to handle grants individually on a statewide 
basis as p separate component within this new Section, with its own 
section head a'nd secretary. The remaining eight staff in the unit, 
consisting .of two auditors, five program coordinator/monitors, and 
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May 29'0 1980 

.one secretary would report directly to the Deputy Director rather 
than being organized into t'9ditional sectional are9,s, which we 
would not recommend for such \9 s.mal! sta.ff. The Deputy Director 
might designate one of the aoditors and one of tpe program coor-
dinator/monitors as a "senior" person in each a.rea. ' 

Implementation of this recommendation, Under present staffing 
and organization, would reduce the need fo~ three unit heads 
(Monitoring, Law Enforcement, .and Corrections). Recommendations 
regarding staffing titles are based largely on our asse~smeht of 
the relative levf?l of staff and the present mix of grade levels 
found in each area. 

8. One ~enior stenographe~ and one senior clerk, currently 
funded out of the state purpos~~ budget and not carried on OPPA 
staffing, will continue to be ~vailable to work in the OPPA 
Central Services Section as part of the recommended typing pool. 

9. Two evaluators have bE~en provided for under the assump
tion that OPPA will continue to have some direct, but limited, 
evaluation responsibilities under JSIA. The evaluators have been 
combined with three planners, a decreased number given reduced 
planning responsibilities under JSIA, to form a single Planning 
and Evaluation section. Separate stand alone units could not be 
justified at\. the recommended level of staffing. We also felt that 
the consolid~~ion was justified by the functional relationship 
between planning and evaluation. ,. 

10. Central Services Section staffing recommendations were 
. based on the following analyses and assumptions. We recommend that 

the mailroom positiqn (Typist) be transferred to a state-fUlided 
position since 75% of the mailroom activity is now related to non
OPPA work. The receptionist position (Mail and Supply Helper) 
should be eliminated by making the following changes, (1) move the 
telecopier equipment and the telephone pick-ups from the reception 
area into Central $ervices, only a short distan,~e down the hall, 
and have the Senior .steno and/or Senior Clerk provide coverage and 
(2) provide floor access contr61 by issuing door keys to all staff 
members and a door bell (responded to by the S~nior Steno and/or 
Senior Clerk) for visitors. The librarian position (Principal 
Clerk) should be transferred to a state-funded position or, alter
natively, the function should be assumed by the Technical Services 
Section staff. 

/{ . 

t , 
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II 

future of the 
we hope to 

\-:'1 

With more definite information concerning the 
LEAA block grant program, and additional analysis, 
determine any further reduced staffing levels that 
by corresponding cuts' in the LEAA program. 

may be warranted 
if" 

We would like to have an opportunity to discuss these draft., 
reconunendations with you in greater detail. 

Sincerely, 

Ci!uC!i.4nL 
Charles V. Brock, Jr. 

'~A/j);P~ 
Richard F. co~e 
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Recommended Organization 
for OPPA**** 

jcf! 
,T 

Secr.etary .(12IJ 

Director (00) 

I 

-------
LegalSection I I ______ ----"'\~,..--.l 

..-- '\ I 
General Counsel ** 
1st Deputy Counsel (31) 
1 Assistant Counsel ** 
1 Principal Stenographer (12) 

-4-

Central Services Section 

_." - ... -- .. _--. - ... - -- --
-I Juvenile Justice Section 

2 Associate A,udi tor ( 23 ),--l-s-e-c-t-. -i-o-n-H-e-a-d-------

5 Program Coordinator/ I Assoc. CJ Program 
Monitor*** (23-29) Analyst JD (27) 

1 Senior Steno- 1 Sr. CJ Prpgram 
grapher (09) Analyst JD (23) 

-8-

1 Principal Research 
Specialist (23) 

1 Administrative 
Assistant (18) 

I: 1 Stenographer (OS) 
-5-

Fisco.l Administration Section 

1 Fiscal Section Head***** 
1 Associate Auditor 
1 Associate Accountant 
1 Head Account Clerk 
1 Senior Auditor 
1 Principal Account Clerk 
1 Senior Account Clerk 
1 Budget Analyst Trainee I 
2 Senior Stenographer 

(25+) I, 

(23) I 
(23) I 

(18) 'I 
(18) ! 

(14 ) 
(09) 

(09) 
(05) 
(OS) 

i...-__ ... -- - _J, _____ ----__ --I 
I 2 Account Clerk 
, 1 Stenographer 
iI3 

*One sepior stenographer and f~e senior clerk are state- fundea position§. 

**':l:hese two positions are state fundEd. 

/**These five positions would be filled ,from available staff Ifrom the existing Technical Services 
unit (excluding Juvenile Justice staff) and Monitoring Unit. We cannot recommend specifi~ 
titles for these five functional positions because existing titles assume performance by the 
incumbent of either program coo~dination or monitoring. However, we recommend that these posi
tions be filled by qualified persons carrying -existing staffing levels 23-29. 

****See Appendix 1 for comparisqn versus current staff. 
*****Level to be dete~~ined bv qUR1if~~~~i0~q of qnD~i~~no . 
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Code* 

1\ 
1\ 
A 
C 
C 

i\ 
A 

i\ 
1\ 
C 
JI" 
1\ 
1\' 

n 
1\ 

n 
[) 

D 

13 
II 
n 
l\. 

position 

OPPi\ Hal1agemen t 

Djrcclor 
Pl-incip111 StclW(jrilphcr (secrett.1ry) 
I)cpu ty nirccl:or orpl\.*** 
Senior Stel1o{jl"ap'hcr (secral.dry) 
Executive i\ssistaot tOConunissioner ** 

1'echnical Serv ic.;c~; 
~~~~~-------~ 

Dt'[llJty /li rrc;tOl-
Scnit)1: S teno9 I:apher (secrett.1ry) 

Juvenile JUstice 

i\!:~;o('i.uL(.\ CJ ProlJram l\.nalyst ,JD 
'~.::! 'n i () r('".1:, " " " 
S("!Il.i()r Cd It " " 
Pl·il1cf'l;(l] l\"!~{\tlt~cl\ f~l)cc'illl.isl 3 
Prineip<11 1~"HQarchSpecialist 2 
:; Cel10q rt.1l.JJc}-

':1" '. 

L u ~::., 1:~I_l f \?_ r C<::.!!K~.~~~l:, 

CJ 
CJ 

i\!;:;l~("'i t.1l C' .cd [,°J'nq I-dill i\llil.1y!; l. 
Sl,'njol' St.(~IH)'J'I-<lpIJOI; ('fran5j"<'r 10 pool) 

Nj{D 

\) 

l'r.illc.ipn 1 CJ Ft'(Y!r-,un i'\l~dlyt.;t 
,,'~i\!,~;i!;t<lI1L CjJi"r t\JP Fl\.D~~ 

Senior Stenogrt.1pher 

Cor rec tion~; 

I'd nd pnJ 
i\:.!;c '.t,' i <11.(' 
:;'.'Id nr' 

OJ ProqriJl1l l\.na]ys t 
11 If .. 

" " 
'Stello~JruphC'r ('l'l:t.1IlBf.er to pool) 

*Refer tEl, a~t acht"!cl app011f.li x for expl :.lncJ ~ ion. 

**RecomTIlcnd truns,fer \.:0 t;li1lc'-f\IIH,Ie<l p05ition~"' 
., 

0 

(,f 

Item No. 

6.000 , 
6005 
6100 
6105 
6010 

6200 
6260 

6388 
6258 
6259 
6262 
6264 
6219 

6~lO 
6159 

62B5 
G3GO 
6207 

6240 
G2111 
6242 
6250 

, ***Retention of this position might be justified· if the Deput~ 
Director OPPAcassomes responsibility for superVision of the, 
Fiscal Section~ ~ 

I} t) 

.... -.•. --~ .. ' ""-~'.'-"--'''''''''''''''''''''''''~-''''''~'., ;-:-,-, -~ ... ~~ .. 
C';) flo :) c 

Level. 

'00 
12 
31 
09 
00 

31 
09 

27 
23 
23 
23 
113 
05 

29 
09 

29 
27 
09 

29 
27 
23 
05 

,) 

~~~~-~~--~-----.---~-----~--. 
--- ----- -;\- - - ---

~ 
( 

[] 
t 

,",' 

~ t U 
~ 

W U 

~ EJ 

n 0 
0 [J 

0 [J 

0 
I 
0 

0 'j [l 

0 n 
, . 

.:;:. 0 r1 
U I [J , 

0 I [] , I 
0 u r 
n r 

L1 I 
,~'l 

j 

0 [J 
" 

-n ~' rl . 11 ,-, 

,U II [J it 

U " I B ' ,I 

'" ? 
i . 

Code* 

B 
B 
B 
B 
B 
l\. 
A 

A 
A* 
A* 
A 

A 

A 
A ". 
C 
l\. 
l\. 
l\. 
C 
l\. 
A 
A 
l\. 
A 
D 
C 

'7\ 
l\. 

A 
C 
C 
C 
1\ 

-16-

Position 

Monitorin'l 

"Chief, CJ Program Honitoring 
Senior " " 11 Specialist-cP 
Senior " " " " P CJ Nonitoring Specialist (Cp. ) 
CJ " " (Cl') 
Associate l\ccollntant 
Associate Auditor 

Application Coordination (Pli:lnning) 

Principal CJ P~ogram Analyst 
i\ssociate " " " 
Senior " " " (JD) (J 

Stenographer (Works in Fiscal Unit) 

Evaluation 

Senior C~ Program Analyst 
(Note: One <1d(11 tion<11 eva.lllu tor position 
is reconmlended for OPPA funding.) 

FiSCt.11 

Senior:- CJ Progrt.1m l\.nalyst (Chief) * 
Senior Steno 
Head l\CCOUIlt: Clerk (Control Clerk) 
l\(7COl.mt C16r}~ 
l3udget Analyst 'l'rainee I 
Principal }\ccollnt Clerk 
S(=l1ior 1\ccount Clerk 
Iiet.1e.'! l\.ccount Clerk 
Senior' " " 
l\.ssoc'intc l\ccollntant 
l\.ssociate i\uditor 
Senior i'\udi tor 
Stenographer nvorks in HRD) 
Stenographer 
7\C'C'0l1!1 t C 1 (' rk 
Seuior S tCllovrilpl1er (Carried under MRD) 

Lecl~~.L 

Assistt.1nt Chief Log<ll Sys tOIJ}!:; Analyst 
l\.ssociate Logol Systems Analys t ., 

" " " " S l-C'1l0tJ Lt.1pher 
Principal S teno(Jruphor 

, 

Item No. 

6270 
6271 
6272 
6273 
6275 
6277 
6278 

6150 
6500 
6501 
6119 

6152 

6111 
6305 
6338 
6339 
6343 
6346 
6347 
6363 
6364 
6367 
(;371 
6375 
6344 
6361 
6369 
9997 

6020 
6225 
6022 
6235 
6031 

Level 

29 
27 
27 
25 
25 
2~ 
21 

29 
27 
23 
05 

23 

23 
09 
18 
05 
60 
14 
09 
18 
09 
23 
23 
18 
05 
05 
05 
09 

31 
28 
28 
05 
12 

*Presently Acting Fiscal Section Head on loan from the Application 
Coordination ~ection. If the Deputy Director OPPA assumes responsi
bili ty for the Fiscal Bection, the staff member;} occupying this line 
should be considered for one of the two recommended planner positions. 
If this staff member were retained,one of the two planner positions 
prn s0nt-l,_, r0rnmmpnn nn l, .... n1l1 rl h~U0 tn r. n nlimi.nntpn. ' 
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Code* position 

Central Services 

A 
E 
E 
C 
C 
C 
S 
S 

nssociate Training Technician-CJ 
Principal Clerk 

... - Typist 

,") 

Senior File Clerk 
Nail-Supply Clerk 
Hail-f;iupply Helper 
Senior Stenographer 

Li) Senior Clerk 

'. 

" 

, "'0" "'~ ____ ~>_~.:.. _';:'_' __ : • ___ _ 

, .' 

"""; 

," .. ". ~- ~---~ -;:;.:'-~' ":-. 

, " 

(, 

Item No. 

6004 
6312 
6317 
6318 
6320 
6322 
8453 
8424 

!I 

_.- -~~..,-.-~ ...... "-... ~---~--""'-""!j 

f}. . 

Level 

23 
11 
03, 
07 
OJ 
01 
09 
07 

o 

'2> Ll 

0 
0 
0 
0 
0 
0 
0 
'D 
0 
0 
0 
~ 
~' 

~ 

~ } 

.1 

W ! 

IB,: 
!t1 

~~\ 

';-,' ;::;, 

!~-
C, , 

- '18 -

Code: I~econU11Cnc1ed 10/1/80 Staffing Hode #1 
Office of Plunn.l11Cj and Prograin Assistance 
Impact of S taf f il~g Recommenda tions ' 

A = Rec.onunonded position for OPPl\ aclministrutive funding under 
10/1/80 St,affin0 Hodel #1 for the Office of Planning and' 
Pragram l\SSistanqe. 

B ;:: It is reconunended that the five program coordinator/monitor 
positions in the consolidated 'rechnicul Services Section be 
filled from the present 9 staff in these positions. . 

C = These positions ard' recommende? for elimination. 

D = Reconunend continuing position if g~ant funds are available. 

s = State-funded positions. 

E ;:: Recommend transferring to ~tate-funded position. 
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PLANNING UNIT 

May 1980 (Field work done in 
March, 1980) C. R. Vogt 

Background 

1. 

2. 

3. 

4. 

Purpose of unit 

The purpos(~ of this unit is to prepare the annual statewide 
comprehensive crime control plan i71nd the annual planning 
grant application for submission to LEAA as required by 
the Crime Cbntro1 Act of 1976, the Juvenile Justice and 
Delinquency Prevention Act of 1974, and LEAA regulations 
and guidelines. 

Force as of 3/3/80 

Shaw - 29 - Prin.C.J.Prog.Ana1. - unit Chief 
Bond -
Pe11itier -
Messing -
Lesser 
Vacant -

27 - Assoc." " " 
23 - Sr. " " " 

Asst. Unit Chief 
- Program Planner 

23 - " "" " " Ii 

14 - Asst." " " " " 
05 - Steno - unit Typist 

Source of funds 

Shaw, Pe11itier, and the.steno are funded under the Part B 
planning grant. Bond afid Messing are funded under a 
separate reversionary Part B grant. Lesser is funded with 
state funds. 

Functions of unit 

a. Major functions 

1) 

2) 

3) 

4) 

5) 

Preparation of the annual statewide comprehensive 
crime control plan. 

Preparation of the annual planning grant application. 

Preparation of the OPPA section of the DCJS annual 
report to the Govrnor. 

Preparation of the annual Crime Against the 
E1d~r1y report. .The third and final report, ae 
originally requested bi the Governor and the 
Legislature, was issued on September 30, 1979 

J;>reparation of annual progress reports to LEAA. 
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b. 
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Provision df technical assistance to local 
planning offices, state agencies, nand OPPA 
staff in connection with criminal justice planning. 

Other functions: 

1) Prepare briefing papers for the Governor on 
criminal justice matters. 

2) Provide OPPA lia.ison with New York"State's members 
of Congress. 

3) Assistance to the local planning offices in the 
preparatIon of their annual planning grant 
applications, preparation of the grant award 
contracts, and programmatic administration of the 
21 planning grants~ 

4) Preparation of ,special reports as requested ,by 
the Commissioner. 

5) Education of New York State's members of Congress 
in the area of criminal justice needs. 

6) Develop "various OPPA policies and procedures 
pertaining to the annual plan. 

7) Coordinat~ the responses to audits and management 
studies of OPPA. 

Special mandates/priorities, 

OPPA administers the grants program in conformance with 
guidelines established by the federal government and in 
accordance with policies and principles established by 
the CCPB. Summaries of the major policy statements and 
funding constraints are provided in sec~ion II of· the~ 
comprehensive crime cpptrol plan for 197a and as modified 
or expanded in section II of the 1979 and 1980 plans. 
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These major policy statements cover the following areas,: 

- Eligible grantees 
Matching requirements and b1,ly-in 
Non-supplanting 
Refunding and maintenance 

- Review of applications by 
of effort 
SPA 

- Review of application and comment by others - the 
,",PNRS process 

- Fr~edom of information 
- Civil'rights 
- National Environmental Policy Act 
- National Historic Preservation Act 

Relocation assistance 
Property inventory and management 

- Procurement of gQods and services 
- Funding constraints relative to: 

• • • • • .. 
• 

Capital construction 
Arms and weaponry 
security and ,:privacy 
Surveillance equipment 
Indirect costs 

o 

Stipends for persons in work 
Funding special prosecutors 

training programs 

Workload 

a. 

b. 

The preparation of the ann\J.al statewide comprehensive 
crime control plan involves input of annual comprehensive 
plans from IJ, Metropolitan Planning Areas; annual priority 
memoranda from 4 >Developmental Planning Areas, 6 Regional 
Coordinating Areas, and 19 State Agencies. 

The preparation of the "anm,lal planning grant application 
involves securing information from the 2). local planning 
offices concerning the membership of their CJCCs and 
displaying this information as attachments to the 
application. The application i.s a 29 page document (plus 
the above described attachments) describing the proposed OPPA 
planning budget, the allocation of planning funds to the 
local planning offices, membership of the CCPB, curr~nt 
OPPA professional staff, and a checklist of planning grant 
application requ~fement assurances. 
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c. The programmatic administration of the local plannin~ 

grants involves: 
c;, 

• The receipt and review of 21 grant applications per yea~ 
\:i 

• The writing of 21 grant award agreements and one project 
s~mary each year, 

• The receipt and review of 21 fiscal qost reports per month. 

• The receipt and review of 84 quarterly progress reports 
per year. 

• Visits and technical assistance to the 21 local 
planning offices as required. 

These 21 planning gra.nts are administered by two of 
the planners. The project summary, covering all 21, is 
presented to the. CCPB by the unit chief. 

7. Sources of work 

Major sources of work are the 21 local planning offices and 
the state agencies. 

8. Files and r=cords 

The normal ~roject Coordinator's fil,!=s and records are 
main:'~,ained oh the, 21 planning grants. 

9 • Major :reports. a11:d,.C!istributio;n 

a. 

b. 

Annual Statewide Comprehensive Crime Control Plan -
(fsee 1023 for distribution) r; 

Annual ,Progress Repor.t:..to·LEAA-' distril)uted to LEAA. 
[\ 

'j 
t· , I 

c. Annual Crime Against the Elderly - (see ~i064 for distribution). 

10. _ Space, facilities and equipment 

These appe~r./""r be adequate. 
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AnalysIs and recommendations 

1. 

.., 
~. 

Organization - ..... ~ 

The unit is adequately staffed to carry out the present 
workload and the staff appear', to be hardwo~king. . 

I') 

The propos~d Octoper 1,1980 organization and staffing for 
OPPA would'create a "steno pool" in Central Services. This 
pool would handle the typing wor,k of this unit, and thereby 
e.liminate the vacant steno line in this unit. 

As discusse.d under 3 below (Im.pact of JSIA of 1979)upon 
implementation of the JSIA, it should be possible to reduce 
the number of planners from 4 to 2. At that point, th@ 
unit would consist of·a unit chief and 2 planners.' 

If LEAA funds are reduced to such an extent that an annual 
plan or an annual gJ,7ant application is not required for 
LEAA programs, <:tn annual plan might still be required fo+" 
the juvenile justice projects under the JJDP Act. In such 
an event it should be\. possible for the Juvenile Justice 
Unit to write ·the annp.al juvenile justice plan (they 
presently write it and submit it to the planning \,lnit for 
incorporation into thE~ comprehensive crime control plan). 
This would practically eliminate all of the work of the 
planning unit and the unit itself. 

Procedures 

As documented'in the procedures section of this report, 
the major activities of the. staff in preparing various reports 
and documents involves research, compilation and analysis 
of information, and writing. Although there are no written 
procedures to describe the various ,functions, except the 
LEAA guidelines which describe requirements, the procedures 
as described by the unit chief appear to be adequate. 

.t\.J.", .• s.ough the JSIA requires the sUbmiss'ion of 
a t:.hree-year grant application and annual revisions as 
required instead of a three-year crime control plan with 
annua~ action plans, the major activities of ±he staff remain 
the same. That is, they will still rese~rch, compile, 
analyze, and write~ Two of the planners are presently 
developing guidelines to implement the new planning and 
application process • 
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Impact of JSIA of 1979 

The new act permits each entitlement area to use up 
to 7.5% 9f i,ts Part D alloca.tion for administrative 
purposes and permits the state, at its discretion, t~ 
allocate a portion of their administra.tive funds "',,:, 
($250,000 plus 7.5% of the Part D funds reser~ed for use 
by the state and balance-of-state areas) to balance of 
state areas for administrative purposes. Since no planning 
grant applications will. be required, the following 
functions will be eJiminated: 

• The provision of tepFmical assistance to the 
local planningoffi6es in preparing their 
planning grant aPJ)lications. 

• The preparation of the annual planning grant 
appl'icatiQn and its submission ~o LEAA. 

• The preparation of the planning grant award 
contracts. 

• The programmatic administration of the planning 
grants. 

It would appear that the preparation. of the three-year 
state application will require as muoh effort, at least 
for the first one for FY 1'981, as the '~previous annual 
statewide compr'ehensive crime control plan. However I the 
annual updates to the three--year state application would 
appear to require a fraction of the effort as now 
expended on updates to the three-year annual plan. 

o • 

The Act requires the preparation and subnd.s~ion of an 
annual report to the Governo:eand State Legislature. 
This appears to b~ a more involved and more comprehensive 
report than the one presently included in the DCJS 
annual report to the governor. It is estimated that 
this new report will require approximately two times 
the effort expended on the present report. 

The net effect of these changes, plus the elimination 
of the crime against the elderly report, is estimated 
to be a reduction of .,one planner. Once the tr.ansi tion 
period is over all.d the provisions of the Act are 
implemented it should he pos~ible to reduce the staff 
by another planner. . 
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PREPARE ANNUt:..L STATEWIDE COIvlPREHENSIVE CRIME CONTROL PLAN 

Unit Chief -,. 
Review LEAA Guideline Manual M4100 which specifies the plan 
requirements. 

Review prio~ year plan and special conditions imposed by LEAA. , 

Outline tasks to be performed, key dates, and staff assign
ments. 

February - Prepare and send letter to local planning 
offices and state agency planners requesting submission of 
their Priority Memoranda and Local Plans (priorities, needs, 
analysis, fund requirements) for the year being planned. 

Make assignments for the preparation 'of various sections of 
the plan to the staff and request the Juvenile .Justice 
Technical Assistance unit to prepare the section "Juvenile 
Justice Needs Analysis and Program Plans" (section 7 of 1980 
plan) . . 

Staff 

Prepare and send letters to the Department of Correctional 
Services requesting various assurances and priorities and 
to the Division of Substance Abuse Services reqt:lesting 
assurances and information. 

April - Upon receipt of the information requeste!d in .100S, 
write section "Special Requirements of the Crime! Control 
Act" (section 6 of 1980 plan). 

Unit Chief 

April - Receive 1 copy of Priority .Memoranda and Local Iilans 
from state agency planners and the local planning offices. 
Send to steno .for copying and f~ling. 

Steno 

Make 2 copies of Priority Memoranda and Local Plans. Send 
one copy to the OPPA Administrator, one copy tQ the Section 
HEad, and file the original for use by the staff. 
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Staff 

Write section }~~pecial Requirements of the JJDP Act" 
(section 8 of 1980 plan). ' 

Request the Technical Assistance, Evaluation MRD and 
Information Systems units to prepare their a~prop~iate 
parts. of section "Criminal Justice Need's Analysis and Plans" 
(sectl.on 5 of 1980 1(;i.an). ' 

Upon receipt o£ the information requested in 1010 and infor
mation contained in the Priority Memoranda and Local Plans 
complete sec,tion ",Criminal Justice Needs Analysis and Plan~ 
(section 5 of 1980 plan). 

Prepare and send letter to the DCJS Office of Identification 
and Data Systems requesting crime statistics and data. 

April - Upon receipt of the information requested in 1012, 
w:-ite section "crime and Arrests in N. Y. State" (section 3 of 
1980 plan). 

Pr7pare and send letters to the DCJS Major Violent Offense 
Tr~'al Program, DCJS Statewide Violent Felony Warrent En
forcement Program, and the Division of Substance Abuse 
Services requesting information and statistics. 

April - Upon receipt of the information requested in 1014 
write section "The Adult Criminal Justice System" (section 4 
o£ 1980 plan). 

Unit Chief 

Based upon information contained in the Priority Memoranda and 
Local Plans and the expected action program funding level, 
write sections "The Planning and Program Development Process" 
and "Policies and Principles Affecting the Grants pr6gram" 
(section 1 and 2 of 1980 plan). ' 

Unit Chief and Staff 

Based upon information contained in the Priority Memoranda 
and Local Plans and information included in sections "Criminal 
Justice Needs Analysis and Plans" and "Juvenile Justice 
.N=eds Analysis and Program Plans" (sections 5 and 7 of 1980 
plan), write "The Annual ACtion Plan" (section 9 of 1980 
plan) 
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Steno 

The steno types the various sections of the,plan. 

Unit Chief 

Proof-read and revise the dra£t plan 

Late J~ - Submit the draft plan to the localplauning offices p 

state agency planners, the CCPB, the State Legislature 
(Speaker of the House, !·1ajority Leader, and Budget and Control) , 
and LEAA for review and comments. A copy is also sent to the 
Fiscal section for their use. 

September CCPB m.eeting - Form~lly present the draft plan to 
,the Board for their comments and approval. 

Revise the draft planas required and add any special con
ditions imposed by LEAA. A letter is received from LEAA 
approving the plan subject to these special conditions. 

Late November - Arrange for printing 2000 copies and distribu
tion of the final plan. Copies are distributed to: 

LEAA 
local planning offices 
state agency planners 
~-1ibraries 
colleges and universities 
interested citizens 

REALLOCATION OF FUNDS IN ANNUAL STATEWIDE Cm-1PREHENSIVE 
CRII1E CONTROL PLAN 

Unit Chief 

The Unit Chief is notified by the Fiscal Administrator or by 
LEAA that a reallocation o£ funds specified in the annual 
statewide plan is required. These funds are reallocated from 
one program area, e.g., A-I, A-2, etc., to another program 
area. 

Discuss with OPPA Administrator. 

Prepare cost sheets, justificatio~ rationale, and cover letter. 
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Steno 

Type the documents. 

unit Chief 

- -----~-=------~-. .~---

" . 

';;'/ 

Submit t.o OPPA Administrator for review, approval ano_ sub
mission to LEAA for approval. 

Upon receipt of approval from LE~A, advise the Fiscal Ad
ministrator. 

Note: The annual statewide plan is an estimate of the 
number of and the dollar amount of expected grants by pro
gram 'category. When the actual grant applications 'are sub
mitted to OPPA they may not track the estimate. Therefore, 
reallocations are usually required about 3 times per year. 

PREPARATION OF PLANNING GRANT APPLICA'J;'ION 

unit Chief 

Review prior year's planning grant application. 

Review special conditions imposed by LEAA. 

\~. - -; I 

Determine from LEAA' the amount of funds available for planning 
purposes. 

Make assignments to staff. 

Staff 

Review prior year's planning grant application. 

Request the following data from the local planning offices con
cerning their CJCC .: 

members name 
city of residence 
employment 
r.epresentative of state, local, or private 
repre{sentative of police, courts, etc. 

\' 

Request information from the Fiscal Administrator concerning 
the estimated budget for OPPA and the local planning offices, 
by standard category (personnel, travel, etc.) and by'functionai 
category (planning, grants management, auditing, etc.,) 

Prepare the various sections of the grant application and 
send to the steno. 
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1.041. 
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1049. 

29 _ 

Steno 

Type the grant application. 
,') 

Unit Chief 

Review, edit, and revise. 

Submit to OPPA Administration for review and submission·to 
LEAA. 

A letter is receiveQ from LEAA approving the grant application. 

NOTE: This planning grant application covers the OPPA and 
the local planning offices planning funds. 

PREPARATION OF THE OPPA SECTION OF THE DCJS ANNUAL REPORT 
TO THE GOVERNER (DISCONTINUED UNLESS REQUESTED AGAIN) 

Unit Chief 

Discuss with and receiv;':> direction from OPPA Administrator 

Review prior year report. 

Outline what is to be covered and make assignments to staff. 

Request Technical Assistance, Evaluation, Fiscal and 
Monitoring units to submit a report of their acc~mplishments 
for the year under report. 

Staff 

Write assigned sections and send to steno. 

Steno 

Types sections and send to unit Chief. 

Unit Chief 
~ J 

Receive 
Fiscal, 

reports fromJ sta:f;f, Technical Assistance, 
and Monitoring units. 

Evaluation, 

Review, revise,! and combine into the final report format for 
the OPPA section. 
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Steno 

Typ.e th.,e final report. 

unit Chief 

submit the report to the OPPA ~dministrator for r~view and 
submission to the DCJS First Deputy <;!ommissioner,:i:.. 0 

.Cotrona, who combines all of the DCJS sections and arranges 
for the printing and'distribution of the report. '" . '. 

"I 

PREPARATION OF THE ANNUAL "CRIME AGAINST THE ELDERLY" 
REPORT (DIf:CONTINUED UNLESS REQUESTED AGAIN} 

unit Chief 

Review state law for report requiremen·ts r 

Outline what is requir~d and make assignments to staff. 

Staff 

Request information from the local planning offices reo 
activities in their areas concerning crime against the 
elderly, programs, accomplishments, etc. 

Upon receipt of written information from the local planning 
offices,assess and use as input. 

