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Connecticut Division of Emergency Management & Homeland Security

Congratulations on receiving the 
Connecticut Nonprofit  Security Grant Award
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What’s Next
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• Discuss program
• Review paperwork

• Progress report (explaining how the project is going)
• Reimbursement forms (requesting funding)
• Cash Advancement (requesting funding to begin project)
• Quarterly Financial Report (explaining how funds are used)
• Complete mandatory documents (W-9, agency vendor form, ACH form)
• State Historic Preservation Office (SHPO) form 

• (mandatory for buildings 50 plus years old)

• Payment Options
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Communicating with DEMHS

• When emailing include:
• Name of Organization*****
• Grant number

• Do not use this inbox for “day-to-day” correspondences; such as  
checking in on the status of your  payment requests. You may contact 
the program manger  directly for those inquiries.

• All questions, applications, reports and payment requests  must be 
submitted to:

DEMHS.CT-NSGP@ct.gov 
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Forms and Payment
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Cash Advancement
50% of total cost
Contract signed by both parties
Remaining 50% only made by reimbursement

Documents
Invoice: Date, description, and correct amount 
Forms of payment: signed check, bank 
statement, credit card statement, cleared check
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Reimbursement Form
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Progress Request Form
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Financial Report
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Pay-out options Reimbursements 

• Up to two reimbursements – can submitted for the one lump sum
• One reimbursement during project performance,  one reimbursement 

upon completion of all projects
• All reimbursements require invoices and proofs  of payments a 

(signed check, cancelled check, or the bank statement)equal to 
or greater than  reimbursement request

• Quarterly progress reports and financial reports  must be up to date 
before reimbursement can  be processed

• Nonprofit must be able to pay full amount, and  then request 
reimbursement with proofs of  payment

Slide 10



Connecticut Division of Emergency Management & Homeland Security

Cash Advancement

• One cash advance and one reimbursement
• 50% cash advance (max)
• (requires signed vendor contracts equal to or greater than 

the amount of  the cash advance)

• Remaining 50% reimbursed upon completion of all projects

• Need to show proof that your cash advance has been 
expended (receipts, credit card statements, etc.)

• Requires invoices and proofs of payments equal to or 
greater than the  reimbursement

• Quarterly progress reports and financial reports need to be 
up to date  before processing reimbursement
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Cash Advance
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• Quarterly submissions to: 
• DEMHS.CT-NSGP@ct.gov 

• Progress reports and financial reports due within 30 days of 
the close of the  quarter.

• Reports need to be submitted regardless of weather work 
was performed  during the quarter or not.

• Both templates can be found on our website:
• https://portal.ct.gov/DEMHS/Grants/Nonprofit-Security-Grant-

Program-Overview 

Reporting Requirements

mailto:DEMHS.CT-NSGP@ct.gov
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Reporting Requirements
Date

PERIOD

• July 1- September 30
• October 1- December 31
• January 1- March 31
• April 1- June 30

DUE DATE

• October 31
• January 31
• April 30
• July 30

• Retroactive: July 1, 2019 - June 31, 2027
• Awarded applicants must complete a review from State Historic Preservation Office 

before  beginning work on any projects, if building is over 50 years old.
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Budget Adjustments

• Awardees are permitted to reallocate funding between line items,  with 
approval from DEMHS.

• Money can only be reallocated to projects included in the original  application.
• A revised budget tool will have to be submitted showing the  adjustments. If an 

awardee was awarded funds for multiple facilities,  they may also reallocate funds 
between awarded facilities.

• Please reach out to the NSGP program manager to initiate this  process 
before you move funds.
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Examples of allowable projects:

• Surveillance cameras *NDAA*
• follows federal guidelines  prohibiting use of funds 

to pay for  cameras manufactured in China or  by 
Chinese owned companies

• Solid core doors
• Computer-controlled electronic locks
• Panic alarms
• Ballistic glass/protective film
• Double door access
• Lock enhancements

• Fencing (min 6ft high)
• Bollards installed 
• Window shades/blinds
• Exterior security lighting
• Emergency text notification systems
• Wi-Fi improvements to support 

cameras
• Fees for one year (initial set up) for  

subscriptions or licensing
• Scan card/access control systems
• Metal detectors
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CT-NSGP Ineligible Projects

Slide 17

• Fire alarms, or safety related equipment.
• No fire escape maps, no sprinkler systems, smoke detectors,  f i rst  a id–kits ,  

s ignage

• Maintenance and administration is not allowable under state 
funding

• Contracted security personnel is not allowable under state 
funding

• Non-vendor provided training
• Active shooter training, CPR/First Aid training, medical kits, self-defense, 

cyber-security

• Operational costs
• Salary for security director, office supplies, lease/rent payments
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Agency Vendor and W-9 Forms
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INSTRUCTIONS FOR REQUESTING PAYMENTS ELECTRONICALLY 
 
 
 

Thank you for your interest in the Comptroller’s Vendor Direct Deposit (ACH) Program.  Attached please find the Vendor Direct 
Deposit (ACH) Election Form for companies.   
 
