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Public Service Grant Program

The Public Service Grant Program (PSG) contracts 
with Duval County non-profit agencies who have 
been in operation for a minimum of three years to 
equip families and residents 18 years and old with 
necessary tools to facilitate their well being through 
intervention, education and opportunity. The 
selection process of PSG awards is outlined in 
Chapter 118.806 and evaluated by the Public Service 
Grant Council.
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https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR_PT8PUSEGR_S118.806APRE
https://www.coj.net/departments/intra-governmental-services/office-of-grants-and-compliance/public-service-grant-council
https://www.coj.net/departments/intra-governmental-services/office-of-grants-and-compliance/public-service-grant-council


Mandatory Public Service Grant Requirements  
Chapter 118.805
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o Certain Programs Ineligible- A requesting agency’s program shall be 
ineligible to receive a Public Service Grant if the requesting agency’s 
program receives funding through another City program including but 
not limited to, the programs listed below:
o Cultural Service Grant Program pursuant to Chapter 118, Part 6;
o Arts in Public Places Program pursuant to Chapter 126, Part 9;
o Kids Hope Alliance program pursuant to Chapter 77;
o Downtown Investment Authority and Office of Economic Development 

Programs pursuant to Chapter 55 and Chapter 26;
o Housing and Community Development Division programs pursuant 

to Chapter 34, part 2
o Social Services Division programs pursuant to Chapter 28, Part 5;

Presenter
Presentation Notes
Cultural (Arts, Music, Dance, etc.) Program Grants & Pieces of Art, Sculptures, other types of physical are funding by Cultural Council of Greater Jacksonville and applications must go through themPrograms that focus on Kids must go through KHA.  PSG only funds programs for adults, “the family” & youth who have been adjudicated as adults.  Organization looking for Economic Opportunity Grants must go through DIA/OEDIf you are funded through the Housing Dept either CDBG, ESG, HOPWA, SHIP, or HOME you can’t get funding for the same program through PSG nor use PSG as your match toward these programs.  The Social Services Division also funds several Trust Funds, and Federal Grants.  If you are getting funding from them for a program you can’t get money from PSG.  

https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH126PRCO
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIVBOCO_CH77KIHOAL
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIVBOCO_CH55DOINAU
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIIIEXBR_CH26ECDE
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIIIEXBR_CH30PLDEDE
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIIIEXBR_CH34NEDE
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITIIIEXBR_CH28PARECOSE


FY 2024
Most Vulnerable Persons (MVP) & Needs

1. Acute--The percentage of available funding allocated to this category shall                                                   
be 30%.

• Services focused on adult individuals and/or families experiencing a difficult or
dangerous situation which requires prompt action to avoid further deterioration of
their health, safety, or welfare.

2. Prevention--The percentage of available funding allocated to this category shall be 
40%.

• Services focused on preventing negative changes to the health, safety, and welfare
of adult individuals and/or families; or services designed to divert adult individuals
and/or families who have experienced negative changes to their health, safety, or
welfare from experiencing further deterioration.

3. Self-Sufficiency--The percentage of available funding allocated to this category shall 
be 30%.

• Services focused on helping adult individuals and/or families work toward needing
no assistance to satisfy their health, safety, and welfare; or services focused on
helping adult individuals and/or families work towards a stable level of assistance
needed on an ongoing basis.
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FY 2024 Most Vulnerable Persons (MVP) & 
Needs (Cont.)

4. Micro-Grant Pilot Program—TBD
• This pilot program would be funded separately from the normal PSG Council 

Award/ Budget process.  The procedures, requirements, appropriation would be 
part of separate legislation with PSG Council administration. 