" 

Assess DCJS activities in this area. 

write draft report and send to steno. 

Steno 

Ty,pe draft. report 

Unit Chief. 

Review, revise and send to OPPA Administrator for review and 
conunent. 

Revise as requixErd 

Send draft to CCPE for review and comment. <' 

, ,:;; 
c· 

Make forma:l presentation to GCPB'and receive the Board's 
approval. o. 
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~ Revise as required. 

Arriil,nge. for printing and distribution to: 
1,1 ' 

LEAA. 
N. Y. "S'tate Congressman 
Local J?lanning Offices 
N.Y. State Office for the 

'The Governor' 
N.Y. State Legislature 

'plus others 

Aging 
() 

NOTE: '.rhe third annual repor.t issued. on September 30 i 1979 
ist:he final r'eport to be issued unless it is again requested 
by the Governor and/or Legislature. 

PREPARATION OF ANNUAL PROGRESS REPOR~ TO LEAA 

~=" uni t Chief 

Review fiscal ledger of projects by'FFy'and make list of 
projects funded for the FFY unde;~report.' 

Make assignments to staff. 

Staff 

Review prior annual report to determine format and contentp • 

For the projects under r~po;~, review board sUlnma:r:ies, 
monitoring reports, and perfotmance reports. 

write progress report a~~ send to Steno. 

Steno 

Type progress report 

Uni't Chie,:E 

Review, revise, and send to OPPA Administrator for forwarding 
to ,LEAA.. 
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Unit Chief, and Staff 

Provide technical assistance to the local planning offices 
preparing their planning grant applications. Some of the 
applications are several pages in length while others are 
complete grant applications. 

Write the grant award contracts for the planning grant 
applications received from the local planning offices. 

Review monthly fiscal cost reports and quarterly p~ogress 
reports received fx'om the local planning offices for their 
planning grants. 

Review and process qAl's received fromfue local planning 
offices for thei~ planning grants. 

in 

Pr-ovide technical assistance to the, local planning offices and 
the state agency planners in the area of annual plan and 
priQrity memoranda development. 

Develop procedures and guidelines for plan development. 

PREPARATION OF CRIMINAL JUSTICE BRIEFING PAPERS FOR 
THE GOVERNOR 

unit Chief 

Request~1 for brif;;fing papers are received from the First 
Deputy C.~oItUI(issioner., L .CQtrona, via the OPPA Adminis-
trator.' , 

If a localplan{li;ng office is, involved, call the, office for 
information. -, ':', 

Accumulate info.rma!\::,ion and data from within OPPA/DCJS and 
write the~paper'. 

steno 

Type the briefing paper 
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Unit Chief 

Submit the briefing paper to the OPPA Administrator for sub
mission to the Governor via L. Cotrona~ 

NOTE: These briefing papers are-usually required on short 
notice. This of course causes problems,' e.g., drop 
everything else and prepare the bfiefing paper. 

CONGRESSIONAL LIAISON WITH N.Y. STATE'S u.S. CONGRESSMEN 

Unit Chief and Staff 

After each CCPB meeting, prepare a cover letter and send ~e 
appropriate board summaries to each Congressman. 

Respond 0 to Congressmen ~or list of projects in their districts. 
Make copy of list, prepare cover letter, and send to Congress
men. One request every 2 to 3 weeks. 

Respond to special request from Congressmen, e.g., "What is 
N.Y. State doing in the criminal justice area of X?" Re
search, gather necessary information from within DCJS, local 
planning office, and state agencies as required and prepare 
response. 

S"l'.::eX'lo 
1~"'"I"\"'''"''''''

" I 

';'\11 

F01::'\\~\r.~ch of the above, type the response. 

Visit and coordinate flow of information to Congressmen in 
connection w.i,th theirl:support of the LEAA program. 
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June 1980 (Field work' 
done in Feb/March 1980) 
F.L. Kirkman 

Research and Evaluation unit 

Background 

1. Purpose of the Unit 

This unit administers the two primary Systems 
Support Programs for the state's Plan of ~rograms and 
Projects funded by LEAA Part C grants to 1mprove the 
criminal justice system. 

a. G-IA Intensive Evaluation Program 
b. G-IB Performance Evaluation 

a. Through the Intensive Evaluation Program, funds 
are provided to support individual grants to 
local governments and state agencies for an in
depth evaluation of a small number of high priority 
programs to det~rn1ine the effect.s on cri~e 
problems and the degreee of transferabi11ty of 
the program to other localities. 

b. Through Performance Evaluation, the DCJS evaluates 
the performance of all projects funded by the 
Crime Control Planning Board through quantitative 
measurement of results achieved. Both types of 
evaluations are carried out by evaluators on 
the staff of local planning agencies or hy 
subcontractors. 

c. Discretionary grant funds available for evaluation 
programs having a national priority are also ad
ministered by the Research and Evaluation Unit, 
and carried out by' staff evaluators or sub
contractors. There are currently five active 
Discretionary Evaluation Grants, e.g., 3 TA~C 
grants (Treatment Alternatives to Street Cr1me). 

d. Statewide Performance Evaluation questionnaires 
to meqsure quantitatively the aggregat~d 
resU::lts of projects of similar types in the state 
are being designed and tested by this unit. This 
effort is still in the formative etage. 

2. WorkForce as of 2/4/80 
[) McGovern, T 

Tre,ilib, H 
Wilker, L. 
Scott, J 
Baxi, Dr. Hari 

Kil:Eoyle" M 

vacant 

Chief, Research & Evaluation Unit 
Secretary 
Associate Research Analyst 
Senior Program Analyst 
Se,nior Criminal Justice Evaluation 

. Specialist 
Criminal Justice Evaluation 

Specialist 
Criminal Jus'tice Evaluation 

Specialist 

G-29 
G-9 
G-27 
G-23 

G-23 

G-18 

G-18 
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sour'\e of FUnds 
tt.~ 

a. ~he unit's funds for saJ,aries of its personnel are 
prbvided under an Action Grant of Part C funds called" 
"Evaluation Staff Enhancement", Present funding was 
due to expire 3/31/80; however, at the time of the EDC 

"', field work the unit Chief anticipated an extension of 
funding to October, 1980. The Division of Budget has 
indicated that they will not approve any new grant funding 
for the, unit. 

b. 

c. 

• This unit is not included in the Part B administrative 
funds for OPPA, except for the Senior Program 
Analyst on loan to the unit from OPPA. 

(I 

The current administrative budget of the unit -
$192,000 - is one of the "Peiformance Evaluation" grants 
received by DCJS. The other twelve such grants support 

.. evaluators in local government units or state agencies. 
The personnel of the unit administer all of the evaluation 
grants, "Intensive", "Performance", and "Discretionary" • 
However, they do not actually perform evaluations, but 
rather act as project coordinators and monitors for , 
such evaluation grants. 

The unit Chief curx;ently plans an administrative budget 
,for 1981 of $250,000 based on anticipated salary levels 
of current authorized personnel. No justificati.on of 
need for continuing such staffing under JSIA was offered. 

,Functions of the Unit 

a. Major Functions 

1. Reviewing applications and administering grant.s to 
localities and state agencies for "Intensive" and 
"Performance" evaluat~ons. 

• The current "Intensive" projects will be 
completed and terminated by June 1980. 

• One new six-month preject to evaluate witness 
intimidation has been approved for V.S.A of N.Y.C. 

• In addition, for the first time the unit is 
contemplating an "In-House" six-month evaluation 
of Juvenile Aid Bureaus. 

• Essentially, "Intensive" evaluations are being 
phased out because the new JSIA doe,S not require 
them and the unit chief believes that experience 
has shown them to be totally unproductive. 

Q 

• "Pen,formance" evaluations will continue, but a,11l10st 
all l.vill be performed by the Entitlement areas \'7ith 
no administration required by DCJS under JSIA • 

I 

, 
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% Time 

10% 

5% 

5. 

6. 

2. The unit chief believes that their new effort on 
statewide Performance Evaluations through ques
tionnaires filled out by individual project chiefs 
will form the bulk of the unit's workload in 1981 
and beyond. This program is not fully tested as 
yet, hm'lever the JSIA of '79 calls for annual 
statewide performance evaluations, and the unit be
lieves this method will be useful in fulfilling 
the requirement. . 

h. Other Functions 

1. Prepare~ the segments of th~ State Plan (nowoAppli
cation) pertaining to its major functions. 

2. M;aintains bidder's list of. qualified subcontractors 
for government grants for evaluations based on past 
successful performance by such bidders. 

3~ Provides technical assistance to OPPA personnel on 
many aspects of grant administration. 

~pecial Mandates/Priorities 

a. 

b. 

c. 

d. 

LEAA requires approxima:tely 75% of Part C and 66.7% of 
JJDP funding grants to pass through to loce.l units of 
government. Under J~IA funds will go directly to En~ 
titlement areas according to formula. ., 

Juvenile Justice projects shall receive at least 19.15% 
of grant funds. for "maintenance of effort I' • 

_ 0 
Commissioner requires t::?at 8 to 12 l?aqe"e;X:9cutive summaries" 
of Final Progress Reports on "Intensive" evaluations be 
prepared for the Crime Control Planning Board, since 
these tend to be voluminous reports of about 100 pages 
or more. .' I 

u' )/ 

Under the JSIA Act of X979, annual Performance Evaluation _ 
reports to LEAA will be required covering all LEAA pro
jects in the state. 

Workload 

a. Receives and reviews on ave~ge 10 new applications a 
year, of which 20% are not approved and/or are aborted. 

b. Closes completed evaluation projects, approximately 3 
per year on average", 9 in 1980. 
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c. Unit is currently administering 26 projects grants: 

- 12 ParteC grants to localities to support per
sonnel to conduct Performance Evaluations on 
individual projects. 

d. 

e. 

f. 

g. 

- 9 on-.g01ng Intensive Evaluation grants. 

- 5 LEAA Discretionary Grant project evaluations. 

All 9 Intensive .Evaluation projects 
closed (Final Report) by June 1980, 
new project is proposed, except for 
month project under consideration. 

will end and be . 
and only one , 
the "in-house" six-

" . 1 

Personnel of the/unit have been spending 85% o(f~J,:,5.!eir 
time pn the adn?::tnistration and monitoring. of In'fensive 
and Performance\Evaluation grantsewh.ich will virtually 
all disappear as of 1981 into Enti tlemen'!::. area grants. (Most 
projects are expected to be of "Proven successful" types 
with no requirement for intensive evaluation.) 

Eleven of the twelve Part C grants to localities for 
Performance Evaluation will become part of the Entitle
ment Area Part D block grants in 1981. 

Unit has developed several statewide Performance Evaluation 
questionnaires, but has not completed any analyses. 

Sources of Work 

a. 75% of present Intensive E7aluation projects are 
based on applications received from local units of 
government. 25% involve applications.from state 
agencies. . .. 

b. Performance EValuation fllnding is 71% for local units 
of gover~~ent, and 29% funds the staff of this unit 
for all administrative functions. 

Files and Records 

a. File on each evaillation grant b:lr DCJS Number. 

b. File of Board Sununaries of evaluation projects. 

c. File of Monitor Reports on evaluation projects, in-
cluding closea) files. 

d. Personnel files. 

f 
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General administration files. 

Log of Fiscal Cost Reports on evaluation grants due 
and received. 

Log of Progress Reports due and received. 

Log of Contracts. 

Log of Budget Amendment Requests ,for their evaluation 
projects. 

j. Solicitation list (bidders) 

k., Uni t 1ibra.ry 

9. Major Reports and Distribution 

10. 

a. 

b. 

Board Summaries of evaluation 
gran~t: applications 

NumbeJ;.' Per Year 

1979 

27 

1980 (est.) 

3 

To 

C.C.P.B. 

Contrad:s for evaluation 
grants 27 3 Control Unit 

c. 

d. 

e. 

Exec1..1'i:,:tv,e Summary of Final 
Progrslss Reports on' Inten
sive Ei',\!riSi.luation 

List of Performance 
Ev a1 ua~tion Reports on 
individual projects 

Statewide Performance 

4 

1 

9 

1 

C.C.P.B. 

DCJS 

LEAA 
DCJS Reports \;,m aggregate of 

similar type projects o 4 Local Units 
of Government 

Space, Facilities, Equipment 

a. Unit has more than adequate space in two large rooms 
for staff of six. 

b. Fat:ilities are adequate. 

c. Equipment. Reportedly the unit plans to request approval 
of a computer terminal to prepare statewid7 P7rformance . 
Reports because of the backlog at the Stat1st1ca1 Ana1ys1s 
CenteJ; in Albany. 
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Analysis' and Recommendations 

1. Impact ~f JSIA Act of 1979 

a. With the anticipated formation of Entitlement areas 
responsible for evaluation, it is expected that: 

• All subgrants for performance evaluators 
will disappear into the Entitlement Area 
grants, except the grant to this unit for 
balance of ~tate and state agencies. 

• Intensive evaluations, now being phased 
down, will largely disappear except for oc
casional projects with no proven record of 
Success. ::::::, 

b. Future funding levels and workload of the unit are not yet 
clear, 'however, "system support" funding will disappear. 

• The first responsibility of the unit will be 
to meet State's requirement to assure that 
evaluations are performed. 

• Unit expects this may require it" to verify, 
perhaps by audit, that entitlement areas are 
performing evaluations properly. 

c. Performance evaluations based on quantitative measure
ments are required under the JSIA Act. 

• Unit has developed some of the needed ques
tionnaires for a computerized information sys-
tem on funded pro:iects required to produce aggregated 
Performance Evaluation Reports and the first 
batches are awaiting computer analysis at 
S .A. C. Albany. 

• Additional questionnaires for corrections, 
Police, and Victim ~ervices projects are planned to 
be developed. 

2. Organization 

a. The present organization includes one program analyst 
and one part time evaluation specialist who are on 
loan from other OPPA units to replace two of three 
vacancies in the unit. With this augmentation the 
uni t is adequately staffed to handle the present wO,t'k
load through September 1980. B~vond September the 
workload will change, with primary emphasis on statewide 
performance analyses of similar type projects. 

" , 
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b. As of the time of EDe's field work in early March, the 
present staff was expected to be funded through 1980, 
and the plans were to request increased fundipg for current 
staff level ($250,000) for 1981. However, we understand 
that the Division of the Budget will not approve grant 
funding for this unit for another year. 

c. Recommendations 

To meet the minimum LEAA Guideline Requirements 
of the state for evaluations of state Agency and 
Balance of State projects should not require the present 
staff of six. These minimum requirements could be met 
with a staff of two to three people. How~ver, the 
degree of effort required to lIassurell that required 
evaluations are performed by Entitlement areas is not 
clear. A more efficient organization would be to 
incorporate the ~valuation function into the present 
Planning unit dispensing with a separately funded 
Evaluation unit. 

3. Procedures 

The present workflow has evolved from the pa.,st emphasis 
on intensive evaluations. The product of these evaluation 
projects is the Final Progresp Report, containing 100 pages 
on average, assessing the degree to which the project under 
study is meetings its objectives, the degree of transferability 
ofcsuch projects to other localities and the desirability 
of institutionalizing the project as an on-going part of 
the criminal justice effort in the locality. 

The unit is now closing out all 13 intensive evaluation 
projects and plans only one new six-month evaluation project, 
except for a possible II in-house II project. Performance 
evaluations will be carried out by the Entitlement areas. 
The present Workflow A below will therefore change to the 
Workflow B below, involving the statewide performance 
evaluation of similar projeCts in the aggregate through the 
use of project questionnaires which produce statistics for 
measuring performance. Added to this Workflow will be the 
requirement to assure that Entitlement areas are carrying 
out their responsibilities. 

The new LEAA Guidelines require an annual Performance 
Report. In addition to the measurements planned by the 
question,naire technique ,this report will need to draw on 
the statistical Analysis unit for crime rates, types of crime, 
juvenile treatment, by locality and in total. 
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A review of Workflow B tends to lead to the conclusion that 
a separate unit is no'!: necessary to carry out this effort. 
The individuals involved could report into another unit, 
such as the Planning Unit, who would have responsibility for 
preparing the state application and the Annual Performance 
Report. 
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EV~ Unit- Present Workflow 

A. Intensive', Pe'rf'orinance anq Discre't'ion'ary Evaluations 

6001 U· h' . {I 
* n~t c ~ef determ~ne the content of evaluatio? programs 

for the next budget year. ' 

.'Re~ws existing program and projects. 
[I 

~ Consults with own staff, local government units 
(MPA1s), and State Agencies. 

6002. Unit chief determine proposed funding levels for next 
budget year based on: 

• Estimated percentage of total state grant to be 
made available for evaluations. (3~%) 

• "Percentage of the 3~% for local governments (75%) 
ji " 

• Funds required for continuation of existingdfprograms 
and projects. 

6003. Prepares annual evaluation budget providing for priority 
programs and projects. 

6004. Consults with OPPA Director and DCJS Commissioner on 
budget level. 

6005. Prepares application to Crime Control Planning Board for 
, evaluationc> unit grant for administrative funding. 

6006. Reviews grant application with OPPA Direct,or and Com-
missioner of ,DCJS. 1',\ 

6007. Receives approval by Commissioner of evaluation program 
budget for local government and state agency evaluation 
projects. 

6008. Unit cbief advises local government units and State 
agencies of funding available for evaluation projects and 
requests ,submission of applicCitions for new and/or con
tinuing projects. 

.1 This invol_ves meetings and/or phone consultations 
with potential applicants. 

6008A., Unit chief advises 6f other federal grant funding available 
from time to time. 
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6009. Project Coordinators (analysts) receive "concept" papers 
from applicants for new projects describing proposed 
evaluation projects.-:May be for intensive performance 
or discretionary evaluation grants on individual projects. 

• Usually these are based on meetings and discussions 
with potential applicants. 

• Some may be turned down or postponed. 

6010. ~roject coordinators (Lou Wilker or Joyce Scott) review 
12md comment on "concept papers." 

• Problems of method, funding, etc., may be discussed 
with unit Chief. 

• Problems are discussed with applicant in pers~4 and/or 
phone and revised draft requested incorporati~\g 
changes or additions. ~ 

'\ 
6011. Project coordinators receive and review xevised "concept" 

papers from applicants if needed. 

e These may be discussed with Unit Chief. 

• Applicant is advised to prepare application. 

6012. Project coordinators "receive evaluation applications for 
funding or refunding for review and "shaping" as necessary. 

6013. 

6014. 

6015. 

• Problems may be discussed with unit staff and/or unit 
Cbief. 

• Applicants may require revision by applicant. 

• Statistical plan is reviewed by Dr. Baxi, Senior 
Criminal Justice Evaluation Specialist. 

Project coordinators prepare draft of IIBoard Summaryll 
of the application for presentation to Crime Control 
Planning Bo~rd according to approved format. 

Unit chief reviews Board Summaries and dj,scusses (if 
needed) revisions with projectcoodinators. 

Project coordinators prepc;tre draf~ of propo~ed con~racts 
and submit to Legal and F~scal Un~ts for pr~or rev~ew 
and approval as to form and conform~~ng~to funding rules. 
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I 

6016. Juvenile Justice projj~cts are presented to Juvenile 
Justice Advisory Boar(~ for conunent prior to submission 
to CCPB. 

6017. Board Summaries are submitted to CCPB. 

6018. Unit chief presents Board Summaries to CCPB and acts as 
project coordinator to answer any questions at subsequent 
meeting of the "Board where projects are approved. 

J\ 

6019. Where project is to pe carried out by third-party dbn
sultant, an R.F.P. (Request for p,roposal) is prepared . ::-
(usually by Project Coordinators) and sent to Bidder's 
list, or a "sole source" contractor is selected after 
consultation with unit chief. 

6020. For H sole source" cont.ract, prior approvi;j.l is secured 
from LEAA and State Audit Board by letter drafted by P.C. 
and signed by Administrator. 

1\ 

6021. Bid proposals are received and review'ed by project coor
dinators and selection is made. 

• May involve discussion with unit chief and/or others 
on unit staff. 

6022. After approval, contracts with successful bidders or 
with applying unit or agency are prepared and sent to 
OPPA Director for signature. (Operations unit sends to 
applicant for signature, then forwards to State Attorney 
General and to Audit Deoartment.) 

u -

6023. All bidders are notified by letter of selection made, us
ually by project ,coordinator. 

6024. When contracts are returned, a signed copy with approved 
contract numbeJ;is sent to eachapp~icant or successful 
bidder by project coordinator. 

6025. qrantee files a workplan in 'first month of project with 
the unit. 

• Project 'coordinator reviews and may discuss with 
unit chief. 

6026. Fiscal cost reports are submit~ed to the Fiscal Unit, 
who send copies to evaluation unit on their projects. 

6027. Project coordinators log in fiscal cost reports and re
view to make sure reports are on time and within budget. 
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6029. 

6030. 

6031. 

6032. 
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Project coordinator regularly follows up with subgrantee 
o~ phone and/or in person to mpnitor progress and assist 
w~th problems, such as lack of cooperation by project 
being evaluated. 

o Some evaluation projects are held up and start late 
due to inefficiency at local level. 

o A few projects are aborted -- due to lack of staff 
or a change of mind at local level. 

Progress reports should be submitted to project coordi
nator on schedule. Three per project are required: First, 
Interim, and Final. 

o Project coordinato~\follows up if not received. 
,- 1'-

Interim reports aref"reviewed by unit staff and program is 
discussed with grantee and with unit chief. 

o Statistical report section is reviewed by Senior 
Criminal Justice Evaluation Specialist. 

Consultations continue between the project coordinator 
and grantee on the progress of the evaluation ~tudy • 

Budget amendment/e~ctension may be submitted by subgrantee 
(see Exhibit 1.) to extend project or change budget. 

6033 .-':These are reviewed by unit chief and processed by unit 
staff through Fiscal Unit. 

6034. Unit chief updates budget status sununary log when budget 
amendment/extensions occur to ensure that funding levels 
are maintained within ~valuation budgets. 

6035. Final progress report is submitted within 2 months after 
contract end date. 

o Project coordinator may advise grantee of need for 
timely submission. \\ 

6036. Project coordinator reviews fipal progress report and pre
pares comments for revisions or additions. (Week or more.) 

6037. Revised final progress report is reviewed by project coordi-
nator with the unit chief. . 

6038. Project coordinator prepares draft of Executive Summary 
of the Final Report for submission to CCPB. 
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6039 ..• 

6040. 

6041. 

6042. 

B. 

6043. 

6044. 

6045. 

6046. 

6047. 

6048. 

6049. 

6050. 

6051. 

6052. 

, 6053. 

---------------~--- -- - -
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unit chief reviews Executive Sununary and fort'lardsi~' to 
the grantee and/or evaluator for comment. 

,:..' 

Finql draft of the Executive Summary is forwarded to CCPB 
and",1:::.o Juvenile Justice Advil,3oxyBoard if they are in- ' 
volved. 

Final fiscal report is reviewed to be sure Project ended 
within budget. (10% held back iSllsed,only with smaller 
nongovernmental units.) 

-~;;-""'-

List of all Performance Evaluation Reports on $xid:L\i'idual 
projects is sent to DCJS personnel so they may order 
copies if interested. . 

statewide Performance Evaluation Via QuarJ:erly: Questionnaire 
for all Projects j i 

Associate Research Analyst reviews literature, surveys 
projects r groups by type, prepares models. 

Meets with technical personnel, local evaluators and 
planners. Develops theoretical model, designs questionnaire 
and instruction packages by type of project for test by 
local units. 

Trains local 'units to use statewide perfonaance ques
tionnaires. C'" ~'----.~ 
Receives, checks accuracy and analyzes completed test ques-
tionnaires. 

Reviews analysis with statistical specialist (Dr. Baxi). 

Revises questionnaire and designs final package for 
local unit use. 

Quarterly questionnaires are mailed to local units with 
instructions. . 

Local performance evaluator provides questionnaire to 
project Chief for completion each j months~ 

Unit staff maintains log of projects and status of 
questionnaires due from each. 

completed questionnaires are checked and edited by ana
lysts and logged as received~ If errors, sent back for 
revision or completion. 

Analysts code questionnaires for computer card key punch 
and "error run" by statistical Unit in Albany. 

. " 

", r 

II 
[~ 't' 

[] 

n 
u 
[~ J 

~ n I 

a·1 
I 

li I 
U 

I 
I 

; If 

r 
U, 

n 
G 
f' U 

C i.\ 
.~ , .. 

fi " \ 
,'I 

@ 

@ 

[1 ) 

[j 

.0 

" , . . 
.. 

- " ~7 _ 

6054. Error run is returned to unit for checking~ 

6055. Computer computation. is ordered. Sma],l data projects 
are manually proqessed by analysts. 

6056. Associate .. Research Analyst prepares report based on 
computations and forwards to Unit Chief and OPPA 
Director for review. LFirst drafts of two rep£rts have 
been prepared but np reports have been issued~ 

6057. Questionnaires will be revised as needed v based an results, 
by Associate Research Analyst. 
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TECHNICAL ASSISTANCE SECTION: 
~/ ~ I 

ENFORCEMENT UNIT 0/"') ~ 

[J 
LAW 

.?/ 
~v 

A. Background 

I 0 l. Purpose of the Unit 
9 \) 

C, 
~ To coordinate and administer grant projects involving Law 

1 Cj 
,~, 

() 
Enforcement, such as police, arson, crime prevention in 

~) localities and communities through community based 
D 

~ 
organizations and local agencies. Also provides technical 
assistance on discretionary grant projects. 

-::-:', 

(J (/ 

/1 
2. Force as of 3/10/80 

(:;:> (', 

\' 

11 D, Sy Eisdorfer Supervisor Enforcement Unit 
G '0 

i 
Criminal Justice Joe Moore Assoc. Analyst 

0 
Mike Farrell - Senior Criminal Justice Analyst 

\) 

tJ 
Muriel Jensen Secretary -

\",', 

Q 

f1 3. Source of Funds 

" ti "b ". L The unit is funded from OPPA administrative funds. The unit 

1 
has also obtained Discretionary grant funds covering the 

'\1 0 Associate Criminal Justice Analyst. to provide assistance 
respecting a new arson prevention cool:.-dination effort and to 

'~. 
conduct seminars to help localities coordinate fire, police, and 

n community efforts to first prevent and then recoup from results 

II 
of arson. The Senior Criminal Justice Analyst. is state £unded. 

.~-;, 

" 0 4. Functions of the Unit \::; ,. 

~ % Time 
.1 f] 75 a. Project coordination of projects by state agencies and 

.... 

II localities. Unit is administering 65 projf~cts currently, 
of which 5 are discretionary grant projects that take 

n [1 
little time. Reportedly about 5 proposed projects are 
turned down each year. 

'- t 
u 

(''I, 
15 b. Reviewing Discretionary grant applications and progress .' 

" h f1 reports, and carrying out the $100,000 Arson Prevention 

PI 
.J project in-house through seminars held around the state. 

i) -,," 1 -:::.' ! . ., ~.: 

II (J 
10 c. Miscellaneous, functions, such as helping NYC with application 

for federal funds to handle the Democratic Convention, replying 
IP to requests from agencies or localities for information on 

1 police work in specific areas, helping counties and localities 
C I 

0 consolidate law enforcement effor'ts, ie: combining sheriff I " f 

I 
to 
and police departments in Westchester County (Note: This I 

/' was i 
<:) \) I'J the ,only such attempt) • I, r~ - .-; 
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5. Special Mandates Qr Priorities 

6. 

7. 

8. 

None of speci<:l,l nature, except for the requirements of 
the Discretionary grant. 

o " , 
WorkloaCt 

a. 65 current projects administered, including 5 discretionary 
grants. 

b. 12 discretiQnary' grants to review or prepare application for. 
c. ! in-house discretionary grant. 

Sources of Work 

85% involved with localities 
5% involved with State Agencies 

10% involved with discretionary grants. 

Files & Records 

a. own prniect files.in steel file cabinets. 
b. Small library of bullratins, .. books on crime prevention and arson. 

,9. Major Reports and Distribution 

a. Quarterly Progress reports to LEAA on in"i'house discretionary 
qrant. 

10., Space, Facilities, Equipment 

More than adequate. 

Analysis & Recommendation 

1. Organization 

2. 

3. 

f ol 

The present organization is adequately staffed to carry out 
the present workload, and does not appear to be at all. 
overloaded with work. In 1981 at least 70% t.o 75% of the 
current project workload will be carried out py autonomous 
Enti tlement areas wi th~ nQ· ,coordination'required by DCJS. 

Recommendations 
The future workload of the unit could be carr;!.ed out by one 
specialist rather than three as presently constituted. ' 

Procedures 
The present procedures are essentially the same project 
cdordination as is carried out by other units of Technical 
Servic~s. However, the unit is staffed by former Police 
Department personnel and, a§) spec,:ialists, th'e'y serve as 
consultants tb other agencies, counties, and localities 
on many aspects of police wqrk. Also, for d~screti(;ma:ry 
grants in the law enfoFcementarea, LE~ awa~ts rev~ew '. 
and comments from this unit prior to f~nal approval. Th;LS 
should and will fro doubt continue to be a respon$ibility of 
this unit. 
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Impact of JSIA 

As in the case of the Research & Evaluation and 
certain other units, Discretionary grant funds 
are currently used by DCJS to fund the salaries 
of one or, more members of a unit •. In the Law 
Enforcement unit, three meinbers share the workload 
and perform the same functions, except that the 
two more experienced men spend part of their time 
carrying out Arson seminars around the state\-\ to 
fulfill the Discretionary grant that pays on\) 
man's salary and travel expenses. This grant 
will be concluded by 1981. Also in 1981 t~e 
autonomous Entitlement Ar;eas will no longer 
submit projects to the DCJS for board approval. 
With only state agencies and Balance of State 
proiects to handle, one pllojec€ coordinator and a 
part time secretary should be able to fulfil this 
unit's role . 

