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Section III:
Sample Application Documents
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SAMPLE APPLICATION DOCUMENTS

APPLICABLE TO ALL PROGRAMS

The following SAMPLE FORMS have been provided for your assistance.

p Sample Standard Form-424, Application for Federal Assistance.

p Congressional Notification.

p Sample Standard Form-424A, Budget Information (non-construction programs), with activity
budget narrative/and supporting documentation, as applicable, attachment.

p Sample Executive Summary and Implementation Schedule.

p Sample Standard Form-424B, Assurances, (non-construction programs).

p Sample Standard Form-2880, Applicant/Recipient Disclosure/Update Report.

p Sample Application Cover Letter (DEPs and New Approach Anti Drug Program)
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SAMPLE CONGRESSIONAL NOTIFICATION INFORMATION SHEET

Sample Summary of Programs Proposed in the Housing Authority's Application.

This narrative (one Paragraph Only--no more than 10 lines) must be completed by the applicant. 
HUD will use it for congressional notification. 
 
The program of the HA of the City of Winston will use a comprehensive security and preventive-based
approach to reduce/eliminate drug-related crime.  Resident patrols as well as community police patrols will
be used to combat the problem of open drug trafficking in our developments. In addition,  "Jersey" barriers
will be installed in parking lots to control traffic and increase the safety of the units by installing dead-bolt
locks.  A landscaping business will be started to offer youth an opportunity to learn business skills.

[NOTE: Please ensure that the information contained in this one paragraph summary is complete, and that
sentence structure and spelling are accurate.  In doing this, you will save the Department time in
processing and scoring your application]
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SAMPLE SF-424A, BUDGET INFORMATION

The SF-424A includes all information pertaining to your PHDEP program. Please make sure that you
properly distinguish between the Federal and non-Federal funds which will be needed to support your
program. 

Sample Budget Narrative With Attached Supporting Documentation

Your budget narrative must follow, but not be limited to the format of the sample provided in each program
specific section of this Application Kit.  The SF-424A, with attached budget narrative, must be completed
and the applicant must describe each major activity proposed for funding, e.g. Employment of Security
Personnel (contracted security personnel services), Reimbursement of Local Law Enforcement Agencies
Over and Above Baseline Services (housing authority police departments and reimbursement of a
municipal public housing police division/bureau), Physical Improvements, Employment of Investigators,
Voluntary Tenant (Resident) Patrols, Program to Reduce the Use of ILLEGAL Drugs, e.g. Drug
Prevention, Intervention, and Treatment Programs.  The following narrative budget is provided on how to
present each activity narrative.  Please see Your individual program sample forms in this Section for
an example of an attached narrative.
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Instructions Regarding Executive Summary
AND IMPLEMENTATION SCHEDULE

The following Executive Summary is in support of the activity timetable. The Executive Summary should
provide an overall grant structure.  It should serve to demonstrate the organizational structure of your
program and its components.

An implementation timetable that includes tasks, deadlines, cost and persons responsible for implementing
(beginning, achieving identified milestones, and completing) each activity in the plan should be submitted.
[REMEMBER: Your ability to draw-down funds from the LOCCS-VRS system will coincide with your
implementation schedule and timeline.]
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SAMPLE APPLICANT COVER LETTER FORMAT

Date SAMPLE
Public Housing Director’s Name
Office of Public Housing
HUD Field Office or HUB Name
HUD Field Office or HUB Address

Dear Colleague:

The Winston Housing Authority (WHA) is pleased to submit an original and three copies of its comprehensive drug
elimination proposal for the  FY 1998 Public and Indian Housing Drug Elimination Program (PHDEP).

Winston Housing Authority is a medium-sized agency located in the heart of the Midwest.  The City of Winston has a
current population of 250,000, and our public housing community consists of 15,000 residents.  WHA’s public housing
communities are located in highly accessible areas of the city.  Drug dealers and other criminals have easy access in
and out of WHA properties.  Winston police officials indicate that drug-related activity and “calls for service” on WHA
properties increased by 11 percent during 1996.  In particular, the community witnessed an increase in domestic
disturbances and violent crimes.