Limitations on Grant Awards
Programmatic grants within each category of Most Vulnerable Persons and 
Needs shall be based on the high score model for funding purposes. The high 
score model shall award 100 percent of requested funding for the highest 
ranked score up to the maximum amount of $150,000 or 24% of the agency's 
average revenue over the last 3 years. The next highest ranked score shall be 
awarded 100 percent of the requested funding up to $150,000 (or 24% of the 
agency’s average revenue over the last 3 years), and so on until the funds are 
exhausted.
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Presentation Notes
No Minimum amount-but be aware of increase cost of required insuranceNo Maximum # of applications per agency-24% rule appliesNo Cash Match-CDBG requirementNo Volunteer Value Match-CDBG requirementFunding is from October-September (COJ FY)
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On-Line Application Access

TIMELINE
• Our office hours are 7:30 AM – 4:30 PM (M-F)

• No Support on Saturday’s or Sunday’s
• July 3, 2023- Applications due

• Our office hours are until 5:00 PM on July 3
• System closes at 12:00 AM 7/04/2023, if your application is not submitted by then, 

you will have to wait until next fiscal year to apply. 
• July 3, 2023-September 29, 2023: PSG Council review & score 

applications
• October 31, 2023: Deadline for PSG Council to award funding
• “The Public Service Grants Council recommends that you submit your 

electronic application 24 to 48 hours before the application due date 
to avoid any technical problems.
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QUIZ

1. Self-Sufficiency & Stability
2. Acute
3. Economic Stability 
4. Prevention & Diversion 

FY 2024 Public Service Grant  Application Instructions 9

Which is NOT apart of the PSG 
Human Services Framework? 



QUIZ

1. Self-Sufficiency & Stability
2. Acute
3. Economic Stability 
4. Prevention & Diversion 
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Which is NOT apart of the PSG 
Human Services Framework? 



Agency Contact Information & Application 
Format (118.806c)

• Fill in the blanks for all requested information 

• Fill in the revenue information for the (3) previous fiscal years within 
the table.

• Select one of the MVP & Needs Categories

• Make sure First Name, Last Name, Title, & Date for person certifying all 
the information is true & correct.

• 2023-2024 PSG Request Amount ($150,000 max or 24% of average of 
last three years agency revenue).
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Presenter
Presentation Notes
This is your Cover Page no need to upload a “Cover Page”(3) fiscal years can be 18,19 & 20 or 19, 20 & 21Amount should be in Whole numbers and match Excel Budget Sheets & Section VElectronic Certification by Authorized Person (Agency determines who is authorized to certify all information is true & correct)



Application Format cont.
• The application shall have 1-inch margins and contain no more than sixteen (16) single-

sided double-spaced 8½” by 11” pages.  The font style shall be Times New Roman or Arial 
with a minimum font size of 11 and a maximum font size of 12.  

• Section 1: Community Need & Target Audience—6,000 characters with 
spaces—approximately 1000 words or 3 pages 

• Section 2: Agency Background, Staff & Board Experience—6,000 characters 
with spaces—approximately 1000 words or 3 pages 

• Section 3: Program Management Expertise & Evaluation—7,500 characters 
with spaces—approximately 1,500 words or 4 pages

• Section 4: Program Activities—4,500 characters with spaces—approximately 
750 words or 2 pages

• Section 5: Program Budget & Fiscal Policies—6,000 characters with spaces—
approximately 1000 words or 3 pages

• Section 6: Overall Quality of Program—Nothing Required. Entire application 
is referred to for grading.

The Cover Page and Eligibility Documents will not be counted as part of the 16-page limit.  
The Eligibility documents may be included as appendages. Make sure pages uploaded don’t 
exceed the limit requirement.
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Presenter
Presentation Notes
Header does not count toward 1” marginCan submit via Word, Excel, Adobe, Word Perfect, Google Doc-just remember whatever you upload must be page limitThere was some issues last year with individuals who stated uploaded in Word and font was changed-good idea to up load in Adobe.  May include Charts, Graphs, or Pictures but must be within page limit & any wording needs to match font, size, & spacingAlso, Don’t password protect you upload!!!