It should be noted that the person handling the 
discretionary grant. is spending two thirds of his time 
as a project coordinator. 

We have recommended consolidation of existing 
Technical Services units into a single Technical Services 
Section with fewer staff in light of expected reduced 
workloads. Staff would be chosen from the present units. 
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June 1980 (Field work conducted 
in Februqry, 1980) E. Chanis 

INFORMATION SYSTEMS UNIT 

Background 

1. Purpose of the unit 

Development of Criminal Justice Information Systems 
master plan for the State o'f New York. Coordination 
of the funding, processing, implementation and monitoring 
of Information System Projects. 

2. Force as of 2/26/80 

liarne 

Penn, John 

CS 

SG27 Assistant Chief - Criminal Justice 
Program Fiscp,l Administration 
(Information Systems Specialist) 

Reports to: Morris Silver, Deputy Administrator, OPPA. 

3. Source of Funds - State Payroll. No federal funding. 

4. Functions of unit 

a. Major Functions 

I. 15% development of Criminal Justice Information Systems 
Master Plan for the State of New York. 

II. '75% coordination of the funding, processing, imp;Lement
ations, and monitoring of InfQrmation System Projects. 

b. Other Functions 

I. 5% providing technical advisory assistance to other 
DCJS units on Information Systems related grants. 

II. 5% providing special reports as required. 

5. Special Mandates/Priorities 

" r 

a. There are no Special Mandates. 

b. The priorities of the unit qre: 

I. Bringing grant applications before the CCPB within 
90 days of reception. 

II. Processing Grant Adjustment (GA-I) forms. 
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Workload 

a. 

b. 

General. There are about 36 projects which are cur
rently active. Thirty of these are under direct con~ 
trol. Six are under control of other units e.g.= 
juvenile justice, arson, adjudicatory. ----

Annual WQrkload Acti vi~ 

Grant Applications received 

Programmatic and fiscal reviews 

Review memoranda prepared 

Project summaries prepared 

Recommendations written to LEAA for 
discretionary grants 

Grant Awards made and contracts written 

Request for proposals screened 

On site monitoring visits made 

Fiscal Cost Reports reviewed 

Quarterly Progress Reports reviewed 

Grant Adjustment ,Requests reviewed 

User Meetings attended 

Final Reports received. Close-out Reports 

Number 

23 

23 

23 

19 

4 

17 

2 

24 

360 

68 

39 

5 

issued. 30 

SO\.lrces of Work 

Work is received from applicants, other units, and 
various agencies seeking information. It takes the form 
of telephone inquiries, letters and official forms. 

Files and Records 

Al'l Information Systems projects are filed by DCJS Number 
(Chronological according to the initial one received). A 
file is kept in the unit on every job whether active or in
active. No log is kept in unit. Follow-ups for quarterly 
reports which are late are done informally. 

Records of monthly fiscal reports are kept on index cards. 
On site monitoring visits are not made according to any 
schedule, but;. on an "as required basis." A record is kept 
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in unit. No record of visits after 1979. Some visits have 
been made by monitors, but no record is available in unit. 
Record of GA-l forms is kept on index cards -- not formal. 

9. Major Reports 

a. Quarterly Project Status Report 
(Issued quarterl~) 

b. Status of Grant Awards Report 
(Issued bi-monthly) 

c. Project Site Monitor~ng Form 
(Issued as required) 

d. -- Infopnation Systems Section of 
Crime Control Plan 

e. 

. f. 

(Issued annually) 

Annual Report. 
(Issued by DCJS) 

Governor's Mon~~ly R~port 
(Issued by DCJS) 

10. Space, Facilities & Equipment 

Space, facilities and equipment are adequate. 

Analysis and Recommendations 

1. Organization 

a. General 

Issued To 

M. Silver 

M. Silver 

M. Silver, 
Monitoring Unit 
& Central File 

OPPA 

public 

Governor 

The,Information Systems part of the Technical Services 
Unit is a one-man operation. The incumbent, Mr. John Penn, 
handles most of the applications for computer-related grants. 
At the present time, however, there are computer related 
grants which are now being handled by other technical services 
units. 

An example of this is the grant for Rochester Arson 
Detection and Awareness (DCJS No. 2813). It calls for the 
'creation of a computerized ihformation system which would 
contain voluminous arson-related data. It is handled by the 
Law Enfo;r:cement Unit. 
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It is recommended that close coordination be carried 
out among the Control Clerk who assigns the applications to 
,the proper technical services unit, the Information Systems 
unit, and whatever other technical services unit might be 
involved such as LawoEnforcement, Corrections, Adjudicatory, 
etc. Close cooperation with continuous exchanges of in for
ma~<iOn should take place among these groups. 

\('./ 

b. Special 

Establishment of a .permanent Criminal Justice Infor
mation Systems Advisory Committee. 

We recommend the establishment of a permanent Criminal 
Justice Information Systems Advisory Committee. The Advisory 
Committee would keep all criminal justice agencies across 
the state informed concerning the development of new appli
cations and enhancements to e!Cisting systems. '1'11.e. 
Committee would be responsible for keeping the Master 
Plan document up-to-date regarding the development and en
hancements of criminal justice information systems applications. 

2. Procedures 

The work which is now being done by the unit is carried 
out in a very informal manner. There are very few logs or 
ongoing follow-up records. We recommend that standardized_, 
logs and records be kept for all major a~tiv~ties.s~ch as appli
cations received, grant awards made, mon~tor~ng v~s~ts completed, 
etc. 

3. Impact of JSIA of 1979 

The impact of the JSIA of 1979 on the Information Systems 
unit is not fully known at this time. About 85% of the current 
active grants are for State Agencies. The rest is for Counties 
which will probably become entitlement jurisdictions. However, 
since this is a highly te9hnical and. complex area, a central 
poi,ni;: for- state-wide coordination should continue to exist. 
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Appendix I - Procedures 

- Preliminary contact. 
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/. 
~, 

Grant application received by unit. 

Appendix I 

- Programmatic review by unit to check out procedures, 
feasibil~ty, conceptual design,Oetc. 

- Fiscal review by unit to check reasonableness of cost 
figures, salaries, equipment, etc. 

If Ciiscrepancies are encount~red, reshaping of the appli
cation takes place. It consists of discQssions, visits, 
etc. with the proposed grantee. 

Prepare inhouse Review Memorandum. 

- Project Summary is pr~pared. 

Project is presented to the CCPB.· Unit keeps itself 
available .for ans'Volering questions. 

0. 

- Grant A,.,ard is made. Contract is written by unit and is 
then routed to Legal, Fiscal, Reproduction. Sent to Grantee 
for signature. Returned to local unit, then to Albany 
Department of Law. Onto N. Y.S. Audit &·Control. Signed by 
State Con-troller. Con€ract Number assigned by Controller. 
Copy sent to grantee. 

- Request for Proposal is (RFP) is screened by unit for the 
grantee. 

Grantee must start within 90 days. 

.- Grant is monitored continuously by unit. 

Fiscal cost reports are received and reviewed each month. 

- Quarterly progress reports are received and reviewed. Dis
orepancies are investigated. 

Grant Adjustment Requests are received ~or re-allocations,i 
over-spending, etc. These are checked out. 
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On site visits are made as required. 

- User meetings are attended. Technical assistance is 
provided. Example: CIRCLE meetings. Coordination is 
stressed at these meetings. 

- A final fiscal, quarterly and inventory report is received. 
A Close-Out report is issued by unit. 
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- 58 - Appendix 2 

Appendix 2 - Job Description 

INFORMATION SYSTEM MANAGER, Government Agency 

located in NYC. Experienced, qualified in 

criminal justice information/computer systems; 

design/implementation of information/computer 

systems, including feasibility studies, evalua

tion/generation of systems specifications, 

development of test data, systems tepting, pilot 

projects andrPost-installation follow-up. 
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TECHNICAL ASSISTANCE SECTION:" 
CORRECTIONS/PROBATION UNIT 

Background 

1. Purpose of unit 

Assist units of general local government and 
State agencies to prepare applications for funding 
consideration by the Crime Control Planning Board. 
Analyze the applications to determine their approp~ 
riateness and compatability with the State and local 
(MPA) plans. Shape the applications and present 
to Board with recommendation. Prepare a summary 
for presentation to the Board. 

Force as of 2/26/80: 
C.S. Job 
Level 

McClean, V. 29 

Ford, A 27 

Salem, T. 23 

vacant 5 

Civil Service Job Title 
"In-House" Job Title 

Principal Criminal Justice Program Analyst 
"Chief of Corrections/Probation Unit" 

Assoc. Criminal Justice Program Analyst 
"Program Analyst" 

Senior Criminal Justice Program Analyst 
"Program Analyst" 

Secretary 

3. Source of Funds 
~.,. 

Irh:e' unit is fully funded by OPPA Administrative 
Funds. 
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Functions of unit 

a. Major Functions 

% of Time 'Dedic'ated 
to Function 

40 

5 

10 

5 

10 

10 

5 

3 

4 

3 

b. Other Functions 

% of Time Dedicated 
to FUllction 

2 

I 

60 -

Major Functions 

1. Analysis of applications 

2. Preparation of review memoranda on 
each application for in house re~iew 

3. Preparation of Board Summaries 

4. Presentation to Board and defense 
thereof 

5. Preparation of contract (Grant Award) 

6. Process requests for post-grant 
award adjustments 

7. On-site monitoring 

8. Review of progress reports 

9. Review of monthly fiscal cost 
reports 

10. Close-out activities 

Other Functions 

a) Technical assJstance to Planning 
Unit in preparation of State Plan 

b) Provision~of Technica~ Assistance ~o 
Corrections community and Public 
at Large (telephone and letters) 

c) Serve on panels, etc. 
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Special mandates/Priorities 

According to Guideline Manual M4l00.lF, the mandates for 
Corrections Program Funding, as required by LEAA .. , are as 
follows: 

a. SPA must detail its comprehensive program for construction 
and renovation of correctional institutions, and assure 
that correctional programs meet certain advanced standards, 
and assure no reduction in Part C funding for corrections. 
(This means that 20% of Part D funds must be used to 
satisfy federal maintenance-oi-effort obligations in 
correct:i;~ns). 

\. \ 

b. SPA must'1.nclude in plan a description of existing funded 
project to recruit and train correctional personnel and 
meet advanced standards for personnel. 

c. SPA must assure community based emphasis. 

d. SPA must include narcotic and alcoholism treatment. 

e. SPA must provide complete monitoring of progress in 
improving correctional system. 

'Priorities of unit 

#1 Preparation of material for bi-monthly board meetings 

#2 Preparation of contracts 

#3 - All other work 

, 
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Annual W'orkload Number 

Applications received and reviewed SCi 

Board summaries prepared and presented 
to the CCPB 42 

jFontract@ written 
t ::::, 
'Grant adjustment forms reviewed 

On site monitoring visits made 

P+,ogress reports received and reviewed 

Monthly fiscal reports received and 
reviewed 

Close-out reports issued 

42 

100 

24 
c:;;7 

172 

720 

25 

There are approximately 60 act:i,.ve projects at this 
time. 

Source of Work (\ 

Work is received from applicants, state agencies 
(Division of Parole, Department of Correctional. Services, 
Commission of Corrections) and the general public. It 
takes the form of telephone inquiries, letters and 
official forms. 
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8. Files, Records and Logs 

9. 

10. 

A file is kept in the unit which contains documents 
which pertain to each project,. The r~bords are file~by 
DCJE2) number only. There are no separate·· logs for 
applications, board summaries, monitoring visits, grant 
adjustments ()r close-outs for the unit a$"" a wholr~' 
aowever, the individual Project Coordinators keep;·yarious 
16gs of their own on an informal basis. 

Major Reports 

a) .Monthly Governor's Report -Issued by DCJS to 
the Governor. .) 

~, )) 
b) Annual Report - Issued .t;;y=DCJS. 

c) Inputs to Crime Control C~\Uncil for 1979 .JSIA 
plan. 

d) Quarterly Status Reports - Issued by Unit to 
M. Silver 

e) Status of. Grant Awards. Report - Issued by Unit 
to M. Silver. 

, 

Spa.c.e , Facilities and E(iuipment 
/, \\ l' 

Space, facilities, and equipment.~"a:re adequate. Each 
of the three members of the group has a desk with an 
individual partition. The Secretary is seated ~t the 

" entrance to the room. 
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B. Analysis and Recommendations 

1. Organization 

7 I 

The present oraanization operating under the -'''' present law (until lO-1-60)wis properly structured 
to provide technical assistance to the grantees in 
the correctionslprobation field. However, the unit 
head only supervises twq analysts and one secre;\:ary. 
This unit may bg a candidate for merger with another 
one 9uch as Law"'Enforc$!1ent. 

2. Procedures --, 
A standat'CUzed system of logging and recording' 

should be put into place in the unr!-t. All routing 
information should be incorporated into these logs 
Sl,lCh as the dates of reception of \'lOrk items, 
completion of;; the items and forwarding of the items 
to another unit. Although most of the reco~ds can 
be kept in the central Files, it is important ~o be 
able to know at a glance what th~ status of a Job 
is - therefore the logs are indispensable. 

Charts should be k.ept indiQatiI\g the status 
of tne on-site monitoring visit progrru~ in terms of 
objectives and accomplishment. Separate logs shoUld 
be kept for applications received, grant o.djustments in 
process and close-outs. These data would be 'especially 
useful to accommodate ongoing compliance audits. 
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Impact of JSIA of 1979 
, , 

at th~lt~c:>U9h ~he.full impact of JSIA is not known 
~s ~me, ~t ~s felt that, as money flows 

~;rectlY throl;1gh to ~he entitlement juri,Sdictions, 
h ey wOUI~ wr~teproJects against the money they 
.ave. ?n~t would make an assessment of each pro
Jeot wh~ch would be for commentary only. 

Since DCJS must appr,ove of the overall fundin 
Pla~dof the gbantee, the majority of the work effo~t 
wou take place at the planning stage as the 
~undarn.ental plan is being otganized for approval. 

. FOllo~~ng thi~, DCJS might have a relativel 
m~nc:>r role ~n the ~mplemen,j:ation and moni toring ~f 
pro~ect~. Therefore, staff reductions and con
sol~dat~on c:>f the Co~rections/Probation unit with 
other techn7cal serv~ces units appear as EDC 
recommendat~ons elsewhere. 
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Corrections/Probation 

Appendix 1 
----.-~ 

Procedures 

1. Rec~ive application for grant. Review. Discuss with applicant. 

Questions which must be answered: 

1. Is problem being identified? 

2. Is problem resolvable? 

3. will objectives and tasks remedy the problem? 

4. Is documentat.ion complete? 

5. Is budget within reason? 

2. prepare review memoranda for in-house ::eview
h
·. ~evied'wedd bY

t 
unit 

chief and staff. Discussed with techn1cal 9~1eL an epu y 

3. 

4. 

r::: .... 

6. 

7. 

8. 

9. 

10. 

commissioner. 

Prepare board summary. Follows Qigid format. 
supervisory and admin,istrative staff. 

Review t.'lith 

Present project to Board. 
and answe~/,ny questions. 

Be prepared to interpret project 

>-

Have contract ready on day of board meeting. 
question~~ from fiscal or legal units. 

.' , 

Answer any 

Receive and review GA-l 
adjus'tments (increases, 
make recommendations. 

forms which are requests" for grant 
decreases, extensions, re~allocations) 

Complete on-site mon~toring'~isits as required. 

Review progress reports from grantee concerning project im
'. p1ementati on. 

,f) 
v 

Review monthly fiscal reports. 
over-spendtng. 

o 

Analyze to determine under or 

Follow-up to ensure that a complete final report is received 
containing an equipment inventory report. Issue close-out 
report. 
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Appendix 2 

APPENDIX 2 - JOB DESCRIPTIONS 

I. PRINCIPAL CR:r.MINAL JUSTICE PROGRAM ANALYST SG-29 

a) Duties 

Under the direction of the Administrator of Planning and Program 
Assistance, provides overall administration and direction for all 
activities relating to LEAA funded grants within a geographic 
region or a designated area of responsibility. 0 

Directs an,c;.l supervises all professional and clerical staff 
assigned to a team. 

1. Trains'personnel in the proper interpretation and 
,application of existing policie~pand procedures. 

2. Assigns work within the team to ensure an even dis
tribution of workload and the most effective utilization 
of talents and experience. 

2a. Provides leadership and guidance to team members in evaluation 
of grant proposals, identification of problems and most 
effective means of addressing those problems and the 
app;t;"9priate funding levels. 

~~ 

3. Evalu~pperformance of individual members of the team 
and prov~des guidance, counselor training as required. 

Reports to the Administrator of Planning and Program Assist
ance on the current status of all assigned programs and 
provides accurate and complete analyses of problems and 
potential problems with recommended course of action. 

1. Provides required written reports on a timely basis. 

2. Evaluat~~ severity and implications of all developing 
situations and where warranted, makes immediate verbal 
reports. 

v 
3. Confers with the Deputy Administrator with respect to 

remedies ~vailable and makes additional information avail
able as required. 

4. Implements decided upon course of action. 

Carries out liaison with other Unit Heads in matters relating 
to Fiscal,Legaland Planning considerations. 

loll Final r~view of a.J.l program and budget modifications with 
FiscaJ Officer., 
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" v 

2. Coordina tes activ,i ties of staff with House Counsel to 
insure contract compliance. 

c 

3. Liaison with Planning unit to develop.local criminal 
justice pr8gram to insure, continuity. 

Directs and supervises the review and evaluation of: 

1. project and monitoring reports and insures corrective 
action where necessary. 

r\. 
C~\ 

2. Analyzes and evaluates all final reports and authorizes 
closipg out of projects. 

II 

Provides interpretation and classification of existing policy 
for assigned DCJS personnel as well as local government 
offioials and representatives of the private sector. 

1. 

2. 

3. 

Evaluates existing policy in the light of current and past 
activities and where appropriate, recommends changes mod-
ification~ on reinterpretations. 0 

Maintain~ current knowledge of activities in the criminal 
justice field to be abreast of developments, new directions 
being proposed and activities in other jurisdictions. 

Assures the responsibility for the overall review and 
approval of local plans. 

Coordinates all applications to be presented before the Cd.me 
Control Plannil~{J Board. 

\ 
1. Final revie~t of all program and budget elements of 

application~". 
/1 

t, 
2. Makes final policy recornrr.endation on all applications 

3. 

4. 

5. 

6. 

7. 

based on staff review and plan requirements. 

Presents all applications for approval to the Crime Control 
Planning Board. 

Final review of all contracts. 
1 ,\ 

Mainti;lins coordination with other i;aureaus and offices 
within DCJS as well as the LEAA Regional Office. 

Prepares Corrections/Probation section of New York State' 
Comprehensive Crime Control Plan. 

Reviews local and State agency Crime Control Plans. 
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b) Qualifications 

Minimum qualifications for the position of Principal Criminal Justice 
Program Analyst include a Bachelor's Degree and seven years experience 
and the following knowledges, skills, and abilities to effectively 
function: 

Knowledge of: 

Skill: 

Ability to: 

Skill: 

Ability to: 

Skill: 

Ability to: 

Skill: 

Abi:'ii ty to: 

LEAA and DCJS goals, objectives, and guidelines in 
depth. in order to administer a specific unit or 
program are~, provide guidance to subordinate staff 
and other key DCJS personnel in that area of 
responsibility, and make administrative decisions 
and p0licy judgments. 

~he criminal justice system in great depth so as 
to be able to maintain constant contacts and liaison 
with state, local and private agencies concerned 
with program areas within the s1-stem, meet with 
government andnon·-profi t agen~;ies as DCJS 
representative, and participate in the coordination 
of various statewide program efforts. 

Administrati~ve and management principles in order 
to provide leaderhip within a specific program 
area and effectively delegate responsiblity within 
this area. 

Assumption of broad developmental and operational 
responsiblity within the specific program. 

Create sound and innovative programs after an 
analysis of current deficiencies, needs and 
priorities. 

Effectively dealing with a broad range of people 

Respond to inquiries from prospective grantees, 
members of the public and local officials with 
promptness and authority. 

Effective communication both in written and oral form. 

Participate in meetings and seminars as the DCJS 
representative, implement policy decision within 
the program area, and direct staff in carrying out 
program development activities. 

Effective administration of a program area. 

Review and monitor the work of subordinate staff, 
plan and coordinate unit responsibility in keeping 
with overall organizational objectives, and give 
direction to staff in the area of professional 

\' development .1\ p/ 
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II. ASSOCIATE CRIMINAL JUSTICE PROGRAMA.NALYST, SG-27 

a) Duties 

Under direction provides administration and supervision of grant 
activities in a specific area such as the Upstate Team or have 
statewide responsibility for a specialized area such as Juvenile 
Delinquency. 

Directs and supervises all professional activities within" 
assigned area of responsibility. 

1. 

2. 

3. 

Trains and advises assigned personnel in the proper 
interpretation and implementation of established policies 
and procedures. 

When assigned to team responsibility, carries out assign
ments of work among team members to effectively utilize s'taff. 

Directly sup~rvises grant application, evaluates contract 
,preparation and administrative processes with~n a t 7am o~, 

when responsible for a specialized area, prov~des d~rect~on 
and counsel in that area to professionals within and outside 
the agency involved with plans and projects within the 
specialty. 

Evaluates or assists in evaluation of performance of 
assigned personnel. 

Supervises monitoring of all grant program&ctivities within 
assigned area of responsibility to provide required and nec
essary progress reports, analyses of problems and recommended 
corrective measures. 

1. Reviews required written reports on a timely basis. 

2. Evaluates severity and implication$~of all developing 
'situations and where warranted initiates corrective action. 

3. Confers wit1t,the t'eam leaders and implements action as 
directed. 

Carries out liaison with local criminal jus~ice planners t~ pr~
v2de advice and assistance in mattersrelat~ng to the appl~cat~on 
for or administration of crime control programs. 

1. ' 'Meets with local goverBmental and other interested parties 
and explains program requirements. 

:::.. 

2. Works with o:bJicials of agen9ies and jurisdictions applying 
~ forCgrants and provides technical assistance in the pre

paration of grant proposals~ 
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Reviews all contracts for conformance with LEAA and DCJS 
requirements. ~ 

Coordinates' the review of grant award/s with other units 
within DCJS. 

Directs and supervises the review and evaluation of interim and 
final project reports. 

1. 'Responsible for insuring contract compliance. 

2. Fin:al review of budget and progr~m modifiaations. 
. \ 

3. Recoytmed program changes based on review, of \1?-rQj~ct reports. 
'. ,;;."'~~., 

Provides interpretation and clarification of existing pOL'icY'''-tor 
assigned DCJS staff and clients . '\,\ 

1. 

2. 

3. 

\ = ~ 

l:i.ssists in evaluation Of existing policy in tl;1e light of\ 
~urrent and post activities and where appropriate recommeilds 
changes, modifications or reinterpretat~,pn. \\ 

o 
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b) Qualifications 
') 

Minimum qualifications for the position of Senior Cl.;iminal Justic.~ 
Program Analyst incll,ldeua Bachelor's Degree and five yeaJ;'s 
experience and the following knoW-ledges, "skills, and abilities to 
effectively function: 

Know;Ledge of: 

0,\ 

Skill: 

c;; 
,--

Ability to: 

" 

~, 

Skill: \\ 

Ability to: 
~) 

Skill~ 

Ability to': 

;J ,-

State and Federal financial and ptogl:'am guidelines 
in great depth so as to be able to d~rect the .' 
activities) ofi)all grant management wi1;hina spec:i,fi9 
a-rEla of responsibility and resolve any major 
problems which arise. 

Ttl€! criminal justice system in great depth so as 
to be able to k,eep f,lbreast of new developments 
in the fieldt6 provide guidance to,DCJS staff 
and representatives from State and local'-·,government. 

The principles of contract pr~paration in or,p.er to 
review t.hose contracts written by subordinqte 
staff membe'rs' to ,insure completeness and confor-
mance to LEAA and'" DCJS requirements. ' 

\ , 

The principlEirs ·,of management in order to effectively 
provide necessary staff training and supervision. 

~- ) 

Effective communication both in written and oral 
form. 

EXPlain"'" accurately and conc'is~iy b~JS gui~elines 
and program requirements, provide other governmental 
representativesW:ith advice and assistance in crime 
control "program design, application, and administration, 
prepare weil organized reports, and conduct meetings 
and seminars. 

o Q 
Determination of necessary program action. 

" 

Resolve major problems which arise in relation to 
,the evaluation, review and monitoring of applications 
and grants in operation. 

, Q 

" " Effective dealings with people ~~thin and outside 
DCJS with tact~d diploITIilqy. " ' 

Ha:ndle administratieve x:~sponsibilities such as 
jlanning and coordinatipn of subOJ;d~nateswor~load, 
eva;Luating work'performances, tra~n~ng subord~nate 
personnel, and providingdire<:::t and indirect 
supervision. 
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Corrections/Probation 

APPENDIX ~3- Investigation of a Monitoring Visit 
,0 

Background - The Rikers Island Counseling Project 
(DCJS #2754) was approved at the June, 1979 meeting of the 
Crime Control Planning Board. The unit of local government 
was the City of New York, and the implementing agency was 
the Youth Identity Pr~gram, Inc. (YIP). Federal Funds 
totaling $337,587 wer~ granted to provide peer counseling 
and vocational assistance to adolescent detainees in the 
Rikers Island Detention 'Center. with a scheduled start 
date of 9-1-79 the project would have a duration of 12 months' 
ending on 8-30-80. 

Monitor,ing Visit - General 
-'~:::,.) 

/' 

,,' 
/,' 

.,,:..' 
,;::' 

The Projeot Coordinator, Mr. Alphonso Fo~d, made a regularly 
scheduledmoilitoring visit on 3-7-80. .rrfhe purpose of the 
visit was ,to ascertain that the projeqt is operatin~ in 
accordance with the grant award. Sir/ce the star.t of the 
project on 9-1-79 all monthly fiscar reports have been 
arriving and are properly logged it! by the P.C. 'Ihey in
dicate expenditures of about $20 ,pO 0 per month which 
appears ,.normal. The initial proiress Report., however f has 
not yet arrived at DC0'S.' The PiC. indicates that it was 
sent to the"'NYC CJCC on l2-1-7~' and is being held up' there 
pending .. a necessary revision Q;Y the gJ:antee. 

" If '\" 
/ 

/' 

Moni;eoring Visit": Specific 11-
obtained: 

The following re~ml ts were 

1. 

,2. 

±he P.C. discussed the progress of the project 
with the Project Director and founq. that it was 
satisfactory 

Staffing was correct 

3.;:3 Facilities were satisfactory 

4. Records indicated that 
in an orderly fashion,. 
the Quarterly Progress 

" Ci=pth analysis. 

cases were being handled 
However, the absence of 

Report, prevented an in-

l/ 

5.' .The project had been visited by the 'CJCG·but not 
by the DCJS monitoring unit. 
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'6. The P.C. talked with the Department af Carrectians 
peaple to. satis£y himself that there was no. frictian ar 
misunderstanding betw~en DOC and YIP relative to. the 
grant pragram. -

7. The P.C. infarmed the grantee aba~t anather LEAA pragram 
called Full Step which might be useful. 

8. The P.C. is naw f'l.lling aut the Praject Site Manitaring 
Farm. 
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June, 1980 (Field wark canducted in II 
March 1980 - statist.ics updated in ! 
June 1980) C. Brack I 

I 
TECHNICAL AS:~US'rANCE SECTION: JUVENILE JUSTICE UNIT 

\~\~~~~~~~~--~~~~~~~~~~---

ft\ 
'\ 
''\::\ 

Backgraund \. 

1. Purpase af unit 

The major rale'af Technical Assistance/Juvenile 
Justice is to. pravide gra~t applicatian assistance to. 
lacal planning ~gencies, ~tate .agencies, units af lacal 
gavernment, and other g'raups in applying far juvenile 
justice and delinquency prevent ian grants and to. 
administer grants once they have been appraved by bath 
the Juvenile Justice Advisory Baard and Crime Cantral 
Planning Baard. The type and level of assistance pra
vided during the applicatian pracessappears to. depend 
an a number af factars including but not limited to. the 
experience and expertis.\2 af the'applicant, the capability 
af the lacal planning agency staff, camplexity af the 
grant, and the campetence af the DCJS project caardinatars 
who. are praviding the assistance. 

Put very simply, the rale af the Juvenile Justice 
Unit is to. ensure that gra,nt applica~tians a.re cans is tent 
with the averall gaals and abjective:s af the annual j"uve
nile justice plan and that individual grants' gaals and 

'abjectives, PFaject methadalagy, budget and qualificatians 
are adequately defined, explained in detail, and supparted 
empirically where passible. Once a grant is awarded, the 
rale af the unit is to. administer the grant an an angoing 

,basis until its campletion. This is explained in greater 
detail belaw under Sectian 4 (Functians) at pp. 76-79. 

WarkFarce as af June 1980* 

Haward Schwartz 

Rasemarie Beckharn 

Eugene Daniels 

Maureen Mallay 

Stenagrapher 

-Assaciate Crim. Justice Pragram 
-Analyst - JD 
-Sr. Crim.Justice Pragram Analyst 
;-Analyst ~ JD 
Sr .. Crim .. Justice Pragram Analyst. 

principal Research Spe. 2CJ 

Authari~ed but vacant 

G-27 

G-23' 

G-23 

I 

~ 

~ 
11 
1/ 

~ 
! 
J 
I 
1 

I 
I 

* Excluding Principal Research Specialist in the Juvenile 
Justiqe Campliance Manitaring Unit. 
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70 -80% 

3. Source of Funds 

A. 

