Instructions for Capacity Building Awards 2007-2008

To view your application and result, please login at http://www.naccho.org/topics/emergency/mrc/app
I.  Downloading a Contract

1) After logging into your application, click the “Download Contract” link on your application page.

2) Print TWO (2) copies of the contract.  Each copy of the contract must have an original signature of the individual authorized to sign contracts identified in your original application.  

3) Attach to the contract (a post-it note is fine) your organization’s full mailing address including STREET ADDRESS. Note: NACCHO cannot mail your contract and check to a PO Box.  Failure to provide a street address will delay processing of payment. 

4) Mail BOTH copies of the contract, including the mailing address, to:



Contracts Specialist



National Association of County and City Health Officials



1100 17th St. NW



Second Floor



Washington, DC 20036

5) If instructions were followed, you should receive a countersigned contract and a check by mail within one month from receipt of your signed contract.

II. Requirements of Capacity Building Awards

By accepting the CBA funding, you are agreeing to the following terms:

· You agree to update your unit’s profile at least once every three months on the www.medicalreservecorps.gov web site.

· You agree to participate in Technical Assistance surveys and other requests for information from the MRC Program Office, Regional Coordinator, or NACCHO.

· If selected, you agree to participate in a NACCHO follow-up survey of how CBA funding is spent.

III. Budget, Time Line, and Reporting

· You must spend your Capacity Building Award according to the budget proposed in your application.  If you should need to make changes to your proposed budget, please contact both your Regional Coordinator and NACCHO (mrcfunding@naccho.org).

· You are not required to report your spending to NACCHO unless you are chosen for a follow-up survey (see above).

· There is no deadline for spending the Capacity Building Award.  However, the contract period ends July 31, 2008.  This means your contract must be signed by both parties and funding must be issued to you by that date; this is NOT a deadline for spending the funds.  Contract extensions will not be granted because there is no requirement that funds be spent by the end of the contract period.

IV. Allowed and Disallowed Expenses

Capacity Building Awards may NOT be used for:

· Building construction, alterations, or renovations

· Research studies involving human subjects

· Reimbursement of pre-award costs

· Lobbying for political candidates

The following is a sample of allowable uses of Capacity Building funding (this is not a comprehensive list):

· Compensation for the MRC coordinator 

· Office space and equipment 

· Apparel (e.g., polo shirts, etc.) 

· Equipment (e.g., go-kits, etc.) for volunteers 

· Advertising costs associated with recruitment 

· Background checks 

· Software for volunteer management 

· Training materials 

· Identification (ID) badges 

· Travel 

Please direct any questions to Emily Cohen at ecohen@naccho.org or (202) 783-5550 x269.

