Appendix E
Memorandum of Understanding for STOP Team Members 

STOP Violence Against Women 

(STOP VAWA) Grant

Attach a copy of the Memorandums of Understanding (MOU (NOTE: An MOU must be signed by individuals with authority to enter into agreements for each agency.  ).  The MOU should include the following
I. Commitment that all members have an understanding of the project and requirement and are willing to assist in meeting the expectations of the grant requirements.  
a. All core members must have active participation and regular attendance at Team meetings.  A high level of commitment from all core members to work collaboratively must be demonstrated.

b. Maintain a Team protocol for responding to domestic violence, sexual assault, stalking and dating violence crimes.  Regular reviews and necessary revisions should be an on-going process. Note:  Protocols must include the firearms information.
c. Team members will be expected to address violence against women issues within their own organizational services and employment practices.  All funded programs will practice a Victim Centered Approach.
d. The application, Team protocol, and required reports must have input from all core members.  These three topics should be recurring topics at Team meetings.  

All components of the application apply to the entire Team, whether all entities are STOP funded or not.  

All required paperwork must be completed in a timely and thorough manner.

e. Application, protocol, membership, and meeting topics must address all four violence against women crimes (domestic violence, dating violence, sexual assault, and stalking). 
f. Community Awareness of services available and where victims can receive services must be conducted as a Team.
g. All funded agencies have reviewed and understand all Standard and Special Conditions of the grant.
II.  MOU must include the Project Director’s and the Fiscal Officer’s role: 

 
Project Director’s role:
· Be the main contact for DJCS staff

· Ensure all information is forwarded to all funded staff/agencies; this includes but is not limited to:

· Budgets

· Special and standard conditions of the grant

· Memos

· Surveys

· Changes in grant requirements

· Forms; ensure they receive all updated forms

· Training available

· Civil Rights Compliance
· Ensure all reports are submitted on time to DJCS

· Inform DJCS of changes in staff and Authorized Officials, Fiscal Officers, etc. 

· Request project changes and prior approval of attendance of training/travel not specified in budget.

· The Project Director is the contact person for members of the West Virginians Against Violence Committee

· Submit copies of audits to DJCS and contact DJCS if debarred

Fiscal Officer’s Role

· The contact person for financial questions

· Review the approved budget for each grant

· Be aware of Special and Standard Conditions of the grant

· Review all monthly financial reports and ensure all required documentation is included

· Submit copies of audits to DJCS and contact DJCS if debarred

Also it is required the Project Director, Fiscal Officer and all funded agency directors meet on a quarterly basis to discuss changes, issues with the grant, and problems with payments.  This needs to be included in the MOU and should be separate from STOP Team Meetings.
III. All MOU’s must include the following information:
· All changes to the Project Financial Reports should be forwarded to all funded agencies.  The MOU should state who will be responsible for this and by what date it will be done.  DJCS sends changes to the person who completed the Budget Summary; it is the responsibility of the pass-through agency to forward those changes.
· The date when reports are due to the pass-through sub-grantee from all funded agencies in order to submit paperwork to DJCS in a timely fashion.  All funded agencies must be aware it is a requirement to submit all required paperwork to DJCS each month by the 20th of each month.  Your pass-through must have an earlier due date so documents are submitted on time to DJCS. 
· After receiving reimbursement from DJCS/Auditor’s office the pass-through sub-grantee will have 30 days to reimburse the other funded agencies.  

· All agencies must submit an annual report and it must be submitted by the deadline sent by DJCS.   