B. 

Administrative and grant funds for the unit are pro
vided for both under Part D of the Juvenile Justice 
Improvement Act (see Juvenile Justice Maintenance of 
Effort provision - proposed LEAA rules, Section 31.503) 
and the Juvenile Justice and Delinquency Prevention Act 
(see proposed LEAA rules, Subp~rt H, Section 3l.70l). 

The Federal Fiscal Year 19BO JJDP appropriation for 
New York State is $4,839,000. In addition, under the 
JSIA Juvenile Justice Maintenance of Effort provision, 
New York Stat;e must expend 19.15% of its total Part D 
Action Funds Allocation (16,798,,000) on juvenile jus
tice and delinquency prevention programs and projects. 
This results in an additional $3,216,817 in juvenile jus
tice funds bringing the state's total juvenile justice 
funds allocation to $8 ,055 ,8~7. 

C. Some additional discretionary grant funds have also 
been made available under LEAA's National Priority Pro
gram. ?resently the unit is administering only three 
of these grants. ' 

4. Functions 

A. Major Functions 

1. The major ,activity of the Technical Assistance/ 
Juvenile Justice Unit is to provide assistance, 
which varies in type and level, to local planning 
agencies and/or grant applicants, including state 
agencies, who are applying for or interested in 
applying for grants for juvenile ~ustice projects. 
The major type of assistance prov~ded entails 
"shaping" or reworking the grant application. The 
Application Review Guide (see Exhibit 1 at pp.92-95) 
indicates the types of questions and issues raised 
by the proj ect coordinators during this j "shaping." 
or review process. 

Assuming that the application is consistent with 
the state's juvenile justice plan and monies are 
available to pa~Yfor the grant, most of the review 
focuses on the details of the grant itself. T~e 
review focuses on the grant 's goals and obj ect~rves j'" 

methodology, planned activities, and line-by-line 
budget items and costs. Where these items, and 
others, are not adequately defined or explained, 
the proje(~t coordinator requests additional infor
matiqn. In the. case ot an application for second 
or third year refunding, the review will focus on 
the project's experiences and accomplishlnents, 
problem areas, ,and whether the grantee has satis
factorily complied with mandated reporting require
ments. 
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" 11 oes through 1/ a couple of 
An APp~~cat~~~ ~~u~s ~i~alized and ready f,?r board 
dra~ts bef f' alized, the project coord~nator 
rev~ew. Once ~n, ar for each grant 
must prepare a boar~ s~ bne possible reason for 
. (us':lal~l-¥ 3-4 p,:,-ge~ c~~~dinators, rather than the, 
hav~ng the pro] ec . 0 'ect s'lrnmaries is~:i:i'ecause 
applic,:,-nt, prepar~ t~~i~~iiy with the CCPB and the 
of the~r grea~e: am, t information they are usually 
types of sP7c~f~chpro]e~ ct coordinators subsequently 
interested ~n. T e pro]e I' t at both the 

L appea:, somet
t
· ~mesA~~l~o;hyeB~~~d~~~~ Crime control 

Juven~le Jus ~ce ~ 
Board~eetings to answer quest~ons. 

" ,- rded ("few" applications are 
After a grant ~s awa . 'or activity of the 
turned down b~ the ~CP~), the ma~de on.going assistance 
JuvenileJust~ce U:t;~t ~e to r~j~~:E'IS implementation 
to the grar;.tee d,:-r~ng isP roviq.edpy the assigned 
phase. Th~s '7ssJ,.stance p, '6nsii::l~during the ap-
project coord~nator who ,was ~~~~dinators have primary 
plication process. pro]~ctof separate projects during 
responsibility for a group 
their implementation phase. 

0d ' this phase include: 
Specific actions performed ur~ng 

Reviewing and approving,a~l requests for 
• dif~cations to the .or~g~nal budget, , 
~~cluding requests for budget reall,?cat~ons, 
budget increases, and budget extens~ons. 

't ~l' , f ha ges 
, ,0 'g and approv~ng requests or c n 

• Rev~ew~n, , d' th hiring of con-
in per~onne~,+~~c~~y~:~t o~ consultant rates 
su~tan s an

h
, h-er than LEAA standards. 

wh~ch are ~g 
" 

• Reviewing and approv~ngsubcontracts let by 
the subgrantrae. 

• Reviewing monthly fiscal cost reports and 
quarterly progress reports. 

, . monitoring reports and working with 
• Rev1ew~ng t problem areas 

the grantee to help <?orrec .' 
pointed out in the reports. , 

, 11 closing out grants after they 
• prograrnmat~ca Y h'b't 2*- Crose Out Proce-

have expire~ (see ~~ ~e~suring that ail required 
dures). Th~s enta~ s ~ d including an up-to
reports l;ave be7n rece.J.ve 're aration of a close-
date equ~p~ent( ~nvEen~~~t ~ ittachment B}, ahd 
out analys~s see ,x , 
review with (,the UnJ. t Head. 

* See Exh~b~~ 2 at p. 96. 
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Other Functions 

1. Discretionary Grants: 

Discreti~nary g~ants are ",awarded directly, by 
Washington LEAAfrom special funds set aside for 
programs or projects which Washington would like 
to see replicated on a nationwide basis. These 
programs are called National Priority Programs. 
The Technic_~~J, Assistance/Juvenile Justice Unit is 
responsibl'E:!' for performing certain functions re
lated to discr~ti,onary grants: 

',::~<'. =.:. ' ." - ~\ 

• Reviewing thetedera1 Register and co~responding 
wit4Washington LEAA to identify the availability 
of fund~ for discretionary grants. 

• Obtaining relevant material from Washington 
LEAA regarding National Priority Programs and 
discretionary grant funds. Usually, a des-

, criptive package is available which describes 
in detail the program, its objectives,' who is 
eligible to apply, and hov7 to app1y~ 

• Notifying local planning agencies and potential 
applicants of the availability of discretionary 
funds and making relevant background informa
tion available to them. 

• Providing limited "technical assistance" to 
grant applicants on an lias requested"basis, 

_\ usually concerning how to apply. 

" Reviewin~ and commenting ~m the. grant applicati<;>u 
for Wash~ngton LEAA. LEM requ~res sta.te p1ann~ng 
agencies, in this case, DCJS, to prepare a cri
tique of the application" However, LEAA is more 
interested in a critique and assessment of the 
organization itself, ana. its track reeord in the / 
grant su~ject. area, th,~~~ in t~e app1~ca~ion it- tl 
self, wh~ch w~ll be revJ,.ewed ~n deta~l ~n ',-",..// 
Washington. Discretionary grant a{lards do not -, 
have to be reviewed by the JJAB and CCPB. Final 
approval can come only from wasb,~ngton LEAA. 

II 
• Administering the grant award du~ing the im

plementation phase. This includes maintaining 
co the project file, reviewing fiscal and progress 

reports, reviewing and approving requests for 
modifications or change~ and closing out the 
grantso after its expirati.on. . 

(I 

0 
Q\ 

U 
U 
'n 
n 
[j}; 

0 
'ij 

~ 
~i 

m: ~ ~ 

~ 

@ 

~I 

~' I 

~ tj, 

~ 

~:; 

I, 
t,' 

.. , 

, 

, . .. 

)1 
=~~~r.~~~, ________ .. __ ,, ___ . ______ .~l~,..._...,.,_ 

o 
II 0 

". IJ n 
. f1 ftJ 
d III 

11 u 
I J 

lq D 
Ij , 

¥ 
\.1 D 
Ij 

Ii 0' n 
r n 
1 U 

o i'.I. ~ j l~ 

. '1 n 
,,1.1 n II 

Il 
?J: ~i 
'j U 

I 

fl 

5. 

- 79 -

2.' Staff arm of the Juv~nile Justice Advisory Board: 

Just as the entire DCJS Office of Planning and 
Program Assistance aqts as staff to the Crime 
Control Board, the Technical Assistance/Juvenile 
Justice Unit acts as the staff to the Juvenile 
Justice Advisory Board. This entails the fol-
10'vling activities, which are carried out in large 
part by "the Unit Chief: 

'-' 

• Satisfying requests for information on 
specific funded juvenile justice projects 
or1;,he st~us of new applications as well 
as 04 overall juvenile justice issues and 
dev6iopments. 

• Advising the JJAB on juvenile justice issu~s. 

• Making arrangements for visits by JJAB mem
bers to current projects. 

• Setting up conferences, seminars in the 
juvenile justice field, including making 
arrangements for "outside experts and speakers 
to appear. 

3. Satisfying requests for information from Washington 
LEAA, particularly with respect to project results 
and major issues such as institutionalization. 

4. 'Preparation of the juvenile justice component of the 
state's Comprehensive Crime Control Plan. 

Special Mandates/Priorities 
!.J 

• The Juvenile Justice and Delinghency Prevention 
Act (JJDP) requires an annual plan "which sets 
forth programs to be funded and'other necessary 
information to ensure compliance with requirements 
of the statute." preparation of a draft plan, 
whi.ch is then submitted to the Planning Unit for 
incorporation in the over comprehensive state plans, 
begins uaround January 1" and is carried 'ou"!:;, along 
with regular duties, over a period of six weeks. 

• There are a number of fiscal manda'tes u~lder the 
JJDP, ({?ee Propof)ed Ruf~s under Section' 31.107 
(a) (b)' (c) (d» which do not directly iLmpact on 
the daily activities of the Juvenile Justice Unit, 
but which are relevant to an understanding of the 
overall juvenile justice funding process. These 
mandates, whiC!hare spelled out in detail in the 
rules, concern (a) Allocation to States (b) Funds 
for local use (c) Match (d) Funds for Administration. 
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~.i' Juvenile Justice Maintenance of Effort 

1. 

2. 

3. 

States must spend at leasb19.l5% of their ' 
total annual JSIA Part D allocation for 
juvenile justice and delinquency prev~ntion 
programs and projects. These are jli'V'enile 
justice monies which are available in addi
tion to JJDP funds. 

19.15% of the total Part D formula allocation 
must also be made available for planning and 
administrative activities related to juvenile 
justice and delinquency programs and projects. 

The 19.15% minimum Part D JSIA funds must be 
expended '"primarily for programs for juveniles 
convicted of criminal offenses or adjudicated "',. 
delinquent on t.he basis of an act which wquld " 
be a criminal offense, if committed by an ' 
adult ,(Sec. 1002 ,of the JSIA) • 

Note: While tn,efirst two mandate;s listed 
above are really concerns of the Fiscal 
Unit and OPPA top management, the third 
item does, or at least should, impact 
upon the daily major activity of the 
Juvenile Justice Unit. The issue is 
whether the unit, specifically the pro
ject coordinators, are strictly applying 
the above criteria in their review and ," 
selection of potential juvenile justice 
grant applications. ' 

• There are also numerous special requirement!? under 
the Juvenile Justice and Delinquency Prevention Act 
which do not impact upon the daily actl.vities of the 
'Juvenile Justice Unit. However, t~e~erequirements 
are relevant and important to an ove:rall,under
standing of the LEAA Juveni:j..e'Justiee 1,'rogram. These 
requirements are listed ap.d' expJ,ained in detail' in 
'f,hW JJDP and proposed gJijAe~i:n~s. 

/" ."".!: ~-.c.;./ 

// .' 

• Internal daily opera'c:'ing_mandates/Priorities 
': ~ 

Tn!3:~ollowing :j.sa list, in descendi'ng order 
of irr,WQri~nc:e, o:t;>the internal priori ties assigned 
to each of the main acti''li ties performed by the' 
Juvenile JUE?:tice Unit: 
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Reviewing and providing assistance respecting 
grant applications. First priori1=-Y is to "get 
the moneylf to the applicants. 

II 
';I 

Acting as staff to the Juvenile Ju,stice Advisory 
Board. 

Assisting the grantee during the implementat~on 
phase, including reviewing all requests. Th~s 
may be carried out on a "squeaky wheel gets the 
oil" basis. In other words t a project may be 

.' having difficulties, but if no one is ';hollering 1 " 

there m9:Y be less a.ttention paid 'co it.;,! 

G. Workload 

A. Active Workload 

• Exhibit 3 is a list of all etirren~ly (as of JU~lel 
1980) active·Juvenile Justice proJects, exclud~ng 
evaluation related projects which are handled by the, 
Evaluation Unit. The projepts are listed by respons~
ble p:roj,ect coordinator. The following is a summary: 

YEAR OF ORIGINAL FUNDING 

1st 
Project Coordinator 1 (Unit Chief) --'3 

2nd 3rd 4th TOTAL -r () -0- 7 
~.:,..:--

" 
II 

J 
" 

" ... -
" 2 13 4'" j,~'3 0 

11 3 " 
9 

f 
<- 4 "I} 1 .l: 

" 4 10 4 3 1 

35 16 7 2 

• Although a significant percentage of the unit's 
\qorkload also involved reviewing, approving/ dis
approving, and processing request~ for budget re
allocations, increases.and extens~ons and person
nel changes, no estimate of the ~umber or perc~n
tage could be provided. "stat;ist~c~are not ma~n
tained by unit and not readilY,av,:,-~lable to super
visory control purposes. Stat~st~ca~ datacdu~d 
be derived from information entered, ~n process~n<J 
control logs maintained Py the Fis~al Control Un~t; 
however. t~is would be time consum~nq. 
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B. Close Out 

! 
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woJkload 

• Thirty eij~ht proj ects were closed out during 
1979. # Inll a~dition, ,there are presentlY,4l_ 
proj eet/ts 1~h~ch are ~n the process o£ be~ng 
close4 ou~. ,a6 project~ were recently closed 
out oyer 1Ft s~x week per~od. 

, II 

7. Sources of w,::>rk*l/ ' 

• Exhibit 3 indlcates the localities rece~v~ng each 

8. 

of the curre~bly active 60 gra.nts**. State agencies 
account for dhly 5 of the 60 grants totaling only 
$463,141. Tl"ilis includes 2 .grants to DCJS itself for 
$184,266. N~~ York City CJCC receives the mo~t 
grants an.d th;~largest amount of money (12 grants 
totaling $3, ]/42), 083*). The remaining grants and 
monies are dil'st~ibuted among the other local 
planning area;s.. Only blnel grant was made direct~y 
to a uhi t of ldcal goverrl'ftten t ( $ 3 5 , 000 to Tompk,~ns 
county) • 

Files and Records 

The Juvenile Justice Unit project coordinators 
each maintain their own set ot active project files 
containing the project application copies of~onitoring 
progress reports,oi;lnd related project correspondence. 

9. Major Reports and Distribution, 
.<)<':0' 

There are no major reports issued by this unit 
except for.the draft juvenile justice section of the 
state's A!U1ual Comprehensive Crime Control Pl~n. 
This plan is prepared between January 1 and m~d 
February and forwarded to the Planning.Unit'for 
incorporation into the overall plan. In ~ddition, 
project coordinators are required to supm~t~quarter~y 
proqress reports on each proiect. The Juven~le Just~ce 
Compliance Mop.i toring Uz:i t issue~ ~n Cl'hz:ual progress report 
respecting cOlupliance w~ th certa~n 'requ~rements of 
t~le JJDP. 0 

* Th-is includes three discretionary grants to New York City 

** Thirteen additional grants totaling $2.2 million, as of 
May 1980, are administered by the Juvenile Justice Compliance 
Monitoring Unit·. Five new grants for $1. 8 million to be 
administered by this un,i t were also awarded at the June 
Boards. These grant'·s relat~to requirements of the JJDJ?' 
A,ct and involve state agency grantees where there is.a 
need for some coordination, by DCJS, between the implem~pting 
agenc:i.es respecting the funded programs.. . 
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Space, Facilities and Equipment 

The Unitu Head and two of 
coordinators occupy their own 
The third project coordinator 
open office area. 

the three project 
office cubicles. 
occupies a desk in the 

The entire office is partitione·a off from 
other OPPA units. Space and facili#ies appear 
sufficiently adequate for the unit'S operations. 

Analysis and Recommendations 

1. Organization I 
The structure of the Juvenil~ Justice unit is 

similar to other te6hnical assist~nce units and is 
organ,izationally sound. The unitthead supervised 
three project coordinators but al~o carried a case
load of active juvenile justice albplications and 
projects, thereby compensating fair what might other
wise have been a relatively low ~pan of con~rcil: No 
changes are recommended regardingl the organ~za·t~on 
structure of this unit. !: 

There are, however, some po.bsible weaknesses 
in the area of management contrq'is. Overall workload 
information, for the unit and fGrr individual project 
coordinators, is not available tor certain key 
activities. Data not readily aj~ailable in a 
consolidated usable form i.nc.i.u~ed the following: 

• 

• 

• 

• 

• 

Number of field visits made ;.by project coordinators 
in conjunction with the app!ication process 
(Total and by project) . . 

I; 

Number of field visits made by project coordinators 
in conj unction with proj eC1~ administration (Total 
and by project). i' . t 
Number of monitoring visi tis made by proj ect 
coo~dinators (Total and by project). 

If 

Number of monitoring reP9jcts issued by proj ect 
coordinators (Total and ~y project). 

/; 

Number of apPlicati~~s)!'cePted ~ rejected. 

<1:~~i"11; , 
''''rI.\'',f", 
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'. Number of prqjects' closed out (Monthly and cumulative) 
by the proj ect coordir~ators. 

• Number and type of budget modifications received, 
approved, and rejected .for each project coordinator. 

This information should be kept on a routine 
monthly basis and would be helpful in managing and 
controlling the activities of the project coordinator 
staff and for identifying possible probl~m areas. 

ProcedurE.~s : 
" . 

ProcedU:~es used by the Juvenile Justice unit are 
basically identical to those used in the other 
Technical Services units. The grant proqessing and 
admin±stration procedures are straightforward and 
efficient and do nq~ appear to create major aelays. 

Delays which occur during the application or 
grant administration process' appear tg,,,,be primarily 
a result of problems, such as the lacR"'of adequate 
information, uncQvered by the project coordinators 
during their review processes respecting new 
applications or modifications. Considerabl: st~ff 
time and money may be lost through the appl~cat~on 
shaping or modification process. This i~dicates 
that grant applicants may need morestra~ght~o~war~ 
guidelines on how to apply for grants or mod~f~cat~ons. 
We, therefore, recommend that a r.lodi.E ie~ ilp.plic<l~ion 
cTUida he devAlopad for URe by grRntee~ ~n prepar~ng 
grant applications. The project coordinator's Application. 
Review Guide, tailored for the grantee, could be used 
as a possible model. The application shaping process 
wquld, of course, be greatly reduced if JSIA were 
implemented. 

Impact of the JSIA of 1979 

An analysis of the LE&~ proposed rules 
indicates that two separate application systems will 
be required for juvenile justice projects if the JSIA 
is implemented. Under the Justice System Improvement 
Act of 1979 (JSIA), states are required to expend .at 
least 19.15 of the annual Part D formula allocation 
on juvenj.le justice and delinquency prevention related 
programs az:d projects (see Section 31. 503 Jm:e~i~e" 
justice maJ.lltenance ejf effort). The respons~b~l~ty 
for ensuring cgmpliance with ~hese provi'sions cJ.earJ"Y 
belongs to State Councils. Section 3l,503(d) states "'..:; 
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that state councils, in order to meet this mandate, may 
require 10aal entitlement areas to expend a l'reasonable 
~har~" of thei,r entitlement Part D funds on juvenile 
Just~ce progr~s. The p:J:oposed rules also require that, 
the Comprehens~ve State application must "identify those , 
programs proposed for Part D funding which are in whOle or 
part related to juvenile justice. and delinquency prevention •.• " 
<See Section 31.503 b) . 

This would mean that Part D juvenile justice funds 
would be provided to entitlement areas through the 
'bomprehensi ve three year application process. Enti tlerr1ent 
a+ea~ would be free to award these funds to pr:.Ospecti v~\\ 
appl~cants as they chose, as long as the proj ects or.:\ 

. programs,.funded by the grants were consistent with the 
original plan. State agencies and balance-of-state 
areas would have to apply for Part D juvenile justice 
funds on a project by project basis, as will be the case 
for all of their grants. . 

On ,the other hand, entitlement areas will have to 
apply on a project by project basis for formula gr;nt 
funds made available under the Juvenile Justice and 
Delinquency ~revention Act. Entitlement areas'would 
1'1~ve no mandated portiOn of funds. The above procedure 
w~ll also apply to state agencies and balance-of-state 
areas. 

Other key e1~ments of the JSIA of 1979 ,..rhich relate 
to juvenile justice include the following: 

• The Chairperson and at least two additional citizen 
~embers of any local juvenile justice advisory boards 
must be included on the State Criminal Justice 
Council. 

" ,. The State Council will continue to be responsible 
for publication of a separate juvenile justice 
plan on an annual basis. 

• The comprehensive state application may include 
programs proposed pursuant to the Juvenile Justice 
and Delinquency Prevention Act. 

As a result of the JSIA of 1979, it 'is recommended 
that the staffing of the JUVenile Justice unit be reduced 
by ojle project coor<:1inator. For the entitlement areas, 
juvenile justice pr6ject-el "'fund"ed frdm Part D JSIA funds 
und.er the "MaintenancecOf Effort" provis:i;'on wj[!ll be 
awarq,ed and ad_ministered directly "by the entitlement areas 
unde2:i their three year plan. The, table below compares the 

* Exclusive of the Principal Research Specialist 3 CJ, in 
charge of juvenile justice compliance monitoring,which 
position we ,recommend continu:i;ng in any event. 
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amount ofugrant funds, at 1980 fiscal year l~vels, which . 
would be directly administered by the Juvenile Justice Unit* 
under the existing system and unde'r the JSIA of'~1979. The 
analysis indicates that there w.6uld be a reduction of 27% 
in the amount of grant funds- which would have to be adrnin-i 

istered by ~he Juvenile Justice unit*. 

Existing System: 

1980"Part D Funding 

Maintenance o~Effort 

= Juvenile Justice Part D Funds 

+ JJDP funds 

Total juvenile justice funds 'to be 
administered by JJ unit 

JSIA 

Juvenile Justice Part D Funds 

less: 2/3 to be administered by 
entitlement areas (estimated) 

(, 

+ JJD~ funHs 

Existing system 

JSIA of 1979 

Difference 

Summary 

$ 16,798,000 

x 19.15% 

$ 3,216,817 

4,839,000 

$ 8,055,817 

$ 3,216,817 

2,155,267 

$ 1,061,540 

4,839,000 

5,900.540 

$ 8,055,817 
" 5,900,540 

2,155,277 

or 27% reduction 

o * Including grants adrninistered by the juvenile justice 
"compliance monitoring Principal Research Specialist. 
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Technical Assisi~ance Section: ~Tuvenile Justice unit 
Procedures Documentation 

"', 

Background 

Applications are received on a continuous baR is 
throughout the year. They are received from local planning 
agencies, -, such as CJCC in New York City, -state agencies, 
other smaller local governmental planning agencies such as 
the Regional Planning Agencies (RCAs) or Developmental 
Planning Agencies (DPAs) and other private and not-fbr-profit 
groups. 

Usually there has been some previous contact with the 
appropriate lo~o~l planning agency and/or grant applicant. 
This contact can range from answering procedural questions 
on how to apply for a grant to visiting the applicants in 
-order to assist them in the preparation of the grant application. 
The level and amount of contact depends on a number of 
factors including the experience and expertise of the app
licant, complexity of ,the grant, involvement and expertise of 
local planning agency staff, and competence of the OPPA 
project coordinator handling the matter. 

In other cases,cthe grant application is received 
without previous contact. In almost all cases, subsequent 
contact is required with the appropriate local planning agency 
anc;1/or grant applicant for purposes of II shaping" the application. 

There is a 60 day deadline for submission of a grant to 
DCJS before each Crime Control Planning Board meeting, ~, a 
grant application must be received at the DCJS Office of 
Planning and Program Assistance by March 1, 1980 in order to 
be eligible for review by the CCPB at its April 30, 1980 
meeting. This deadline was established by ~nternal 
policy,> In addition, there is a 90 day rule, mandated under 
the JJDP, which provides that an application is considered 
approved unless the applicant is notified within 90 days of 
submission to the state planning agency (DCJS). Applications 
are, th~refore, clocked in by the OPPA Fiscal/Contracts Unit 
before they are forwarded to the Technical Assistance Sectio~! 
Juv~nile Justice Unit."~ 

• Note: --' Each cri.me Control Planning Board and JJAB 
cycle may involve a number of juvenile justice 
projects; therefore, this process is simultaneously 
being carried out by the unit head and all three 
of the unit's project coordinators. 

, 
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Application for New Grants 

8000. 

8001. 

8002. 

8003. 

8004. 

,".' 

,', 
Grant application is received by-the Juvenile 
Justice "Unit, usually first by ·t~ appropriate project 
coordin;l~tor (PC).' c/ 

• 

If first received by the unit head, the applicC' 
ation will "be forwarded, after a brief review, 
to the PC handling "the area from which the 
grant application was received. 

Grant applications for refundings are forwarded 
to the same PC. 

PC reviews the grant applJcation and prepares . 
applicat~c<::m review guide.' 

• Note: This document serves a control over the 
review process by ensuring that a substantial 
number of basic important review questions 
(20 plus 43 sub-questi!ms) are addressed 
during the PC's review. 

PC forwards completed application review guide and 
grant application to the unit head for review. 

unit head reviews and discusses the application 
review guide and grant applj,cationswith the PC. 

PC works with t4e applicant to "shape" the application. 

• This shaping process may take months depending 
on the nature and level of deficiencies in the 
grant application. If it appears that the 
grant application requires sUbstantial reworking, 
the PC will send the local planninq aqency or 
applicant a "shape" letter .. 

• WContact during this period will involve telephone 
conversations, written correspondence, and 
meetings at DCJS, the ;]..ocal planning agency, or 
the applicfult's place of business. 
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8005. 

8006. 

8007. 

13008. 

8010. 

8011. 

'0 

8012. 

8013. 

'. 
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PC r~ceives f~,'~lal{shaped grant apPl, ication. ,;, \. ' , 

tc prepares Pli'!;?~:rlt su~ary fo~ Cr~me Control Plann~ng 
Board and Juv'~h~le Just~ce AdvJ.sory Board. 

PC f6rward~project summary to the unit head for review. 

unit head reviews and discusses project summary with 
the PC. 

• 

• 

Project summaries "usually go through a few draft<ig" 
before finalization. 

.; ,,:. 

The unit head may insist on 'additional" information 
or furtheI:l clarificatio'h,,~espect~ng parts of the 
project summary, e.g., pro-'leci;",garrative, problem 
analysis, goals and objectives, and, in'the case 
of refundings, prior years' accomplishments. 

,~ 

PC redrafts the projec~ summary and submits to the 
unit head for fi:nal r.eview. 

unit head reviews and submits project summaries to 
Technical Assistance Section head for review. 

• Additional information or clarification is 
sometim~s required based on this review. The, 
PC will be required to ,optain this information. 

Section head forwards project summaries to Deputy 
Commissioner Bonacumand Commissioner Rogers, at a 
few days aparE'~ for th~ir review. 

• Note: 

", • ~c .:: ',:'t" "I; 

very few changes are made at this 
level. although they will sometimes 
make comments. 

o 
Project summaries are forwarded to the,Juvenile J~stice 
Advisory Board and Crime Control Plann~ng for the~r 
review prior to the board meeting. . ' 

• . JuveniJ:e justic~ grants must first be reviewed 
j1and acted [,:!pon by the Juvenile JUEitice, Advisory 

Board befo+e being submitted to the Cr~me Control 
Planning Board. This is regardless of the source 
of the funds, i. e. Justice System Imp,r(':)vement 
Act "Maintenance of Effort" funds' or Juvenile , 
Justice uelinquency and Prevention Act funds. 

Note: This does not apply to discretionary 
grant,funds. 

// 
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Juvenile Justice project summaries are sent to 
JJAB members two weeks priori' to their board 
meeting, which is held one week prior to the ,CCPB 
meeting.' ,,11 

Summaries are sent to the Crime Control Planning 
Board one week prior to their board meeting. 
Juvenile Justice project summaries are batched 
with all other grant project summaries going before 
the CCPB. 

JJ~ conducts board meeting. 

• 

• 

• 

One week prior to the board meeting the unit 
head will conduct "mock board sessions!! to test 
and help prepare his prqject coordinators. 

Project coordinators are available for questions 
at the meeting; sometimes the applicant will be 
aeked to attend. 

Grant applications are rarely nOt approved at 
this leve;I.. 

Crime Control Planning Board conduct's their board 
meeting (one week after the JJAB meeting). 

• Repeat of above three 

After notification of approval by both the JJAB and:'" 
CCPB, the project coordinator prepares a draft of the 
grant award agreement (contract). 

• The grant award agreement is 'basically a redraft 
of tpe final approved grant application along 
with' any additional special conditions, such as 
unique reporting requirements. 

Draft grant award agreement forwarded to the ,unit 
head for review. ~ 

Unit h~ad ;reviews and returns the ~:raft grant award 
agreement to the project coordinator. 

0' 

Project coordinator forwards the draft grant award 
agreement to,the Fiscal Section o' 

n - . , 

Refer to FisCal unit procedures-under separa:te"O,ov:~:r!~ 
~ ,II 
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8020. 'Fiscal'Sec;::tion returns the draft grant award agreement 
to the project coordinator. 