The goals of our comprehensive drug elimination strategy are to reduce/eliminate drug-related crime and other Part I
and Part II crimes; establish ongoing working relationships with Federal, State, and local law enforcement agencies;
empower residents; and increase the quality of life for residents in our community and the surrounding neighborhoods. 
Funding from the 1998 PHDEP program will assist WHA achieve these goals.  As you will note from our proposal, we
are requesting to continue two programs and establish five new ones.  The grant funds will be used for six major
activities: development of a dedicated law enforcement force, employment of HA investigators, the establishment of a
voluntary tenant patrol, physical improvements, a drug prevention program, and a drug intervention program. These
activities have been designed together by housing authority staff, residents, and other community partners.

Crime prevention strategies require a holistic approach that involves the active participation of numerous local, county,
and state agencies. Housing authority staff and residents have embraced this concept of “partnerships.”  In previous
PHDEP grants the housing authority and several WHA resident councils have worked closely with the police
department, human service agencies, non-profit organizations, and educational institutions to develop partnerships
which lead to the development of programs and policies that best meet the needs of WHA residents.

The programs described throughout this proposal represent the best strategy to reduce/eliminate drug-related crime
and other Part I and Part II crimes in our community.  It is with great enthusiasm that I present this 1998 Public and
Indian Housing Drug Elimination application to the Department.

Sincerely,

Executive Director or Program Coordinator’s name



58

PUBLIC AND INDIAN HOUSING DRUG ELIMINATION PROGRAMS (PHDEPS)
SAMPLE APPLICATION DOCUMENTS

The following SAMPLE FORMS have been provided for your assistance.

p Sample Budget Information (non-construction programs), with activity budget narrative and
supporting documentation, as applicable, attachment.
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SAMPLE FORMAT

REIMBURSEMENT OF LOCAL LAW ENFORCEMENT AGENCIES
OVER AND ABOVE BASELINE SERVICES

BUDGET NARRATIVE 

BRIEF PROGRAM DESCRIPTION:  The WHA will execute a contract with the Winston Police Department
to provide services over and above current baseline services.  The Winston Police Department will also
establish a mini-station on the site of the targeted development. The proposed contract between the
Winston Police Department and the HA of the City of Winston for these services is attached to this
application as Appendix A.

Funds Requested For Activity:  $304,450

Amplified Budget Items by Object Class Category (From SF-424A, Section B # 6)

PHDEP Other local in-kind
Funding Sources of Funding

a. Personnel
None     $    -0- $    -0-

Total     $    -0- $    -0-

b. Fringe Benefits
None     $    -0- $    -0-

Total     $    -0- $    -0-

c. Travel
None     $    -0- $    -0-

Total     $    -0- $    -0-

d. Equipment
Purchase and install closed
Circuit Television system $ 17,500 $    -0-
(see attached supporting documentation)
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Purchase and install
Telephone Equipment $      850 $    -0-
(see attached supporting documentation)

Cameras $   3,000 $    -0-
Facsimile Machine $      600 $    -0-
Bicycles (2) $   2,500 $    -0-
Portable 2-way Radios (4) $ 12,000 $    -0-
Computers (2) $   6,000 $    -0-
Software $   4,700 $    -0-
(See attached cost analysis)

Total $ 47,150 $    -0-

e. Supplies
Telephones $  2,500 $    -0-
Office Supplies $  4, 600 $    -0-
Maintenance $  5,600 $    -0-
(See attached cost analysis)

Total $ 12,700 $    -0-

f. Contractual/details
Direct labor and benefit contract
with Winston Police Department
For Four (4) Officers at 12 hrs/day
for 104 weeks. Rate of $20/hr. $244,600 $    -0-
(you must document rates per hour)
(See attached supporting documentation)

Total $244,600 $    -0-

h. Other
None  $    -0- $    -0-
(See attached cost analysis)

Total  $    -0- $    -0-

I. Total Direct Charges
   (sum of a - h) $304,450 $    -0-

Attach cost analysis/supporting documentation  to support specific costs.