Section I: Community Need and Target 
Audience

oA description of the need for the program, 
oThe target audience for Most Vulnerable Persons and Needs, 
oThe outreach to the target audience, 
oThe anticipated impact and success on the target audience 

and the anticipated number of people served. 
(6,000 characters with spaces--approximately1000 words or 3 
pages maximum)
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Section II: Agency Background, Staff & Board 
Experience
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 A description of the agency’s board 
-Demographics, length of service and professional experience; 
-The board’s role in governance; 
-The strategy for board recruitment; 
-The impact of the board’s background, relationship, experience or expertise 

with the agency; 
 The agency’s executive staff 

-Demographics, length of service and relevant experience and expertise; 
-The executive/key staff’s plan or process for the implementation of the program
-The agency’s mission, history, experiences and accomplishments relative to 

Most Vulnerable Persons and Needs.
(6,000 characters with spaces—approximately 1000 words or 3 pages 
maximum).

Presenter
Presentation Notes
Agency Expands my knowledgeAgency successWhy agency is #1, Why usStart to build your caseWhy your agency exist-what priority populationBoard experience and background, diversity, & program participation



Section III: Program Management Expertise & 
Evaluation

oA description of how the program will be designed and managed, 
oHow the program’s success and impact will be measured 
oHow information will be collected. 

• For an existing program, the section can include past experiences, successes and 
achievements, and may include one client story; 

• For a new program, the section can include why the agency will be able to successfully 
manage the program, expected outcomes or goals of the program and successes or best 
practices of similar programs.

oThis Section may include without limitation potential fundraising capacity, 
plan, strategy and funding partners for the program as well as how the 
program will be sustained in future years. 

oThis Section shall also include a listing of each noncompliance incident within 
the past three years that has resulted in the requesting agency being placed 
on the Council Auditor's Chapter 118 noncompliance list. Such list shall set 
forth with respect to each noncompliance incident: (a) the noncompliance 
dates (e.g., the start date and end date), and (b) an explanation for the 
noncompliance.

(7,500 characters with spaces—approximately 1,500 words or 4 pages 
maximum not including the information regarding noncompliance incidents).
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Presentation Notes
Positions sustainability within an organizationNot just PercentagesOrganizations sustainabilityProgram’s fit within your organization mission & visionHow position will effect Priority Population & money tied to itGeneral Overhead is defined by applicant



Section IV: Program Activities
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o An overview of program activities,
o A description of each activity, 
o How clients enter the program, 
o How clients’ needs are evaluated and the partnerships strengthening the 

program. 
(4,500 characters with spaces—approximately 750 words or 2 pages 
maximum).

Presenter
Presentation Notes
Data for programSuccess of programLink to Priority Population-importantSuccessful historyHow are you going to helpDescribe partnershipsDirect services to Priority Population



Section V: Program Budget & Fiscal Policies
5A. Describe the agency’s fiscal policies and procedures ensuring best 
fiscal practices are in place. 
oInclude a description of how the agency’s fiscal health is monitored. 
oDescribe the experience and expertise of the staff overseeing the 

financial monitoring of the program serving Most Vulnerable 
Persons. 

oThe section should include the agency’s budget, with revenue and 
expenses balanced, and a list of all line items and revenues to 
operate the program with a brief description of each.

(6,000 characters with spaces—approximately 1000 words or 3 pages 
maximum not including agency’s 990s or City Grant Budget Form).

5B. The COJ Excel spreadsheet include agency budget column

FY 2024 Public Service Grant Application 
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Presenter
Presentation Notes
Some brief explanation of what funding is doingShow why fund this if not easy understoodClear these funds are going towardPercent MethodologyBudget should match program activity



Excel Budget Forms 

6. Program Budget Detail
• Complete the section showing the Agency Name and Program Name
• Under Section I Salaries and Wages, list all the positions in the program so that we have an 

accurate program expense budget not just PSG funding.

• Under the Prior Year Funding 2021-2022 column, input the expenses actually incurred by the 
program for the preceding completed program year. Under the Current Budget 2022-2023 
column, input the approved program budget for the current year as adjusted reflecting any 
amendments made to date. Total est. Cost of Program is 2023-2024.