8021. ,Project coordinator forwards the draf't grant award 
'agreement to Le.gal Section for review: 

• Contract officer's review 

• Civil rig4ts compliance 

• P · 'd ; ('I r~vacy an secur~ty 

(Juvenile Projects only) 

Refer to 
Legal Section 
Procedures 

8022. Legal Secti~:m returns the draft grant award agreement 
to the Juveitile Justice Unit head. 

• See Contracts Administration Unit Procedures. 

8023. Juvenile Justice Unit head reviews for deficiencies 
and forwards to Contracts Administration Unit for 
processing. 

Notes on Procedures for Refundings 

II The same grant appli,cation process applies for 
applications for second and third year refundings. 

• The grant'applicant must have complied with mandated 
project reporting requirements on the previous year's 
grant. 

,<\ quarterly progress reports. 

monthly fiscal cost reports,. 

• At least one official monitoring visit must have been 
conducted on the grant up for refunding. s) 

• The grant application for refunding must satisfactorily 
indicate that, the program/project funded by the previous 
year's grant h~ls met the goals and objectives of the grant. 

This criterion is apparantly not always applied strictly. 
For example, one project coordinator described an appli
cation for second year funding, subsequently approved, 
that involved a program which had failed to meet its 
objectives. However, it was decided to recommend second 
year fu:n,d.ing because the proj ect was a wOfthwhile one 
and the PFoject coordinator felt that with the benefit of 
one year's experience behind them, the applicants would be 
able to successfully meet the program's objectives in 
the second and possibly even a third year. 
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PPPlICATION REViEW Guthro 

Prcj (:c t. ti i 1 e : DeJS Ii: --- -~-------

~\ppl iccnt : ________ _ 

1. 15 tI-J2 application signed? ___ _ 

~ederal funds requcste~: 

,/ 
; .. 

la. If not, when will signature pages or a ~evised application be forward&d 
to us? 

2. Has theapplicat.ion received C,)CC approval? .;.......-__ _ 

2a. If not, is apprnvalrequired (approval is required for all MPA appli-
cations except tho.se from Rochester/t~onroe)? ____ _ 

2b. If the answer to 2a is yes, when will the CJCC meet? _____ _ 

3. 'Ahat year and type of funds? ___________ _ 

3a. If spl it funded, do you have
O

?pl it budgets with appropriate bre:d; .. 
cc\'ms? 

---~-

3b. If the ans\</er to 3a is no, when \,,,illit be forltlarded to us? ___ . 

3c. Have you confirmed with Fiscal/Planning Unit/t·1oe that money fronl 
this source and category in the amount requested is available? _" ___ _ 

4. What is the State plan reference? 

4a. Does the project fit that category? ___ _ 

4b. If the answer to 4a is no, does it fit another plan category? 

4c. If yes, whicn? _____ ~ _______ _ 
;.,~ 

4d. Have you confi.·~med fund availabil ity? 
! <~r'" ----------~-

'S~' Does the problem analysis section a'dequately indicate that a problem exists? 
(--) 

SA. Briefly describe the project I 5 goals, objectivesb~nd"lf,ajor tasks. 
r;.., 

{! 
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6. fire fiscal cost reports up to date? _____ _ 

6a. If not, \~hat. is the date of the last repol't?. __ ._ .. ___ .: 

5b. Are thcl"e any fiscill prubh%s" ______ _ 

.. _ .. _------

7. t.Jas the applicatiCfl accQ:r.panied or preceded by a Pfogress Report Prior to 
Refunding th.:\t de.5cril.JE~s the project's progl'C~ss and i~ct in such a mannel' 
so as to jl)!'.tify refunliin~]? _.____ - '---

.. la. If not','; wha.t in:fol':i!1i1tion remains outstanding? 

7b. Can it be obtained? .,..... ----
':1-: ---:, 

7c. If not, why? 

7d. What action do you re(!510'Imenc:? 

8. Does the fund request conform to our refunding policy as stated in Board 
Resolution R-78-031\ (make sure you analyze this based on the definitions 
of what constitutes a first, second, third, and fourth project year; do~'t 
forget increases)? ___ _ 

8a. What \-JaS the funding level during the second project year. according 
to these definitions? ' 

8b. What is the amount of the instant request? _______ _ 

~-:~. ~8c. If the answer' to 8 is no, \"'by hO'l1 much does the budget have to be cut? 

9. Was a monitoring visit made? --_. 
ga. If not, when is it scheduled? ---
9b. I f yes. dop.s the me-nitor recOlmnend )'efund i ng? 

gc. If not. \~hy not? 

.... , 

10. If the request i~ fD:> third yea)' funding or late)', does the application 
contain an institutionalization plan that hCls a con~mitmCllt and a time
table? 

lOa. If not, when \'Iill it be fOI'warded to us? ________ _ 

11. IS the application pro~lrt\lIlil;atically sound? ___ ._. __ 

11a. Describe outstanding issues or infol'lliation. 

j 

I 
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. 
llb. HilS the aP81'c'jtant ihformed of th~se in'writing? ___ _ 

11c., How and by \~h9n Vlill any required shaping be complete? __ _ 

12. Are'letters from all agencies who hav'fe", agreehd, to proVi~~o~n~~o~e~~~~~~y 
referra 1 s to and fl-om the proj ect or rom VI om ~oop~r\ 
for the project to ~perate apPJ!~,tLe~ to the appllcatlon. 

12a. If not, which are missing.(list)? 

12b. vlhen }'Iill they be forwarded to us? ______ ~ 

THE FOLLOHING QUESTIONS PtRTAIN TO THE BUDGET: 

13. Is the staffing pattern (including salaries) reasonable? ___ _ 

13a. If not, \'/hat changes are necessary? 

13b. Is the calculation bas~ for each salary provided? ___ _ 

14. ~/ill consultants be retained? 

14a. If~so, what is/are the reimburs~ment rate(s)? 

14b. What is the total amount to be paid to each consultant? 

14 Has th" applicant been informed of procurement regulations that pertain 
c. to con~ultants earning more than $2.50Cl and $5,000 per year? ___ _ 

~') 

15. Are"any major purchases 'Of equipment included (i .e. cars, computers)? __ _ 

15a. If so, what and how mUch is budgeted? ____________ _ ,', 

16. Are travel costs reasona,ble and are they in conformance with appl icable 
local or State rates? "'~ 

'0 

17. Will the appl icant rent facil it; es? __ _ 

,II 
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17a., 'If so, does the rate per square!o~t. per year: con!or~ to the LEAA maximumT,t ~ 
of $7 without maintenance and utlhtles and $10 wlth. ~/-~ tm 

,,,."'1 
'iA ,N, 

:." -

,,~ 

l7b. Is the rent reasonable fO!- the geographical al-ea and type of space? --- ~ I:> 
, .. _. -.-.... " ... -.--." .. ---;~ .. '-; .. -~-- ""-. -.. ~ ... -,,, .. -.. --.. --:, ........... ----__ , __ L _', _=--............... --~t'~ ' .• _. _____ .,_~' __ ~ .. :~_ ...... N __ ~_'~."._'-< .~,".'-'.;,"-'- .. -_. 
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Are alterat'tons/renovations costs included? ____ _ 

13a. If for $5~OOO or more total cost~ has the applicant offered 5(jf~ 
r~atch (match ~bligatii)n for Part C money only) ____ -'-

18b.: If for $5~000 or more have you a~kp.d fur LE:,\{.I certificat'ion that 
the requested work does not con~titute construction? 

19. Are any "subcontractual services included? 
---

19a. If so, what is the purpose and proposed cost? 

19b. Has the applicapt been informed of procurement regulations pert~ining 
. to subcontracts over $2,500 and $5,0007 -----

20. Are indirect costs or administrative overhead costs, included? 
-----

20a. If so, do they cor.form to oJy guideline of 5% total direct costs 
or lm~ personnel and fringe? _____ _ 

20b. If the answer ,to 20a is no, \'/hat is the requested rate? ___ _ 

20b. Has the app~icant provtded documentation that the requested rate 
has been approved by a federal agency for the fiscal year in 
question?' , -----

y 
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CLPSE-OUT PROCEDURE 

ATTACHMENT A 
II' l 

I 
Upon receipt by superv;isorr, qistributed to appropriate 
project coordinator .(R::;c;ft.. clo.t>4' Our-: ee,Po . ..e .. :r) . 

ATTACHMENT B 

For final close-out, a final report and equipment inven
tory must be recei~ed unless can justify equipment use 
\n accordance with guidelines. 

If missing and/or!1 cannot justify s.end letter requesting 
information. Keep copy of letter ~nd follow-up in two 
weeks with phone call. Hold on to ATTACHMENT A & B until 
requested information is received. 

ATTACHMENT B-1 

For previous phas',A, of active project (no equipment inven-· 
tory need,ed). 

ATTACHME£lfT C 

Notifies grantee of close~out. 

,ATTACHMENT D 

Notifies WTB of 5~oIlipleted close-out. 

Completed set should be given ;'to me, as well as status of 
incomplete sets. Project coordinator should keep copy Of 
set for own files. 
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OPPA PROGRAMMATIC I! CLOSE-OTJT FORM 

ATTACHMENT B 

DCJS NO. Contract No. 

Project Title ______________________ ~~ ____________ ~--------------------
:; 

Grant Period~ ___ ~ _____________ Pjroject Coordinator ____________ ~ __ _ 

2. 

Summary of project's goals [land objectives .. 

An assessment Rf wheth~r or not goals and objectives were achieved 
I 
Ii 
Ii 
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ATrfiACHMENT B (,2) 

'0 
\l ~. 

An assessment of the quali tx of the Final Progress, Repo!:,.t,. 0 

',~, 't'::1 0 
0 j 

II ~ 
il 

I @ 

Summary of problems which impeded effective grant irI!E.lementation. ~ 
,') 

Status.ofspeci~l frant conditions which required a response . 
tA de11nquent f1ndng requires rationale for close-outre

commenqation) • 

(J 
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\,1". ffil' ~~ / o· {. 
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B - '99- ATTACHMENT B (3) 

"1 n 6. Comment whether an'up-to-date equipment inventory.ha.s been sub
mitted by the Grantee and for final phase grants, whether Grantee 
will retain funded equipment and use'in project-related activities 

-[! 
I, ,j 

'In 
[J 

'I (j 

7." Does project qualify as "Exemplary and Promising"? (If yes, 
attach a formal recommendation for attention of OPPA Exemplary 
Project Coordinator in format of Attachment G). 

8, Add1tional comments or "remarKs. 

Based upon the foregoing analysis, undersigned recommends thai: this 
grant be programmatically closed-out. 

Reviewer's Name and Title Date 
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,- 100 - ATTACH~fENT B-1 

OPPA PROGRAMM.4.TIC CLOSE-OUT CHECKLIST 

DCJS NO. ____________ ~ ____ _ Contract No. 

Project Title 
----~------~~----~-~--------

Grant Period ______________ .~~ __ .Project Coordinator 
-------------------

Yes No 
1. Have all required reports been received and are acceptable? 

2. Have all special conditions been satisfied? 

3. 

4. 

5. 

Has ~rantee submitted an up-to .... date equipment inventory,? 

(For ~inal ph&'se grants) Will Grantee retain furided 
equ~pment and use in project related activities? 

~;; 

Do you recommend programmatic close-out? 

REMARKS (All "NO" answers must be explained below) 

" Reviewer I s Name anti Title Date 
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Attachment C 

STO\TE OF NEW YCR/{ 

Dp.ISION OF CRIMINA ... JUST'CE' SERVICES 

80 CENTRE STREET 
NEW YORK. NEW YORKl0013 

Re: Close-Out of 
DCJS No. 

AREA CODE .:?12 

TEL.oIea·.ldS'; 

progra&'and fiscal reporting activities for the above-referenced 
phase of this grant ceased on DCJS 
thereafter. commenced its grant close-out procedure in order to 
determine whether grant requirements have been met. 

. 
We have determined that the grant is in contractual compliance, and 
therefore, DCJS has closed its file on the grant and forwarded it to 

.our inactive files. 

As you knm"" LEAA regulations require that all records for projects 
oe kept for a minimum of three years from the date of submission of 
the final expenditure report (GA2). We, therefore, request that you 
institute procedures to insure that grant records maintained by your 
office I\ano the implementing agency are retained until __ ' ~ _____ _ 

Please be advised that during this retention ~eriod~ the entire grant 
is subject to audit by LEAA, G.A.O' J and the State Department of 
Audit and Control. Ih the event tha~ such an audit is begun, please 
make a,ll necessary records available to the auditors. Records must 
be retained beyon¢! the three-year p'e;riod if an Audit is in progress 
and/or the findings of a completed audit have not been satisfactorily 
resolv~d. 

Thank you very much for your cooperation in this matter. 

"very truly yours, 

Chief I Teolmical ServicesD Section 

o 

Revised 4/1/79 
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iHEiYJORANDUtH 

STATE OF N:S:W '(ORK 

DIVISION OF CRIMINAL JUSTICE SERVICES 

To: Date" 
Will:lam T. Bonacum, Administrator, O.P.P.A. 

Subject: 
Reconwendation for Official Close-Out Of: 

DCJS Grant NO·------_____________ Coritract No. 

Project Title 

- - -- - - - - - - - - - - - - - - - - - - - - - - ..:;.. 

The attached technical and financial Summary reviews recommend that 
the subject grant be officially closed-out. 

I concur wi.th the recommendation. 

Chief, Technical Services Section 
Date 

OR 

Chief, Planning Section 
Date 

Administrator, OPPA 
------~D~a~t~e----~'() 
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INSTRUCTIO!\S FO~. PREPARATiOi'Lo.\ND USE 

1. Tl-:c L .. w Enforcemt:nt A.:)~istancc Administration requires all grantees and Sub·Grantee!;, to maintain equipmen: 
<Lccoumability records in conformance with GSA F:-'IC 74-7. This form, when pr,opedY completed, will "ferJC as the primarn 
:lc-:ounting and inventory record for the. ;\ew York State Division of Crimina! Justice Services .md m~y also be used bU 
Gr .. ntees for this purpose. 

2. Acquisition Report - Instructions for preparation and submission of this report are as follows: 0 
:l. Grahtee, Title and Project and Grant Number: This information is found in the hcad~ng of th~ Grant AWlrd. The date i; 

the date or preparation of the ~ttached form. When more than one page is used fer the report, indicate this fact in thO 
appropriate space, (e.g. page 1 of 2 pages). U 

b. Complete columns (1) through (5), and block (8). Forward the original and two copies to nCjS along with the December, 
June and final Fiscal R..:ports (DCJS Form GA.2). List all equipment purch:lsed exceeding the cost of $250.00 per unit. n 

U 
hem Description: 

Column 1':::"':-\. cump.lelc ~e,;crjption of the item pUr~h.l5ed is requirc,d ~n order to properly ide.ndfy the ite:n in subsequt!{] 
mventones. :'-.Iakt:, model, year and sometImes .:0101; descnptlOn may be necessary. Use as m:my hnes a!> necessa(lj 
to describe each item. Leave a hlank space bet\,'een lines. 

Quantity: 

.\cquisitioli Cos t: '\ ~ \. U 
Column 3 - Enter the a~\,un:t paid for the item. Like items with the same unir. co..;t ma.y be re;:h)rted on on; line. If tho! cost: 

are different for, like items, a separate entry is required for each item. 0 
Date of Purchast:: 

Column 4 - The dat~ payment is made for the item. 

Serial 7'lium.ber or other I.D.: 

C,)lu:nn 5 - Enter t,I:C manufacturer's identification number or in the absence of same, an agenGY (Grantee) number assigned Ql1}" 
accountmg purposes., "c:.i' , U 

Certificate: 

Thep.:n.ificate of receipt must be signed by the project director. 
ij 
Hj 

3. Inventory Report: , ',' "'= IDi 
(..1) Colu~ns (6)' an': (~) are ieserved f?r this purpose and are to be completed only upon subsequent in'l.'entor~. DCjS w<tj 

pr~1ide add:tion<!! copies of t~is form at the time the inventory is required. Additional instructions 'Nil! :.llso q~ pro\-ided a 
the\ime af the invemocy. . . ' ,-;;'": ff1 
J;,heLaw Enforor:n:.cnt ,\ssistancc Ad~inistration .r~quire$ that a physical inycntory of property record3 :l:tleast once t~\'~U 
t\'/oQyea!~~ to yaHy the exi:;tence, current uHlizadon and continued need'for the prpperty. In the ev~nt rh.:: pl$opcrty is n; 
1Qng'.!t re9'uh'ed hy the Grar.tce, this fact should be reported to neJs as soon as poz,sible. c 
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rosEMARIE BECKHORN 

OOJS# 

2687 A 

2783 A 

2926 

2927 

2821 

2564 B 

2887 

2888 

2889 

}904 

2827 

2823 

2782 

2307 B 

2510 B 

27g~ 

2749 

JURISDlcrICN 

Buffalo 

NYC 

Rochester 

Rochester 

Erie 

Erie 

Erie 

Syracuse 

Suffolk (Southold) 

OOJs/Misc. 

NYS/Div. Parole 

Erie 

Erie 

Onondaga 

NYC 

Rochester 

NYC 

Syracuse 

'" 

C) 

Active Juvenile Justice Projects 
June, 1980 

POOJECr TITLE 

Volunteers in Prevention II 

student Action Strategy II 

Shelter Program for Children 
of Abused Persons 

PINS Pre-Petition Day Services 

CARE (Child Abuse Recognition Evaluation) 

" 
lI.dolescent Deliquency Diversion III 

Critical Link 

Saving Families For Children and Youn g Adults 

Deliguency Diversion For Teens 

Deliguency Diversion and Prevention For Juveniles 

Juvenile Index/Tracking System II 

Parole For the Juvenile Offender 

Catprehensi ve Youth Services Project II 

Vida Crisis Intervention Center 

Coordinator Of Juvenile Services 

Advocates For Children ASSET Project 

Youth Services & Deliquency Prevention Project - III 

Sheriff's Juvenile Aid Unit-III 

Juvenile Justice Infonnation System 

Youth Commmity Assistance Program 

" " 

.. 

----.--,---~--------,----=---= .. 
C---) 

. ~-.'t, 
( '-,") 

LAST 
Al'lARD 

88,287 

208,106 

37,297 

RFP 

114,025 

61,060 

69,460 

100.000 

67,000 

40,000 

74,943 

99,992 

140,158 

70,610 

24,530 

300,218 

77 ,972 

139,994 

512,194 

58,082 

[-""~J ... ~ -. 

11 

12 

12 

12 

12 

12 

12 

12 

12 

12 

5 

12 

9 

12 

12 

12 

12 

12 

12 

6 

6/80 

6/80 

6/80 

6/80 

6/80 

4/80 

4/80 

4/80 

4/80 

4/80 

2/80 

2/80 

10/79 

10/79 

10/79 

9/79 

9/79 

9/79 

6/79 

4/79 

" . 

C'~] 

END 
DATE 
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EUGENE DANIEIS III 

OCJS JURISDICl'ICN 

2921 NYC 

2922 NYC 

2531 B Westchester 

2610 A Nassau 

2869 Yonkers 

287l Suffolk 

2682 A NYC 

2657 A Nassau 

2040 C NYC 

2607 A Yonkers 

2711 Suffolk 

2695 Nassau 

2715 NYC 

2693 Nassau 

2526 Nassau 

, . 
. 
" 

rr-It.-Ji 

,'" 

.. 

PIDJEcr TITLE 

Corrrnunity Service Sentencing For Juveniles (Staten Island) 

Cc:mmmi ty Service Sentencing For Juveniles (Brooklyn) 

County Attomey's SOcial Service Bureau-III 

Family Court Screening Bureau-II 

Family Co~ Assistance Project .. 
-..;~ 

Status Offender Foster care/Intensi ve Supervision 

OAR Aftercare And Juvenile Services-II 

Family Crisis Program-II 

Oo=an Hill Multi-Service Youth Center-IV 

Shelter For Victims of Dc:lrestic Violence 

Family Court Dispositional Altematives Project 

long Beach J:elinquP..ncy Diversion Program 

Satellite Intake Project 

Youth Adjustnent Program 

Pilot career & Education Project For Pre-J:elinquent Youth 

J' , .. 

I • 
/' 

LAST 
1lWARD 

76,668 

148,766 

66,392 

63,368 

18,000 

86,336 

300,000 

174,133 

152,572 

31,830 

189,975 

91,046 

390,319 

15,000 

100,000 

Cl 

I 
o 

l 
I' 

...di---..,._ --~----"1 

END 
MJNI'HS BOARD DA'JE 

12 6/80 

12 6/80 

12 4/80 

8 2/80 

12 2/80 

12 2/80 

12 12/79 

12 10/79 

9 9/79 

12 9/79 f-J 
0 

12 6/79 Cl\ • 
12 2/79 

12 2/79 

9 12/78 

12 2/78 
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MAUREEN M:>LIDY , 
LAST END 

:} OCJS # JURISDICl'ION PmJECl' TITLE AWARD M:lN'IHS BOARD DATE 
I. 

2652 B Elmira Family Support Program III 31,000 12 6/80 

~, 2560 B Mid Hudson Spring Valley Juvenile Aid Bureau III 20,000 12 4/80 
Ij" 

I;:> 2729 A NYS/Aging Criminal Justice And The Elderly II 50,000 12 4/80 
:~'";:: ~\ ; 

i I 

0 !I 
j ;; 2786 Seneca Falls Juvenile Prevention Se~ices 20,141 12 4/80 

l f 1 
( 2886 Mid-Hu::1son MiddletcMn Juvenile Aid Unit 20,000 12 4/80 , , I 

~ ~ 2893 M:>nroe Irondequoit Juvenile Prevention and Diversion 65,087 12 4/80 '..J 
.. :..::": ~ 

" ) { 
,I 2663 A Tri-City Albany Prevention Services-II 51,994 8 2/80 

',;:r, 

}~ 
i I 2875 Mid-Hudson Beacon Deliguency Prevent:.0.ll Project 18,500 12 2/80 
r~t 
t i 2716 A Yonkers Senior Citizens Cr:ine Prevention Services II 25,390 12 2/80 
~ ( 
.~ j 2855 Mid-Hudson Poughkeepsie Juvenile Diversion & Deliquency 

, I Prevention Project 24,923 12 12/79 
I-' 

:1 0 
-..] 

j! 
2854 Mid-Hudson Newburgh Youth Bureau Storefront 24,750 12 12/79 ! I 

,]I ,II 
·Ii 
H 2353 C Niagara Big Brothers/Big Sisters Juvenile De1iquency 10,000 12 12/79 

\~t ~ n Prevention Project-:rv 

U 2691 A capital lbtterdam Youth Services{m,t-II 33,306 12 12/79 

(\ 2862 Tri-City Rensse1ar Cotmty Rape Crisis Program 24,830 12 12/79 
n 
~ , ' 

i
l 

2820 Waterford Juvenile Aid Program 21,995 12 10/79 

2372 B Southem Tier Binghamton Rape Crisis Center 19,185 12 10/79 '11 

1 
... 

2710 Niagara Family Oriented Intervention and Treabrent 27,000 12 9/79 
. ~:;:" 

! \ 
~ 

'1 
2796 St. Lawrence Sheriff's Juvenile Aid Unit 56,533 12 9/79 

" Ii , 
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Hawm SCHWARTZ 

OCJS /I: JURISDICrIOO 

2828 '.LOrrpkins County 

2569 DCJS/BMI? 

2807 A NYS/probation 

02436 A Discmtiona:ty (NYC) 

02437 A Discr:etiomuy (mC) 

.02438 A D.iscmtionru:y (mC) 

2717 NYC 

,.. 

ProJECI' TITLE 

Famil''lC Court Dispositional Altematives Project 
/: 
" 

l?ollce Juvenile Officer's Training Program-II 

Juvenile Justice Unit 

Harlem Juvenile Diversion Project-III 

Police Training & Juvenile Offender Diversion 
Project-III 

MYF-Youth Enploynent Skills Project-III 

Family Court Victim services 

C]f 

! 

" 

lAST 
AWARD M".JN'lHS 

35,000 9 

109,323 12 

128,883 12 

209,189 12 

260,000 12 

244,290 12 

339,761 15 

C='l C_J 

o 
r" 

0, 

BOARD 

12/79 

12/79 

9/79 

(8/79) 

(6/79) 

(7/79) 

2/79 

L._' 

END 
DATE 
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::.~ TECHNICAL ASSISTANCE SECTION: ------
'." . 

[j 
r·l0BILE RADIO DISTRICT UNIT 

(", 

" 
,) 

(I 
-, A. Backgro,und 

.--!> 
: U I 

I I 
l. The purpose of the DCJS MRD Technical Assistance Staff 

c;, is to enhance the delivery of technical assistance to, 

rJ communities th:r'oughout the State which are participating 
in various stages of the MRD program. The MRD program 

~ is designed to increase the effectiveness and coordination 

C 
of inter-agency police radio communication operations. It 

I 
. ! 

provides for the creation of 43 ~1o'bile Radio District~ 
(MRD) across the State encompassing the 57 counties in the 
State outside of New York City. The five counties of .1 

f] New York City were excluded from the task because the n~qture 

0 " - of the City's problems were allegedly different in kind and scope. 

Ii 

Cl 
2a) Force as of 2/11/80 

" 
.\. J Job In House 

~' Name Level Civil Service Title Job Title 

["j Beslity, Frank SG 29 Principal Criminal Justice Unit Supervisor 
f Program Analyst (Police I , 

! f) 

I Communications) 
l [1 ; 

1/ II 
-, 

::::.' Kretzman, Byron SG 27 Associate Criminal Justice Engineering Supv. 
:1 

II 
Program Analyst 

II 

) [J Proj. if Schrettner, Joseph SG 23 Senior Criminal Justice Coordinator 
'~" , Ii 4 

11 

;::,-.'; I Program Analyst (Police 

~ :~::. 

-I [J 
Communicatiol2s) 

, !i \~ " 

II ~''i._ ' 

11 

Vacant SG 23 Senior Electrical Engineer Engineer 
II ;;:r .~ 1/ ... - Justice -----.: 

U Clemente, Michael SG 18 Criminal Program Program Analyst '/ ~( 
1/ C Analyst {Police Communi-II 1 , 

I' 
,. l cations} 

II . ! 
\_~ . .,\ 

'/ 
! 

0 
, 

h Fitzenriter, George SG t~!8 Criminal Justice Program Program Analyst 

II --

" 1~1 
i [ Analyst (Police Communi-

II 
':; I' cations) - " j 

j I u l' " f Batt, Willi,am SG 9 Senior Steno, MAG machine Steno 
>!~ • ;:l-' 

11 

6' 
,-, . 0 operator 

(j 

~ 
, 

Broomfi~ld I Caludette SG 5 Steno Steno 
" \) 

;;1 ,'\... Temporary Hourly Draftsman Dra.ftsman 
" 

/' C",,,'.J 

11 
r; .., .,', ... ,~ typist Typist /" Temporary as needed Hourly MAG .,. . 

, - " 

{' . ~'I .. r ill ~<~/"-\ .0 
0 ',':. j I 
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3. 

-. 

'1 
I 

4. 

% Time 

40 

35 

25 

Source of Funds 

-:-- 110 ,.... 
C' ,/ 

a) Staff Funding 

() 

Funding for the entire staff is provided by a grant 
from the New York State Crime C<;mtrol ~1-anning 
Board (DCJS No. 2570). '. It cons~sts of $'143,462 which 
was authorized on December 16, 1'977 . Expenditures 
started around November, 1978. Hm\1ever, several sala
ries were still being carried by OPPA as of February, 
1980. Federal funds of $222,000 were apvroved on 
February 29, 1980.to extend,the services of the unit 
~or an additional 10 months, commencing May 1, 1980. 

( ;") 

b) Project FundIng 

Funding f6r the MRD project; throughout the State is 
prov ided ~)y LEAA grants. Approximately $15,000,.000 
has been spent thus/far~ The present fiscal year 
(10-1-79 to 9-30~80) calls 'for an authorized expenditure_ 
of $2,000,000. ' 

Functions of Unit 

a) Major Functions 

DCJS MRD technical staff\'provides techn'ical assistance 
(including field ~_fforts' and documentation aid during 
the three MRD stagE!s: 

I) MRD Development - Configuring the communications 
system, analyzing agency operations and putting 
together specification", p,ackages • 

II) MR~ Implementation -'Aip in determining vendor com
pllance, recommending minor system adjustments and 
establishing records keeping systems. 

III) .MRD Post Implementation - Providing technical aid 
for,planned system changes. 

b) Specific Tasks 

c, 

DCJS technical staff members are available to assist in 
the performance of the following tasks which are necessary 
documentation components of the impl~mentation package: 

'-

o 
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o 
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0/", ' ,/ 
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un 
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5. 

6. 

':1 

1) Technical assessments of exisi ting ,communications 
systems. 

2) F.C.C. 'licensing surveys and preparations of 
licenses: 

31, Performance of coverag~ ciilG,ulations and/or 
radio coverage tests: 

4) Preparations o·f baseline docnmE!nts; 

5) Preparations of specifications; 

6) Preparations of Statements of ~vork : 

7) Creation of criteria fOl:: maintenance pools, 
shops or services; 

~8) Development or communications training programs. 

In addition, DCJS sta~f are available for technical aid on 
system modifications and analysis of system malfunctions 
(when necessary). 

Special MandateS/Priorities 

The mandate of the MRD vnit is to complete the implementation 
of upgraded inter-agency communications systems in all 
43 MRD's within the State in an orderly fashion, keeping 
within fund~ng limitations. 