61

SAMPLE FORMAT

PROGRAMS TO REDUCE THE USE OF DRUGS
DRUG PREVENTION/ INTERVENTION/ TREATMENT PROGRAM

BUDGET NARRATIVE 

BRIEF PROGRAM DESCRIPTION:  The WHA will establish a comprehensive drug prevention/
intervention/treatment program designed to reduce drug-related crime and other Part I and Part II crimes in
or around the premises of the housing authority, including substance abuse prevention, intervention,
referral programs, and faith communities and/or other ministerial/ organizations that provide services
(substance abuse treatment, and structured aftercare/support system programs). Winston Housing
Authority will contract youth prevention programs to the local Boys and Girls Club of America. In
conjunction with WHAs Communities of Learners programs, adult prevention services and youth sports
activities will be offered at the HA's community learning center. WHA will contract with Winston County
Psychiatric Services for treatment and aftercare services. The proposed contracts between the Winston
Boys and Girls Club, the Winston County Psychiatric Services and the HA of the City of Winston for
services mentioned is attached to this application as Appendix A.

Funds Requested For Activity:  $427,600

Amplified Budget Items by Object Class Category (From SF-424A, Section B # 6)

PHDEP Other local in-kind
Funding Sources of Funding

a. Personnel
Project Director (2 yrs) $ 80,000 $    -0-
Project Coordinator (2 yrs) $ 56,500 $    -0-
Drug Prevention Specialist (2 yrs) $ 56,500 $    -0-
Administrative Assistance (2 yrs) $ 33,000 $    -0-

Total $226,000 $    -0-

b. Fringe Benefits
FICA/Medical Benefits $ 20,000 $    -0-
Vacation $ 23,000 $    -0-

Total $ 43,000 $    -0-

c. Travel
None     $    -0- $    -0-

Total $    -0- $    -0-
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d. Equipment
Van $ 25,000 $    -0-
Computers, Software &
Maintenance $ 12,500 $    -0-
Printer $   2,000 $    -0-
Fax Machine $      500 $    -0-
Slide projector and screen $   1,500 $    -0-
Overhead projector $   1,500 $    -0-
Camera $      600 $    -0-
Xerox machine $   1,000 $    -0-
(See attached supporting documentation)

Total $ 44,600 $    -0-

e. Supplies

Telephones $  1,000 $    -0-
Office Supplies $     700 $    -0-
Maintenance $     300 $    -0-
(See attached supporting documentation)

Total $  2,000 $    -0-

f. Contractual/details
Winston Boys and Girls Club $ 4,000 $    -0-
(you must document rates per hour)
(See attached supporting documentation)

Winston County Psychiatric
Services $ 100,000 $    -0-
(you must document rates per hour)
(See attached supporting documentation)

Total $104,000 $    -0-

g. Other

Educational Scholarships $ 25,000 $    -0-

Total $ 25,000 $    -0-

h. Total Direct Charges
   (sum of a - h) $427,600 $    -0-

Attach supporting documentation to support specific costs.
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Please make sure that you follow the sample form provided in the previous page when preparing a
budget for any funding category.

HOUSING AUTHORITY EMPLOYMENT OF SECURITY PERSONNEL

SAMPLE BUDGET NARRATIVE 

BRIEF PROGRAM DESCRIPTION:  The WHA will directly employ qualified residents as security guard
personnel to provide services in addition to those, or not usually performed by, local law enforcement
agencies on a routine basis, such as, patrolling inside buildings, providing personnel services at building
entrances to check for proper identification or patrolling and checking car parking lots for appropriate
parking decals.

CONTRACTED SECURITY PERSONNEL SERVICES

SAMPLE BUDGET NARRATIVE 

BRIEF PROGRAM DESCRIPTION:  The WHA will execute a contract for security personnel services to
provide services in addition to those, or not usually performed by, local law enforcement agencies on a
routine basis, such as, patrolling inside buildings, providing personnel services at building entrances to
check for proper identification or patrolling and checking car parking lots for appropriate parking decals.

EMPLOYMENT OF INVESTIGATOR(S)

SAMPLE BUDGET NARRATIVE

BRIEF PROGRAM DESCRIPTION:  The WHA will hire one investigator who will investigate drug-related
crime, other criminal activities and/or problems associated with crime "in or around" the real property
comprising the HA developments and provide evidence relating to any such crime in any administrative or
judicial proceedings.

