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Important Viewing
Instructions

If you are viewing this document in a web browser,
some features will not work properly.

To ensure full access to all content and
functionality, please download this file and open
it using Adobe Acrobat Reader.

You can download Acrobat Reader for free at
get.adobe.com/reader.

Forms, clickable sections or other interactive
elements will not work correctly unless opened in
Adobe Acrobat Reader.


https://get.adobe.com/reader/

About this Document

This document is intended for informational purposes and reflects current planning; it
does not obligate TSET to make any specific number of awards. Awards are contingent
upon the availability of funds, satisfactory performance by the grantee and approval by
the TSET Board of Directors. If there is any inconsistency between the information
contained in this guide and the terms of any resulting cooperative agreement, the terms
of the cooperative agreement are controlling.

This guide may be amended by TSET. Amendments can be found on TSET’s website
under the TSET Built Environment Grants section. It is the responsibility of the applicant
to review any such amendments and make necessary changes in the application to meet
the amended requirements.

Ceremonial Use of Tobacco in Native American Culture

TSET acknowledges the spiritual and ceremonial value that tobacco has in Native
American culture. The phrase “tobacco” mentioned in this document refers
to commercially produced tobacco products and non-ceremonial use of tobacco.

Required Software

This guide may be viewed and associated forms may be completed at no cost to the
applicant by using Adobe Reader. The full version of Adobe Acrobat Professional is not
required to complete any of the application forms. Applications must be submitted via
the TSET Funding Portal beginning September 23, 2025. To register and login, please
visit https://oktset.my.site.com. Applicants can find instructions on registering and
applying through the TSET Funding Portal on the TSET website.

RFA Attachments and Appendices

Appendices and attachment forms provided in this RFA are listed below and can be
accessed by clicking on the name of the document or by clicking the paperclip icon on
the side navigation pane in Adobe. If you cannot see a paperclip icon in Adobe, please
ensure that you have fully downloaded this document and have opened it from your
desktop rather than from within your internet browser. The forms can also be accessed
by clicking on the Application RFA Guidelines and Forms folder in the TSET Funding
Portal application portal from the Resources tab.

Current and Previous TSET Grantees

Current TSET grantees are not automatically precluded from applying for funding under
this opportunity. However, programs submitted under this funding opportunity must not
be wholly or partially duplicated under another TSET-funded grant or contract. Previous
TSET grantees or contractors who are in good standing are also eligible to apply for
funding under this opportunity. If you have questions about your eligibility to apply as a
current or former TSET grantee, please contact grantsmanagement@tset.ok.gov.



https://oklahoma.gov/tset/funding-opportunities/tset-built-environment-grants.html
https://get.adobe.com/reader/
https://oktset.my.site.com/
https://oklahoma.gov/tset/funding-opportunities/tset-built-environment-grants.html
mailto:grantsmanagement@tset.ok.gov

Key Dates
Request for Applications (RFA) Released: September 23,

2025 Last Day to Submit Questions: October 24, 2025
Applications Due: November 18, 2025, by 4:00 pm CT
Applicants Notified of Award Decisions: March 26, 2026 Grant

Start Date: July 1, 2026



Key Terms

Active Living: Incorporating physical activity into our daily lives and routines.
Authorized Official: The person who receives the contract document for the grant and
whom the organization has designated as being authorized to sign contracts on behalf of
the organization. This person will receive all important grant-related information
disseminated by TSET.

Built Environment Project: Human-made spaces in which people live, work and play.
Built environment projects include buildings, parks and open spaces, streets, trails,
transportation systems, playgrounds, etc.

Cooperative Agreement: An arrangement between two or more parties, in which mutual
terms, responsibilities and criteria are defined for working toward agreed upon objectives
and or goals.

Construction Implementation Project: A shovel-ready project that makes changes to
the built environment to increase the number of people engaged in moving more at a site
within Oklahoma.

Construction Site Manager: Person directly responsible for the day-to-day operations
on-site to ensure site workers complete their daily tasks to achieve the scope of work
agreed upon on time and within budget. They are present at the construction site every
day and are hands-on in supervising the job site work.

Designing/Planning Manager: Person directly responsible for the day-to-day progress
and completion of designs or plans being developed based on the agreed upon scope of
work and budget.

Eligible Applicant Property: Refers to any land or facility owned by the applicant
organization, excluding the legal or statutory easement where the proposed built
environment construction project will be located. This property must be available for
public use during reasonable usage hours, ensuring accessibility to the community.
Facilities Use Agreement: A policy or written agreement where users are often required
to fill out and sign an agreement, pay a nominal fee and provide proof of insurance. These
agreements are used by groups that want to access recreational facilities to host
programs, sports leagues or classes.

Financial Officer: The person who prepares and submits requests for reimbursement
and tracks project spending. This is the person whom TSET will contact with any
questions regarding a request for reimbursement. This person will receive all financial-
related information disseminated by TSET.

Fundraising: Soliciting and gathering financial contributions or resources from
individuals, organizations or businesses to support a specific cause, project or initiative.
Grantee: The organizational entity to which a grant (or cooperative agreement) is
awarded, and which is responsible and accountable both for the use of the funds provided
and for the performance of the grant-supported project or activities.

Implementation: The process of carrying out a plan, strategy or project that results in
tangible outcomes.

Indirect costs: Indirect costs include expenses that are not easily discernable from direct
expenses incurred by operating the organization, e.g., utilities, custodial services,



security, rent, accounting services, administrative assistance, etc.

Open-Use Agreement: This agreement formalizes community access to recreational
facilities for informal play and physical activity, allowing a property owner to act alone
instead of in partnership with another entity.

Parks and Open Spaces: Publicly owned areas of land that are primarily used for
recreational or leisure purposes, that are accessible to the public.

Physical Office: A physical office is a commercial or leased premises, separate from any
residential or home-based setting, where an organization establishes a tangible presence
and carries out its core business operations. Its physical location within the State of
Oklahoma is perceived by the public as where the business operates.

Planning and Design Project: Projects such as a feasibility study, streetscape design,
comprehensive plan, master plan, plans for trails, bicycle and pedestrian safety or
guidelines that promote active living in an effort to create targeted, place-based changes
to the built environment that promote healthy behaviors. Projects under this funding tract
may not include construction or implementation.

Pre-award Costs: Costs that are incurred prior to the cooperative agreement period.
Project: A series of short-term, time-limited tasks leading to a unique outcome, product
or result with an agreed upon start-up and completion date. A project plan of major
milestones or tasks to be completed is required.

Project Launch Ready: A design, planning or study project that is at an advanced stage
for work to begin within 75 days. Labor can be hired or contracted either immediately or
within 75 days of the grant start date to begin designing, planning or conducting a study.
Project Manager (of the Grant): Person directly responsible for ensuring the grant meets
its requirements and agreed upon results, inclusive of planning, organizing and directing
the completion of the project for the organization serving as the grantee while ensuring
the project is executed on time, on budget and within scope of work agreed upon. Serves
as the primary contact for TSET and contractors and will be responsible for submitting all
project documents, reports, etc. throughout the contract year.

Project Site: A project site refers to a specific geographic location where a construction
project is undertaken. It is defined as a single, distinct area or parcel of land where all
project activities are carried out. This means that the entire construction project occurs at
one physical location, rather than spanning multiple locations or sites.

Public Property: Land or facilities owned by governmental entities or organizations that
provide public access, including parks, pavilions, community centers and public buildings.
Project site property must be accessible to the community during reasonable usage
hours.

Safe Routes to School: Methods and tools used by governments, local leaders,
advocacy groups, schools and families of students to improve the safety, health and
connectedness of their community by making schools safe and easy to access via
walking, biking and public transit.

TSET Funding Portal: A comprehensive grant management platform used by TSET that
is designed to streamline the entire grant lifecycle, from application submission to
reporting and evaluation.



Shared-Use: Also called joint use or community use, occurs when organizations agree
to open or broaden access to their facilities for community use.

Shared Use Agreement: A written contract between two or more partners that sets forth
the terms and conditions for the shared use property, allowing partners to allocate
responsibility for costs, security, maintenance, repairs, insurance and potential liability.
Shovel-Ready: Refers to a project where all planning, design and permitting processes
have been completed, and it is prepared for immediate or near-immediate construction.
This means the project is fully designed, all necessary approvals and permits have been
obtained and the site is ready for construction to begin either immediately or within 75
days of the grant start date.

Small to Medium Size Projects — A small project is “shovel ready” and can be started
and completed within 6 — 8 weeks (7 to up to 320 hours). A medium project is “shovel
ready” and can be started and completed within 18-20 months (321 hours to up to 3,200
hours).

Sustainability: The ability of a project to thrive independently without TSET funding and
characterized by continued community support, financial growth, sound infrastructure,
and effective strategies for the management of the project.
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Funding Information & Application Guidelines

Purpose

As authorized by Okla. Const. Art. 10, Section 40, and Title 62 O.S. § 2309, to identify and
respond to emerging opportunities to transform and improve the health of Oklahomans
through the built environment, TSET will accept applications in two areas of emphasis—
planning and design or construction implementation. All applications must support the TSET
mission! of improving health and reducing the risk factors for the leading causes of
preventable death due to cancer and cardiovascular disease, be aligned with the TSET
strategic plan and adhere to the guidelines stated in this document.

Applications must identify immediate, impactful opportunities to positively transform and
improve the health of Oklahomans through built environment projects. Applications must be
project-driven, time-limited, have a specific targeted area or population in mind, be
supported by multiple partners and agree to participate in an external evaluation of the
project.

TSET seeks projects that are in line with the following guidelines:

¢ Develop or enhance infrastructure that encourages physical activity, such as parks,
trails and recreational facilities.

¢ Ensure that new or upgraded public spaces are safe and accessible for all community
members, including children, older adults and people with disabilities.

¢ Involve community members in the planning and development process to ensure that
public spaces meet local needs and preferences.

¢ Design projects that have a lasting impact on the physical health of Oklahomans.

This funding opportunity is intended to support the development of plans or the construction
of projects that improve access to physical activity within communities. Eligible proposals
should align with the strategy funding tracks outlined below and focus on planning or creating
or enhancing infrastructure or environments that encourage and enable active lifestyles.

The table below outlines the available funding categories, along with the corresponding
strategy funding tracks. Applicants may only select one strategy funding track within
either the Planning and Design or Construction Implementation funding category per grant
application.

Applications that span multiple funding categories or strategy funding tracks will not be
considered. Applications that do not align with any of the strategy funding tracks listed below
will not be considered.

LTSET's mission is to improve the health and well-being of Oklahomans through programs that reduce tobacco use
and obesity — the leading causes of preventable chronic disease —and by funding research that improves treatment
and saves lives.


https://oklahoma.gov/tset/about-us/mission-vision-strategic-planning.html
https://oklahoma.gov/tset/about-us/mission-vision-strategic-planning.html

—m TS ET Physical Activity

BUILT ENVIRONMENT 092-BEPAZ6

GRANTS

Funding Categories Strategy Funding Tracks
Funding Track 1: Parks & open spaces

Planning and Design of | Funding Track 2: Safe routes to schools, grocery stores &
Small to Medium Size parks

Projects Funding Track 3: PreK-12 school-based built environment
projects that promote physical activity
Funding Track 1: Parks & open spaces

Construction Funding Track 2: Safe routes to schools, grocery stores &
Implementation of Small | parks

to Medium Size Projects | Funding Track 3: PreK-12 school-based built environment
projects that promote physical activity

Applicant Eligibility

Awards will not be made to organizations that receive funds or benefit from tobacco sales.
Applicant organizations must have a brick-and-mortar office located in Oklahoma at the time
of application submission, and the project must be carried out within indoor or outdoor
eligible applicant property that is open and accessible to the public during reasonable usage
hours within the state of Oklahoma. The project area or property where the project will
be located must be owned by the applicant at the time of submitting the grant
application. All applicant organizations must be incorporated and able to make their own

laws and/or policies.

All eligible applicant organizations must be in good standing with the Oklahoma Secretary
of State and must be able to attest that the organization does not and will not accept funding
from the tobacco industry for the term of the cooperative agreement with TSET by signing
and submitting Attachment D: Certification of Non-Acceptance of Tobacco Funds.

Any tribal nation that is awarded a funding agreement must submit a signed waiver of
sovereign immunity to TSET prior to execution of a cooperative agreement. Any awarded
tribal nation that has not returned a signed waiver of sovereign immunity to TSET by
4:00 pm CT on June 30, 2026, will be ineligible to enter into a funding agreement with
TSET.