Progress of MRD Installations by County 
(as of 2-21-80) 

a) Status of MRD Projects 

Completed "- &,On,,_ Line 

Par~ially completed 

Implementation '(197,9 Funds) 

Implementatio~ (1980 Funds) 

Advanced Design (1981 Funds) 

No. of Counties 

25 

7 

4 

5 

7 

Design Complete (1982 Funds - Awaiting Funding)S 

Preliminary Design Entire 6 

Preliminary Design - Partial,. 3 

Not In Plan (Green, Columbia, Warren) 3 
::::::;, 

Total 65 

----~----;:: - --,::-

() 
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'i 

Note: There are 57 counties in the state exclusive of 
New York ci tJ,;f:::;~ Because of the partiaP nature ofo the work 
in several Q'~,uri.ties, the tot?1-l categories above equal 65. 
Nassau, Orange, We::3tchester i-Erie, Broome & Suffolk are 
represented more than once. 

b) Workload -'No. of Activities performed in one year. 

Activi\:)y Number 

Initial. contacts with local communities 2 

Compliance checks 2 

Cnecks for equipment restructions 4 

Meetings with local communities 10 

Site visitations 45 

Frequency search 25 

Baseline docum.ents written 5 
f..:.. 

Bid request documentation prepared 4 

Pre-bidders conferences assisted ,4 

Bid selection assistance 6 

Development of Grant Application 5 

Project Summary written and presented 
to CCPB 5 

Contract Award Agreements written 5 

Sub-contracts issued 20 

Monthly fiscal repo:t::;t:s reviewed 250 

Problems addressed during implementation 14 

Budget Amendment requests evaluated 30 

Grants closed out. Fi~al tests made 40 

Note: The aCtivities shown above vary greatly'in terms 
of time required for completion depenaing upon such factors 
as complexity of system, problems encountered, etc. 
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7. Sources of Work 

Technical assistance is pf6vided in respons~ to 
direct requests from the individual communities. 
Grant administration and follow-up wor~ i~ provided 
to the MRD commun\l.. ties either on demand or as 
part of an overall procedural package." 

8. Files and Records 

Files and Records are kept foralollactive and inactive 
projects. Engineering aspects of each MRD are 
filed separately. ~ Close-Out file is maintained. 
There is a vendors' equipmen't file for all major 
vendors. 

Bid Request Decuments and Specifications are kept 
on record. Vendors' r~$ponse documents are mainta.ined. 
There is a small technical library. 

9. Major Reports 

10. 

a) Annual Report 

b) Governor1s Monthly Report 

c) Bi-Monthly Report to Administrator of OPPA 

d) Quarterly Project Status Report to Mr. Morris Silver 

e) Monthl~ Fiscal Cost Reports for MRD Grant 
(MRD Technical Staff) 

Space, Facilities and Equipment 

a) Office space is adequate. 

b) Facilities are: 

a) 2 drafting tables 
b) 1 IBM Mag Card machine 
c) Desks and Telephones 

c) Equipment consists of: 

I .. One radio scanner 
II. One microfiche machine 

III. One programable calculator 
IV., One hand-held recorder/transcriber 
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.:' B. Analysis and Recommendations 

1., orga,rd.zation _-The existing organization is wel,r struct.lired 
and productive. It is efficient in that it brings toge~her 
in a single unit the technical expertise which then becomes 
available to units of local givernment throughout the state. 
It would be costly and counter-productive for each locality to 
provide its own group of techni,cal experts. 

·i 

2 .. Procedures In general, the procedures followed by the 
DCJSMRDStaff are sound and efficient in both the technical 
assistance and grants administration areas. However, we noted 
that there was an absence of formal documentation of monitoring 
visi ts to sites. During a typical year f ,about 45 visitations 
are made to sites for various purposes including acceptance 
testing, providing technical aid, and monitoring. We 
recommend that monitoring visits be documented according to 
established procedures using standardized forms. 

3. Impaot of JSIA of 1979 - The major impact of the JSIA of 

4. 

1979 is that the,Local System Support category under which 
the MRD operates will no longer be carried as a. distinct 
category. It was expected, however, that some of the 
$1,740,000 allocated to the Non-Entitlement Jurisdictions 
category would be earmarked for continuation of the MRD project 
in F:F'Y 1981. The present annual budget of the MRD is about 
$2,000,000. 

Effects of the possible Elimination of the DCJS MRD Technical 
Assistance Sta.ff Unit,. The New York State Division . 
of the Budget has indicated that funds for the MRD unit will 
terminate on 7/31/80. Although the need for budgetary slashes 
of this kind can be appreciated, it is important to measure 
the impact of such action on the MRD program and to note the 
penalties which may be incurred by precipitous action. 

The need for the DCJS MRD unit is a reflection of the 
levels "of past, present and future MRD grants. If the 

.:. grants are to be C1,lt back or eliminated, the MRD unit 
should also be cut back or eliminated. However, this should 
be done in an orderly fashion to capitalize on whatever 
has been done, to avoid disruptions and to lay the grQundwork 
for possible future resumptions of funding. 

It is important to take note of the complexity of 
the program.: There are projects throughout the state 
in various stages of completion. Some are in the early 
planning stages while others are nearing completion and 
ready togo on line. A sudden cutoff of DCJS assistance to the 
field might create confusion and chaos. Certainly, where 
eq1,lipment has already been delivered, or contracted for, and 
most of the grant money has already been invested, it would be 
prudent to bring the project to fruition. 
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u 
~ list of active g:l:arts is as follows: 

,.~I Approx. 
Grant # Total 13t0unt Amount Projected 

Name DCJS Grant Expended* Remaining Service Date 

$ $ $ 
Lake Success 2357 303,000 247,000 56,000 7/80 

City of Syracuse ,. 2159 437,800 300,000 137,800 7/80 

Westchester,Yonkers 2584r'~00'000 800,000 200,000 -9/80 
-:=' " c. 

Orange Group 1, 
Newburgh 1978 749,000 196,000 553,000 11/80 

Erie Group 1 2071A 371, 457 -0-** 371,457 12/80 

Suffolk 1485B 1,000,000 615,000 385,000 12/80 

Broome 2851 332,966 -0- 332,966 ·1981 

Chataqua 2076 549,491 4,821 544,670 1981 

Tioga 2850 131,074 -0- 131 "i07 4 1981 

washington 2611A 271,454 205,000 66,454 1981 

* As of March 31, 1980 

** The equipment has been delivered by General Electric, and 
will be paid for shortly. 

The above list shOWS\,six projects., involving almost $4 million, expected to 
go on.st::-eampy the ehd of 1980. An addit:i,.onal four projects, costing about 
$l~ m~117on, are scheduled for completion in 1981. Thus, cutting off 
MRD's ex~stance as of July 31, 1980 as recommended by the state Division 
of the Budget could jeopardize over five million dollars worth of 
already funded projects in various stages of completion. 

In addition to the above, 
gone into service and are 
technical assistance from 
Clinton and Salvay. 

there are a few projects which have recently 
h9w experiencing problems which require 
the DCJS MRD unit. These are Fulton, Olympic 
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There are also 7 projects which ~re in ~pe Advanced Design stage, 
under proposed 1981 fundj,pg. Although ih.'esefunds will ,probably' 
not be appropriated by LEAA it is important that the "design work 
be completed for two reasons: ',7' 

1. The projects should be placed in a conditi,pn so that they 
can be picked up by ,the localities with lobal approprdations, 
should they so desire. 

2. About two years of preliminary work has been done onbhese 
projects. The work done consists of site selectiO,n and 
preparation, obtaining FCC licenses preparing system 
specifications, etc.' This work should not be lost by a 
failure to complete the entire;package. 

Recommendation 

We recommend that the MRD unit grant be continued until Ap'ri1 30, 
1981, but with reduced levels ,of staffing. Based on present 
MRD development and implementation schedules (see attached list), 
a staff of five is recommended through December 31, 1980 and a 
staff of 4 between January 1, 1981 and April 30, 1981. This will 
provide for sUfficient staff to assist in implementation of 
projects scheduled for completion in 1980 and the first part of 
1981 and for preparing ·the localities to take over the projects 
which will go into service at points thereafter. We also recommend 
that a specific implementation schedule be developed for projects 
scheduled'. for implementation in 1981. 

The five people would be the unit Supervisor, Engineering Supervisor, 
Project CiDordinator and 2 Stenos. Their tasks would be providing 
field guidance, doing acceptance testing, providing techn~cal 
assistance, monitoring and writing specifications. On 12/31/80 
one stano \'10u1d be terminated. 

. ~ 

n 
~ 

0 

n (} 
(J 

D 
9 (2,\ 

,~ 

~c 

~ 

n 
u 
~ 

~ 

0 
I f,! 

n ' . i 

U 
G 

u 
D 

; ., 

n 
_OJ 

')" 

"'j ,;:::,=~,--=--==.".-=~~"'=----~-... -: ---~~~= 

I~ 
u 
fJ 

U 
(] 

-:::; < 

- 117· -

'::.:, , APPENDIX l - Procedures 

TECHNICAL ASSISTANCE FUNCTION 
I 

I) 

Letter fre,;ro COt:\nty, Sheriff, etc is received by 
MRD TAS (Unit) indicating interest or need. 

Unit screens 1ett~r for feasibility. 
negativeoreply. If no, sends 

If reasonable, unit checks for compliance with the 
N. Y. State Plan to Improve the Effectiveness of 
Police Communications. 

Unit checks for equipment,restrictions. 
free standing towers) (Won't fund 

Meeting a,mong MRD & County. Ground rules established 

Uni t does ,frequ,ency c'.~~."-'cks. S k f - ee 5 requency from FCC. 

Unit sUbmits baseline doclliIlent. 

Unit prepares Bid~equest Document. Forwards to 
local project director. 

County issues formal reque"st:~t;rc bids. 

Pre-bidders conference is covered. Unit assists. 

Lowest bidde; selected. Unit assists. 

GRANTS ADMINISTRA,TION FUNCTION BEGINS 

Unit as~ists local planners with Project Notification 
and RevJ.ew and development of Grant Application. 

Unit wJ:"tte~ Project Summary for Crime Control Planning 
Board meetJ.ng .-'presents proj ect. 

CCPB approves project. 

Unit writes Grant Award Agreement. (contract between 
" DCJS & County). Signed by County and W. Bonacum. 

Contract sent to Attorney General for approval. 
then to NYS Controller (division of Audit & Co~trol). 
They give it an official NYS Contract number. Sent 
pack to !,lUi t . ani t sends to County. 

\~Jl 

Sub Contracts issued. Must be approved by unit and 
legal. Invoices sent to unit. Grantee must make 
monthly fiscal reports to Unit. Vouchers sent to 
.:A1bany. Checks sent to Grantee, Report. sent to Unit. 

, 
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APPENDIX 1- Procedures (continued) 

Problems during implementation are addressed by unit. 

~udget Amendment Requests are evaluated by unit and 
approved or not. 

After an average of 2 years the grant closes. Unit 
makes final test of system ~nd compares to contract 
Vendor must train police. Final 10% is witheld. . 
Adequate maintenance must be supplied by vendor for 
1 year. 

unit officially closes out grant. Informs grantee 
that records must be kept for 3 years. 
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- 119- Appendi:x 2 

APPENDIX 2 - Job Descriptions {Using in-House. Job Titl~S). 

1. DCJS MRD Unit Supervisor 

a) Staff supervision 

2. 

3. 

4. 

b) Receiving and approving all documentations 

c) Setting~riorities 

d) Allocating project resources 

e) Liaison with State, Federal and Local agencies 

Engineering Supervisor (Items A-H) 
Sr. Electrical Engineer (Items B-H) 

a) Supervision of Technical Staff 
o 

b) Technical assessments of existing communica·tions 
systems 

c) F.C.c.clicensing surveys and preparations of licenses 

d) Performance of Coverage Calculations and/or radio 
coverage tests .~ 

e) Preparations of baseline documents 

f) Preparations of specifications 

g) Preparations of Statements of Work 
:. '-' 

h) Witnessing of System and Component Tests 

i) Creation of criteria for maintenance pools, shops, 
or E\~rvices 

j) Development of Communications training programs 

k) Technical ai~ on system modifications 

1) Analysis of repeated malfunctions" (whl~l~. necessary) . 
\.\ .::: .~ <\': '~7c .~ • 1 

m) Coordirtq.tion of proj ects "and grants administration 
co .,,) \ " 

Temporary Draftsman - perform\;")drafting work as part of 
technical ,specifications packages . 

";~8 

Project Coordinator - (Items A-G) 
Program Analysts (2) - (Items B-G) 

a) Directs and supervises subordinate project 
coordinators 

I 
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Appendix 2 - Job Desoriptions (continued) 

b) Provides technical assistance. to local planners 
and police agencies regarding installation and 
operation of electronic communications sytems. 

c) Investigates need for such facilities. 
C) 

d) Assists in development of grant applications. 

e) Analyzes proposals 

f) Prepares project summaries 

g) Monitors grants 

5. Secretarial Support Staff (2) 

,a) Typing all technical reports and correspondence. 

b) Filing 

. c} Recepti'~?n 

d) Clerical duties 

6. Part Ti~e Typist - Assist regular staff in preparation 
of voluminous system specifications packages. 
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A. 

COUNSEL TECHNICAL: 

June, 1980 (Field work 
in February, 1980) 

F. L. Kirk(tnan 
~. 

ADJUDICATORY UNIT 

condu,cted 

Back~round Information 

1. 

2. 

3. 

4. 

~urpose of the Unit 

The pUrpose of the unit is to administer grant funded 
projects involving prosecution, defense a:nd other court re
lated projects. 

Th1is unit formerly reported to the Tel.::hnical ser(~ices 
Unit Chie~ as the Adj udica toryuni t administering cou:t\'j: re
lated proJects. However, the unit (two lawyers and one.
third of a secretary) now reports to and :is part of the 
staff of the General Counsel! Robert Schlanger. The unit 
continues to perform exactly the same fUIlctions as it did 
under Technical Services. 

Forc~ as of 2/29/80 

{) 

B. Stein, Chief, Adjudicatory unit 
A'~ Xvorgan, Legal Systems Analyst 
One-third I,IM. Dwyer, secretary 

G 28 
G 28 
G 9 

Note: Also receives back-up secretarial help from 
DCjS office bf Special Services. 

Source of Funds 

Adminil?trativ(? ,personnel ~re funded by~ the OPPA grant 
funds for administration. 

Projects administered Glre funded by LEAA action grants 
and Discretionary grants. None of the current or recent 
projects involve JJDP funding • 

Functions oi Unit 

% Time a. major '\ 

55% 

15% 

15% 

/j 

Perfo~n duties of Project Coordinator 
for as~igned projects. 

Program development, primarily for discre
tionaJ;Y grants, including developing pro
j~q;t: Goncept" soliciting or preparing ap
piicati~ns, and preparing Board summaries. 

Provide technical assistance for local 
goveJcnment units and other unbts of 
OPPA and DCJS. 
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Prepare close-out reports for completed 
projects! 

Prepare sections of Annual Plan (D~l, 2, 3 
E-2, and H,-l and 2) and annual reports ' 
dealing with programs and projects involving 
prosection and defense. 

b. other prosection and defense 

Miscellaneous correspondence and staff work 
for OPPA director. 

Special Mandates and Priorities 

None other than specific LEAA requirements for discre
tionary grants; e. g. t may require participation in na'l:ional 
project evaluation. 

6. ~'1ork Load 

unit is presently administering 37 projects. Five projects 
involve state agencies, the balance involve local units (future 
entitlement areas.) All current projects have an expiration 
date prior to October 1980. In 1979 29 closeout reports wer~ 
prepared. Most of them were renewed or extended into the forward 
fiscal year. 

7. Sources of Work 

Local MPA planning unit personnel are acting as local pro
ject coordinators on 32 projects and, therefore, this unit's 
actual workload on these projects is more in the nature of 
occasional progress or monitori:pg checks and closeout projects. 
Primary reliance is placed on the h)cal personnel and their 
progress reports to follow the proj~cts. 

For the nine Discretionary grants, the monitoring is' carried 
out by LEAA monitors, relieving the project coordinator of mos,t -
of these tasks. 

File~~and Records 

Unit maintains working files on each project, essentially 
duplicating material in the Central files. Also maintains own 
files of background or administrative materials of use in day to 
day work. 

~---.---~,...,..,.....---,-----------------"---- ._-

~, 

u, 
n Ii 

;~, 

n 
~ i} 

F' 'H ..~. 

~ 
'0 

[l 

~ 
~' I! 

(:;:::::> 

1ill 
,.~' ,,~. 

~ 

~ 

m 
~I (';.< 

" .ll 

~ d' 
. " 

E 
" 

,-- r, 

\:~i 

p 
(lj 

t . ' . . 
~ 

"; 

'"':., 

fJ -.1 

l'l m 1 j 

11 n 
II n (I 

~ ,; (J .r 

~ 
.~/ j n 

II 
,D' 
"'--' 

n II 
!I n d 
t, n , 

lJ 
,I 

~ .1 

~ 0 
t1 
lj n 
t d n 11 

I 
1~ n 
t· , ! 

j n 1 
! 
1 

!l 
ru ' ] ~ 

~ 
I 

m I ' -:j:: 

J r4! ,; 

1 ./ 

' ~i t, , I 4; j , ! ':~~' 

I,' . ~~ j 
,I f ' 

~4 '1\"'-0,,, " 

~'O!>~'?·1.;~$'."~' 
., "', 

- '1:23 -

9. Major Reports and Distribution 

'r-o 

a. Board SUmriraries of Application CCPB 
Governor 
LEAA 

b. Sections of Annual Report 
c. Sections of Annu~l Performance Report 
'd. sections of Annual Plan (application) LEAA 

Commissioner e. Back-up information on selected projects 
c· 

10. Space, Faciliti~~, Equipment 
... ;", 

Space is more': than adequate -- large, partioned ,room for 
three persons useS about two-thirds of available spa.ce . 
Facilities and 'equipment are adequate. 

B. Analysis and Re~omrnendations 
(,;::'/ 

, .\\ 
1. Organ1zat1~n 

2. 

a. The present organization of two persons reporting to 
the General Counsel is adequate for handling the present 
work load. Though the relationship with the Technical 
Services unit is now on a "dotted line" basis, the actual 
work of the unit has not changed, and the General Counsel 
appears to provide little, if any, regular guidance and 
direction . 

b. All but five or six of the current projects Ii 

being administered in this unit will be handled l?y the 
Entitlement areas, and the project administration 
requirements by the 'state will be minimal. One person 
should easily be able to carry out the remaining 
responsibilities of the unit. The foous of the work 
should be shifted to a monitoring/auditing role. 

Procedures 

The present workflow reflects the past requirement for 
state level project coordination, supplementing the local 
unit project coordination function. 

With the advent of Entitlement Area status for almost 
all the local MPA units, the requirement for project coor
dination by the state within these areas will end. In its 
place will be the req~,irement to assure that tnonitoring and 
auditing are being carried out properly, and, therefore, the 
procedures should change to accomplish that requirement upon 
the state. 

The recommendation is to assign one person in the Tecnni
cal Services unit to carry out both the program coordination 
and monitoring functions. 

. , 
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Appendix 1 
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Appendix 1 - C.T. ullit Workflow 

8001. 

8002. 

8003. 

8004 .. 

8005. 

8006. 

8007. 

8008. 

8009 .. 

8010. 

8011. 

8012.,. 

Proj ect Coordina.tor determines what court 
related Discretionary grants may be available in 
t,he forw'ard period from perusing Federal, Register. 

Project Coordinator solicits state agencies 
and local MPA units for possible project applications 
for such Discretionary grant funds. 

Project coordinator receives and logs grant 
applicat:ions for both Discretionary and Action grant 
funds f:r:Cm state agencies and local Ml;'A units. 

]i> • C. checks applica-tion for proper signature., 
filing c>f PNRS (Proj ect Notification and Review 
System per A-9S) letter of interest. 

P.C. reviews application for compliance with 
state objectives and priorities and local plans, and 
if a refunding, checks prior year accomplishment. 

P.C. checks proposed budget for reasonableness, 
and, where appropri~te, cost per client .. 

il 
P.C. checks with other DCJS staff who might :have 

similar projects or possess substantive knowledge on the 
subject. 

,"\:"\' I ";:; I 

If application incomJ?;J:..rr\'~11'~! ·or ~u~stJ.on~ an.se,. 
P. C. contacts applicant to Ob·I~,~~,li\)I'r.\ ,addl. tl.onal l.nformatl.on. 

P . C. prepare$ me'rno cri ·\~\fcizing application. and 
makes recommendation for its disposition to Technl.cal 
Services chief and OPPA administrator. 

... 
If profit is "goll or tlshape", Project Board 

Summary is prepared for CCPB and reviewed by Chief of 
Technical Services and OPPA administrator and forwarded 
to reproduction unit. 

If application is rejected or to be shaped for 
future Board presenation, P.C. drafts letter to 
applicant for OPPA administrator's signature. 

P. C.attends Board meeting and has" primary 
responsibility for answering questions~ 

P.C.prepares contr..a!:::!t·.andcroutes to Fiscal, 
Legal and unit head for review and compliance with E.E.O. 
and format.' (APB,lication is incorporated by reference c, 

into the contract~) 
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8014 . 

801S. 

8016. 

8017. 

8018. 

8019. 

8020. 

8021. 

8022. 

8023. 

8024. 

802S. 

8026. 

12S-

If budget modification/extension is requested, 
P.C. receives GA-l form after it has been logged in by 
operations and reviewed by Fiscal'.' , 

~ . 

P.C. reviews GA-l request for (a) consistency with 
grant award, (b) proper line item support materials, 
(c) narrative justification. 

If materials are missing, P.C. requests these from 
project director or local MPA staff. 

P.C. indicates recommendation on routing slip and 
returns to operations unit. 

If subcontract and/or Grantee Procur~~ment required, 
P. C. reviews subcontract prepared by '\local ~~PA unit for 
compliance and conformity with grant award cind procure
ment procedures of DCJS and LEAA. P.C. resolves any 
problems and forwards to Counsel's office. If LE~ 
appoval is required (Discr~tionary grants), P.C. Wl.ll 
prepare letter requesting approval. 

P.c. recives copy of contracts .. 

~ P.C. receives copies of fiscal cos~ reports and 
reviews 'I:;hem to check on progress. 

P.C. receives and reviews Progress Reports from 
sub-grantee for conformity with grant agreement ~con~ract.) 
If variances are noted, P.C. may recommend at monl.torl.ng 
or auditing visit. 

P • C. monitors compliance with proj ect: reporting 
schedule and follow-up to obtain reports if late. 

Discretionary grant progress Heports are 
forwarded to LEAA. 

P. C. and/or Staff Monitor schedule monito'ring visit 
to observe project activities, review files, discuss 
progress. 

with 

A monitor~ng visit is required prior to 
application for renewal. 

P.C. conducts phone and in-person consultations 
project coordinators 'as req~ired. . . 

Spends time only wlth proJects needl.ng help. 

Solicit and receive final progress report, equip
ment inventory, and final fiscal report. 

Complete clcse-o~t report forms within 90 day~ . 
of close of project and letter to sub-g~antee ~f.offl.c~al 
closure. Sends forms to Technical SerVlce Adml.nl.stratl.ve 
secretary who sends to Central Filep. 
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May 1980 (Fiel~ work conducted 
in February, 1980) C. R. Vogt 

MONITORING/AUDITING UNIT 

Background 

1. Purpose o£ unit 

To provide the OPPA Administrator and staff with accurate 
and up-to-date information on the activities o£ subgrantees 
throughout New York State in the areas of contract compli
ance and fiscal integrity. Such information is necessary 
to make rational decisions concerning modifications of on
going projects, continued funding, cancellation, and 
planning for future projects. 

2. Force as of 2/4/80 

Wright 29 - Chie£ C.J. Prog. Monitor - Unit Chief 
Procino 27 - Sr. " Monitoring Spec. - Monitor 
Boyce 27 " II " " " 
Dunigan 25 - " " " " II 

Leyden 25 - " " " " " 
Bird 23 - Associate Auditor - Auditor, Upstate 
Berry 23 - Associate Accountant ·11 Dm·mstate , 
Johnson 09 Senior Steno unit Steno 

3. Source of funds 

Fully funded under the planning grant. 

4. Functions of unit 

a. Major functions 

1) To monitor all active grants for substantive 
contract compliance and adherence to appropriate 
fiscal guidelines. 

2) To perform financial audits of sUb-grantees. 

b. Other functions 

. 1) To perform special investigations of grants where 
allegations of impropriety have been made. 

5. Special mandates/priorities 

a. Priority order in which projects ,will be monitored. 

1 ) Projects under consideration for refunding by the 
Board. It is Board polj.cy that all projects up for 
re£unding must be monitcJred before being presented to 
the Board, found to be in compliance'oand acceptable 
for refunding. 

-, ~-'--~--""~'----".-'~-"'-' .. - ~-~~--~.-..,. .. -,-.,.-,~-." ". . . ... ." .... .-
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2. Requests from Project Coordinators or Fiscal via 
memo, that ~project should be monitored due'to 
problems be~ng encountered, e.g., implementation 
problems, late fiscal cost reports, potential fis
cal problems, etc. 

3. Notification from others (local planning office 
LEAA) that they are experiencing problems with ' 
the project. 

b. The frequency of monitoring each project is governed 
by a policy establisYled in 1978. The number of visits 
is based upon the projects funding level. The policy 
requires monitoring visits by both Monitors and 
Project Coordinators. However, the policy is not always 
followed. If a good project (Police Dept., District 
Attorneys, etc.), no problems, and the grant is rather 
straight-forward, £ewer visits will be made. Also, cost 
effectiveness is a consideration (travel costs vs. 
funding level and performance). The policy is as follows: 

1) Each project initially monitored 90 days afterim
plementation of current phase. 

2) Each project monitored 2 months prior to refunding 
submission to the Board. 

3) Minimum visits per year.: 

Funding 

Under $100,000 
$100,000 - $250,000 
Over $250,000 

Visits 

2 
3 
4 

4) Problem projects will be monitored as many times as 
needed. 

c. Priority of auditing projects: 

1) 

3) 

Requests from Project Coordinators or Fiscal, via 
memo, that a project needs to be;,audited. 

Close-outs and conclusion of a fundin9:~period 
(refundings). Priority of these is based upon level Zl 

of funding. U 

Community bas~<d projects receive more a,udit ~ttention 
than local government projects. 
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d. Petential Fraud 

If during the ceurse ef menitering er aUditing a preject 
petential fraud is detected, the DCJS General Ceunsel 
is netified. The General Ceunsel then netifies LEAA whO' 
inferms DCJS to' preceed with the menitering/au~iting . 
and keep them infermed er to' step and LEAA aud~tors w~ll 
take ever. 

Werklead 

a. Menitering 

1) 

2) 

3) 

On the average, the Unit Chief assigns 1 menitering 
visit per week to' each Meniter. 

Velumes pea~ 6 times per year, befere each Beard 
meeting. 

250 menitering visits made bY,yfthe D~JS Mnnitors 
1978 by a ferce ef 6 MenitersF, 185 ~n 1979 by a 
ef 4 Henito1.:S, and 122 in 1979 by the Preject 
Coerdinaters. 

in 
force 

4} Length efa menitering assignment,; 
2 days preparatien 
1 day site vis,it 
2 days repert writing 

'-5-days tetal 

The written repert is due to' the Unit Chief 5 days 
after the site visit. 

b. Auditing t; ,~1 

1) 

2) 

The Unit Chie,f has enly been respen,;:'7ible fer the 
audit function since 1/7/80. HeW§?)ler, the pre
vieus Sectien Head (H. Friedman) te1d us (1?/79), 
that his 4 auditers performed 60 audits<:iur~ng the 
past 2 years (7 to' 8 audits/year/auditer). 

Length ef auditing assignment (estimated by 
, J. Berry I Audi ter, 2/11/80). 

3 weeks preparatien 
2 weeks site visit 
3 weeks analysis and 

:S-weekstetal 
repert writing 
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3) One ef the Auditers lives upstate and perferms 
all audits Nerth and West ef Albany. He meets 
the Unit Chief ence a menth in NYC and receives 
his audit assignments. He calls the Unit Chief 
every Friday and reperts the weeks activity and 
fellews up with a written ene page memO' to' certi
fy his activities. Hand-written audit reperts are 
sent to' NYC ter typing. 

, , 

Seurces ef werk 

The seurce ef the assignments is the Menitoring/Auditing 
Schedule as preduced by applying the rules' eutlined above 
under 5 (Special mandates/prierities). 

Files and recerds 

a. Monitering/Auditing Site Visit file. 

This is a 5 x 7 index card file maintained by the Unit 
Chief. One card per grant shewing the dates ef all 
monitering and aUditing site visits, name ef visiter, 
and date repert submitted. File is in DCJS number erder. 

b. "Green Boek" 

This is a leese-leaf netebeek maintained by the Unit 
Ste,ne. It lists all meni tering reperts (and audit 
repertssi'nce 1/80)by date ef release. It shews the 

'DCJS number:, prejecttitle, Meniter/Auditer initials, 
dabe ef repert; and date mailed. There are separate 
sectiens fer each lecal planning effice. 

c. Audit werkp;apers 

These werkpapers are prepared by the Auditers to' decu~ 
ment their audit ef a preject and to' suppert their 
findings. 

d -Menitering/Auditing Unit file 

This file centains ~ felder fer each grant appreved by 
the Board. Th'e folders contain: 

('I 

- Beard summary 
Grant applicatie97 

- Menitering repbr'Es 
- )~,udi t reperts 

Otr.er cerrespendence 
ermenitering, e.g., 

r\ 
relative te~udii;ing 
alert sheets. ' 
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Major reports and distribution 

Monitoring reports a. 