• The amount you have requested from the funding partner who you have applied to should 
be entered in the columns to the right of the “All Other Program Revenue” column. 

• Using the account structure provided, input the anticipated 
expenses for the proposed grant requested on the form in the appropriate column and row

FY 2024 Public Service Grant Application Instructions
18

Presenter
Presentation Notes
Remember not Agency Budget just ProgramDon’t include indirect Cost does not matter if you have a Federal Indirect Cost rate or not



Budget Forms - Continued

Program Budget Narrative
• Explain all PSG expense items that are used in the “Program Detail Budget” 

form. (Name of title, annual salary x % PSG = $PSG request)
• Good Rule is – If TU or City Council asked you, could you defend how you 

really needed these dollars for this expense.  
• Keep in mind those items that are disallowed under Chapter 118 section 3 & 

4:
• To pay for "Bad Debts"--losses arising from uncollectible accounts and other claims, 

and related costs, are not allowable such as JEA late fee
• To pay for "Contingencies"--contributions to a contingency reserve or any similar 

provision for unforeseen events are not allowable.
• To make "Contributions or Donations"—contributions and donations to other 

groups or organizations are not allowable.
• To pay for "Entertainment"--costs of amusements, social activities, and incidental 

costs relating thereto, such as meals, beverages, lodgings, rentals, transportation 
and gratuities are not allowable.
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Presenter
Presentation Notes
Does not need to be doubled spacedIt should match your request, budget detail, and tie to your program needClient Food, Client Rent, Client Transportation are fine no funding for staff or volunteer appreciation

https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR_PT4DIEX
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR_PT4DIEX


Budget Forms - Continued

• Keep in mind those items that are disallowed:
• To pay "Fines and Penalties"--costs resulting from violations of,  

or failure to comply with, federal, state, and local laws and regulations are not allowable.
• To pay "Governor's Expenses"--the salaries and expenses of the  

Office of the Governor of a state or the chief executive of a political subdivision are 
considered a cost of general state or local government and are not allowable.

• To pay "Legislative Expenses"--the salaries and other expenses of the State Legislature of 
similar local governmental bodies such as county supervisors, city councils, school boards, 
etc., whether incurred for purposes of legislation or executive direction, are not 
allowable.

• To pay "Interest and Other Financial Costs"--interest on borrowings (however 
represented), bond discounts, costs of financing and refinancing operations, and legal and 
professional fees paid in connection therewith, are not allowable

• Audit Cost

FY 2024 Public Service Grant Application 
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Section VI: Overall Quality of Program

Nothing required. Graders will refer to the entire 
application to grade this section. 
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Presenter
Presentation Notes
How is activity going to move the needle Link back to programAssume reviewer knows nothing of programDon’t duplicate data-use space wisely, but be specific on what is actually going on



QUIZ: 
TRUE OR FALSE
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All program expenses should 
be listed in the Budget, not 

just those for PSG?



QUIZ: 
TRUE OR FALSE
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All program expenses should 
be listed in the Budget, not 

just those for PSG?

TRUE



Eligibility Documents (Chapter 118.805)

1. A copy of Good Standing certificate from FL Division of Corp
• A copy of a good standing certificate issued within the last 12 months by the 

Florida Division of Corporations evidencing that the requesting agency is in 
good standing and has been in existence for three years prior to the Public 
Service Grant application deadline; and- This is not a copy of Sunbiz

2. Charitable Solicitation Permit
• A copy of the requesting agency's current Charitable Solicitation Permit issued 

by the State of Florida evidencing that the requesting agency is current on 
state charitable permitting fees; or

• A state letter of exemption indicating that the agency is exempt pursuant to 
F.S. § 496.406(3); and the State no longer issuing letter.  If not required to 
submit a Charitable Solicitation, we need a letter signed by Board that you are 
exempt under F.S.496.403. (see F.S.)