Eligible applicant organization/entity types are dependent upon the strategy funding
track that is selected and are defined within the scope of work sections of the RFA.
Please refer to the following table for a breakdown of applicant eligibility by funding track.
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Planning and Design of Small to Medium Size Projects

Funding Track

Eligible Entities

Funding Track 1:
Parks and Open
Spaces

Institution of common and higher education

Oklahoma local government (city, town or county)
Non-profit 501(c)3 organization

Tribal nation

PK-12 public school district or individual PK-12 public
school site

State government

Funding Track 2: Safe
routes to schools,
grocery stores &
parks

Institution of common and higher education

Oklahoma local government (city, town or county)
Non-profit 501(c)3 organization

Tribal nation

PK-12 public school district or individual PK-12 public
school site

State government agency

Funding Track 3:
PreK-12 school-based
built environment
projects that promote
physical activity

PK-12 public school district or individual PK-12 public
school site

Non-profit 501(c)3 organization that operates as a school
site for specific populations

Tribal nations that operate a school site

Construction Implementation of Small to Medium Size

Projects

Funding Track

Eligible Entities

Funding Track 1:
Parks and Open
Spaces

Institution of common and higher education

Oklahoma local government (city, town or county)
Non-profit 501(c)3 organization

Tribal nation

PK-12 public school district or individual PK-12 public
school site

State government agency

Funding Track 2:
Safe routes to
schools, grocery
stores & parks

Institution of common and higher education

Oklahoma local government (city, town or county)
Non-profit 501(c)3 organization

Tribal nation

PK-12 public school district or individual PK-12 public

3
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school site
e State government agency

Funding Track 3: e PK-12 public school district or individual PK-12 public
PreK-12 school-based school site
built environment e Non-profit 501(c)3 organization that operates as a school
projects that promote site for specific populations
physical activity e Tribal nations that operate a school site

Planning and design projects must be ready to begin work either immediately or within 75
days of the grant start date. Construction implementation of small to medium size projects
must be shovel-ready and begin either immediately or within 75 days of the grant start date.

Eligible construction projects are those where all design and engineering plans have
been finalized, and it has been confirmed that the design complies with all applicable
codes and regulations.

The proposed project must be located at a single project site. Each planning and design or
construction implementation application may include one or more projects when all projects
are located on a single project site, or when two sites are connected, adjacent or contiguous
to one another. Applications with projects that span across separate, detached sites, such
as developing designs or infrastructure improvements for two unconnected, distinct
community parks, will not be considered for review.

Project Service Area
All projects must take place and serve only populations within Oklahoma.
Public Accessibility of the Project

All applications must be for projects that are available to all Oklahomans, regardless of
income. If an applicant organization charges a fee for access to its services or use of a
project site, the applicant must demonstrate that the proposed project would be available to
all Oklahomans free of charge, according to a sliding fee scale, scholarships or other
proposed options. For example, if a school site submits an application to fund improvements
to its activity areas, the applicant entity must demonstrate in its application how all
Oklahomans, regardless of income, will have an opportunity to access the TSET-funded
improvements.

Additionally, all proposed projects must be open and accessible to the public during
reasonable usage hours. Projects that are exclusively available to only the applicant
organization's staff and/or clients are not eligible for funding. If interested, examples of
shared, open or facilities use agreements are available within Appendix G: Shared Use
Policies and Agreements Examples.
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The project area or property where the project will be located must be owned by the
applicant at the time of submitting the grant application. Projects involving the
potential declaration of eminent domain will not be considered. Applicants should
have existing control of the project’s right-of-way.

Data-driven Needs and Community Buy-In

All applications must demonstrate the need for the project by providing sufficient locally
focused data that was collected within the last three years to support the project. Long-term
planning data (4-10 years or more) may only be used if the information is still being actively
used in local planning efforts. Such data may include:
1. A needs assessment conducted by the applicant organization or a contractor;
2. Community Health Needs Assessment(s);
3. Community Health Improvement Plan(s);
4. Surveys completed by the applicant, city/town or a local organization;
5. Documentation from a previously completed plan, feasibility study or built
environment design document;
6. Completed assessment tools from Appendix F: Built Environment Assessment
Guidance Document.

All data must be cited within the application and must be publicly accessible or, if not publicly
accessible, provided in an appendix with the application.

In addition to data to support the need for the proposed project, the applicant must
demonstrate that there is buy-in from the community for the project. Public support and buy-
in are important aspects of any built environment project that will affect a population.
Demonstrations of public support and buy-in are required and may include:

e Evidence of community involvement in identifying the need for the project and its
design (examples of this may include a community survey results report, a community
listening session(s) report, letters of support from community organizations,
residents, clients or partners, etc.).

Proposed projects incorporating the results of a local needs assessment involving public
input within the last three years are preferred.

Project Plan and Key Milestones

Applicants must include a detailed project plan that captures key project milestones intended
to be met during the lifetime of the project. The project plan must be completed for each
year of funding requested using the project plan template provided by TSET (see
Attachment: E Project Plan Instructions and Template for instructions). A detailed project
plan should include an agreed upon start-up and completion date and all major milestones
or tasks to be completed within the TSET funded project period. Milestones provided should
be clear and show a realistic timeline for project completion.
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Project Evaluation

Depending on the scope and purpose of the proposed project, TSET may assign an external
evaluator to support implementation and/or develop a follow-up evaluation focused on public
use of the project. The evaluator may also assist in enhancing or refining the project’s
evaluation approach to ensure it aligns with best practices and funder expectations.
Applicants are required to collaborate with the assigned evaluator and support all activities
outlined in the external evaluation plan, including data collection, site visits and reporting.

After the grant period ends, there may be opportunities for post-project evaluation to assess
longer-term outcomes such as sustained use of the site, changes in physical activity levels
or community satisfaction. These efforts may involve observational tools, surveys or
collaboration with external evaluators. While not required, applicants are strongly
encouraged to consider how post-project evaluation could be conducted for their proposed
project and to design project elements that support future measurement.

Project Staffing and Management

A project staffing plan is a required component for each application and should demonstrate
how the applicant organization will ensure the project is effectively overseen, directly
managed and completed. The staffing plan should also clearly outline the individual(s)
responsible for fulfilling all grant deliverables, handling invoices and providing monthly
project reports to TSET (see Attachment G: TSET Grant and Contractor Staffing Table
Template).

Applications for planning and design projects should identify an experienced
designing/planning project manager and applications for construction implementation
projects should identify an experienced project manager or construction project manager.
Funding may be requested for a project manager to oversee the planning project. However,
the primary intent is to support projects that transform and improve public health through
infrastructure enhancements and other built environment improvements. Accordingly,
personnel costs should remain proportionate and should not supersede the costs associated
with design, planning, or other infrastructure related services.

If a third-party project manager is identified, a designated representative from the applicant
agency must remain actively engaged and serve as the primary point of contact with TSET.

Public Awareness & Brand Support

Successful applicants shall support project awareness of TSET’s funding through project
communications, recognition of funding, signage, and in partner and donor communications.
This is a key requirement in ensuring the visibility of TSET’s mission in Oklahoma. A plan
to publicly promote the project and intended schedule of events is required if funding
is approved.
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Certification of Non-Acceptance of Tobacco Funds

All applicants will be required to certify that the organization will neither have a direct or
indirect affiliation or contractual relationship with a company or foundation engaged in or
funded by the manufacturer of tobacco, tobacco products and/or electronic nicotine
delivery systems (ENDS), nor will it accept any type of funding from such a company or
foundation. This form can be found in Attachment D: Certification of Non-Acceptance of
Tobacco Funds and must be signed and submitted upon registering for an account and
accessing applications in TSET Funding Portal.

Policy Requirements

To ensure that these competitive public funds are utilized by organizations that share
TSET’s dedication to improving and protecting the health of Oklahomans and engage in
promoting a healthy workplace, organizations must submit signed and dated copies of their
workplace wellness and tobacco-free policies. There are no specific requirements that must
be met for the workplace wellness policy other than the policy being signed and dated.
Sample policies are included in Appendix D: Sample Workplace Wellness Policy and
Instructions.

The applicant organization’s tobacco-free policy must meet the minimum requirements
indicated in the tobacco-free policy template included in Appendix B: Tobacco-Free Policy
Template. Applicants are encouraged to review the sample comprehensive tobacco-free
policies included in Appendix C: Sample Tobacco-Free Policies and Checklists and are
advised to make it part of their operating plan to move toward adoption of a comprehensive
policy over time. Although applicants must only meet the requirements in Appendix B:
Tobacco-Free Policy Template, TSET has provided guidance for organizations that wish
to implement stronger policies.

If an organization plans to submit a tobacco-free policy that includes more elements
than are indicated in Appendix B: Tobacco-Free Policy Template, the applicant
organization should carefully review their policy to ensure that the minimum
requirements listed in Appendix B: Tobacco-Free Policy Template are included in
the organization’s more robust policy. Policies that do not include the mandatory
statements in Appendix B: Tobacco-Free Policy Template will not meet the
requirements of this funding opportunity and will not receive a full application
review.

Both policies must be included as required attachments, complete with signatures and
adoption dates. If your organization does not typically sign policies after formal
approval, please provide signed documentation from agency leadership confirming
that the policies are in effect, including the effective dates for each policy, along with
the policies themselves.



—m TS ET Physical Activity

BUILT ENVIRONMENT 092-BEPAZ6

GRANTS

Cooperative Agreement Periods

Applicants may propose a planning and design project with a duration not to exceed one
year, or a shovel-ready construction implementation of a small to medium size project, which
will not exceed two years. Each year of a project shall be governed by a cooperative
agreement, and construction implementation projects will be eligible for a one-year renewal.
All renewals are subject to grantee performance, funds available for TSET to award and
approval by the TSET Board of Directors. Periodic performance metrics will be used for each
project type.

Cooperative agreements will be issued for the following time periods, as applicable to each
awarded project:
One-year planning and design projects:

e July 1,2026 — June 30, 2027
Two-year construction implementation awards will be governed under the following
cooperative agreement periods:

e Year 1: July 1, 2026 — June 30, 2027

e Year 2: July 1, 2027 — June 30, 2028

Funding Guidelines

Applications are accepted for small to medium size projects related to the following areas
identified as priorities by the TSET Board of Directors:

Planning and Design of Small to Medium Size Projects

This track aims to fund planning and design that improve the built environment to encourage
healthy behaviors within a specific geographic area. Proposed projects under this category
should not include any type of construction. Funding is available for feasibility studies or
plans related to parks, open space, streetscape designs, trails, pedestrian safety, complete
streets, wayfinding, safe routes and physical activity in school settings. Projects must be
launch-ready meaning that labor can be hired or contracted either immediately or within
75 days of the grant start date.

e Maximum Award: $150,000 for up to 12 months
o Parks and open spaces planning projects,
e Safe routes to schools, grocery stores and parks planning projects,
e PreK-12 school-based built environment planning projects that promote physical
activity.
e Total amount allotted for this funding opportunity: $1,200,000
e Matching requirement: None, although projects with confirmed matching funds may
receive preference.



—m TS ET Physical Activity

BUILT ENVIRONMENT 092-BEPAZ6

GRANTS

Project Scope of Work
The tables below outline three distinct planning and design funding tracks, each supporting
eligible planning and design projects. Please note that a separate grant application is
required for each funding track. Applications that combine multiple funding tracks will not be
reviewed or considered.

Planning & Design Funding Track 1:
Physical Activity — Parks and Open Spaces

Strategy Plans and designs for parks and open spaces for exercise and active living.
Strategy To create parks and open space plans and designs to increase physical
Purpose activity and recreation by the public.

Development of plans and designs of parks and open spaces for physical

activity and recreation to include:

e Parks, open spaces and greenways plans and designs.

e Master plan development by cities or towns, inclusive of parks, open
spaces and greenways.

e Design of a portion(s) of an existing Parks and Open Spaces Plan,
Master Plan or similar plans related to launch-ready infrastructure
improvements. Examples of design components may include one or
more of the following:

Strategy Sidewalks
Scope of Walking and biking trails and lanes
Work Greenways

Playgrounds

Weight training/workout stations

Water fountains

Public restroom

Benches and tables, landscaping to include shading.

Physical activity spaces (e.g., basketball courts, tennis courts, pickle

ball courts, frisbee golf course, soccer fields, softball fields, volleyball

courts, corn hole and horseshoe areas, etc.).

e Other approaches that directly align with this strategy.

e A planning and design project that is launch-ready either immediately or
within 75 days of the grant start date.

e Completion of the project(s) per the project plan, project scope, timeline,
applicable codes and standards and within the budget.

e A promotional plan that captures the public’s knowledge and awareness
of the project(s) being developed and implemented and the results
shared with TSET.

¢ Monthly grant reporting requirements are fulfilled by the grantee.

O 0O 0O O O O O O O
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Strategy
Outcomes

Increases in the number of:

Jurisdictions that have adopted or amended a plan focused on parks and
open spaces.

Plans that include commitments to create or enhance physical activity
spaces (e.g. playgrounds, weight train/workout stations, courts, fields,
game spaces, etc.).