Monitoring/Auditing Unit file 
Project Coordinator 
Central Files 

- Fiscal Administrator , 
- OPPA Administrator --,If '\. ' 1 d major probl,~m 1nvo ve ' 
- Local planning OffiC} 
- Implementing agency , 
- Evaluation Unit 

OPPA Administrator 

b. Audit r~~orts . 

Monitoring/Auditing Unit file 
Fiscal Administrator 
Project Coordinator 

If project is up 
for refunding. 

Implementing agency ',' 
Local planning office 'accruals or 

- OPPA Administrator i~ extenslve 
major deficiencies are lnvolved 

f 'l't'es and equipm,ent Space, aC1 1 1, _ 

These appear to be adequate. 
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B. Analysis and Recommendations 

1. Organizat.ion 

a. 

b. 

In November 1979, we initially recommended that 
monitoring and auditing be eliminated as separate 
units and the Monitors and Auditors, along 
wi th the responsibility for these blO functions, 
be transferred to the various Technical 
Assistance units. In January 1980, the 
monitoring and auditing units were combined 
into one unit under one Unit Chief. Our 
recommendation for transferring these functions 
into the Technical Assistance units still 
appea,rs viable. 

J 
,;/' 

There are presently 2 salary grade 25 and 2 
salary grade 27 Monitors in the unit. The 
original concept was to have 4 two-member 
teams of 1 salary grade 25 and 1 salary grade 
27. The 27 WOuld be the IIkey" or 'II lead II 
Monitor and WOuld supervise the 25. Also, 
the teams would specialize in a certain area, 
e.g., law enforcement, corrections, juvenile 
justice, etc. The existing 4 Monitors cover 
all areas, the 25s perform the same activities 
as the 27s, and the 278 do not supervise the 
25s. For the most part, the Monitors are 
specialists in a certain area but they are 
also given monitoring assignments in other 
areas. 

The assignment of Monitors to areas outside 
their areas of expertise '10ul.d appe\'F to be 
desirable as it shOUld br1ng fresh xdeas 
and new approaches to bear on a particular 
subject. , .. 1'IIm 

r C. There are presently 2 Auditors in the Unit. 
t' m One Auditor is responsible for performing ',tl ~ audits of sub-grantees North and ~st of · I Albany, the other Auditor conducts audits t, of the remaining subgrantees. Audits are 

.:, "I, ro' presently conducted on a grant-by-grant 
l,',.' 'J lJ basis. Prior to the time that the responsibility 
- for audi~ing was, transferred into this unit 
.f>! I fit.' i~~I ~~~~. the audit work w~s performed hy 4 ,I 
'II !Ii II 
~. 1 II :~J I 
il I 

I 
I 
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In our prior dlscusaion with the previous 
Section Head for aUditing (H. Friedman 
10/2/79) we were told that his 4 Auditors 
performed 60 audits~duri~g the J?ast 2 rears 
and that the average audlt requlred 10(: days 
(1 day preparation, 4 days field work,:: 5 
days report writing). These figures 
do not seem to add-tip. Assuming an a.verage 

>'of 10 days per audit, 200 work days av:ryilable 
per year per Auditor, 4 Auditors Sh01I1d be 
able to perform 80 audits per year as 
opposed to 60 audits during the pa~~ 2 years. 
To further confuse the issue, one of 't.l:!.e 
existing Auditors (J. Berry) info:r,med us tha.t 
the average audit requires approximately 8 
weeks. 

After a review of several recent nunit reports, 
several sets of audit workpapers, and the procedures 
and forms utilized by the aduditors, it appears 
that an average of 10 days per aud~t wou~d be ~o:e 
realistic. Based upon their experlence ln, audltlng 
subgrantees, Peat, Marwick, Mitchell & Co' agree 
that ten days is a re~listic average. 

We recommend that the forms discussed below 
C-c1( under 2, a) be implemented to document the 
~~ime required to perform audits, to help 
establish an objective average days per 
audit, and ~ aid in scheduling the audits. 

In our opinion, if the productivity rate of 
10 days per audit is not achieved, the present 
force of 2 Auditors is not sufficient to 
sati~fy the commitment to t.EAA to audit a 
minimum of 25% of the total number of annual 
awards and 50% of the total dollar value of 
annual awards. This opinion is based upon 
the estimated number of subgrants to be 
made as contained in the 1980 Comprehensive 
Crime Control Plan (126 subgrants). 
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Procedures 

a. During the interview with the Unit Chief, it wa's 
determined that a readily available list of 
audits and monitoring visits completed, the time 
required to perform each audit and visit, and average 
times to perform audits and monitoring visits does not 
exist. 

In order to'provide the data necessary to effectively 
manage and control the auditing and monitoring activities, 
it is recommended that th~,attached forms be utilized 
as described below. Regardless of where the monitoring 
and auditing functions are performed (at DCJS or in the 
local planning offices) it is felt that these forms ,hould 
be used by DCJS and the local .planning offices. ' 

Form 1 .- (See page 143) 

This form should be prepared during the course 9f a 
monitoring/auditing assignment by the Monitor/Project 
Coordinator/Auditor. It serves as documentation of the 
time spent on the assignment, provides data for preparation 
of forms 2 through 5, provides bench mark time requirements 
for the person performing a subsequent monitoring visit 
or audit! and provides the unit Chief a tool to appraise 
and control productivity. 

Form 2 - (See page 144) 

This form should be posted by the unit Chief for each 
Monitor/Auditor. It provides a record of completed 
assignments for each individual and should be used 
to compare productivity among individuals. Average 
work days and average lost time per assignment can be 
calculated. 

Forms 3, 4, and 5 - (See p,ages 145-146)' 

These forms should be posted to provide readily available 
lists of monitoring visits and audits completed during 
the year. Average work days to conduct the visits 
and audits can be calculated. 

"'II b.' Monitqring assignments are made by the unit Chief to the 
Monitors one at a .,ti,.me.. At the completion of -one 

.' I assignment another 'one, i;s given to the Monitor ..In 

I I·" adaitionH Monitors are .,g'iven,5 days to complete, an '. 
assignment (2 days preparation, 1 day site visit, and 

two sit~ visits and observed post-site visit activity 
in the Monitors' offices. Our observations indicated that 

c.r'~·'.: 

"j' I, 2 days report writing). We accompanied Monitors on 

] tnere i.s excessi vewasted time built into the 5 day 
,~ allowance. In our opinion, 2 to 3 days would be a more \ II realistic objective for monitoring assignments. 1\ 

;.~~~~= ___ ~~=;=~==-----------~ _____ C_" __ =~,=~~_~~J' 
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In aaqluorl f assignments should be made so 
that e,adh ~aoni tor" has 'a.3 a,ssignments in various 
stages ,at bne time. P:dr ~.xa.mple,. o.ne in the 
typing-rev±Csien st~ge/cene}i.n t,r,.e sit,e visit 
stage and ene in the preR~),tation stage. ,If 
delays are encountered eh'Yori!~3 ,.the 1l1eniter 
can continue on anetheD with no. wasted er 
lest time. <~"" 

The prieri ty in which grants are selecte'd fer 
menitiering as explarneq by the Unit Chief 
(see A,5,a) is net as specified in·the 
"Field Monitering Sectien-Guidelines and 
Precedures" dated 1976.~ In eur epinien, the 
prierity order established in the guidelines 
(large fund prejects, petential preblem 
prejects, prejects up for refunding, innevative 
projects, and new projects related'to other 
prejects er requests to. determine capability 
to. wan age the preject) is W~ll thought-eut 
ancy sheuld be fellewed. . 

:/ 

d. TlJ.~re is a duplication of menitering effert between 
tXte NYC-CJCC Planners and the DCJS Menitors. In 
9,':dditien, there is a lack of cemmunicatien and sharing 
,'/)f informatien between DCJS and the local planning 

{effices in that DCJS does net send copies of their 
Imonitoring reperts to the local planning effices 
l except when a project is up for refundinq. To cite 

(' one example; the Department ef Correctiens 
// Cemprehensive Educatienal Services project was 

// menitered by DCJS in June 1979 and feund to have 
;/ e~pe+ienced initial cash-flew problems but was 

/I "well en the way toward meeting its obj ecti ves" • 
l The DCJS Meniter recommended additional menitering. 
! 
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DUrin9 Octeber and Nevember, 1979 the CJCC Planner 
mdnitor~dthe preject (visited 4 sites) and issued 
4 moni t6ring reperts. Many ef the questions' were. 
left unanswered, cemplete areas were not addressed, 
and aomeof the conclusions reacl1ed by the Planner 
were not supported. For example, the ~iscal cash 
flow section ot: the questionnaire was not addressed; 
hO\,lever I in the conclusions and reconunendat'icms 
section the Planner identified cash flow as the 
0111y problem requiring action by the CJCC staff. 
On two of the reports the Planner's recommendation 
was to.llkeep up the good work". 
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On January 8, 1980 DCJS again monitored the preject 
and feund the preject "fulfilling its centractual 
ebligatien ~ccerding to. the guideline ef the 
~mntract". Subsequent tq this repert, the DCJS 
staff met ~ith the Prejec't Directer, the Department 
ef ce:~ect~?ns, and CJCC and analyzed various preject 
data ~nclud~ng CJCC's evaluatien repert. Based on 
their r~vie~ ef th~s ~~formatie?, DCJS disapp~oved 
the preJect s appl~catlen fer refunding (to be presented 
to. the February 28/ 1980CCPB meeting) fer the 
fellewing reason~: ~ 

((-~, 

'1 1• '<~a'dtimentation preblems re impact ef ceurse 
il efferings in Basic Educatien. Ir Inadequate data re pre- and post-testing ef 
'\\ enrellees. I. Questions re the educatienal value ef the 
'1\ haspi tal components. 
i\ Non-implementatien of 3 ceurses. 
• Enrellment and ceunselling preblems. 

Nene of these alleged deficiencies were mentiened in 
any monitering repert by D.CJS or CJCC. 

T~e Prej~c~ Director responded to. these deficiencies 
w~th add~t~Qnal infermatien and' assurances, 
and en March 4, 1980 DCJS appreved an extensien through 
July 31, 1980 and a budget increase of $117,783. 

In additien to. being an example of duplicatien ef 
m~nitori~g ~ffort ~nd lack of communications, the 
a,oo~e ra~ses quest~ens c~pcerning the objectivity and 1\ 

"thoreughness of the DCJS ~~~ni ter and the CJCC Planner .;/ 
\ 

We r~ecernrilend that aJ,.l moni/,hering reports be shared 
between DCJS. and the appropriate lecal planning office. 
We furt~er recemmend that the" lecal planning offices 
be requ1red to send a copy of their monitering reports 
to. DC-IS.' ,\ . 

"~\. If'The DCJS~menitering repert isa 21 page questiennaire 
enti tlE.ld l'Project Site !>1enitoring rorm". It centains 
fou:q" parts: backgreund informatien, pregrammatic 
infermfti9n,,~adminrstratienof prc;>j ect- budget 
analys~s, al1d\~ummary-::~eco!?IDUendat1en. Mest ef ~h~ 
questions on the .;ferm are responded to. by check~ng 
"yes" er "no," and providing an explan<:itien.;- where 
required, and by fillin,g-in b:Lank spac::es.with 
infermatienavailable in the DCJS fiJes. The summary
;'-i;),qpm!l}WJ.dation section requires' the. ~'1i ter to. w.ri te 
'ao des~:t"iption, of the projc,gtl s "rrogr;)DS i1'1 r.cl'c!1i"1~ 

',' ""i;) it9 'goals" ,and ebjectives: a descriptien of the majep ';, 
problem a.reas if' any ,and li~cemmendatiens for 
cerrectiveactien to be taken by the preje(i't straff and 
DCJS,. i'£ any. 
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The form is used as a'guide and a documentation, 
vehicle by th~ Monitor 'Ilhile in the field. Upon 
cd!np:J.etion of the site visit, the responses to· the 
questions along,with the Monitor's summary and 
recommendations" are typed on 'a clean set of forms 
and issued as a monitoring report. 

After reading~iTIle reqently issued monitoring reports, we 
concluded that existing monitoring reports appear to . 
be mainly a lengthy list of questions and re~ponses wlth. 
little interpretation or anal~sis ~?)the~on7tor: In thlS 
connection we make the followlng re~smmendatlons. 0 

f) 

.,1) 

2) 

The 21 page form should be used as a guid\~, check
list and documentation vehicle by the Mon~tor 
during the course of the monitoring visit .. 
The forms ,$hould ~not be 'c:yped or issued as' 
a monitoring report. 

The forms should be used by the Monitor as 
notes for preparing a ~ne or two page . 
narrative monitoring report. This narratJ;.~J.~ 
should briefly descr~~ the project's goals, 
objectives, and tasks; progre~s m<;tde to date 
in achiev~.-hg these goals" ob) ectl ves, and 
tasks; and problems identified dur~ng the 
monitoring visit and their resolutlon andl 
or. planned action. 

The typed narrative report and its suPP?rting 
documentation (the forms) shoul?1 be revlewed 
by the Unit Chief to ensure that all areas 
have been covered, nothing has been omitted 
from the narrative report, and that the 
narrative report is supported by the forms. 
The typed narrative monitoring report shOUld 
then be issued. 

report 

A review and analysis of 9 recently issued 
"monitoring reports disclosed the following: 

1) 

2) 

The description conti3.ined in the summary- . 
recommen<;lation section of 4 reports concernlng 
the proje~tsl progress in reach~ng their goals 
and objectives were inadequate ln that they 
listed various accomplishments but did not 
indicate how this compared with the objectives 
a;d goals :of the projec1;s. That is, one cannot 
tell "if they a~e making progress and if 
they are on schedule. 

One item on the questionnaire".:;E,?rm requires 
the Monitor to describe the proJect by 
outlining the project's goals ';lnd objec~ives. 
The next item requires the Monltor to Ilst 
the principal specific project ta.sks~ Sever~,l.' 
pages later the question is cas~ei::l: "A:-e the 
specific objectives of the proJect belng met? 
Yes ,no (list t:h6se ~hat are not) • II 

"Q_-. ' 
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It is recommended that the',,~orm be .:' 
redesigl)ed and require the.:Monitot to list 
thE1 goals and obj ecti ves and, on the samEl" page; 
next to or following each goal am:! objective, 
to d,ocument the project I s, pl:'ogress in meeti,ng 
theEtf goals and objectives. / " 

Simi1~,a:rly, the p~oject I s progress in 
accomplishing eaqhprincipal specific projec.t 
task should be documented next- ,to or fOllowing. 
each task. Such documentation may be a 
completion date, t4e number of clients served, 
etc. 

Another i i;;em on the form asks, nHavl~\ special 
condi tiont' been complied vlith? If not" 

. indicate those not comriilied with al1d reasons." 
In 2 of the reports the Monitor chS:cked the 
uno" box but failed to provide reaslons and 
failed to cite the special conditions not 
complied with. It is recommended that the 
forrn1;:>e redesigned to require the Monitor 
to list each special condition and to provide 
a statement ,for each concerning compliance 
and/or .. non-compliance. " 

In r,esponse to the question, "Has the 
grant~~5ubm~tted required, timely, and 
acc7ptab':,~~ flscal cost repprts?" the 
Monltors cn~cked "yes" in all 9 reports. 
However, in'0one monitoring report the last 
FCR submitted was one mont'h late and in 2 
monitoring r~portsthe last FCRs submitted 
were 2 months late. This indicates inaccurate 
repo~ting and a .rather cursory and inadequate 
review of the fini~~1ed product. 

5) Of the 9 monitoring repoits reviewed ,:In 
"' the surnrnary-recorru,nendation section, overview 

of major problem areas; 2 contained meaningful 
probl'ems, 3tnent;.j.oned"late or inadequate 
progress "reports., p.nd4 contained no major 
problems. We question if these results 
reflect an. in-depth and comprehensive 
monitoring effort or merely a shallow 
sup~rficial review of projects. ' 

I! fo) 

If implemented; these J:1[ecommendations should force 
the" Mon~ tor into doing-:~ more tho'r'ough j obef reviewing 
theeJ proJects I progress :pmd ~ermit a more objective and 
meanJ.ngfuJ,., analysis and!! recd~endation. 

: ,~ • I' tr' 

We ,recomrnen4 that a qU~rt~F~~ report of significant 
monitoring and auditing findiCings be produced and 
issued within DCJS an!d sent ,~to all. local planning 
offipes. SUQh a repd'rt shou'/ld be helpful to the 
~ogyl ,?ffices to ide:l1ti:ify p~foblem a,reas encountered 
ln proJec~s that may warran1F. thei:- ~taf~o chec~ing 
~o det7rmlne. whether the. sall~e . def~clen<;:J.es . eXlst 
:m thelr prOJ ects. If slgniiLf.lcant mon,1. torlng and 
auditing findings from the ~ocal planning offices 
t'lere' also included such a llieport would be even 
more, valuable. II 
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'We MJere' "rnformed bv an Auditor (J. Berry) 
'that he never seeY the responses to his audits 
from the implemel'}ting' agencies or the local 
planning offices. Since the Auditor who 
performed the audit is the person who is 
the most familiar with the audit and"who shquld 
be in the best position to appraise the adequacy~' 
of the responses, 'we recommend that the Auditors' 
review the responses to. their audits and comment 
as to their adequacy. 

i. A review of several recent audit reports, 
audit workpapers, and the "Audit Guide" issued 
by DCJS6n August 24, 1977 disclosed the following: 

1) 

2) 

3) 

Audit reports were not in the format 
required ijy the guide. 

Workpapers were not up to the standards 
as required by the guide (lack of an 
audit plan, lack of cross-referencing, etc.). 

The Audit Guide is out-of-dai;e since. 
various changes have been made Sl..nce it .wa5c 

issued. For example, an "Internal Control 
Review Questionnaire and Documentation Guide" 
issued by the US-GAO is being used in plage 
of the guideline in the DCJS Audit Guide. 

We recommend 'that the Audit Guide be 
updated and reissued and the Auditors required. 
to follow the Guide. 

Impact of JSIA of 1979 

a. Monitoring 

The LEA A proposed rules iSl.'Hled pursuant to the new 
Act contain the following language relative to 

"monitoring (emphasis added)'! "State Councils and 
'entitlement areas shall esj:ablish policies. and c' 

procedures for monitoring. formula grant-funded pro,grams 
and projects under their' .jurisdiction in order to ' 
ensure proper management/and compliance with Fed~ral 
law and regulations, andi ! to identify problems 'Ylhl.ch 
may require correc~ive action." (31. 61la) 

This would seeme
, to i~p:1.y that th~ State Council 

would monitor grants to state agencies and~balance
of-state areas and eaCh entititlement area"" would 
mon;i.tor their own subgrantees. This interpretation 
seems; to be supported by paragraph 31.102,b,l,IV 
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(responsibilities of entitlement areas) which states 
"prov,iitding for accounting, auditing, monitoring, and 
evaluation of programs and projects." 

. 

If the a~ove inte~1?retati6ii. ~s correot and "With the 
anticipated ~ormatl.on of ent~tlement area~ bY,the 
larger units of local govern\'1ent, the mon~ torl.ng 
workload should be significantly reduced. It is 
estimated that this reduced level of monitoring 
will require two Monitors. It is therefore , 
recommended that the monitoring and program coordl.n
ation functions be consolidated into a single 
Technical Services Unit. The program coordination 
and monitoring functions would be carried out by 
the same sta:ff as opposed to separate staffs. 

\) , 
The proposed rules permit the State torequl.re 
entitlement i.'j.reas to forward copies of their moni tori"ng 
reports to tHe State Council. In order to ensure·' 
that entitlement areas are in fact monitoring programs 
and projects under their jurisdiction, it would 
seem desirable that the State 'implement this option. 

u 

It would also seem desirable that the monitoring 
policies and procedures required to be developed by 
the State COUncil and the entitlement areas be 
developed jointly~",so that one policy and procedure 
be applicable state-wide. Such a singular policy and 
procedure would more readily permit the State 
Council to determine entitlement area compliance. 

Auditing 

The LEAA proposed rules contain the following langtrage 
relative to aUditing (emphasis added): 

• Paragrqph 31.l0l,a,IX (State Council functions)
"Assuring fund accounting, auditing and evaluation 
of programs and projects funded with formula grant 
monies to assure compliance with Federal require
ments and State law." 

a P~ragr~ph 31.l02,b,1,IV (responsibilities of 
entitl~ment areas) -'~Providing for ac~ounting, 
auditing, monitoring, and evaluation of programs 
arid projects." ''';c 
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S~bsection 31.505 (Audit) of the rules contains. the following: 

• LEAA Policy 

'7 I 

"The Stat,e Council and each of its 5ubgra:ntees 
must arra,nge for and have a financial and 
compliance audit of its activities." 

,"Audits 6f the state Council and each of its 
subgr~ntees will be made on an organization
wide basis (entity audits) and not on a grant-
by-grant basis~" I . 

- "Audits of the State Council and each of its sub
grantees will usually be made a,nnually, but .not less 
f.'):equently than every two years~ When audits are 
pe~formed less frequently than annually, they will 
cover the period sin.ce the previous audit." 

"Audi t reports, in accordance \,li th GAO reporting 
standards and applicable requirements in OMB 
Circulars A-102 and A-llO, will be prepared and 
issued in connection with all audit work. Procedures 
will be established to ensure the timely and appro
priate resolution of the audit findings and recommend
ations conta.ined in those reports." 

Background 

"Accordingly, the audit responsibilities of all 
recipients of LEAA funds are those specifically 
established in the JSIA and the referenced 
Attachmen:ts to OMB Circulars A-l02 and A-llO." 

"OMB Circulars A-102 and A-110 mandate that all 
grantees, s~bgrantees and subrecipients must have at 
least a financial and compliance audit, usually 
annually but not less frequently than every two 
years. These audits are to be made on an organization
wide basis rather than on a grant-by-grant basis. 
Arrangements for the conduct of the audits are the 
responsibili ty of the grantees, subgrantees a.nd 
subrecipients. . 
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• Application requirement 

State Council - "The application must describe 
the procedures and controls to/ensure that 
an audit is performed of the State Council ••• 
an audit repo.~t is issued in connection with 
the State couh6il audit ••. there is a timely and 
appropriate resolution of all audit findings 
and recommendations cont~ined in the audit 
report of the State Council." 

State Council subgrantee audits 

"The comprehensive State application must 
describe the policy, procedures and controls 
established by the State Council to ensure 
each of its subgrantees satisfies the audit 
requirements. These procedures and controls 
must include: 

Clear notification to all applicants of 
the audit requirements. 

A mechanism for ensuring that subgrantees 
explicitly agree to comply with the audit 
requirements (special or general conditions, 
specific commitment in the application, etc.). 

A mechanism for determining that subgrantee 
audits are due or coming due, that necessary 
audits have been done and that corrective 
action is appropriately initiated for 
instances of subgrantee non-compliance with 
audit responsibilities. 

A control for ensuring that audit reports 
are prepared upon completion of each 
subgrantee audit, obtained by the State 
Council and forwarded to the Office of 
Audit and Investigation. 

A control for ensuring the time.ly an;a 
satisfactory resolution of audit reports 
by the subgrantee." 

In light of the above and conversations with a DCJS 
staff member who attended a LEAA meeting to explain the 
proposed rules, it WOJJld appear that the State Council 
would engage an outside auditing firm to perform the 
audit of itself. It would further appear that the 
subgrantees (entitlement areas and State Council subgrantees) 
could also arrange for an audit by an outside auditing 
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firm, the State Council auditors, entitlement area 
auditors, New York State auditors, or local government 
auditors. 

In light of the anticipated formation of entitleI?e:r:t areas 
by the larger units of local government, the aud~t~ng 
workload should be significantly reduced. To meet the 
requirement of the Act to ensure that subgrantees 
satisfy the audit requireIll,ents, to perform whatever . 
subgrantee audits are required, and to perform operat~onal 
or management audits of entitlement area office operations; 
we recommend that the State Council staff include two 
auditors. It is recommended that the auditing and 
program coordination function~ (alon~ with m~nitoring 
as discussed above) be consol~dated ~nto a s~ngle 
Technical Services unit. The auditor's sole responsibility 
WOQld be auditing under this proposed organization. 
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Monitoring By Monitor 

Monitoring By P.C. 

Audit 

o 

Moni t':5r /P. C. /Audi tor: (,.;' _________ --'-__ -2.. ___________ _ 

',; 

Project Title: ---------------------------------------------------
DCJS#: __________ _ 
Dates 

Period Covered By Audit: --------------
Started: _____ _ Completed: _______ ~Report Issued: _______ _ 

Activity: 

Preparation - DCJS 

Preparation - Local 
Planning 
Office 

Field Work At Site 

Report Preparation 

Lost Time (1) 

Total Days 

(; 

~otes: 

Date 
Started 

Date 
Completed 

(1) ~ote dates and reasons on reverse. 

Number of 
Work Days. 

(2) Report number of work days in days and half days • 

\\ 

~ -. 

t 

This report is to be prepared by the Monitor/DC/Auditor, 
reviewed by the unit chief, and filed in the Monitoring/ -
Auditing unit file folder. 
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DATE 
OREl?ORT 

J:SSUED 

TOTAL 
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DAYS, , 

LqST 
TU1E 
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MONITORING VISITS COMPLETED BY MONITORS:? 
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AUDITS COMPLETED 
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UPDATE MONITORING /AUDITING SCHEDULES 

unit Chief 
5000. Receive gxant: -applj.catrons from legal and give to 

Steno to hold pending approval of projects. 

5001. Receive BQard summary package anq. not~ approved pro
jects a1;t$r Board meeting.' 

5002.' 

5003. 

5004. 

5005. 

5006. 

5007. 

5008. 

5009. 

5010. 

5011. 

,Post to Moni toring/Audi ting Schedule - DCJS number, 
tit;i.e,amount and current end date of .all projects 
a:pproved by the Board. ' 

Determine the appropriate months the projects are to 
be monitored and audited and post to schedule "Mil 
(planned monitoring visit by HonitorL~ "TS" (planned 
monitoring visit by Project ,coordinator), and nAil 
(planned audit). One schedule is prepared and updated 
for each Project Coordinator. ' 

/'. ._' 
Send Board s~ary package to steno for filing. 

Send schedules to Steno for typing. 

Steno 

Receive Board summaries and schedules. 

For'" approved projects, typ~ f~~e folder :l.F.tbel with DCJS 
number and title. "_I 

,;~ 
,:j 

Attach label ;:to file folder I insert grant ?lPplication 
and Board sunUnary, and file in file cabinet in numerical 

order. 
File in file ~olqer any correspondence ~elative to moni
toring or auditing, e.9. , alert sheets., 

Type Monitoring/Auditing Sqhedule, make copies, and dis
tribute to unit Chief and Technical Services Unit Chiefs. 

unit Chief 
Inform Steno to prepare and send form "J"etters'~\to local 
planning offices requesting list 'of proj ected refundings 
for next ~!Qard meeting' (6 times per year) • ' ' 

//', ' " 
~,' , 

Steno ---
,,5013. Receive list of projected re:t;undingS from local planning 

"offices and send to "Unit Chief\. 

,5012. 
Prepq.re and send form letters to local planning offices 

\) 

", 
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5014. 

5015.
J 

5016. 

5017. 

5018. 

5019. 

,5020. 

5021. 

5022. 

5023~ 

,5024. 
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Unit Chief 

~pda~e 'schedule before each Board . Pr~Ject Refundings For~"'received meet~ng based upon off~ces. From local planning 

MONITORING 

. Uftit Chief 

Receive priority requests for m . t .' ".."; units and OPPA A~~' . t' on~ or~ng v~s~ts from other 
o ~"~n~s rator. 

~:~;~~i~~i~~i~~ ~~6j:~~: and Monitoring/Auditing Schedule, 
and select appropriate pr~j:c~~~ for a monitoring visit, 

po~t assig~ent to control schedule on pr~ate mon~tor's name (DCJS number and wall under appro'" project title). 

com1?lete "Monitoring Visit Assignment" form 
Mon1tor (Monitor's name, date, DCJS number and send to 
award amount, and PC's name) . ' proj ect title, 

Monitor 

Rec::eive "Monitoring Visit Assignment" form from Unit 
Ch1ef (approximately 1 per,weekh . . 

Obta~n. fiscal fil~ and revi~w for fiscal p.r:oplems in
clud1ng late receipt of. fiscal cost rep0rts and amount of 
fU~:;,ds expended to date., 

Obtain central file alnd rev:t'ew award $ progr~ss reports and grant 

Ex~ract the followintj information from" the central file 
,an ~ran~ award for u~e during the site visit and for in
clus~on, 1n the monitoring repo:ct~ 

. a ~~ 

Project identification information (names titles, etc.) 
Award dates ' 1;-1 

~ Funds awarded ' 
- pr~ject goals, objectives, and tasks 
Pr~or unresolved issues from previous monitoring 
reports or correspondence. 

Check with PC and determine if PC knows of h ld b . any areas that 
S ou e ~ev~ewed during the'\ site visit. Invite the PC 
to att~nd l.f~ppropriate. 

Call local planner and arrange for site visit. 
(~~ 
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5025. COrhplete bottom section of "Monitoring Visit Assignment" 
form (date visit scheduled, person notified, date local 
planner notified) and return to Unit Chief. 

5026. 
" 

5027. 

unit Chief 

Receive "Monitoring Visit Assignment" form from Monitor 
and use to follow-up for receipt of monitoring report 
(goal is 5 days after site visit) • 

Meet with Monitor as appropriate, prior to site visit, to 
review planned site visit. 

Monitor 

5028. Make site visit (this requires 1 day or less). During 
the site visit interview all appropriate project personnel, 
sample project files and records, speak with recipients 
of project's services if any, contact referral sources and/ 
or those parts of the criminc":! justice system working with 
the project, and generally gather information and data 
pertinent to determining overall project perfo~anceo 

5029. Analyze the information gathered and complete the 21 page 
"Project Site Monitoring Form" (this is the monitoring 
report) and send to Steno for typing. 

