2024-2026 CSBG CHECKLIST OF REQUIRED ITEMS

This checklist includes requirements for completing the Community Services Block Grant (CSBG) Application and Plan. Eligible entity should mark all items included in the submission, using the checklist on second page. 

	Document Section
	Requirement Documents
	Resources

	A. APPLICANT/CONTACT INFORMATION
	
	

	B. ORGANIZATION INFORMATION
	1. Organization W9 - PDF
	1. State W9 Form

	C. TRIPARTITE BOARD MEMBERSHIP ROSTER
	1. Board Roster - PDF
	1. Board Roster Template

	D. BUDGET SUMMARY
	1. Budget - xlsx
	1. Budget Template

	E. PROJECT ELIGIBILITY
	
	

	F. PROJECT INFORMATION 
	
	

	G. COMMUNITY NEEDS ASSESSMENT
· Includes analysis of information collected directly from low-income individuals (1.2)
· Includes analysis of information from community partners in assessing needs and resources (2.2)
· Includes data specific to poverty and its prevalence related to (at a minimum) gender, age and race/ethnicity for service area (3.2)
· Includes both qualitative and quantitative data (3.3)
· Includes key finding on the causes and conditions of poverty in service area (3.4)
· Reviewed and accepted by tri-partite board as documented in board minutes (3.5)
	1. Community Needs Assessment – PDF
2. Board Minutes accepting the Community Needs Assessment - PDF
	1. Community Needs Assessment Template

	H. Community Action Plan
· Description of the expected outcome for the client or community.
· Description of the measurement tool and process that will be used to determine success.
· Description of how coordination will occur with other programs.
· Description of how CSBG funds will be leveraged with other resources.
· Description of any innovative initiatives being undertaken
· Outcome-based, anti-poverty focused and ties directly to community needs assessment (4.2)
· Demonstrates full use of the ROMA cycle and use of a ROMA certified trainer (4.3)
· Accepted by tri-partite board as documented in board minutes.
	1. ROMA Trainer/Implementer Review Certification – PDF
2. Board Minutes approving the Community Action Plan - PDF
	1. ROMA Trainer/Implementer Certification – .docx

	I. Strategic Plan (5 years)
	
	

	J. Checklist of Required Items
	
	

	K. Official Board Action Taken
	1. Signed Official Board Action Taken Form - PDF
	1. Signed Official Board Action Taken Form - .docx






	Completed
	Attachments
	Comments

	[bookmark: _GoBack]|_|
	1. W-9 (Address where payments will be sent.) (Section B)
	W-9 must be emailed to CSBG Program Coordinator

	[bookmark: Check33]|_|
	2. Tripartite Board/Advisory Committee Roster (Section C) 
	

	|_|
	3. Detailed Budget and Narrative (Use form provided.) (Section D)
	

	|_|
	4. Community Needs Assessment (Section G)
	

	|_|
	5. Board Minutes accepting Community Needs Assessment (Section G)
	

	|_|
	6. ROMA Trainer/Implementer Review Certification (Section H)
	

	|_|
	7. Board/Advisory Committee Minutes approving Community Action Plan (Section H)
	

	|_|
	8. Organizational Standards Annual Assessment
	Submit online by 11/15/2023

	|_|
	9. Chief Elected Official Board Action Taken (Section K)
	