Plans that include performance measures and evaluation activities that
could be undertaken on a routine basis to monitor plan outcomes, such
as conducting community surveys, tracking parks usage, updating maps
with active and completed projects and/or reporting out to
decisionmakers and the community.

Plans that include commitments to create or enhance physical activity
and active living infrastructure, such as water fountains, public
restrooms, benches, tables, shade canopies, etc.

Planning and Designs Funding Track 2

Physical Activity — Safe Routes to Schools, Grocery Stores and Parks

Plans and designs for pedestrian friendly and safe routes to schools, grocery

Strategy stores and parks.

Strategy To create plans and designs for safe and pedestrian friendly routes to

Purpose schools, parks and open spaces.

Development of plans and designs to increase pedestrian friendly and safe
routes to promote physical exercise, including a new design or revision of an
existing safe routes plan, master plan or similar plans related to infrastructure
improvements:

o Walkability and bikeability assessments,

Strategy ¢ Infrastructure assessments (engineering survey/design/plan, Americans

Scope of with Disabilities Act compliance survey),

Work o Safe routes designs and plans (sidewalk infrastructure improvements,
flashing lights and cross walks, speed bumps, roundabouts, street
buffers, etc.),

e Parking Designs,

e Safety plans for patrons drop off and pick up zones,

e Other approaches that directly align with this strategy.

¢ A planning and design project that is launch-ready either immediately or
within 75 days of the grant start date.

Strategy : , . : L

Outcomes | ° Completion of the project(s) per the project plan, project scope, timeline,

applicable codes and standards and within the budget and contract
period.
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A promotional plan that captures the public’s knowledge and awareness
of the project(s) being developed and implemented and the results
shared with TSET.

Monthly grant reporting requirements are fulfilled by the grantee.

Increases in the number of:

Jurisdictions that have adopted or amended a Complete Streets Plan,
Safe Routes Plan, Master Plan or policy to improve routes to schools,
grocery stores or parks to create safe, convenient access for people
walking, biking and using public transportation.

Infrastructure assessments related to safe routes (e.g., walkability,
bikeability, pedestrian-friendly improvements to streets — flashing lights
and cross walks, speed bumps, roundabouts, street buffers, etc).

Planning and Designs Track 3

Healthy Students in Schools (Pk-12!" grade) — Physical Activity

Plans and designs for future construction to increase access to spaces for

Strategy physical activity and exercise within school settings (PK-12t" grade).

Create plans and designs for changes in the physical environment of schools
Strategy . " .

that provide greater opportunities for students and employees to engage in
Purpose . . . :

daily physical exercise and recreation.

Plans and designs for physical activity and exercise spaces in school settings

to include:

e Playground structures,

o Adaptive recreation and exercise equipment,

e Exercise and training stations,
Strategy o Refurbishing existing physical activity indoor and outdoor spaces and
Scope of fields (e.g., basketball courts, tennis courts, pickle ball courts, soccer
Work fields, softball fields, running track, volleyball courts, etc),

New physical activity spaces and fields,

Walking trails,

Lighting and safety features such as lighting along walking paths, parking
lots, gathering spaces and sport fields,

Other school-related projects that directly align with this strategy.

11




—m TS ET | Physical Activity

BUILT ENVIRONMENT 092-BEPAZ6

GRANTS

¢ A planning and design project that is launch-ready within 75 days of an
executed contract with TSET.

¢ Completion of the project(s) per the project plan, project scope, timeline,
applicable codes and standards and within the budget.

¢ A promotional plan that captures the public’s knowledge and awareness
of the project(s) being developed and implemented and the results
shared with TSET.

¢ Monthly grant reporting requirements are fulfilled by the grantee.

Increases in the number of:

e New physical activity plans and designs for future construction and
infrastructure improvements to enhance or refurbish existing physical
activity spaces and/or fields.

¢ New physical activity plans and designs for future construction of new
physical activity spaces and/or fields for future construction.

e New physical activity plans and designs for future construction and
infrastructure improvements involving installation of equipment and
stations for exercise and training.

e New physical activity plans and designs for future construction and
infrastructure improvements to lighting and safety features for walking
paths, parking lots, gathering spaces and sport fields.

Strategy
Outcomes

Construction Implementation of Small to Medium Size Projects

Funding is available for small to medium size construction projects that make changes to
the built environment to increase the number of people engaged in exercise and active living
located on a single project site, or when two sites are connected, adjacent or contiguous to
one another in Oklahoma. The construction implementation project must be supported by
data showing the need and community buy-in showing the willingness/interest of the local
population to utilize the new construction site. To increase awareness and use of the finished
product or structure, the application must provide a strategy for promoting the project’s
completion, outcomes and availability/intended use by the public. Project must be shovel-
ready and begin work immediately or within 75 days upon receipt of a fully executed
cooperative agreement.

e Maximum Award: $300,000 per year for up to two years
e Parks, open spaces and safe routes to schools, grocery stores and parks,
e PreK-12 school-based built environment projects that promote physical activity
e Total amount allotted for this funding opportunity: $5,700,000
¢ Matching requirement: Confirmed match funding is required for projects impacting
a population size over 10,000 people. Match is based on the size of the population to
be served by the project in accordance with the table below. For more information on
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how TSET monitors matching funds, see the Matching Funds Guidance Section of
Appendix E: Budget Tips, Tools and Matching Funds Guidance.

Population Size Matching Requirement
1-9,999 None

10,000-29,999 5% of total project costs
30,000 — 49,999 10% of total project costs
50,000+ 15% of total project costs

To determine the population size and reach for the proposed project, applicants should use
current, verifiable data. Examples of appropriate data sources are listed below.

For a project at a school district (when all schools within the district are located on
one property), applicants should utilize Oklahoma State Department of Education school
district enrollment numbers for the most current school year. For total student enroliment,
visit this website.

For a project at an individual school site, applicants should utilize Oklahoma State
Department of Education school site enroliment numbers for the most current school year.
For total student enroliment, visit this website.

For a project located at a higher education institution, (including 4-year
colleges/universities, community/junior colleges and technical schools), applicants
should obtain the total number of students enrolled at the site where the project is proposed.
This information may be obtained from the school’s institutional research department that is
operated by the higher education institution.

For a project located on property owned by the city, town or county, applicants should
utilize current Census data to determine the city’s/town’s population reach. For total
population of a city or town, visit this website.

For a project located at a non-profit worksite, applicants should include the approximate
number of clients served by the organization annually.

The construction implementation of small to medium size projects tract funds time-limited,
shovel-ready construction projects with an agreed upon budget, project plan and completion
schedule. TSET funding is available for up to $300,000 annually for a period of two years.
A project, or segment/phase of a larger project, designated by the applicant for TSET funding
must be completed during the term of TSET’s funding. Proposed projects with a longer term
for completion will not be considered.
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Project Scope of Work

The tables below outline three distinct construction funding tracks, each supporting eligible
small to medium size construction projects. Please note that a separate grant application
is required for each funding track. Applications that combine multiple funding tracks will not
be reviewed or considered.

Construction Track 1
Physical Activity — Parks and Open Spaces
Construction of parks, open spaces and greenways for exercise and active

Strategy livin
g.
Shovel-ready projects for construction and infrastructure improvements to
Strategy . - .
parks, open spaces and greenways for physical activity and recreation by the
Purpose public
Construction or infrastructure improvements such as:
¢ Implementation of an existing parks or open spaces portion of a city’s
Master Plan related to infrastructure improvements such as sidewalks,
walking and biking trails and lanes, greenways, parking upgrades,
permanent bike racks and trees and shrubs.
e Pedestrian wayfinding, tobacco-free and shared-use signage.
¢ Recreation and physical activity equipment (weight training stations and
Strategy accessible playgrounds, adaptive recreation equipment such as
Scope of accessible swings, etc).
Work e Water fountains, benches, permanent shade gazebos/pavilions, etc.

o Refurbishing of existing indoor/outdoor physical activity spaces (e.g.,
basketball courts, tennis courts, pickle ball courts, gaga ball courts,
soccer fields, softball fields, volleyball courts, frisbee golf course, corn
hole and horseshoe areas, etc).

¢ Lighting and safety features such as lighting along walking trails, parking
lots, gathering spaces and sport fields.

o Other approaches that directly align with this strategy.

e A construction project that is shovel-ready (begin immediately or within
75 days of the grant start date).

e Completion of the project(s) per the project plan, project scope,
timeline, applicable codes and standards and within the budget.

e A promotional plan that captures the public’'s knowledge and
awareness of the project(s) being developed and implemented and the

Strategy results shared with TSET.

Outcomes | ¢ Monthly grant reporting requirements are fulfilled by the grantee.

e Installation of tobacco-free signage, as well as signage that recognizes
TSET as a project funder at the project site.
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Depending on the construction project(s) completed, as compared to the

previous year, an annual increase in the number of new or enhanced

spaces, connected routes and infrastructure that support physical activity:

¢ Indoor and/or outdoor spaces, such as basketball courts, tennis courts,
pickle ball courts, gaga ball courts, soccer fields, softball fields,
volleyball courts, frisbee golf course, corn hole and horseshoe areas
and gathering spaces.

e Safe routes, such as sidewalks, trails, paths and bike lanes

¢ Visitor drop off and pick up zones, such as covered bus stops,
permanent bike racks and/or parking lots.

¢ Wayfinding and signage, such as pedestrian and bicycle wayfinding,
tobacco-free signage and shared-use signage.

¢ Other infrastructure, such as water fountains, benches, permanent
shade gazebos/pavilions, lighting, exercise and recreation equipment.

Construction Track 2

Physical Activity — Safe Routes to Schools, Grocery Stores and Parks
Construction of safe and pedestrian friendly and safe routes to schools,

Strategy grocery stores and parks.
Strategy Shovel-ready construction projects that create pedestrian friendly and safe
Purpose routes to schools, grocery stores and parks.
Construction or infrastructure improvements to increase safe and pedestrian
friendly routes to promote physical exercise, such as implementation of a
portion(s) of an existing Safe Routes Plan, Master Plan, streetscape design
or similar plans related to shovel-ready infrastructure improvements:
¢ Sidewalk infrastructure improvements,
o Traffic calming measures such as curb extensions, speed radar signs,
Strategy raised intersections, speed bumps and/or raised crosswalks,
Scope of e Crosswalk and intersection improvements such as high visibility
Work crosswalks, intersections and pedestrian activated flashing lights,

¢ Changes to patron drop off and pick up zones to enhance safety,

e Enhance access to transit and multi-modal connections through covered
bus stops and permanent bike racks,

e Pedestrian wayfinding,

¢ Road safety buffers,

o Other projects that directly align with this strategy.

e A construction project that is shovel-ready (begin immediately or within
75 days of the grant start date).

o Completion of the project(s) per the project plan, project scope timeline,
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applicable codes and standards and within the budget.

¢ A promotional plan that captures the public’'s knowledge and awareness
of the project(s) is developed and implemented and the results shared
with TSET.

¢ Monthly grant reporting requirements are fulfilled by the grantee.

e Installation of tobacco-free signage, as well as signage that recognizes
TSET as a project funder at the project site.

Strategy Depending on the construction project(s) completed, as compared to the

Outcomes | previous year, an annual increase in the number of new or enhanced

infrastructure that improves connectivity between school sites, parks and

neighborhoods and improves safety for people walking and biking:

e Traffic calming measures, such as curb extensions, curb buffers, speed
radar signs, raised intersections, speed bumps, raised crosswalks, high
visibility crosswalks, intersections and pedestrian activated flashing
lights.

e Patron drop off and pick up zones, such as covered bus stops and
permanent bike racks.

e Safe routes, such as sidewalks, trails, paths and bike lanes.

e Wayfinding signage inclusive of one or more of the following: directions,
routes, distances, number of steps, calories burned and location of
spaces for physical activity.

e Annual decrease in the number of vehicle collisions and
pedestrian/bicycling injuries and fatalities.

Construction Track 3
Healthy Students in Schools (PK- 12" grade) — Physical Activity
Increase access to spaces for physical activity and exercise within school

Strategy settings (PK-12t grade) through shovel-ready construction and infrastructure
improvements.
Make changes in the physical environment of schools to offer greater
Strategy " . : :
opportunities for students and employees to engage in daily physical
Purpose . .
exercise and recreation.
Construction or infrastructure improvements in school settings such as:
e Playground structures,
Strategy o Adaptive recreation and exercise equipment,
Scope of e Exercise and training stations,
Work e Refurbishing existing physical activity indoor or outdoor spaces and

fields (e.g., basketball courts, tennis courts, pickle ball courts, soccer
fields, softball fields, running track, volleyball courts, etc.),
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¢ New physical activity spaces and fields,

e Walking trails,

¢ Lighting and safety features such as lighting along walking paths, parking
lots, gathering spaces and sport fields,

e Other school-related projects that directly align with this strategy.