Please provide a completed Form W-9 (Request for Taxpayer Identification Number and Certification).  This is a federal form that 
certifies the Taxpayer Identification Number (Federal Employer Identification Number or Social Security Number).  This form allows us 
to make sure the information recorded in our Vendor File is current.  You may access a fillable version of the form at 
www.irs.gov/pub/irs-pdf/fw9.pdf. 
 
If the account type is a checking account, attach a voided check to the Vendor Direct Deposit (ACH) Election form.  For accounts which 
you do not write checks from please include a letter from your bank which shows the ABA routing number, account number, and the 
name(s) on the account. 
 
Keep a copy of the Vendor Direct Deposit (ACH) Election Form for your records.  You must inform the ACH/VSS Unit of any changes 
to the information provided in writing to the below address or by email to osc.apdvf@ct.gov. 
Please return completed forms to:  
 

Office of the State Comptroller 
Accounts Payable Division ACH/VSS Unit 

165 Capitol Avenue 3rd Floor 
Hartford, CT  06106-1775 

 
If you choose to participate in this program: 
 

• Altered forms will not be accepted.  You must submit a signed copy of this form along with a signed W-9 and one form of 
account verification (Voided Check, Deposit Slip, Bank Letter). 

 
• Upon approval, all vendor payments to you from the State of Connecticut that are issued by the Office of the State Comptroller 

Accounts Payable Division will be deposited electronically to the bank account you designate.  
 

• Remittance information may be viewed by accessing our accounting system through Vendor Self-Serve (VSS).  Please visit our 
website at www.osc.ct.gov/vendor for information on the VSS system.  When we receive your completed Vendor Direct 
Deposit (ACH) Election Form we will contact you regarding a User ID and password for VSS.   Additionally, your financial 
institution may provide you with addenda information at the time of deposit.  Contact your financial institution for more 
information on receiving electronic addenda.   

 
• Your financial institution’s ability to receive payments from us and properly credit your account will be verified with the 

transmission of a test transaction to your account.  Further instructions will be sent to the contact email you list in the form’s 
VSS field.  They will describe how to validate your ACH (EFT) test transaction.  Failure to follow these instructions may delay 
your participation in this program.  Once you have confirmed receipt of all test data, including accessing the remittance 
information in VSS, please contact the ACH/VSS Unit at (860) 702-3397 or by email at osc.apdvf@ct.gov. 

 
• Changes to your bank account information can only be authorized by the individuals listed on the Vendor Direct Deposit 

(ACH) Election Form.  To request changes to the authorized individuals please contact the ACH/VSS Unit at 
osc.apdvf@ct.gov.   
 

• To process a change to your destination account number or financial institution you will need to submit another application 
package with the new information.  Changes can take up to a week from the receipt of the form.  To stop payment to a closed 
account immediately contact the ACH/VSS Unit by email at osc.apdvf@ct.gov. 

 
• When contacting us by email, always include ACH(EFT) in the subject line. 

 
 
Thank you for your interest in this program. 
 

ACH Payment (Electronic Payment)

1.    Voided check, or

2.    Preprinted deposit slip, or

3.    Bank ACH setup letter, or

4.    Corporate Remittance Memo



Connecticut Division of Emergency Management & Homeland Security Slide 20

SHPO FORM
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References
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• Website:
• https://portal.ct.gov/DEMHS/Grants/Nonprofit-Security-Grant-Program

• FAQ’s
• https://portal.ct.gov/-/media/demhs/_docs/nsgp-website/connecticut-nsgp/2024-ct-nsgp-faq.pdf 

• Email:
• DEMHS.CT-NSGP@ct.gov

https://portal.ct.gov/DEMHS/Grants/Nonprofit-Security-Grant-Program
https://portal.ct.gov/-/media/demhs/_docs/nsgp-website/connecticut-nsgp/2024-ct-nsgp-faq.pdf
mailto:DEMHS.CT-NSGP@ct.gov
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