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CY 2021 Grant Application Instructions – Jail Treatment, CRRP, & Prosecutor Diversion 

IntelliGrants Website http://intelligrants.in.gov  

 Note: Internet Explorer works best with the IntelliGrants system. 

 

To move between forms in the application, use the “Save/Next” button at the top of the page. 

 

 

When you save the form, it is automatically checked for errors. If errors are found, an Error Message will 
appear and list the items that need to be fixed before submitting your application. You may proceed to 
the next form without addressing the errors if you wish to return to it at a later time.  

 

 

 

 

 

 

 

 

http://intelligrants.in.gov/
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Begin on the “My Home” tab (#1 below) of IntelliGrants. Under the “View Available Proposals” section 
of the page, click the “View Opportunities” button (#2 below).  

 

 

Under “My Opportunities”, click the drop down button and select “Indiana Department of Correction” 
(#3 below). Once this has been selected, click the “Filter” button (#4 below).  
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Confirm that “CY 2021 IDOC: Community Corrections Grant Application” appears on the 
screen. Select “Apply Now” (#5 below). 

  
 

The document snapshot will appear. Please note, this section will be blank until you complete the 
“Application Initiation” Form.  

 

CY 2021 

# 5 
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At the top of the screen, hover your mouse cursor over “Forms Menu” (#6 below). Then click 
“Application Initiation” (#7 below) on the resulting drop down menu. 

 

 

Select the Entity Type for which you are applying (#8 below). Each entity requesting money will 
need its own application document.  

 

# 6 

# 7 

# 8 

Important Note: 

Applicants for CRRP Entities must be 
IOCS certified Problem-Solving Courts 
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Enter your entity’s “Vendor ID” in the provided box (#9 below). This number should be 
available from your county auditor.  
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County Auditor contact information will be requested (#10 below). You will also fill out the 
Signatory Authority (#11 below) and Advisory Board President (#12 below) portions on this 
page. Your county should have a designated Signatory Authority.  This is typically the county’s 
elected auditor. If your County Council and Advisory Board approve a different Signatory 
Authority, an official Letter of Approval must be on file with IDOC. Please note, all fields with 
an asterisk must be completed to avoid receiving an error message. 
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At the bottom of the “Application Initiation” page, you will upload the required documents (#13 
below):  

1. Advisory Board Member List  
2. Letter of Support from County Commissioners  
3. Advisory Board Letter of Prioritization and Approval 
4. County Collaboration Plan.  

Word documents or PDF’s are acceptable formats for uploading. After clicking “Save” at the top 
of the page (#14 below), additional documentation may be uploaded. All entities applying for 
IDOC grant funding are required to submit these documents. It is acceptable for each entity to 
upload the same Advisory Board Approval and Prioritization letter and Letter of Support from 
County Commissioners if all entities requesting grant funding are included from your county.  
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The next form is “Entity Contacts”. Select your Entity Type and County Name (#15 below). 
Then select your County Name again or, if applicable, select your Regional Name (#16 below). 
Complete all fields on the “Entity Contacts” form. Please note, all fields with an asterisk must be 
completed to avoid receiving an error message. 
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Next is the “Entity Proposal” form. Please read the instructions in the green boxes on this form. 
The problem statement should include relevant statistics to support the request’s reasoning and 
the make-up of the target population. Please note text is limited in the answer boxes. For more 
information about writing a Problem Statement and identifying a Target Population, refer to the 
2021 Grant Announcement. Grant Writing Tips are also available on the IDOC Community 
Corrections website. 

 

 

 

 

 

 

 

 

 

 

 

 

Quality Progress (2015). The Statement Problem – Address problems by first answering the five Ws by 
Max Kush. http://asq.org/quality-progress/2015/06/one-good-idea/the-statement-problem.html  

http://asq.org/quality-progress/2015/06/one-good-idea/the-statement-problem.html
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The overview description of your proposal should include both previously funded programming 
and proposed programming for the entire entity, projected number of clients to be served, and 
case load descriptions. Also include descriptions of the uses of the 8 Principles of Effective 
Intervention and Evidence Based Practices. Please, refer to the 2021 Grant Announcement 
document for further information on Evidence Based Practices, best practices, and grant writing 
tips.  