Strategy
Outcomes

¢ A construction project that is shovel-ready (begin immediately or within
75 days of the grant start date).

e Completion of the project(s) per the project plan, timeline, applicable
codes and standards and within the budget.

¢ A promotional plan that captures the public’s knowledge and awareness
of the project(s) being developed and implemented, and the results
shared with TSET.

¢ Monthly grant reporting requirements are fulfilled by the grantee.

e Installation of tobacco-free signage, as well as signage that recognizes
TSET as a project funder at the project site.

As compared to the previous year, annual increases in the number of:

e Students and school employees that participate in using the
improvement(s).

e Physical activity policies implemented because of the construction
project’s completion.

The exact % or # can be determined after collecting baseline data.

Depending on the construction project(s) completed, as compared to the

previous year, an increase in the number of:

e Playground structures,

o Adaptive recreation and exercise equipment,

e Exercise and training stations,

¢ Refurbishing existing physical activity spaces and fields (e.g., basketball
courts, tennis courts, pickle ball courts, soccer fields, softball fields,
running track, volleyball courts, etc.),

¢ New physical activity spaces and fields,

o Walking trails,

o Lighting and safety features such as lighting along walking paths, parking
lots, gathering spaces and sport fields.
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Grant Performance

Grant performance is reviewed by TSET on an annual basis. Only construction projects are
renewable for a second year based on performance, availability of funds and approval by
the TSET Board of Directors.

Performance measures include, but are not limited to:
e Timely and accurate submission of required documentation.
o Effective project oversight and management, including the ability to hire staff
and/or subcontractors in a timely manner (if applicable).
e Continued progress in accordance with the project plan.
e Timely communication with TSET staff and evaluators.
¢ Fulfillment of other funding committed to the program (when applicable).

Examples of unsatisfactory performance include continued difficulty maintaining appropriate
contract management and project oversight, a lack of progress toward completion of project
milestones/major activities, a loss of non-TSET funding (if applicable) or other major factors
detrimental to the success of the project. Unsatisfactory performance may result in
termination of TSET funding at any time.

Funding Information

Applications seeking TSET funding for more than the allowable amount will be deemed
ineligible for review. Each planning and design or construction application may include
one or more projects when all projects are located on a single project site, or when two
sites are connected, adjacent or contiguous to one another. Applications with projects
that span across separate, detached sites, such as developing designs or infrastructure
improvements for two unconnected, distinct community parks, will not be considered for
review.

Confirmed matching funds are required for construction projects that will impact 10,000
people or more. Matching funds will be considered only if they have been confirmed prior to
or at the time of application submission. Allowable match includes cash, other non-TSET
grants and in-kind support that is directly related and applied to the project.

When matching funds are used to support a project, grantees must be at the appropriate
confirmed match level for their project based on the claim for reimbursement numbers
submitted monthly to TSET. Eligible match refers to matching funds spent only during the
contracted year. Cash matches refer to a direct project expense for the grantee or partner
organization, whereas in-kind match refers to materials or services, space, labor, equipment,
etc., provided by the grantee organization or donated by a partner organization specifically
for the TSET funded portion of the project. Only match that is directly related and applied to
the project is allowable. In no instance may TSET funds be used to match other TSET
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funds. If match is used from another source, it is highly recommended to confirm in writing
the funder allows the money to be used as matching funds.

TSET is a constitutionally created state agency and must comply with all state laws.
Oklahoma law prohibits payment for goods and services in advance, according to the
Oklahoma Central Purchasing Act, 74 OS Section 85.1. Therefore, all awards are paid on a
reimbursement basis; awarded organizations must be able to expend funds up front before
TSET will reimburse for any charges.

All TSET awarded organizations (referenced as grantees) are expected to appropriately use
at least 95% of their awarded funds during the grant year. Construction implementation
grantees who are not able to utilize at least 95% of their budget may need to consider the
possibility of a budget reduction during the funding period.

Funding Limitations

All funds must be awarded and used consistent with Oklahoma law. In addition, funds cannot
be used to influence elections or an official’s duties.

Overhead, administrative or indirect costs may be allowable on a funded project, but those
costs must be justified and may not exceed 15% of the total award amount.

Specific unallowable budget items include:
e Pre-award costs,
e Endowments,
e Hiring of lobbyists,
¢ Operating deficits or retirement of debt,
e Vehicles,
¢ Items for which third-party reimbursement is available,
e Entertainment costs for amusement or diversion,
Individual professional and personal memberships,
Staff time for fundraising efforts,
Cash/prize donations for fundraisers or events,
e Land/property.

This list is not exhaustive. Although all budgets will undergo review prior to issuance of a
cooperative agreement, applicants with questions about potential budget items are
encouraged to submit their questions to TSET according to the process detailed in these
guidelines prior to submitting an application. TSET reserves the right to deny funding for any
budget items that are unallowable, inappropriate or unrelated to the project.
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Project Budget Planning

TSET seeks to fund projects that are ready to begin work either immediately or within 75
days of the grant start date.

Successful applications will demonstrate thorough research, planning and a full
understanding of costs associated with proposed projects submitted to TSET. Detailed and
realistic bids and/or cost estimates should be solicited within three months prior to submitting
the application so project costs at the time of estimate are understood and reflected in the
proposed budget. Applicants are encouraged to consider and document all potential costs.
Items to consider could include:
e Construction costs, including the actual construction of the project, materials, labor
and subcontractor fees.
o Design and architectural fees, such as landscape architect, architect, consultant and
engineer fees.
o Fees for design work, including conceptual sketches, renderings, preliminary layouts
and design iterations.
e Costs for producing and printing planning documents, reports and/or presentations.
e Fees related to preparing bid documents, evaluating contractor proposals and
administering contracts.
e Permit fees.
o Site preparation work, such as clearing, grading, dirt work, tree removal and other
general preparation of the site for construction.
e Construction inspection fees.
e Costs associated with management of the planning or construction process to include
project management, quality control and administrative tasks.
e Costs for organizing and conducting public meetings, surveys and/or focus groups to
gather community input.
e Signage costs such as the purchase and installation of tobacco-free property signage
and TSET funding acknowledgement signage.

TSET understands that bids may expire and prices may change between application
preparation and application submission, but applicants should make every effort to
determine the full anticipated cost of the project prior to submission. Applicants must submit
recent bids and/or cost estimates (within the last three months) to demonstrate that project
costs have been thoroughly reviewed and validated. For successful applicants approved by
the TSET Board of Directors, TSET may request that updates to cost estimates be submitted
with an application prior to issuance of a cooperative agreement. To further address
potential changes in cost between submission and award, TSET offers the flexibility to
increase budgets up to 20% of the total original award, provided the maximum annual
amount allowable under the RFA has not been met or exceeded. Approval of budget
increases is not guaranteed. Requests for increases more than 20% of the total award
amount may be considered but will require extensive justification and approval by the TSET
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Board of Directors. In no instance may a budget increase exceed the allowable maximum
set forth in the RFA.

Application Disqualification Criteria

Disqualification means that TSET will not review or consider the application further. TSET
will disqualify applications for:

Not submitting electronically via TSET Funding Portal.

Not submitting by the due date and time indicated in this funding opportunity.

Not meeting eligibility requirements.

Not meeting matching funds requirement, when applicable.

Not completing or submitting required forms in the funding opportunity package.
Exceeding character count limits.

Lack of alignment with the funding tracks listed within the RFA.

Requesting total funding from TSET greater than $150,000 for planning and design
projects.

Requesting total funding from TSET greater than $300,000 per year for construction
implementation of small to medium size projects.

Not submitting a budget for each year of proposed funding.

Projects that span across separate, detached sites, such as developing designs or
infrastructure improvements for two unconnected, distinct community parks.

A project being located on property that is not already owned by the applicant
organization at the time of submitting the grant application.

A project area located on private property that is not accessible by the public during
reasonable usage hours.

A project that is not launch/shovel-ready.

A construction project where planning and design has not yet been finalized.
Lacking program alignment with TSET’s mission and strategic plan (see Purpose
section).

Not submitting a signed and dated tobacco-free policy.

Not submitting a signed and dated wellness policy.

Not submitting a tobacco-free policy that covers all required policy requirements.

Application Sections, Instructions and Required Documentation

These instructions describe the sections of the application and are designed to ensure the
submission of necessary information to provide for the understanding and comprehensive
evaluation of the project. Applicants shall follow the detailed instructions fully and carefully.

The applicant must specifically address and respond to each item. Unless specified as
optional, each item listed below is required. Applications submitted without all required
sections will be deemed unresponsive and not eligible for review.
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Each section A through L below must be addressed in the application. If not applicable, do
not skip the section. Instead, indicate N/A before proceeding to the next section.

A. Application Information

This section captures information related to the funding request including:

¢ Verification of a small to medium sized project

o Project title

¢ In 1-2 sentences, describe the project

e Service area

e Population size (please refer to the Funding Guidelines section of the RFA for
guidance)

e Amount of funding requested for Year 1 (must be under $150,000 for Planning
projects and under $300,000 for Construction projects)

o Amount of funding requested for Year 2 Construction projects only. (Must be under
$300,000).

¢ Confirmed match funding sources and amounts for Year 1 (Not required for Planning
projects)

e Confirmed match funding sources and amounts for Year 2 (pertains to Construction
projects only)

e First and last name of authorized official

¢ Authorized official’s job title

o Authorized official’s e-mail address

e First and last name of project manager responsible for day-to-day project
management

o Job title of project manager responsible for day-to-day project management

e Project manager’s e-mail address

B. Objections to Terms and Conditions (not counted toward character limit)
Please read Appendix A: Terms and Conditions. Any objections to the Terms and
Conditions should be listed in Section B. If there are no objections, please respond N/A.

C. Applicant Organization’s Background and Qualifications (4,500 characters)
1. Briefly describe who you serve and how long your organization has been in operation.
2. Describe your organization’s experience executing built environment planning and/or
construction projects for the population served by the organization. In your response,
consider including:
2a. How the project(s) was/were managed,
2b. Total project cost(s),
2c. Duration of the project bidding process, if applicable,
2d. Project length and timeline(s),
2e. Methods used to gather and incorporate community feedback on the proposed
project,
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2f. What resources your organization already has in place (such as staff, leadership
support, financial) to undertake and complete a built environment project similar
to the one being proposed.

3. What project management methods or tools does your organization use to assist with

project oversight to ensure the project remains on schedule, within budget, mitigates
risks and maintains clear communication across all stakeholders?

D. Statement of Need and Public Support (4,500 characters, not including
attachments).

1.

State the specific need(s) the proposed project aims to address. Provide a clear

explanation supported by both quantitative and qualitative data. Consider including:

1a. Any assessments conducted within the past three years. Refer to the Data-driven

Needs and Community Buy-In section of the RFA for examples.

1b. Data within the last three years to illustrate the needs of the population being
served and cite data sources.

1c. Community input or lived experiences that highlight the issue(s) that were
collected within the last three years.

1d. How the public will benefit from the proposed project over the next 5-10 years.

1e. How community input was integrated into the overall planning and/or design of
the proposed project.

. Upload documentation of public support, such as results from community surveys,

community listening sessions, photos indicating project support, letters of support
from community members that live close to the proposed project location or a
feasibility study. The documentation will not count toward the character limit.

How will you engage the community on an ongoing basis during the project period
to ensure public support and feedback is integrated continuously?

E. Proposed Project (27,000 characters, not including attachments)
Project Overview

1.

Describe the small to medium size planning, design or construction implementation

project to be funded by TSET. In your response, please include:

1a. A high-level description of the project,

1b. Primary goals of the project,

1c. Attach a map of where the proposed project will be located,

1d. Attach photos of the proposed project location with captions,

1e. For construction projects (required), attach all completed planning, renderings
and/or design documents.

Have any potential risks been identified in preparation for this project? If so, describe

them and explain your plan to mitigate these risks. Consider factors such as:

e Environmental or site-related challenges,

e Regulatory or permitting delays,

e Budget constraints or funding gaps,
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e Community or stakeholder concerns,

e Supply chain disruptions or contractor availability issues,

e Legal or land ownership complications,

¢ Timeline or scheduling conflicts,

e Unexpected long-term maintenance or infrastructure issues.

3. What steps has your organization already taken to ensure this project is
launch/shovel-ready and can begin either immediately or within 75 days of the grant
start date? Consider including information for the following:
¢ Required permits or approvals obtained (or in progress),

e For construction projects, completed engineering, design or environmental
assessments,

e Any preliminary work (e.g., site prep, demolition, utility planning) already
completed.

Public Accessibility
4. Will there be any fees for using the project site once it is completed?
4a. If there are plans for any portion of the proposed project site to charge a fee for
public use (such as rentals of pavilions, tennis courts, admission fees, etc.),
explain a plan to provide free access to the public or offer services based on a
sliding fee scale, scholarship and/or reduced rate. If no fees will be charged, mark
as N/A.
5. What days/hours of the week will the general public have access to the site?
6. If applicable, please upload a copy of the shared/open/facilities use agreement for
the proposed site. See Appendix G: Shared Use Policies and Agreements Examples.