FY 2024 Public Service Grant Application 
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Presenter
Presentation Notes
See website for example of Good Standing Certificate990s and Affidavit certified as non-profitYour Charitable Solicitation Permit is not your Consumer Certificate of Exemption
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Eligibility Documents (Chapter 118.805)

3. Financial Information as applicable:
• Copies of the requesting agency's fiscal balance sheets and statements of income and 

expenses for the last two fiscal years of the requesting agency; 

AND
• Copies of the requesting agency's completed and filed federal tax returns for the last three 

tax years; or
• Agencies exempt from filing federal tax returns shall file:

• IRS certification of exemption; and
• Copies of audit reports for the last three years. Audit reports shall be conducted in 

accordance with both GAAS and Government Auditing Standards (GAS) issued by the 
Comptroller General of the United States, and if applicable the provisions of the Office 
of Management and Budget Circular A-133 "Audits of States, Local Governments and 
Non-Profit Organizations" made by a certified public accountant; or

• If the Agency does not have the financial information requested in subsections (3)a—c 
above, then the agency must submit its financial information in form and substance 
reasonably acceptable to the Department of Finance and Administration. The form shall 
be identified by the department prior to the commencement of the application cycle 
and be uniform for all agencies completing the form.

FY 2024 Public Service Grant Application 
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Presenter
Presentation Notes
Balance Sheet and Statement of Income are newFeel free to highlight and point out items of interest-Cash in-hand/Bank, Accounts Receivable, Depreciation, Liabilities, or anything else note worthy 
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Eligibility Documents (Chapter 118.805)

4. Certificate of Mandatory Application Workshop
• We will have a list of agencies who are completing this workshop and will e-

mail certificates.   

5. Office of General Counsel Affidavit
• See website for template

Please make sure your uploaded documents are not password protected & 
you upload the correct document
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Presenter
Presentation Notes
The name on your 990s, Solicitation Permit, Certificate of Good Standing, Workshop, & Affidavit should all matchMake sure you signed in with e-mail address so you can get your Workshop Certificate or e-mail one of usYour Affidavit must be notarized by someone other than the person signing the AffidavitNo need to upload Certificate of Additional Funding (will need when awarded)No need to upload Corporate Resolution (will need when awarded)No need to upload Conflict of Interest (CDBG requirement)
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FISCAL YEAR 2023-2024 PSG GRANT APPLICATION AFFIDAVIT FORM  
 

 
BEFORE ME, the undersigned authority, personally appeared _________________________________, 
who was sworn and says: 

1.  My name is ________________________________ and I am the [note:  per the City ordinance 
code the individual executing this affidavit must be the executive director, chief executive or 
operating officer, president, vice president or board chairman]_________________________ of 
____________________________________________________________________, an applicant 
for a Public Service Grant from the City of Jacksonville’s Public Service Grant Council, and I have 
personal knowledge of the matters stated herein. 

2. If awarded, the applicant’s program, to the extent funded by the City of Jacksonville, will be 
operated in Duval County, Florida, and service the people of the City of Jacksonville.  No funds 
provided by the Public Service Grant Council to the applicant will be used by the applicant for 
programs provided other than in Duval County, Florida, or other than to the people of the City of 
Jacksonville. 

3. The applicant’s program is not eligible to receive funding from another City program while 
providing services under a Public Service Grant award for Fiscal Year 2023-2024.  Such City 
program shall include, without limitation, the Cultural Service Grant Program, the Arts in Public 
Places Program, the Kids Hope Alliance program, Downtown Investment Authority or Office of 
Economic Development programs, Housing and Community Development Division programs, 
Social Services Division programs; or, if the applicant’s program is eligible to receive funding from 
another City program, including but not limited to, the City programs listed above,  the applicant 
has not received any funding from such programs and will not receive or accept any funding from 
such programs  while providing services under a Public Service Grant award for Fiscal Year 2023-
2024. 