ESTABLISHMENT OF VOLUNTARY TENANT PATROLS

SAMPLE BUDGET NARRATIVE

BRIEF PROGRAM DESCRIPTION:  The HA will execute a contract with the Winston Resident Council to
coordinate the establishment of a volunteer tenant patrol. The proposed contract between the Winston
Resident Council and the HA of the City of Winston for these services is attached to this application as
Appendix A.
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PHYSICAL IMPROVEMENTS TO ENHANCE SECURITY

SAMPLE BUDGET NARRATIVE

BRIEF PROGRAM DESCRIPTION: The WHA will install fences, closed circuit surveillance cameras,
speed bumps, monitors, security alarms, electronic entry locks with access card readers, exterior lights,
and will reconfigure the landscape of several of the targeted developments common areas for the security
of the HA's community center. Equipment is needed at the community center where resident anti-crime
prevention programming and recreational activities will be offered for all developments. In addition, WHA
will contract with the Resident Management Corporation to provide landscaping tasks that have been
proven successful in preventing crime through environmental design.
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DRUG ELIMINATION TECHNICAL ASSISTANCE PROGRAM (DETAP)

RELATED SAMPLE  DOCUMENTS

The following SAMPLE FORMS have been provided for your assistance.

p NO sample forms necessary or provided
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NEW APPROACH ANTI-DRUG PROGRAM

RELATED SAMPLE DOCUMENTS

The following SAMPLE FORMS have been provided for your assistance.

The following SAMPLE FORMS have been provided for your assistance.

p Sample Budget Information (non-construction programs), with activity budget narrative/and
supporting documentation, as applicable, attachment.
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SAMPLE FORM

REIMBURSEMENT OF LOCAL LAW ENFORCEMENT AGENCIES
OVER AND ABOVE BASELINE SERVICES

BUDGET NARRATIVE 

BRIEF PROGRAM DESCRIPTION:  The WHA will execute a contract with the Winston Police Department
to provide services over and above current baseline services.  The Winston Police Department will also
establish a mini-station on the site of the targeted development. The proposed contract between the
Winston Police Department and the HA of the City of Winston for these services is attached to this
application as Appendix A.

Funds Requested For Activity:  $304,450

Amplified Budget Items by Object Class Category (From SF-424A, Section B # 6)

NAADP Other local in-kind
Funding Sources of Funding

a. Personnel
None     $    -0- $    -0-

Total     $    -0- $    -0-

b. Fringe Benefits
None     $    -0- $    -0-

Total     $    -0- $    -0-

c. Travel
None     $    -0- $    -0-

Total     $    -0- $    -0-

d. Equipment
Purchase and install closed
Circuit Television system $ 17,500 $    -0-
(see attached supporting documentation)
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Purchase and install
Telephone Equipment $      850 $    -0-
(see attached supporting documentation)

Cameras $   3,000 $    -0-
Facsimile Machine $      600 $    -0-
Bicycles (2) $   2,500 $    -0-
Portable 2-way Radios (4) $ 12,000 $    -0-
Computers (2) $   6,000 $    -0-
Software $   4,700 $    -0-
(See attached cost analysis)

Total $ 47,150 $    -0-

e. Supplies
Telephones $  2,500 $    -0-
Office Supplies $  4, 600 $    -0-
Maintenance $  5,600 $    -0-
(See attached cost analysis)

Total $ 12,700 $    -0-

f. Contractual/details
Direct labor and benefit contract
with Winston Police Department
For Four (4) Officers at 12 hrs/day
for 104 weeks. Rate of $20/hr. $244,600 $    -0-
(you must document rates per hour)
(See attached supporting documentation)

Total $244,600 $    -0-

h. Other
None  $    -0- $    -0-
(See attached cost analysis)

Total  $    -0- $    -0-

I. Total Direct Charges
   (sum of a - h) $304,450 $    -0-

Attach cost analysis/supporting documentation  to support specific costs.
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