Project Logistics

7. Describe how the project will be overseen by your agency, managed day to day and
how your organization will ensure timely updates are communicated to TSET.

8. Describe the team that will manage the project. Be sure to name the applicant
agency’s project manager, authorized official and financial officer at a minimum.
Additionally, please include any contractors that will be hired to execute the proposed
project. Upload Attachment G: TSET Grant and Contractor Staffing Table, to
complete this question. Focus on those individuals and contractors who will have a
critical role in the project.

9. If you plan to hire contractors for the TSET funded portion of the project, list all
contractors that you plan to use and what services they will provide. Note:
Bids/estimates from each contractor should be uploaded in the ‘Budget Supporting
Documentation’ section of the application.

10. Describe your organization’s procurement process and identify any modifications that
will be necessary to be able to start work on this project.

11.How will you ensure that the project stays on schedule and within scope and budget?

12.Describe how you will acknowledge TSET's funding and support of the project over
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the course of the grant cycle. Examples of acknowledgement may include project
communication, signage, publications, social media posts, resources, etc.

Project Partners
13.Describe the funding partners or other key partners that will provide support for the

project and will play a crucial role in the completion of the project.

14.Upload Signed and Dated Letter(s) of Confirmed Match Commitment from

Partners or Organizations that are confirmed to be contributing a match
towards the proposed project. Be sure that each letter includes the partner’s role
in the project, funding or in-kind confirmed match amount and any restrictions to their
funding. Note: This information is required for all organizations (including the
applicant agency) contributing a match towards the proposed project. If no match is
being provided, no upload is necessary.

Note: Confirmed match funding and Letter(s) of Confirmed Match Commitment
are required for construction projects impacting a population size over 10,000
people.

F. Project Plan (no character limit)

1.

Complete and attach a detailed project plan for each year of requested funding (see
Attachment E: Project Plan Instructions and Template for instructions) to identify all
major project tasks, an anticipated timeline from startup to completion as well as the
responsible parties/stakeholders.

Note: Please provide as much detail as possible, as this document will be used
to track the project's progress throughout the grant cycle if funded.

G. Evaluation and Expected Outcomes (6,000 characters, not including attachments)

1.

2.

What processes does your organization use to assess, measure and document a
project’s success and key performance indicators?

Upload Attachment B: Built Environment Project Key Performance Indicators (KPI)
Tool to indicate what specific and measurable metrics will be utilized to manage and
evaluate the success of the proposed project.

If your project is funded, how do you plan to communicate your progress and
outcomes to the public, stakeholders and/or your community? Please describe any
anticipated methods, platforms or partnerships you may use to share key milestones
and success stories.

It is a requirement that you work with a TSET assigned external evaluator in the
implementation of an evaluation plan, post-project or follow-up evaluation design of
the project’s public use. Are you willing to work with a TSET assigned external
evaluator if asked to do so?

H. Sustainability/Maintenance Plan (4,500 characters)
TSET defines sustainability as the ability of a project to thrive independently without
TSET funding and characterized by continued community support, financial growth,
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sound infrastructure and effective strategies for the management of the project. TSET’s
funding is short-term and time-limited, but the intent is for the project or portions of the
project to continue at the end of the TSET funding agreement.
1. Provide examples of how your organization’s past built environment projects have

had lasting effects on the community for five years or more after project completion.
2. How will your organization sustain and maintain the project after TSET funding ends?

Consider including details on:

e Funding sources or revenue that will support ongoing maintenance and

operations,

o Staffing or organizational commitments to project upkeep,

e Partnerships or agreements for long-term maintenance,

e Estimated costs for general maintenance, utilities, etc,

¢ Community engagement strategies to ensure continued use and support.

l. Proposed Budget
1. List specific, known costs for the project in the budget justification, providing
documentation that supports costs to the greatest extent possible.

Complete and attach Attachment F: Two-Year Budget Template to list specific, known
costs for the project for each year of requested funding. Completed information should
include a Summary Budget, a detailed Budget Justification for TSET Funding, and a
detailed Budget Justification for confirmed Match funding (if matching funds will be
utilized) for each year of funding being requested. Include matching funds that are
confirmed at the time of application.

2. The budget section of the application in TSET Funding Portal contains a template for
the budget summary, or budget category totals, for each grant period. Applicants
must complete a budget summary in TSET Funding Portal for each year of funding
being requested. This information should align and match what is listed on the
Summary Budget worksheets in Attachment F: Two-Year Budget Template.

See Appendix E: Budget Tips & Tools and Matching Funds Guidance for more
information on how to address each budget category.

J. Budget Supporting Documentation

1. If TSET is not the only project funder, outline the major cost items that will be covered
by the TSET grant if the project is approved for funding. Remember to account for
labor, site preparation, fees, permits, project management fees, signage, etc. in the
cost. The totals for each of these items must agree with their totals listed in the
budget. If this is not applicable to the project, type N/A.

2. Please upload all recent bids and/or quotes within the last three months that detail
the proposed costs to be covered by TSET, should the project be approved for
funding. Information should include bids and/or quotes for materials, supplies and
contracted labor costs.
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K. Proposal Appendices (if applicable, no character limit)
To effectively communicate the need and vision of the project, applicants should use
verifiable data and visual aids. It is strongly encouraged to include current data, images,
graphs and charts in your application, as needed.

Appendices should be used to provide supplemental, illustrative information that cannot
be easily captured within the narrative sections of the application. Up to a total of ten (10)
pages may be added as appendices material. Materials after page ten (10) will not be
reviewed.

L. Required Attachments
The following attachments are required for each application. These documents must be
reviewed and approved by TSET before a grant application can move forward to a full
application review. Documents are reviewed to determine if the grant application meets
the basic eligibility criteria and is complete. These documents include:

QO TSET Worker’s Compensation Insurance Coverage Certification (Attachment A)

0 Copy of Workers Compensation Insurance Coverage Policy or statement of
exemption.

O Organizational Responsibilities and Assurances Checklist (Attachment C),
signed by an authorized official of the applicant organization. An authorized official is
someone who is allowed to sign contractual agreements on behalf of the organization.

O Signed Certification of Non-Acceptance of Tobacco Funds (Attachment D) is
required upon registering and accessing applications in TSET Funding Portal.

O Organization’s signed and dated Tobacco-Free Policy, which meets the minimum
requirements set forth in Appendix B: Tobacco-Free Policy Template. See Appendix
C: Sample Tobacco-Free Policies and Checklists for optional additions to the minimum
policy requirement.

O Organization’s signed and dated Workplace Wellness Policy. See Appendix D:
Sample Workplace Wellness Policy and Instructions for sample policies.

Application Submission

Applications will be accepted via the TSET Funding Portal beginning on September 23,
2025, and must be submitted before 4:00 PM Central Time on November 18, 2025.
Applicants can find instructions on registering and applying through the TSET Funding Portal
on the TSET website. Applications submitted by mail, hand delivery, fax, email or other
means will not be accepted.

No additional information may be submitted after the deadline. However, if, after
submission but before the deadline, an applicant realizes a mistake in or omission
from their application, changes can be made through the TSET Funding Portal
account.
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Applicants are strongly encouraged not to wait until the deadline to submit, as
technical assistance cannot be quaranteed at the last minute.

Application Review Process
Review Process

Applicants must submit complete applications by the deadline; late submissions will not be
accepted under any circumstances. Applicants are strongly encouraged to submit all
materials in advance of the deadline, as technical assistance may not be available prior to
the application close time.

Each application submitted for funding consideration will be reviewed internally by TSET for
adherence to the basic requirements listed in these guidelines. Applications needing only
administrative document updates or replacements may be eligible for a correction
opportunity. Administrative documents are organizational eligibility requirements unrelated
to project substance (i.e., narrative, design, scope, implementation, budget, or timeline),
including:

e Workers' Compensation Certification and/or policy or statement of exemption
o Certification of Non-Acceptance of Tobacco Funds
o Organizational Assurances Checklist

o Completed organizational policies that meet all minimum requirements submitted
without signature(s) and/or date(s)

Applicants will be notified to submit all needed materials and documents and a deadline. No
extensions will be granted. Failure to do so will result in the application being deemed
incomplete and ineligible for further consideration or evaluation.

Applicant organizations who have not met the eligibility or application requirements will not
be eligible for funding consideration. It is the applicant’s responsibility to ensure adherence
to all eligibility and application requirements. Applications submitted without a document
indicated in these guidelines as required will be ineligible for funding consideration.
Applications that are ineligible for review shall be notified after the TSET Board of Directors
meets to make funding decisions.

Eligible applications will then be reviewed to determine how well the application meets the
established criteria included in this guide and supports the TSET mission. Applications will
also be reviewed by external reviewers.

TSET staff will present the entire roster of eligible applications for the funding category and

will make funding recommendations to the TSET Board of Directors. Award decisions shall
be made at the sole discretion of the board.
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Review Criteria

Applications that meet the requirements listed in this guide shall undergo further review in
accordance with the criteria below. Applications will be scored on the following areas:
applicant organization’s background and qualifications, statement of need and public
support, proposed project and project plan, evaluation and expected outcomes,
sustainability and maintenance plan and proposed budget.

If multiple applications score similarly and exceed the amount of funds available to award,
TSET may consider population need and project impact when making final awards.

Upon completion of all reviews, each funding category—Planning and Design and
Construction Implementation—will be presented to the TSET Board of Directors separately.

Below are the criteria each reviewer will consider as they review applications. Applicants are
advised to carefully read through the criterion below and ensure that their application
provides clear answers and explanations to aid in the reviewers’ understanding of the project
and its need.

Maximum

Criterion Points
Possible

Section C: Organization’s Background and Qualifications (4,500
character limit)

Questions 1, 2a-e: The applicant identifies who they serve and how long the
organization has existed. The applicant organization has a track record of
successfully managing and completing built environment planning and/or
construction projects of equal or greater scale than the proposed project,
incorporating feedback from those who will directly benefit from the project.
Question 2f: The applicant organization has the necessary resources readily
available to manage the proposed project. This includes human resources with
the proper expertise and leadership support.

Question 3: The project management methods or tools used by the
organization are well-suited for the proposed project, providing effective
oversight to ensure it remains on schedule, within budget, mitigates risks and
maintains clear communication across all stakeholders.

Section D: Statement of Need and Public Support (4,500 character limit,
not including attachments)

Question 1a-c: The applicant clearly outlined and justified the specific need(s) 15
the project addresses, backed by recent data (within the last 3 years) and
community input or lived experiences.
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Question 1d: The applicant was able to demonstrate how the proposed
project will create measurable public benefits over the next 5-10 years.
Questions 1e and 2: The applicant worked closely with community members
and partners to identify the project's need and plan, and the project reflects
their input and priorities.

Question 2: The project has strong support from the community it is designed
to benefit, as demonstrated by meaningful engagement efforts, letters of
support, etc., and clear alignment with community-identified needs and
priorities.

Question 3: Applicant proposed a practical and sustainable plan for ongoing
community engagement, ensuring continuous feedback throughout the
project’s lifecycle.

Section E: Proposed Project Overview (27,000 character limit, not including
attachments)

Project Overview

Overall Section Question: The project aligns with one of the strategy funding
tracks outlined in the funding opportunity and is positioned to improve the
health of Oklahomans.

Question 1: The applicant provided a clear and comprehensive description
of the proposed project, outlining both the high-level overview and primary
goals. All required attachments are included, such as a map of the project
location, site photos and, for construction projects, completed planning
documents and/or design renderings. The information is thorough and leaves
no uncertainties regarding the general scope of the project.

Question 2: The applicant identified potential risks associated with the
proposed project and included a practical plan to mitigate each identified risk. 39
Question 3: The applicant clearly outlined the steps already taken to ensure
the project is launch or shovel-ready either immediately or within 75 days of
the grant start date.

The response reflects a strong level of preparedness and minimizes the
potential of implementation delays. For construction projects, the completion
of planning and design work is clearly demonstrated.

Public Accessibility:

Questions 4-6: The applicant clearly states hours and fees (if applicable)
associated with use of the proposed project which includes a thoughtful plan
to ensure access for everyone (i.e., free use periods, low-cost sliding fee
scales, scholarships or reduced rates). The response is supported by a
shared, open use or joint use agreement if applicable.

Project Logistics:
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Question 7: The applicant provided a clear description of how the project will
be managed on a day-to-day basis, including roles, responsibilities and
oversight processes. A lead agency project manager has been identified to
oversee the project and a plan is in place to provide timely project updates to
TSET.

Question 8: The applicant provided a realistic plan to hire staff and
contractors. The staffing table includes the required minimum applicant
agency staff to include an authorized official, financial officer and a project
manager. The plan includes a timeline for hiring key personnel and
contractors. The proposed hiring timeline aligns with the grant requirement to
begin project construction or implementation either immediately or within 75
days of the grant start date.