5030. 

5031. 

5032. 

5033. 

5034. 

Steno 

Type monitoring report and submit to Unit, Chief.' 

unit Chief 

Review monitoring report and make suggestions to moni trDr 
for revision 0" '')) 

Assign another project to the Monitor (MA 5017) • 

Monitor and Unit Chief sign monitoring report and send to 
Steno fo,r copying and distJ;'ibution. 

Post to Monitoring/Auditing' Site ViE:it file (date of visit, 
name of visitor, and date report submitted). 

Steno 

5035. Send monitoring report to Reproduction for copying~· If a 
rush job, make the copies. 

'\" 
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~, 
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" 
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~ 

5036. 

5037. 

D 

5038. 

5039. 

5040. 

5041. 

5042. 

5043. 

5044. 

5045. 
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Prepare a cover transmittal letter to the local planning 
office if the monitoring report is for a project up for 
r~funding. 

Distribute monitoring reports, one copy to: 

Project Coordinator 
Mon~toring/Auditing Unit file 
Central files 

- Fiscal Administrator 
OPPA Administrator -- if major 

- Local planning office ~ 
- Implementing agency 
- performa,nc,e E,valuation Unit 
- OPPA Administrator ~ 

problem is involved 

Only if a 
refunding 
monitoring visit 

Post "Green Book" with DCJS number, project name, Monitor's 
initials, date of report,and date released. 

Unit Chief 

Receive monitoring reports on monitoring visits made by 
Project Coordinators. Review, post to Monitoring/ 
Auditing Site Visit file, and send to Steno. 

Steno 

Receive monitoring report and file in Monitoring/Auditing 
Unit file. 

AUDITING 

unit Chief 
("I 

Receive priority .. requests for audits from other units and 
OPPA Administrator. 

Review priority requests and Monitoring/Auditing Schedule 
and gelect project to) be audited. 

Post assignment to control schedule on wall under appro
priate auditor's name (DCJS number and project title) 0 

0, 

Complete "Auditing "visit Assignment" form and send to 
Auditor (Auditor's name, date, DCJS number, project title, 
award amount, and PC's name). 

AUQ.~tor 

Receive "Auditing Visit Assignment" form from Unit Chief. 
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5046. Obtain Fiscal File and review entire file. Make 
copies of: 

5047. 

5048. 

~,049 • 

5050. 

5051. 

5052. 

5053. 

Personnel Cost Schedule 
Other Than Personnel Costs Schedule (note: 
these 2 schedules are submitted semiannually 
by January 15 and July 15 and at the end of 
the grant period) • 

Prepare schedules of the budget and any amendments and 
the fiscal cost reports by month, by line. 

Obtain the Central File and review. 

Call the Local Planning Office,(jProject Director, and 
Project Fiscal Officer and make arrangements for visits. 

Complete bottom section of "Auditing Visit Assignment" 
form (date visit scheduled, person notified, date local 
planner notified) and return to Unit Chief. 

Visit the local Planning office, reyiew the fiscal re-
cords and the monthly personnel schedules. ' ; 

Make site visit. During the site visit interview the 
Fiscal Officer and complete the "Internal Control Revievl 
Questionnaire." Make the tests outlined in MA 5053 
through MA 5062 on a judgment sample basis. Tie in all 
of the costs with grantees general ledger. Check can
celled checks for all items. 

Personnel Costs 

Tie in with books 
Tie in with budget figures 

- Check annual salaries vs. personnel records 0 
Check biweekly rates il 
Check employment dates vs. employee records 

..., Check payroll extensioI1;,s 
- Check endorsement signatures on cancelled paychecks 

with signatures on W-4 forms 
Check year-to-date earnings with cost reports 
Check employee files for qualifications vs. work 
they are doing 
Check time-keeping methods and verify personnel 

5054. Fringe dbsts 

- Gheck validity of frin.ge rate bl~ing used. 

5055. Consultan~s II 
, •. Cjleck for app~oval by DCJS " 

Check documentation of vouchers' 
.~) 
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5056. 

5057. 

5058. 

5059. 

5060. 

5061. 

5062. 

Equipment 

Perform a physical inventory 
- Check inventoryrecordkeeping system and controls 

Tie in with cost report 

Supplies 

- Review grantees account for supplies. 
- Review large items and vouch. 

Travel 

- Check documentation for travel allowarrces paid. 

Rent 

., - Check original lease. 
- Check size 6f space. 
- Check rent ,cost per square foot. Should not 

exceed that specified. 
- Determine who is the landload and check relation

ship with grantee. 
-. v:'0uch rent payments -- cancelled checks. 

Alterations 

- Check for DCJSoand~LEAA approvals as appropriate. 

All Other 

Telephone is usually a big item checked. 
- Reviet'l toll statemerit and question rea,90ns for 

long distance calls. 

Cash Match 

Check details of cash match. 

, \ 
, , 

5063. ,Conduct an exit conference with grantee P~ject Director 
and'FiscalOfficer. Inform them of the d~sallowances, if 
any. ,>, 

5064. 

5065. 

Assemble all docurnen:!tation, sd1,edules, questionnaires, 
etf(. and file in wo~kpapers. ,;l,illalYze information 
gathered, write the audit repd~t, and send to Steno. 

Steno 

Type the audit report and return to the Auditor. 
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Auditor 

5066. Proofread the typed audit report and submit to Unit Chief 
after any corrections are made. 

Unit Chief 

5067. Send copies of draft audit report to Fiscal Administrator 
and PC for their comments which are due back within 2 
weeks. 

5068. Upon receipt of comments from Fiscal and the'pC, discuss 
the co~n~nts with the Auditor and revise the audit report 
if appro~riate. Send to Steno. 

5069. Post to Monitoring/Auditing site Visit file (date of 
visit, name of visitor, and date report submitted). 

5070. 

5071. 

5072. 

5073. 

co 5074. 

5075. 

(/ . 

Steno 

Retype if required, preparQ cover transmittal letters, 
arrange for copies, and mail a cover letter and an audit 
report to the implementing agency and the local planning 
office. The implementing agency and the local planning 
office have 30 days to respond to the audit. 

Send copy of audit report to the fiscal Administrator, the 
PC, and, if extensive accruals or major deficiencies are 
involved,to the QPPA Administrator. 

File a copy of the audit report, in the Monitoring/Auditing 
unit file. 

Post "Green Book II with DCJS nUI11ber, proj ect name, Auditor's' 
initials, date o,f :r::eport, and date released. 

Unit Chief 

Upon receipt of responses from the implementing agency 
and the local plannjing office, review the responses and 
send to Steno. \"'f 
Steno 
~r d' Tpe responses a,re made adden urns to the aud~t report, 
copies are arrangeq, for, and sent to Fiscal, the PC and 
a copy is filed in th<9 Monitoring/Auditing unit file. 
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June 1980 (Field work conducted 
in,)February, 1980) C. R. Vogt 

CENTRAL SERVICES UNIT 

Background 

1. 

2. 

3. 

4. 

Purpose of unit 

This unit provides aq~in~fltrative support and service 
to the entire DCJS ope:r:ation in New York City. In ad
dition, it serves as the liaison for DCJS on all Der
sonnel, payroll,,,and Plfrchasing matters with Albany. 

~~'--

~-''::..:.'' 
Force as of 2/6/80 

White 
Gerber 
Gatto 
Mikell 
De1moral 
Armstrong 

*Ford 
*Collins 

23 
11 
03 
07 
03 
01 
09 
07 

Assoc. Training Tech~ 
Prine Clerk 
Typist (t= 

Sr. File Clerk 
Mail Clerk 
Mail & Supply Helper 
Sr. Steno 
Sr. Clerk 

*Paid via state funds. 

SQurce of funds 

Unit Chief 
Library 
Mail room 
Central files 
~evroduction 
Receptionist 
Assists Unit Chief 
Purchasing, sup-
plies, furni
ture, typing, 
back-up 
secretary. 

Funded under the planning grant except "for 2 positions as 
noted a,bove which'are paid via, state funds. 

Functions of unit 

a. Major functions 

1) Library oper,ations 
2) Mail/supply operations 
3) Reception 
4) Reproduction 
5) Central file operations 
6) Centralized personnel and support 

b. Other functions 

f 
! 
I 

r 

I 
! 
I 



,} 

; 1 
i 

~ 

I 
·1 
I 
i 

5. 

6. 

7. 

8. 

- "l6~-

" 
Special manda t,es/pr ior i ties 

Provide administrative support and service to the NYC 
DCJS office. ' 

Cost of Xerox and supplies are billed' to each section 
(OPPA , Evaluation, MRD, etc.) based on usage. 

Workload 

Based upon a number of personal observations arid diec:ussionR 
uith the staff, the ~'OrJ~lOi~(":::r ~p(->.~r to r("J1tlir.~ t~1! follol'i::('; 

- C~ntral files 2 hours per day 
- Mail room - 3 hours per day 

Reproduction 5 hours per day 

Sources of work 

Sources of work is internal (all units) ,\ and external to DCJS: 

- Mail - internal and external 
- Reproducation - internal 
- Central file - internal 
- Centralized personnel and support - internal and 

external 

Files and records 

The major files and records and the units where they are 
located are as follows: 

a. Central Files -Tkis u~it consi~ts of 44 file cabinets 
which coni;-ain a fi17 'folder for every grant awarded by 
DCJS. Thls grant £lle folQer is referred to by OPPA 
personnel as the "central file". The file folder is 
organized into "pages" which contain the 
following: 

G Page' 1 
Page 2 
Page 3 
Page 4 
Page 5 
Page 6 

grant application and related documents 
- grant award and related documents 
- budget ~mendments and related documents 
- fiscal cost rePorts and related documents 

g€~eral correspondence 
- progress reports 

A "red dci;t" ~on the<,,~:if~, folder indicates that the grant has 
been closed,::'out. ''::-''(j' 

In addition, there are 9 file cabinets which contain "over-
size documents" which are too large to file in the regular grant 
file. 

Both sets of files are arranged in DCJS# order. " 
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b. 

c. 

Reproduction The only record 
"Reproduction Log Sheet" on the 
It contains the date, person or 
copies, number of pages, number 
meter readings. 

maintained is a daily 
Xerox 9200 machine. 
unit requesting the 
of copies, start and end 

Library- In addition to records maintained for the 
operation of a library, this unit maintaine.d .a "Grant 
sub~ect I~dex".~ This index conta~ned all cePB approved 
proJects In subJect .order. By uSlng this index and th~ 
associated card file one could cidentify the DeN'S numbers 
for all CCPB ~pproved projects on a particular subject, 
e.g., "work release". In 1976 the librarian was told to 
stop updating this index since the in··house p.li:l.nageme:mt 
information syctern would provide this infor~~tion. ~incc 
this sY:i!i'tem was never operational and has been 
abandoned, the index is now four years outof'date. 

Books ~ Books are filed on open shelves in index number order. 

Non-Books - Periodicals, reports, etc., are filed in 
dabinets, in file folders, in index number order. 

d.Main Office G - This unit maintains a personnel file 
on all active and inactive employees. It is a normal 
personnel file containing performance evaluations, pay
roll changes, correspondence, etc. This is a duplicate 
of the official personnel £ile maintained in Albany. 

9. Major reports and distribution 
rc, 

Pcfyroll changes to Albany )\ 
- Yearly inventory of furniturc:(and equipment to Albany 

10. Space, facilities/and equipment 
',/ 

,7 
;' 

Two DCJS units, Prosecution and Defense and tg,8 CCHDB 
pro~ect (computerize~ Crimina~ History Dato/Base) ~ rent 
thelr m .. n Xerox machlnes. Thls defeats the! econorn~c 
advantage of having a centJ,:'alized reprodu9fion facility. 
Consideration should be given to r,!=leas:i,ng these machines 
and utilizing the services of the Reprqduction unit. 

_ It would app~,ar that more space and ",file cabinets are 
needed in the Central Files ( some /,of the uoversize 
documents'" are piled on top of thp? file cabinets). However, 
the real problem is nota lack Of space or file cabinets, 
but a lack of file management./'The files should be 
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eriodically reviewed and old, inactiv~, clcse~-cut, 
Pgrantfile fclders should be remcved, ~nventor~edt! ,'c. '." 

d ·a sent tc "dead stcrage". A destruc ~on 
boxe up, an f th dead storage 
date should be assigned tc filach 0_ e~~ t date .Such 
cartons and the contents destrcyed .on a .~ the 
a file management, system would" -.undcubtedly sclv 
spac~ and file cabinet prcblems .. 

.-

D 

""'---1 m 2' 

~ .~ ! 

~ 

~ 

~ 
;?" 

@ h >,' 
<, 

~. 

~ 11 

~ {I 

~ 
0 

~ 

E 
@ , 

I 

~ I 
I 

~ 
.,£J 

;., ~ 
C) 

~ 
0 

D 
'; .. ' ~ t 

;:::~d::c::::4 ... ~~~",' 

. 

B. 

c:. 

:v 

--=~====~;;~r 

- 165 -

Analysis and reccmmendations ,;--

1. Organizaticn 

The existing crganizaticn is mere than adequate to handle the 
wcrklcad and cculd easily be reduced by five pcsitiens in 
'the feJ,.lewing manner: 

Transfer the P:r::incipal Clerk (ll~) pesitien perferming 
the library functi9n te a state-funded pesitien .or, 
alternatively, have the Technical Services Sectien 
assume the functien. 

Transfer the Typist (03) position perferming the 
mailxecm functien tc a state-funded positien since 
seventy-five percent .of the mailreem activity is ncw 
related te nen-OPPA werk. 

Eliminate the Senier File ~lerk (07) pesiticn perferming 
the filing functicn, the M:ail Clerk (03) posi.tien 
perferming the repreductj,oh functien, and the Mail 
and Supply Helper (01) positicn perferming the . 
receptienist functicn. 

/1 

F 

Since central filing duties require .only abeut twc he'urs 
per day and with the expected reductien in the velume .of 
repreducticn wcr~, these twc-functioDs (filing and repreducticn) 
cQuld be perferl'hed by the Senier Clerk (07) and the Senior 
Ste,b,.o( 09) since their ether respensibilities are alse 
expected te reduce in velmne. 

The pesi tien perform.:i"ng the receptionist functicn ceuld",be 
eliminated by: (1) meving the telecopier equipment and the 
telephene pick-ups frem the receptien area inte Central 
Services , ... and (2) previding fleer access centrel by issuing 
dOor keys(te all staff members and installing a dcer bell 
(responded te"by Central Services staff members, .only a 
shcrt distance dewn the hall) fer visiters. 

Th~lprcpesed October 1,1980 erganizaticn and staffing fer 
OPPA weuld create a "stene peell! (additien .of a Senier Stene 
anlii:a Stene) in Central Services which cculd alse help pick 
up additienal ,typing and help cover the filing, repreduction, 
and receptienist functiens. 

,,,~J~ Achieving the staff reductiens in the manner .outlined abeve 
has the added advantage .of preserving the twe Central Services 
state-funded pesitiens. 
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Procedures 

The proced~res followed by the Central Services staff, with 
the ex?ept~on of the need for file management and the need to 
consol~dat~ :e~roduction services, (mentioned above under 
space, fac~l~t~es,and equipment) appear sound. 

Impact of JSIA of 1979 

With the a~ficipated formation of entitlement areas the 
correspond~ng reduction in the number of documents t.o be 
reproduced, routed and filed; it is exoected that the Central 
Services Unit wil~ be,overstaffed. Th~ recommendations made
above under Organ~zat:Lon addr~ss this problem. 
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APPENDIX 1 

LIBRARY 

Criminal Justice Section 

Order books, periodicals, etc. as requested bv staff._ Pr.ppare 
purchase requisition, if required, and send to Albany 
for processing. 

Receive books, periodicals, etc. 

Assign next index nlmber to each item. 

Catalogue each item. Prepare subject and title cards 
and file in subject file and title file. 

File item on shelf (book) or in file cabinet (reports, etc., 
prepare 'file folder) or circulate to person who requested 
the item. 

Law Section Same as 7000 through 7004 plus 

Receive Law Journal daily and file. 

Update law services. For example the "NY State Rules 
and Regulations" service is 35 volumes and requires 
monthly updating. 

Other 

Receive 2 copies of the CCPB project summary package. 
File one copy in file cabinet in DCJS number order. 
File the' other copy in a loose-leaf binder and file on 

table. 

Receive and review the Federal Registar, daily. Route 
to OPPA Administrator and Planning section head if it 
contains anything dealing with Criminal Justice, LEAA, 

etc. 

Upon reques,t from staff members, perfort;' resea~,?h. This 
involves gathering all of the relevant ~nformat~on 
available on a given subject, including making arrange
ments to borrow material from other state agency libra
ries, and sending the material to the person who re-
quested it. G 
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7010. 

7011. 

7012. 

7013. 

7014. 

7015. 

7016. 

7017. 

\'1 
7018. 

7019. 

Special projects- For example, setting up a file of the pub
lic hearing testimony in connection with the 1981 statewide 
priorities. 

REPRODUCTION 

Clear jams and perform preventive maintenance on the Xerox 
2400 and 9200 machines. 

Operate Xerox 9200 machine (sol~ operator): 

receive IIReprQduction Order" from unit Chie£, 
initialled as OK to process 

reproduc::e the indic:ated number of copies 

staple if required 

deliver to originator 
lr 

Operate heavy duty stapler and staplex machines. 

Record meter readings daily on both Xerox machines. At end-of 
month, complete meter reading cards, one for each machine, 
and send to xerox. 

Main tain II Reproduction Log Sheet" for the Xerm{ 9200. Send 
to Unit Chief at end-of-month. 0 

Occasionally, provide back-up for reception and mai1room. 

MAILROOM 

pick up mail bags on 1st floor at 9 a.m. consisting of 4 bags 
as follows: 

- U.S. mail 

- Albany courier 

Albany DCJS courier 

- 270 Broadway, 2~~7TC courier 

Sort mail by name into folders in maii cart. 

Deliver and pick up mail: 

- once in a.m. 

- twice in p.m. 

o 

Duripg delivery, pick up outgoing mail from each unit, sort 
into folders for same or next delivery and put outgoing 
U. Se.' and' courier mail into bottom of cart. 
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7021. 

7022. 

7023. 

7024. 

7025. 

7026. 

7027. 

7028. 

7029. 

70.30. 
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Remove outgoing U.S. and couri~r mail from bottom of cart 
and sort into 4 groups and proc':lss as follows: 

- U.S. mail - weigh, affix postage, and 
put into U.S. mail bag 

Albany courier 

- Albany DCJS courier 

- 270 Broadway, 2 WTC courier} 
put each group 
into separate 
courier bags on 
the 1st floor. 

At end-of-day, take the U.S. mail bags to the 1st floor. 

NOTE: There are 2 time receipt stamping machines in the 
mail room. They ~ not used by the mail clerk. We were 
told that Ira from the Fiscal unit uses it to stamp the 
fiscal cost reports. , 

RECEPTION 

Greet visitors and direct inquiries. 

Operate telecopier machine. 

Accept deliveries of packages. 

Answer Unit Chief's telephones when unit is not covered by 
the unit stenose 

CENTRAL FILES 

Receive documents for filing from any OPPA unit. Documents are 
already noted with DCJS •. 

Punch holes in top of material. 

Remove file folders from file cabinets, insert material to be 
filed, and refile file folder in file cabinets. 

If an "oversize document" is received (too large to file ir.~ 
regular file folder), insert a note in the regular file" 

_ folder and file the document in the "oversize document" file~:> 
, cabinets.' 

If material to be filed is for a DCJS # for which no file 
folder has been established, print DCJS • and project 
title on a label and affix label to file folder. 
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upon r~ceiptof "Close Outs" memo from N. Katopes via unit 
Chief, affix a "red dot" to the file folder and file the 
memo in the close out binder. Receives these memos about 
once a month. ,,,,i' 

Respond to telephone inquiries as to whether or not a par
ticular file folder is in file. An "out card" indicates 
the person who has the file. 

Other 

Provide back-up for reception, ':'mail room, an£l reproduction. 

Operate sound equipment (amplifier forrrlicrophones, tape 
recorder) atnCCPB meetings. 

MAIN OFFICE 

In addition to supervising her staff, the Unit Head, 
assisted by the Senior Steno and Senio"r Clerk p.erform the 
£ollowing functions: 

Process and maintain all personnel records. 

Process and maintain all payroll records. 

Act as liaison with Albany o~ all personnel and 
payroll matters. " 

Receive and distribute all paychea.ks. 

Maintain the petty cash fund •. 

Provide ,orierltation for all new staff members. 

Arrange for machinerepairs, temporary help, building 
maint~rance, and security. 

Process travel vouchers Cind bills. I) 

Perform the purchase function for furniture, office 
e~~ipment, and supplies. 

?t:rrange for the storage and disposal of fu}:'ni ture. 
" 

Coordinate training of DCJS and Loc~l Planning Off~cesl 
personnel re a~tendance at LEAA's Northeaste:n Re~~onc;tl 
Training Center conduc;:ted by Nor~hea,~t7rn Un~ :re:s~ ty, ~n 
Massachusetts. Thisl.nvolves ma~nta~n~ng tral.nl.ng re
cords making recommendations as to who should attend, 
and m~king the, arrangewent,s with Northeastern University 
and the Local Planning ~ffices. 
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.' ' 

Interview, test, and hire all clerical and secre.tarial 
personnel. 

Test and certi~y stenos, typists and clerks. 

Prbvideback-up coverage for unit secretaries. 

Receive, stock, disburse, and n:.aintain records of 
supplies. ' 

, 

Type all letters, for~s, etc. for the main office. 

", 
0' 



I 

(l: i 

. [ 
. .i 

; ! 
I. 
I"~: 

f i 

, i , 

A • 

o 

1. 

2. 

3. 

!I 

,. I 
./ 

June, 1980 (Field work done in 
March, 1980) F. L. Kirkman 

COUNSEL - OTH.ER 
Background Information 

Purpose of Un~,.t 

The office of Genera~ Counsel provides the DCJS Commissioher 
with legal advice and counsel relating to Federal, State and 
local regulations and laws that may impact DCJS activities. The 
General Counsel drafts legislation relating to Criminal Justice 
a I1d assists in obtaining passage 'by the Legislature. The staff 
of the General Counsel provides legal reviews 'of all grant 
application and all Grant Agreements (contracts) to ensure Civil, 

, Rights and E.E.O compliance, that privacy and security rights of 
indj;viduals are protect,ed that competit:i,vebidding procedures are 
followed where required, and that LEAA grant 'funds are not used 
to su:pport locally funded efforts, ie., "supplantation".. 

Work Force as of 3/5/80 

Robert Schlanger - General Counsel 
Arnold Hectman -1st Deputy Counsel 
John Biggens - Ass't Counsel 
Allen Day - Ass't Counsel 
Nancy Gato - Secretary 

Source of Funds 

Th~ General Counsel and Allen Day, Ass't Counsel, are state 
funded positions. lrhe others, Arnold Hectman and John Biggens, 
are funded by OPPA grant Funds. 

4 .. Functions of the unit 

% Time a. major functions 

35% 1. 

10% 2. 

,I'; 

5% 3,. 

" ,.,. A 

Draft legislation as required by 
the Governor's criminal law pro
gram, such as: 

a. 

b. 
c. 
4· 

Revision of Rockefeller Drug 
Law 
Juvenile Offender Law 
Gun bill 
Amendment to C.P. Law 1650 
on Fingerprint Procedure 

Review grant applications for 
legal conformity. 

May involve changing or amend-
ing law, such as ,the Suffolk 
Coun~y Prbjec~ for Tyarraignments. 

Prepare legal memorand~ of i tem~, 
that may;i.mpactthe C.C.P.B., such 
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25% 

15% (J 

10% b. Other Functions 

,as, voting and quorum requirements, 
or why projects do .Or do not fa-ll 
under prior resolutions. 

4. Contract legal 'review" for compliance 
with all laws and regUlations. . 

5. Providing legal advice on requests 
for criminal records through the 
fingerprint file procedure. Priva.cy 
and security provisions must be 
followed, for example, and 'there 
are recent change$ in ,;the law in 
this area. 

/ 6. General Counsel acts as counsel to 

Special Mandates/Priorities 

the Municipal Police Training Council 
of DCJS. 

7. Serves on the Security and Privacy 
Committee appointed by the governor. 

a., Supervises the Bureau of Prosecution 
and Defense in DCJS. 

Federal and state laws and the regulations ofLEP..A, must be 
followed in all activities of DCJS and OPPA. 

Workload 

a. unit receives and reviews all grant applications prior to Board 
presentations. About 40 applications are presented at each of 
the six annual Board m~etings. 

b. Contracts: G.C. unit reviews all grant agreements and all sub
contracts with local contractors for legal comp:Liance. 

c. General 'Counsel spends 90% of his time on drafting legislation 
and providing legal servic'e c, to the Commissioner of DCJS, and 
to .DCJS units other than OPPASuch as the Fingerprint Criminal 
Record section. General Counsel is sometimes involved in litiga
tion involving the state or its localities on their criminal 
justice activities. 
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7. Sources'" of Work 
(see above) 

8. " Files and Records 

a. Files or all litigation. 
b. Committee meeting files. 
c. Freedom of Information Requests. 
d. Memos on legal opin'ions. 

9. Major Reports and Distribution 

Th~re are no routine major reports. Ho~ever, there are many 
varied legal opinions and reports on Criminal Justice matters. 

10'. Space, Pacili ties, Equipment 

There are two empty offices in the area assigned to General 
Counsels st,aff. The facilities appear to be more the adequate, 
and the equipment is old but serviceable. 

B. Analysis and Recommendations 

1. Organization 

a. JSIA of 1979 lists no function for the state Council re
garding legal or other review of applications and con
tracts within the Entitlement areas. 
The office of General Counsel in DCJS has not addressed 
itself to the question of whether it will have any 
continuing legal oversight role with regard to Entitle
ment "area projects. 

Entitlement areas will be aut9nomous 
,in handling their LEAA block grant funds, and the 
office of General: CounselS workload on legal review 
of applications and contracts should be sharply re
duced in 1981. 

The present oversight role of the DC~S Legal u~it ap
pears more~_efficient when compared w~th a poss~ble need 
for each ,,~~L~~<I~ven or eight., En~i tlement areas to provide 
their OWn legal control funct~ons. 

1. The General Counsel shoulqC!consid~r what oversight 
_, role -~ if any should be retained. 

2. If none for entitlement area grants, one attorney 
should easily be ,able to handle the remaining work
load involving LEAA projects wi,th part-time secre-
tarial"assistance.; " 

--------~~~---=~~~----------~----~~~"~ ----------------~------~-----
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2. Procedures 

a. The prel?ent work flow of the office of General 
Counsel is in part structured around the require
ment for legal reviews of all applications and 
contracts funded by LEAA or ostate· f~lIl'ds. These 
procedures will not change as regards S,;tate , 
A~ency, ,Juveni~e Jus~ice and Delinquency Pr'even-

c 

t~on Act; o~ D~scret~onary grant projects. 
However, the volume of applications and contracts 
woill be sharply reduce<:l. ',-

.;> ., 

b. ,Recommend no change ip. present procedu;t:es. 

G.Cc~ - Present Workflow .~) 

9001. 

9002. 

9003. 

9004. 

9005. 

9006. 

p 

9007. 

All grant applica tiors are forwarded to John Biggens 
by Proje~t Coordinators, and John parcels out two
thirds to Allen Day and Arnold Hectman for legal re
view. 

Each of the three attorneys reviews about 13 to 15 
grant applications prior to each C.C.P. Board meeting 
to insure compliance with all regulations and laws 
such as Civil Rights, E.E.O, and LEAA regulations 
relating to equipment purchases or non-supplanting use 
of funds. 

Legal Reviews forms are attached to each application 
bearing notations of any cautions or recommendations 
and returned to the Project Coordinators. 

All Grant Award Agreements (contracts) are forwarded 
with routing slip by operations unit to Allen Day. 

AIJen Day reviews contracts for compliance with state 
,- and federal laws such as Civil Rights, Privacy and 

Security rights of individual, and other matters 
\.:fioted in the Application Re""iew. 

Alleh Day discusses recommended changes or additions 
with the Project Coordinators. 

. 
Allen Day signs' off on the Routing Slip and adds 

comments. 

.-...... JO -~l?;~~-::;~~~ 
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9008. 

9009. 

9010. 

9011. 

\' 

9012. 

9013. 

9014. 

9015. 

'. , 
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" If a subcontractor is to be required, Day 
cautions on competitive bidding procedures and asks 
that R.F.P.'s be forwarded to him for review prior to 
sending to prospective bidders. 

Proposed cohtracts between the locality and successful 
bidder are forwarded Allen Day for' legal review before 
they are signed. 

Day also reviews contracts involving 'state funds 
(not LEAA funds), such as the Violent Felony Unit of 
DCJS. 

Other a~tivities include screening requests for the 
fingerprint record files by Day or Biggers to ensure 
compliance with all la\,ls and ordinances, inclUding 
Privacy and Security checks. 

In addition, Day reviews proposed ordinances by 
localities, particularly relating to juvenile or 
youthful offenders , for legality. 

Will now also be required by LEAA to prepare an E. E .;C?}. 
Plan for the DCJS. ,/ 

;
Any litigation involving a community in a discX'i~ii

nation matter comes to the office of General Counsdl who 
assist in defending the locality. / 

I 
Files are maintained on all litigations thap( the 

General Counsel's office has been involved inl 
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