4. The applicant’s funding request for multiple or single programs does not exceed in the aggregate 
24% of the applicant’s annual revenue as shown on its filed tax returns and averaged over the 
previous three tax years. 

5. The applicant is in compliance with the terms of all existing City agreements to which it is a party. 
6. The applicant is in compliance with all federal, state, local laws, rules, regulations and ordinances, 

as the same may exist from time to time, applicable to it 

 
      _______________________________________ 
      Signature of Affiant 

Print Name:____ _____________________ 
 

 
 
 
STATE OF FLORIDA 



COUNTY OF DUVAL 
 
Sworn to and subscribed before me, this _____day of ______________, 20____, by    
  .  Said person is person is personally known OR produced      
identification. 
 
 
_________________________________________ 
Notary Public 
 
(Seal) 
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Courtesy Review of Application 
(Chapter 118.803)

• Annually from the effective date of the Most Vulnerable Persons 
categories and Needs established by the City Council for the 
upcoming fiscal year and until five business days prior to the grant 
application deadline (July 3, 2023), the Grants Administrator, or his or 
her designee, shall provide courtesy reviews of a requesting agency's 
application to confirm whether the application has complied with the 
eligibility and application requirements in Sections 118.805 and
118.806. The Grants Administrator shall conduct courtesy reviews in 
person with the requesting agency upon request and appointments 
shall be scheduled on a first come, first serve basis.

FY 2024 Public Service Grant Application 
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https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR_PT8PUSEGR_S118.805ELAPPUSEGR
https://library.municode.com/fl/jacksonville/codes/code_of_ordinances?nodeId=TITVADPE_CH118CIGR_PT8PUSEGR_S118.806APRE


Courtesy Review of Application 
(Chapter 118.803)

• The last day for Courtesy Review’s will be Friday, June 23rd

• A Courtesy Review can be scheduled via Zoom
• Please E-mail us with your desired date and time so we can set up a 

private zoom meeting.

• We can still answer questions via e-mail and will update 
website with Q & A.   

FY 2024 Public Service Grant Application 
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PSG Appeals Board; Appeals Procedure 
(118.810) 

Appeals Board Responsibility; Composition

Notice of Meetings; Standard of Review

Appealable Matters

Appeals Deadline; Contents; Procedures

Remedy

Additional Procedures

PSG Appeals Board Decisions to be Final

FY 2024 Public Service Grant Application 
Instructions 38



PSG Technical Support Team

PSG Contact Information

Ashleigh Brew– 255-8638
• abrew@coj.net

Kristen Hodges– 255-8115
• hodgesk@coj.net

John Snyder – 255-8202
• jsnyder@coj.net

Najera Stevenson– 255-8207
• najeraj@coj.net

FY 2024 Public Service Grant Application 
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mailto:abrew@coj.net
mailto:hodgesk@coj.net
mailto:jsnyder@coj.net
mailto:jsnyder@coj.net


QUIZ

1. Call John!
2. Schedule a Courtesy Review
3. Cross your fingers for Good Luck!
4. Double check with a Grant Writer. 

FY 2024 Public Service Grant Application Instructions 40

What is the BEST way to be sure 
your application is ready to submit?



QUIZ

1. Call John!
2. Schedule a Courtesy Review
3. Cross your fingers for Good Luck!
4. Double check with a Grant Writer. 
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What is the BEST way to be sure 
your application is ready to submit?



Questions

FY 2024 Public Service Grant Application 
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You can always refer to our website to answer many of your 
questions or reach out to us via phone or email. 

Presenter
Presentation Notes
Questions from last year not already discussedCan we obtain an awarded application from last year-Yes all applications and other documents are subject to Public Records requestCan you tell us if we have been on the Non-Compliance List the last 3 years-Yes just send us an e-mailDo documents need to have “Discovery Accessibility Mode”- NoIf we are awarded funding what are the insurance requirement-last years insurance requirements are on the web-siteIf our program operates in all 5 counties, can we apply-Yes but % of funds must match your % of Clients served from Duval County.  
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