Question 9: If any contractors are proposed for the TSET-funded portion of
the project, the applicant identified all contractors planned for the TSET-
funded portion of the project and outlined the services each will provided. The
response is supported by bids and/or cost estimates uploaded in the ‘Budget
Supporting Documentation’ section, demonstrating thorough vetting of the
project.

Question 10: The applicant provided a solid description of their organization’s
procurement process, including any necessary modifications that may be
needed to be able to begin project implementation or construction within 75
days of the grant start date.

Question 11: The applicant provided a realistic plan to ensure the project
stays on schedule, within scope and within budget. Response demonstrates a
proactive approach to project management.

Question 12: The applicant has outlined a clear plan to acknowledge TSET's
funding and support throughout the duration of the grant cycle, aiming to
enhance both the visibility of the project and TSET's contribution.

Project Partners:

Question 13: The applicant identified key funding and project partners, clearly
outlining their roles and contributions towards the successful completion of the
project. The response reflects strong collaboration and demonstrates how
these partners will actively support project implementation.

Question 14: Project includes signed Letter(s) of Match Commitment for each
reported match dollar that has already been confirmed at the time of the
application. If no match is being provided, this question will not be scored.
Note: Confirmed match funding is required for construction projects impacting
a population size over 10,000 people.
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Section F: Project Plan (no character limit)
1. Project plan is fully detailed, with clear and realistic project milestones,
anticipated start dates and deadlines.
2. Project milestones align with the proposed scope of work, are feasible and
achievable within the time frame of the grant.
3.Project plan clearly assigns responsibilities/tasks for every project
milestone, ensuring accountability.
4. Project plan includes major work that needs to be accomplished for each
year of requested funding.
Project plan indicates that implementation of the project will begin either
immediately or within 75 days of the grant start date.
Section G: Evaluation and Expected Outcomes (6,000 character limit, not
including attachments)
Question 1: The applicant has an existing system for assessing, measuring
and documenting project successes and key performance indicators for
projects like the one being proposed.
Question 2: Key performance indicators listed are aligned with measuring the
success of the proposed outcomes with appropriate data collection 12
tools/sources identified.
Question 3: Applicant has a clear plan to regularly update stakeholders and
the community on the proposed project’s progress and outcomes, ensuring
transparency, accountability and continued support throughout the project.
Question 4: Applicant agrees to work with a TSET assigned external evaluator
on the implementation of a project evaluation plan.
Section H: Sustainability/Maintenance Plan (4,500 character limit)
Question 1: The applicant has a track record of sustaining, maintaining and/or
expanding built environment planning and/or construction projects 5 or more
years after a project has been completed. 6
Question 2: The applicant presented a strong and realistic strategy for
securing additional funding and/or resources after the grant period, so that the
project can keep going and be successfully maintained over time.
Sections | and J: Proposed Budget and Budget Supporting
Documentation
1. Budget provides a clear breakdown of costs associated with the proposed
project scope.
2. Budget line items include clear explanations to support the proposed
expenses.
3. Applicant has fully vetted their project’s budget, providing bids/quotes from
vendors from the past three months.

15

Base Points for All Applications
Preference Criteria for all Applications 5
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Note: All preference criteria below must be met to receive the full 5

points. If one of more preference criteria listed below are not met, no

additional points will be awarded.

1. Applicant includes an effective plan for active community buy-in for the
duration of the project.

2. Project incorporates the results of a local needs assessment completed
within the past three years involving public input.

Preference Criteria for Applications Related to Planning and Design

Note: All preference criteria below must be met to receive the full 5

points. If one of more preference criteria listed below are not met, no

additional points will be awarded.

1. Confirmed matching funds will be used to help support the proposed
project.

2. Each confirmed match funding contributor is clearly identified and how
each funder will directly support the proposed project.

3. Project includes signed Letter(s) of Match Commitment for each reported
match dollar that has already been confirmed at the time of the application.

4. Matching funds are clearly identified and appropriately integrated into the
budget.

Maximum Points Possible for Construction

Maximum Points Possible for Planning & Design

Awards

All awards are made at the sole discretion of the TSET Board of Directors and are subject
to the availability of funds. Typically, award decisions are made during a regular meeting of
the TSET Board of Directors, which are open to the public. All applicants will receive an
email notification of the TSET Board of Directors’ funding decisions within two business days
of the meeting. Awarded applicants will then work with TSET to develop a cooperative
agreement. The agreement must be fully executed by both parties prior to the performance
of any work under the grant.

Post-Award Processes
Discussions and Negotiations

TSET will review each application based on the documents submitted but may engage the
awardee in negotiations of the project plan and/or budget prior to issuing a cooperative
agreement. Negotiations may be conducted in writing, by phone or by virtual meeting.
Terms, conditions, budgets, methodology or other features of the applicant’s application may
be subject to negotiation and subsequent revision. The mandatory requirements of the RFA
shall not be negotiable and shall remain unchanged unless TSET determines that a change
in such requirements is in the best interest of the State of Oklahoma. At TSET’s sole
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discretion, TSET may terminate negotiations and cancel any award if the parties are unable
to finalize a cooperative agreement within 60 days of the grant start date.

Cooperative Agreement and Terms and Conditions

Upon award, a cooperative agreement will be developed between TSET and the awardee
(now referenced to as grantee). This guide, all documents included in the grantee’s
application, any negotiated revisions to the application and an agreed upon set of terms and
conditions shall comprise the cooperative agreement. It is the sole responsibility of the
grantee to review the agreement’s terms and conditions prior to signing the agreement. The
terms and conditions appear at the end of this guide under Appendix A: Terms and
Conditions.

Vendor Registration

The grantee must complete the State of Oklahoma’s vendor registration process upon
notification of award. TSET will inform the grantee of the requirements of that process upon
notification of award.

Electronic Funds Transfer Registration

The State of Oklahoma requires that vendors receive payments via electronic funds transfer
(EFT). The Office of Management and Enterprise Services (OMES) will instruct the grantee
on the appropriate steps to take to ensure registration for EFT payments.

Payments

Payments are made on a cost reimbursement basis. Items are billed to TSET based on the
actual cost for the good or service and only after the grantee has received and paid for the
good or service.

Claims for reimbursement must be submitted to TSET monthly via TSET Funding Portal.
Monthly claims are due by the 30" day of the following month during which costs were
incurred. Failure to submit monthly claims for reimbursement within 30 days of the end of
the month may result in a reduction of funding or termination of the grant agreement.

Reporting

At a minimum, grantees will submit a monthly report to include project, financial and
evaluation information to TSET. A complete report will include an updated project plan, key
performance indicators and a written progress report, all using TSET’s monthly reporting
templates. When completing the report, grantees should be prepared to discuss project
milestones that were completed within the reporting period in the written monthly report.
Additional information may be required and will be requested on a case-by-case basis.
Grantees may be required to submit any and all program and evaluation reports provided to
or from other funding sources.
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Required Activities to Support TSET State Goals

Throughout the funding period, the grantee will be expected to actively engage with local
public officials to promote the TSET mission. During the project, the grantee may be asked
to support other TSET initiatives and programs that align with strategic goals for improving
health. Additional guidance on how to support and collaborate will be provided at the
appropriate time to ensure consistent implementation.

Project Evaluation

Grantees must participate in all mandatory evaluation activities, including the submission of
required reports and other types of relevant information requested by TSET or TSET-funded
contractors and must work collaboratively with the assigned external evaluator in meeting
the evaluation plan requirements. Evaluators may require the grantee to provide access to
program records as well as facilitate access to other information as requested to calculate
costs and benefits. Evaluation of the project will be conducted annually.

Publicity

During the funding period, TSET will periodically work with the grantee to issue press
releases, op-eds, social media posts and other communications regarding the TSET-funded
project. Should the grantee wish to publicize its own work, the grantee shall not publish any
comments or quotes from TSET employees or include TSET in either news releases or a
published list of customers without the prior written approval of TSET. Any promotional or
media materials created for the program or services provided herein, including but not
limited to, award submissions, notices, informational pamphlets, press releases, research,
reports, signs and similar public notices prepared by or for the grantee, shall identify TSET
as the sponsor and shall not be released prior to receiving written approval by TSET.

Signage

TSET requires that projects funded under this opportunity publicly acknowledge the agency
upon completion. This acknowledgement includes placing permanent signage recognizing
TSET’s funding commitment. TSET’s Strategic Communication division will advise grantees
on signage and acknowledgement requirements during the grant term. Grantees may
budget TSET funds for purchase and placement of signage for their completed project.
TSET can assist with signage purchases through the Strategic Communication category of
the budget, or grantees may purchase their own signage through the other budget category.
Grantees are advised that if they purchase their own signage, they must still work with TSET
staff to ensure the correct attribution to and logo usage for the agency.

In addition to signage acknowledging TSET’s funding, grantees must also ensure that
tobacco-free signage is placed near the area(s) enhanced by TSET funding. Breathe Easy
or other tobacco-free signs may be purchased with TSET funds if the grantee does not
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already have them. Grantees can work with their Communication Strategist to procure these
signs during the grant period.

Release of Information

Pursuant to Title 62 O.S. § 2309(D)(4), any application submitted under this funding
opportunity shall be confidential until the date and time of award, at which point related
documents and information shall be subject to the Oklahoma Open Records Act (Title 51
0O.S. § 24A.1 et seq.) and Oklahoma Open Meeting Act (Title 25 O.S. § 301 et seq.).

Questions

Questions about this funding opportunity must be submitted in writing via the TSET website
under the TSET Built Environment Grants section. Answers will be posted on the same
TSET webpage on October 15, 2025, and November 5, 2025. Questions received after 4:00
PM on October 24, 2025, may not receive a response. When posing questions, every effort
should be made to be concise and include the page number and section references, when
possible. It is the applicant’s responsibility to check the TSET website for answers to
submitted questions.

TSET cannot respond to questions about if an organization's specific project is eligible for
a TSET grant. Potential applicants should read the open TSET RFA to determine if the
organization's project aligns with the TSET mission and the specific RFA's scope of work.
Assistance requests associated with any documents in this guide may be submitted to
grantsmanagement@tset.ok.gov. Assistance requests associated with TSET Funding
Portal, such as registering or locating the application, should be submitted to the TSET
Funding Portal Technical Assistance Webform.
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Appendices and Attachments

Appendices and attachment forms provided in this RFA are listed below and can be
accessed by clicking on the name of the document or by clicking the paperclip icon on the
side navigation pane in Adobe. If you cannot see a paperclip icon in Adobe, please ensure
that you have fully downloaded this guide and have opened it from your desktop rather than
from within your internet browser.

Appendices

Appendix A: Terms and Conditions

Appendix B: Tobacco-Free Policy Template

Appendix C: Sample Tobacco-Free Policies and Checklists
Appendix D: Sample Workplace Wellness Policy and Instructions
Appendix E: Budget Tips, Tools and Matching Funds Guidance
Appendix F: Built Environment Assessment Guidance Document
Appendix G: Shared Use Policies and Agreements Examples

Attachments

Attachment A: TSET Workers Compensation Insurance Coverage Certification
Attachment B: Built Environment Project Key Performance Indicators Tool
Attachment C: Organizational Responsibilities and Assurances Checklist
Attachment D: Certification of Non-Acceptance of Tobacco Funds

Attachment E: Project Plan Instructions and Template

Attachment F: Two-Year Budget Template

Attachment G: TSET Grant and Contractor Staffing Table
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Appendix A

PART 2 - TERMS AND CONDITIONS

Access to and Retention of Records Requirements

GRANTEE agrees to hold, manage, and maintain Program records, accounts and supporting
documentation, for validation of costs billed to TSET, for three (3) years from the ending date of
the Agreement. GRANTEE also agrees to allow the State Auditor's Office, TSET, or their authorized
representatives, access to the records, books, documents, accounting procedures, practices, or any
items of the service provider relevant to this Agreement for purpose of audit and examination.
GRANTEE further agrees to provide appropriate access to the aforementioned parties regarding
any subcontractor’s associated records. In the event any audit, litigation or other action involving
these pertinent records is started before the end of the three (3) year period, GRANTEE agrees
to retain these records until all issues arising out of the action are resolved or until the end of
the three-year period, whichever is later.

Acknowledgment of TSET Support

GRANTEE shall prior to release make available to and closely coordinate with TSET on all
publications related to the results of the work conducted under this Agreement. All
presentations and publications resulting from work under this Agreement shall include an
appropriate acknowledgement of the support of TSET.

Advance Payments Prohibited

No payments in advance of or in anticipation of goods or services to be provided under this
Agreement shall be made by TSET to GRANTEE or by GRANTEE to a subcontractor. TSET may
routinely request supporting documentation to validate GRANTEE payments.