  

 

 

 

 

 

 

 

 

 

Proposal Should Include (but not limited to): 

Brief outline of previously funded programs 

Explanation of new requests - if applicable 

Projected number of clients to be served 

Case load description/ Staff to Client Ratio 

Description of use of 8 Principles of Effective Intervention/ Evidence Based 
Practices 
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This begins the budget section of the application. As you make your way through the budget 
section, please round all requested amounts to the nearest dollar. 

The “Current Personnel” form is next. This form should only include personnel information for 
CY 2020. Please note: contractual employee information should be entered into the 
Administrative Supervision 300 series section of the budget. If there are multiple staff working 
in the same position and making the same salary from the same funding source, you may 
document this in the “Number of Positions” column (#17 below) rather than entering the same 
information multiple times. The top section is for Full Time employee information (#18 below). 
The middle section is for Part Time employee information (#19 below). If a position is shared by 
multiple entities, request the position under only one entity. The bottom section is for fringe 
information for all staff combined (#20 below). Overtime is included as a line item in the box 
with fringe information (circled below).   
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Next is the “New Position Request” Form. If you are not applying for new positions, please 
check the box “This form is not applicable” (#21 below) and click the “Save/Next” button at the 
top of the page to proceed to the next form.  

To request a new position, complete all applicable fields including uploading a job description 
(#22 below). The job description must be specific to the new position being requested. In order 
to be considered for funding, a justification is required (#23 below).  

If a position is shared by multiple entities, request the position under only one entity and outline 
the sharing plan in the justification section. 
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If you are applying for more than one new position, save the page then click the “Add” button 
(#24 below) at the top of the page for an additional “New Position Request” form. All new 
positions require their own “New Position Request” form even if they have the same job 
description and salary/fringe information. 
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The “Personnel Summary” shows all of the information you have entered in the “Current 
Personnel” and “New Position Request” forms. Please review this page for accuracy and click 
“Save/Next”.  
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The remainder of the budget is split into two parts: General Operating Expenses and 
Administrative Supervision Expenses. General Operating expenses encompass overhead and 
operational costs – ask yourself “what keeps the doors open?” Administrative Supervision 
expenses are associated with providing services – ask yourself “will this benefit my clients?”  

Series 200 is supplies. These are items that need to be replenished on a regular basis such as 
paper, drug testing supplies, and cleaning supplies. Tactical gear is considered equipment and 
should be budgeted in the 400 series.  

Series 300 is services. This includes all staff training and travel, conference fees, and 
memberships in addition to contractual services.  

Series 400 is capital or equipment. General Operating equipment includes computers, copiers, 
and office furniture. Administrative supervision equipment includes electronic monitoring 
equipment that is purchased by the entity without contractual services. Please note, grant funds 
may not be used for 400 series expenses.  
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Please enter your requested grant amounts, project income budget, county general budget, and other 
funding source budget for each applicable line item (#25 below).  

Specific justifications are required for contractual services requests, program supply requests, and any 
time you enter an item into the “Other” line (#26 below).  

 

 

The “Entity Budget Summary” outlines all information entered into all forms in the budget 
section of the application. Please review this page for accuracy and click “Save/Next”.  

 

# 26 

# 25 

CONTRACT Descriptions must include:  

Contractor/ Company Name 

Services to be Provided 

Levels of Supervision to be served 

If other entities will be served 
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After clicking the “Save/Next” button at the end of the last form of the application, the Entity Budget 
Summary, you will be taken back to the Document Snapshot page. This page will now have information 
from the forms you filled out at the beginning of the application. 

 

 

To check your application for errors, click on “Forms Menu” (#27 below) at the top of the page.  
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On the Forms Menu, you will see an icon like (#28 below) this next to any form that has errors. 
These need to be addressed or the system will not allow you to submit the application.  

 

 

At this point, we recommend that you review your application and ask other staff members to 
review them. Spelling and grammatical errors will be taken into consideration during the 
application review process. Ensure that all questions have been answered and all required 
documentation uploaded prior to submission. 
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After fully reviewing your application, you will go to the “Status Changes” page (#29 below) to 
officially submit your application.  

 

If you are ready and all errors have been addressed, you may now click the “Submit Application” 
button (#30 below). Clicking the “Cancel Application” button (#31 below) deletes all 
information you have entered and uploaded. This action is not recommended unless you wish to 
completely restart the entire application.  

 

Once you have successfully submitted your application, you will receive a confirmation message 
(below). Congratulations, you have completed the CY2021 IDOC Community Corrections Grant 
Application process!  
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