
SHSP Grant Item Checklist 
(For use while completing grant application.) 

 
 
Step #1: Register for an eGrants Account. 
 

 
You must be registered in egrants. Once you are registered, you can apply for a grant.  
 
Step #2: Apply for a grant. 



 
Choose Homeland Security Grants Division (HSGD) from the dropdown. 
 

 
 
Step #3: Go to the Profile Tab, Sub Tab Details. 

 
 
Enter your Identifying Information. 
 

 
 
The Start Date will be on or after 09/01/2020. The end date will be no earlier than 08/31/2021. 
 
Enter Target area information. 



 
This will be the county or counties your grant will be servicing. 
 
After entering your Target Area Information, you will enter the Grant Officials. 

 
 
This will be done by entering the email address (Again, you must be registered to be a grant official.) 
 
The Grant Officials consist of: Authorized Official, Financial Official, Project Director, and Grant Writer. 
 
 
Step #4: Go to the Profile Tab, Sub Tab Grant Vendor. 
 

 
 
Select your Organization Type. You will then enter your State Payee ID. This could be the Tax 
Identification Number (TIN) or Federal Employer’s Identification Number (FEI). 
 

 
 
Next, you will enter your Data Universal Numbering System (DUNS). If you do not have this, you can 
go to www.hotready.com and click on the SHSP Toolkit. There will be a link to look this up. 
 

http://www.hotready.com/


 
 
After entering the DUNS, you will enter your System for Award Management (SAM) number. Again, if 
you do not have this, you can go to www.hotready.com and click on the SHSP Toolkit. There will be a 
link to look this up. 
 
You will now enter the Banking Documents required by eGrants. These consist of: a Direct Deposit 
form, a TX Payee ID form, and a W9 form.  

 
 
Note: All the banking documents will be uploaded in the Profile/Grant Vendor Tab. 
 
Step #5: Go to the Narrative Tab. 
 

 
 
Be sure to check off the Certification Box in the Narrative Tab. 
 

 
 
You will now enter your Project Summary. This should be written in a way that anyone reading it 
could understand. Nothing extremely technical. 
 

 
 
After entering your Project Summary, you will enter your Problem Statement. 



 

 
 
After entering your Problem Statement, you will enter the Existing Capability Levels. 
 

 
 
You will now enter your Capability Gaps. 
 

 
 
Enter your Impact Statement. 
 

 
 
Enter the Homeland Security Priority Action. 
 

 
 
Enter the Target Group. 
 

 
 
Enter your Long – Term Approach. 
 

 
 
 
Step #6: Go to the Activity Tab. 
 
Select your project Activities from the list provided. 
 



 
 
Describe your Activity with a Dedicated Percentage. 
 

 
 
 
Step #7: Go to the Measures Tab. 
 
Enter your Output Performance Measures.  
 



 
 
Enter your Outcome Performance Measures. 
 

 
 
Step #8:  Go to the Budget Tab, Sub Tab Details. 
 
 
Enter your Budget Line Items.  
 

 
 
Enter the Solution and Discipline Areas for POETE (Planning, Organization, Equipment, Training, and 
Exercises). You will have to click on each one to expand the list. 
 



 
 
 
Step #9: Go to the Documents Tab. 
 
Your Resolution will be due to the State before the grant start date. 
 

 
 
You will now answer the Contract Compliance Question. 
 

 
 
Answer the Lobbying questions. 
 



 
 
Enter the Fiscal Year. Both the Start Date and End Date. 
 

 
 
Enter the amount of Federal Grant Funds and State Grant Funds expended in the most complete fiscal 
year. 
 

 
 
Enter Single Audit Information. 
 

 
 
Answer the Debarment Questions. 
 



 
 
Answer the FFATA Certification Questions. 
 

 
 
 
Step #10: Go to the Homeland Security Tab. 
 
Select the DHS Project Type. 
 

 
 
Select a Core Capability (This should match the Capability Gap listed in the Narrative Section.). Select 
New or Existing Capabilities. Select if this grant is Deployable, Sharable, or Neither Deployable of 
Shareable. 

 



Select the Project Step Involved. This could be Initiate, Plan, Execute, Control, or Close Out. 
 

 
 
Enter 3-5 Milestones. Remember, the last milestone date should match the project end date. 
 

 
 
 
Check and/or complete if project has NIMS Resources. 
 

 
 
Step #11: Go to the Certify Tab. 
   
Have the Authorized Official for your grant certify the application. 
 



Step #12: Go to the Uploads Tab. 
 
Upload your Resolution.  
 
You will also need to complete the National Cybersecurity Review Survey and upload the completion 
information to the Uploads Tab. 
 

 
 
 
 
Please remember that we are here to help. If you have any questions or need help filling out your 
application, please contact one of us. 
 
 
Tim Jeske 
Homeland Security Director 
tim.jeske@hot.cog.tx.us 
(254)292-1893 
 
Amy Derrick 
Emergency Preparedness Planner 
amy.derrick@hot.cog.tx.us 
(254)292-1892 
 
 
Note: The snips were taken from the HOTCOG ENS grant application. 
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