Agreement Extensions

TSET may exercise the option to extend this Agreement past its original end date if both TSET
and GRANTEE deem an extension necessary and mutually beneficial. Any extensions to this
Agreement shall be in writing, dated, and executed by both GRANTEE and TSET, and approved
by the TSET Board of Directors. Extensions are contingent upon the availability of sufficient
funds to TSET.

Amendments

Any modifications or amendments to this Agreement, including, but not limited to, budget
changes and scope of work changes, shall be in writing, dated and executed by both GRANTEE
and TSET.

Applicable Law

This Agreement shall be governed in all respects by the laws of the State of Oklahoma. The
terms "TSET", "the agency", "Trust", "Oklahoma Tobacco Settlement Endowment Trust" or any
other reference to an agency of the State of Oklahoma means the State of Oklahoma acting by
and through that agency. Any action, claim, dispute, or litigation relating in any way to the
execution, interpretation, performance, or enforcement of this Agreement shall be filed in a
court of competent jurisdiction in Oklahoma County, Oklahoma, to which jurisdiction and venue





TSET and GRANTEE expressly agree.

Assignment and Delegation

This Agreement may not be assigned. If GRANTEE cannot perform a specific service as identified
in this Agreement, GRANTEE will be responsible for subcontracting the services or making
alternative arrangements for the provisions of the services. Prior to the execution of a
subcontract, GRANTEE must provide in writing to TSET a “Notice of Intent to Subcontract”.
GRANTEE will be liable for any and all additional costs and expenses arising from such
subcontract or substitution to cover performance. In no event will any subcontract by
GRANTEE incur obligation on the part of TSET. To the extent provided by law, GRANTEE shall be
totally responsible for the management of all subcontracts/subcontractors proposed or
engaged and shall to the extent provided by law be liable for all performance requirements
regardless of which entity is providing the contracted supplies, materials, equipment, or services.

GRANTEE shall give TSET immediate notice in writing by certified mail of any action or suit filed
against GRANTEE and/or subcontractor and prompt notice of any claim made against GRANTEE
by any subcontractor or GRANTEE that may reasonably be anticipated to result in litigation
related in any way to the Agreement or the State of Oklahoma.

Availability of Funding

Notwithstanding any contrary provision in this Agreement, any obligation of TSET to make any
payment(s) hereunder is subject to the availability and continuation of sufficient funds for that
purpose. This Agreement may be canceled, and/or not renewed beyond the current fiscal year
and/or the end of any subsequent fiscal year without obligation or penalty, should the TSET
Board of Investors fail to certify sufficient earnings from the Oklahoma Tobacco Settlement
Endowment Trust, or if a reduction in or elimination of any source of funding for the
payment(s) required under this Agreement occurs. TSET may terminate or reduce the amount
funded under this Agreement by providing notice in writing to GRANTEE. TSET shall be the final
authority as to the availability of funds. The effective date of such termination or reduction
shall be specified in the notice. In the event of a reduction, GRANTEE may cancel this
Agreement as of the effective date of the proposed reduction by providing by certified mail
advanced written notice to TSET. In the event this Agreement is canceled under this section,
GRANTEE agrees to take all reasonable steps to minimize termination costs. Upon presentation
of proper invoice(s) for allowable claims(s), TSET agrees to reimburse GRANTEE for
expenditures and non-cancelable commitments incurred in anticipation of performance for all
work performed under this Agreement prior to the termination date contained in the notice of
termination. This clause provides an exception to the amendment clause and the cancellation
clause requiring thirty (30) days’ notice.

Budget Revisions

Reimbursement of expenditures will be made in accordance with the approved budget. For
each year of this Agreement, without prior TSET approval, GRANTEE may make budget revisions
between categories not to exceed 10% of the total cash portion of the TSET-supported budget,
provided the revisions do not result in any applicable budget category maximums being





exceeded. All budget revision requests in excess of 10% of the total TSET funding must be
approved in writing by TSET prior to incurring any costs. No budget revisions that would have
the effect of changing the scope of work are reimbursable. TSET will determine, in its sole
discretion, whether any budget revision changes the scope of work such that the revision is not
reimbursable. If multiple funding sources are involved, GRANTEE agrees to within ten (10) days
of GRANTEE’S generation of budget revision(s) provide TSET with a copy of budget revisions
supplied to other funders.

Certification of Non-Acceptance of Tobacco Funds

GRANTEE, by signing this Agreement, certifies that it will not accept funding from nor have an
affiliation or contractual relationship with a company engaged in the manufacture of tobacco or
tobacco products during the term of the Agreement with TSET.

Certification Regarding Debarment, Suspension, Proposed for Debarment, or Declared
Ineligible for Award of Contracts by any Federal or State Agency

By signing this Agreement, GRANTEE attests and assures that neither GRANTEE, no employee of
GRANTEE nor any of its principals performing hereunder:

1) Are presently debarred, suspended, proposed for debarment, or declared ineligible for
the award of contracts by any Federal agency;

2) Have within a three year period preceding this offer, been convicted of or had a civil
judgment rendered against them for: commission of fraud or a criminal offense in
connection with obtaining, attempting to obtain, or performing a public (Federal,
State, or local) contract or subcontract; violation of Federal or State antitrust statutes
relating to the submission of offers; or commission of embezzlement, theft, forgery,
bribery, falsification or destruction of records, making false statements or receiving
stolen property;

3) Have, within a three-year period preceding this offer, had one or more contracts
terminated for default by any Federal, State or local governmental entity; or

4) Are presently indicted for, or otherwise criminally indicted, or charged by a
governmental entity with any of the offenses enumerated above in thissection.

Compliance with the Oklahoma Smoking in Public Places and Indoor Workplaces Act
Title 63 of the Oklahoma Statutes, Sections 1-1521 through 1-1527

GRANTEE and its subcontractors must always during the Agreement term be in full compliance
with the Oklahoma Smoking in Public Places and Indoor Workplaces Act.

Contact Persons

All programmatic questions should be directed to the assigned TSET program officer. All
contractual, compliance, payment, and grants management questions should be directed to the
assigned grants manager. Any changes to contact persons shall be communicated in writing to
all parties to the Agreement within five business days of the change.





Data Access and Sharing
Any data derived as a result of this contract will be made readily accessible to TSET and/or the
agency’s partners upon request.

Disputes

Any dispute concerning performance of the Agreement shall be decided by TSET and a copy of
the decision shall be provided in writing to GRANTEE. Pending final determination of any
dispute hereunder, GRANTEE shall proceed diligently with the performance of the Agreement
and in accordance with TSET’s direction.

Electronic Communication Minimum Standards

GRANTEE must assure that, at a minimum, all program staff have internet access, a dedicated
email address—an organizational email account is strongly preferred—a recent version of
Microsoft Office, and the latest version of Adobe Acrobat Standard or Professional. Broadband
access is not required, but it is preferred as many of the electronic forms or web-based
reporting items may be difficult to access or download through dial-up access. Also preferred is
the capability of scanning information to reduce the burden of having to recreate vital records
ordocuments.

Entire Agreement

This Agreement, including referenced attachments and any modifications approved by TSET,
represents all the terms and conditions agreed upon by the parties. No other understandings or
representations, oral or otherwise, regarding the subject matter of this Agreement shall be
deemed to exist or to bind any of the parties hereto. No changes in the project being funded
are permitted without prior TSET written approval.

Equipment and Other Purchases

Any items of equipment (defined as items with a cost greater than $500), property or other
capital purchases made pursuant to the terms of this Agreement shall be made only with
written approval from TSET, only for the benefit of the public, and shall be used by the public
during the useful life of the equipment for the benefit of the public and in fulfillment of the
intended purposes of the Agreement even after the Agreement term has expired. All
inventory, maintenance, and repair of such items of equipment purchased by GRANTEE shall be
the responsibility of GRANTEE, whether during or after the Agreement term. Should such
equipment no longer be used for the benefit of the public and in fulfillment of the intended
purposes of the Agreement, whether before or after the Agreement term, and if such
equipment still has useful life, it shall expeditiously be disposed of through the same
competitive bidding or public sale procedure as is used for the disposition of State surplus
equipment.

Event of Default

In the event GRANTEE fails to timely meet the terms and conditions of this Agreement or fails
to provide services in accordance with the provisions of the Agreement, TSET at its sole
discretion may withhold payments claimed by GRANTEE or may by written notice of default to





GRANTEE cancel this Agreement. Cancellation due to default shall not be an exclusive remedy
but shall be in addition to any other rights and remedies provided for by law. If TSET materially
breaches the Agreement, GRANTEE may by written notice to TSET detailing the nature of the
material breach terminate the Agreement immediately as an exception to the standard
cancellation clause of thirty (30) days’ notice requirement.

Failure to Comply Statement

GRANTEE shall be subject to all applicable state and federal laws, rules and regulations, and all
amendments thereto. GRANTEE agrees that should it be in noncompliance, TSET may suspend
or cancel the Agreement in part or in whole. Compliance with GRANTEE’S Agreement
requirements shall be the responsibility of GRANTEE, without reliance on or direction by TSET.

Force Majeure

GRANTEE shall not be liable for any damages resulting from any delay in delivery or failure to
give notice of delay that directly or indirectly results from the elements, acts of God, delays in
transportation, or delays in delivery by any cause beyond the reasonable control of GRANTEE.

Relation to TSET

GRANTEE is in all respects an independent GRANTEE and is neither an agent nor an employee of
TSET. Neither GRANTEE nor any of its officers, employees, agents, members, or subcontractors
shall have authority to bind TSET nor are they entitled to any of the benefits or worker’s
compensation provided by TSET to its employees. GRANTEE will ensure that the necessary
personnel, facilities, supplies, equipment, and/or related resources and skills to accomplish the
project are provided in accordance with the terms and conditions of this agreement. All the
work and services required shall be performed by, or under supervision of, GRANTEE or Agent,
and all personnel engaged therein must be fully qualified and authorized under state and local
law to perform such work and services.

Hold Harmless Clause

Each party to this Agreement shall, within limitations placed on such entities by State law, hold
harmless the State of Oklahoma, its agents, officers, and employees from all claims and actions,
and all expenses defending same, that are brought as a result of any injury or damage sustained
by any person or property in consequence of any negligent or intentionally wrong act or
omissions by said party or any of its subcontractors or by an such act or omission by any agents,
officers or employees of said party of its subcontractors or as a result of any claim or amount
recovered for an infringement of patent, trademark or copyright, or from any claim or amounts
arising or recovered under workers’ compensation law or any other law.

Inspection of Work Performed

The State of Oklahoma, State Auditor and Inspector, Tobacco Settlement Endowment Trust, or
their authorized representatives shall, at all reasonable times, have the right to enter
GRANTEE’S premises, or such other places where duties under the Agreement are being
performed, to inspect, monitor, or otherwise evaluate the quality, appropriateness, and
timeliness of work being performed. GRANTEE and all subcontractors must provide access at all





reasonable times to all facilities and provide assistance, if deemed necessary by the requesting
agency/personnel. All inspections and evaluations shall be performed in such manner as will
not unduly delay work.

Insurance

GRANTEE shall obtain and retain insurance, including, as applicable, workers' compensation,
automobile insurance, medical malpractice, and general liability or as required by state or
federal law, prior to receiving TSET funds and prior to any work in connection with the
Agreement. GRANTEE shall timely renew the policies to be carried pursuant to this section
throughout the term of the Agreement and shall provide TSET with evidence of such insurance
and renewals.

Intellectual Property

GRANTEE represents that to the best of its knowledge the purchase, use or sale of goods or
services covered by this Agreement do not and will not infringe on any patent, trademark,
copyright, trade secret or other intellectual property right.

GRANTEE acknowledges that inventions, improvements, discoveries, copyrightable works, or
other proprietary information may arise from initiated research, sponsored in whole or in part
by governmental agencies. GRANTEE further represents that any such developments shall be
governed by the provisions of applicable law and as applicable, subject to the reservation of the
rights of the Government of the United States of America, as set forth in 37 CFR 401 and the
Patent and Trademark Law Amendments Act of 1980 (Bayh-Dole Act).

When using the image or likeness of an individual in educational materials, GRANTEE will verify
that the individual has consented to such use. Agencies shall obtain an additional consent form
from the parent or legal guardian of individuals under 18 years of age.

GRANTEE agrees that in its contract(s) with third party Vendors by which contract(s) GRANTEE
will use software or other intellectual property owned by others to perform services for TSET,
that GRANTEE will include and enforce in its contract(s) with said third-party Vendors certain
terms, as follows:

1) The third-party Vendor will hold harmless and indemnify the State of Oklahoma, its
officers, agents, successors, and assigns against and from any and all claims, demands,
losses, costs, damages, suits, judgments, penalties, expenses and liabilities, including
reasonable attorney’s fees, related to infringement of intellectual property rights
(including invention rights pending applications, patents, trademarks, copyrights, trade
names, trade dress, trade secrets, right of privacy, and right of publicity) caused by either
GRANTEE or the third-party Vendor or by TSET, their agents, or their employees.

2) Should an infringement of intellectual property rights be asserted against the State, the
State shall (a) promptly notify the Vendor in writing of the claim and (b) to the extent
authorized by the Oklahoma Attorney General, allow the Vendor to control the defense
and any related settlement negotiations. If the Oklahoma Attorney General does not





authorize sole control of the defense and settlement negotiations to Vendor, Vendor shall
be granted authorization to equally participate in any proceeding related to this section,
but Vendor shall in all events remain responsible to indemnify the State for all associated
costs, damages and fees incurred by or assessed to the State.

3) The provisions by which the third-party Vendor agrees to hold the State of Oklahoma
harmless and to indemnify the State, shall be exceptions from whatever other limits of
liability might be.

4) The Vendor represents and acknowledges the State of Oklahoma’s reliance hereon of the
information contained in the contract between GRANTEE and the third-party Vendor.
Vendor has good and lawful title or license to all goods and services supplied by the
Vendor to the State of Oklahoma, to the extent applicable, and that the Vendor conveys
same free of encumbrance, including infringement of any known intellectual property
rights, or if covered by intellectual property rights of GRANTEE and in consideration of the
State of Oklahoma buying goods and services from the Vendor, the Vendor agrees not to
sue the State of Oklahoma for infringement of said intellectual property rights of the
Vendor.

GRANTEE represents and acknowledges the State of Oklahoma’s reliance hereon, that
GRANTEE has good and lawful title or license to all goods and services supplied by GRANTEE to
the State of Oklahoma, to the extent applicable, and that GRANTEE conveys same free of
encumbrance, including infringement of any known intellectual property rights, or if covered by
intellectual property rights of GRANTEE and in consideration of the State of Oklahoma buying
goods and services from GRANTEE, to the extent permitted by applicable law, GRANTEE agrees
not to sue the State of Oklahoma for infringement of said intellectual property rights of
GRANTEE, subject to the exceptions made in writing by GRANTEE to the State of Oklahoma
within 30 days hereof and specifically listing each excepted right.

Invoicing and Supporting Documentation

GRANTEE, as appropriate, shall use funds made available pursuant to this Agreement only for
expenses incurred during the funding period for the purposes and activities approved and
agreed to by TSET. No Agreement funds may be used for expenses incurred either before or
after the Agreement funding period. Payment under the procedure outlined below will be
made by TSET only in the form of reimbursement for costs incurred during the funding period
and paid by GRANTEE.

A properly completed claim for reimbursement must be submitted monthly and within 30 days
of the end of the month in which services were delivered—except for the final invoice, which
must be received within 90 days of the end of the fiscal year—be in accordance with the terms
and conditions of this Agreement, and include the following items:

e Name and address of the Grantee

e invoice date

e period covered by invoice

e any other data, reports, information, or documentation required by other conditions of





this Agreement
e detail of the services provided and be in accordance with the terms and conditions of
this Agreement

The claim for reimbursement shall be submitted electronically via Smartsheet, or by another
method as required by TSET Grants Management.

The State of Oklahoma has 45 days from presentation of a proper claim for reimbursement to
issue payment to the Grantee.

TSET may request supporting documentation for any claim for reimbursement and may
withhold or delay payment to any Grantee who fails to provide required programmatic
documentation and/or requested financial documentation.

If, subsequent to reimbursement, GRANTEE is unable to support any part of their claim to TSET
and TSET determines that such inability is attributed to misrepresentation of fact or fraud on
the part of GRANTEE, GRANTEE shall be liable to TSET for an amount equal to such unsupported
part of the claim in addition to all of TSET’s costs, including attorney fees, attributable to the
reviewing and discovery of said part of claim, all of which shall be paid by GRANTEE to TSET
within thirty (30) days of written demand by TSET. Liability under this section shall be
determined by TSET within five (5) years of GRANTEE’S commission of such misrepresentation
of fact or fraud.

Non-Collusion
The Non-Collusion Affidavit must be signed and completed by GRANTEE.

Other Certifications

GRANTEE, by signing this Agreement, attests and assures compliance, to the extent applicable
to GRANTEE, with the provisions of Titles VI and VII of the 1964 Civil Rights Act and Section 504
of the Rehabilitation Act of 1973, the Age discrimination Act of 1975, the Hatch Act, the Pro
Children Act of 1994, Drug free Workplace Act of 1988, the American with Disabilities Act of
1990, Title IX of the Education Amendments of 1972, 31 U.S.C. Section 1352, Public Law 105-78,
the Vietnam Era Assistance Act of 1974, 38 U.S.C. Section 4212.and the Single Audit Act of
1984.

As applicable to GRANTEE, the provisions of Executive Order 11246, as amended by EO 11375
and EO 11141 and as supplemented in Department of Labor regulations (41 CFR Part 60 et.
seq.) are incorporated into this Agreement and if applicable to GRANTEE must be included in
any subcontracts awarded involving this Agreement. GRANTEE represents: that all services are
provided without discrimination on the basis of race, color, religion, national origin, disability,
political beliefs, sex, or veteran’s status; it does not maintain nor provide for their employees
any segregated facilities, nor will GRANTEE permit its employees to perform their services at
any location where segregated facilities are maintained.





Political Activity

No portion of the Agreement funds may be used for any political activity or to further the
election or defeat of any candidate for public office. No portion of the Agreement funds may
be used for lobbying activities.

Privacy Clause

All information obtained by GRANTEE during the performance of this Agreement shall be
treated by GRANTEE as confidential to the extent that it is confidential under State or Federal
law, and GRANTEE shall not use any confidential information without the prior written approval
of TSET except as necessary for the proper discharge of GRANTEE’S obligations and the securing
of GRANTEE’S rights hereunder.

Procurement Integrity

GRANTEE certifies it has not entered into this Agreement with this or any other state agency
that would result in a substantial duplication of the services or duplication of the end product
rendered by GRANTEE or its employees.

Prohibited Conflicts of Interest

GRANTEE and any entity or person directly or indirectly controlled by, under common control
with, or controlling GRANTEE will not acquire any interest, direct or indirect, which would
conflict in any manner or disagree with the performance of its services hereunder. GRANTEE
further covenants that in the performance of the Agreement no person having any such known
interest shall be employed. No official or employee of the State and no other public official of
the State of Oklahoma or the federal government who exercises any functions or
responsibilities in the review or approval of the undertaking or carrying out of the project shall
prior to the completion of the project, voluntarily acquire any personal interest direct or
indirect, in this Agreement or proposed Agreement.

Public Disclosure
Upon signing of the Agreement by all parties, the terms of the Agreement shall become
available to the public, pursuant to the Tobacco Settlement Endowment Trust Act.

Receipt of Funds
GRANTEE will receive funds by electronic funds transfer (EFT).

Risk Assessment Analysis

During the term of the Agreement, if TSET becomes aware of facts indicative to TSET of possible
GRANTEE financial instability and/or misuse of TSET funds, GRANTEE shall upon request by TSET
promptly complete and submit to TSET the TSET Agency Risk Assessment form. If TSET
determines that funds have been misused, or if GRANTEE’S financial condition is such that it
constitutes a violation of the terms or purposes of the Agreement, TSET may in its discretion
terminate the Agreement.

Severability





If any provision of the Agreement (including items incorporated by reference) is declared or
found to be illegal, unenforceable, or void, then both TSET and GRANTEE shall be relieved of all
obligations arising under such provision; if the remainder of the Agreement is capable of
performance, it shall not be affected by such declaration or finding and shall be fully
performed.

Statement of Responsibility and Liability

The parties intend that each party shall be responsible for that party’s own intentional and
negligent acts or omissions to act. TSET shall be responsible for the negligent acts and
omissions to act of its officers, and employees while acting within the scope of their
employment according to the Oklahoma Governmental Tort Claims Act, Title 51, O.S. §§151, et
seq.

GRANTEE shall be responsible for any damages or personal injury caused by the negligent acts
or omissions to act by its officers, employees, or agents acting within the scope of their
authority or employment. If GRANTEE is a political subdivision as defined in Title 51, O.S.
§§151, et seq, GRANTEE’S liability is according to the terms of the Oklahoma Governmental
Tort Claims Act, Title 51, O.S. §§151, et seq.

It is the express intention of the parties hereto that this Agreement shall not be construed as,
or given the effect of, creating a joint venture, partnership or affiliation or association that
would otherwise render the parties liable as partners, agents, employer-employee or otherwise
create any joint and several liability.

Termination

Either party may terminate the Agreement upon thirty (30) days’ written notice to the other
party. Either party may terminate this Agreement immediately upon written notice in the event
of a material breach of this agreement. In the event of termination, payments will be made for
all work performed up to date of termination and will include any non-cancelable obligations
incurred by GRANTEE in connection with this Agreement.

Time and Effort

GRANTEE shall maintain time and effort reports on all personnel reimbursed under this
Agreement. Subcontractors claiming reimbursement for time worked must also maintain time
and effort reports. Time and effort reports must reflect after-the-fact distribution of the actual
activity of each employee or subcontractor. For employees, time and effort reports must
account for the total activity for which each employee is compensated and include all hours
worked by the employee (s) with the hours delineated by each program area. Both the
employee and their supervisor attesting to the performance of the services and the accuracy of
the report must sign the reports.

Travel and Related Expenses

If travel costs and related expenses are a part of the Agreement, they shall not exceed those
authorized by the State Travel Reimbursement Act, Title 74 0.S. §500.1, et seq. All out-of-state
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travel for which reimbursement is requested must be pre-approved in writing by TSET prior to
travel.

Waiver of Breach

No failure by TSET to enforce any provisions hereof after any event of default by GRANTEE shall
be deemed a waiver of TSET’s rights with regard to that event, or any subsequent event. TSET’s
failure to enforce an Agreement provision shall not be construed to be a modification of the
terms of the Agreement.

Workers’ Compensation Insurance Coverage
Proof of Workers’ Compensation Insurance is required by TSET for all entities that receive TSET

funding and enter into a contract with TSET. The certificate of insurance showing compliance
with the Oklahoma Administrative Workers’ Compensation Act must be provided to TSET prior
to receipt of the funds and commencement of work. If GRANTEE claims that it is exempt from
the Oklahoma Administrative Workers’ Compensation Act, prior to receipt of funds and
commencement of work, GRANTEE must submit to TSET a statement sworn under penalty of
perjury, dated, and signed by GRANTEE, establishing the factual basis for an exemption under
any of the exemptions provided for in the Workers” Compensation Act under Title 85A O.S.
Section 2(18) (b) (1-11).
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Appendix B

Insert Organization Name Tobacco-free Policy

The use of tobacco products and vapor products is prohibited at all times on Organization Property (indoors and outdoors), including organization-owned and/or organization-leased vehicles.  This policy applies to every employee, unpaid staff, vendor, student, visitor and any other person present on Organization Property. 



Signature: _____________________________________ Date Adopted: ___________________



Note:  The red text represents fields that will need to be edited by the applicant organization.  At a minimum, the applicant agency’s name must be present somewhere within the tobacco-free policy.  The word ‘student’ may be deleted for organizations outside of schools or higher learning institutions.

B1


Sample Tobacco-free Policies and Checklists



The policies contained in this document are intended to provide guidance to applicants who wish to bolster their tobacco-free policy beyond the minimum requirements indicated in the RFP.
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School District Checklist	2

Community Institution Checklist	5
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Tribal Nation Checklist	12

City/Town/County Checklist	17
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[bookmark: _Toc100581608][bookmark: _Toc100581826][bookmark: _Toc100581928]Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581609][bookmark: _Toc100581929]School District Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.



· Definition of the following:

· tobacco product; 

· vaping or vapor product (if not defined within the tobacco product definition);

· school property; 

· Tobacco products and vapor products are prohibited anywhere on school property 24 hours a day, seven days a week (both indoors and outdoors) and school-sponsored or school-sanctioned events, including those held off-campus;

· Prohibition of tobacco products and vapor products applies to personal vehicles while such vehicles are on School Property and school vehicles at all times;

· Prohibition of tobacco products and vapor products applies to employees of the school district, students, visitors, and any other person present on school property;

· The District will not accept donations of gifts, money, or materials from the tobacco industry or participate in any type of services, events, or programs that are funded by the tobacco industry;

· The District will provide tobacco cessation information, resources and/or support to employees, parents/guardians, family members, and students (13 and older);

· The District will post signs about the tobacco-free (including vapor products) policy at entrances on school property;

· Enforcement plan;

· Official signature; and

· Effective policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.















24/7 Tobacco-, Smoke-, and Vape-Free Campus Policy 

Comment on Traditional and Sacred Use of Tobacco

This document acknowledges the traditional and sacred use of tobacco among American Indian people living in Oklahoma. Whenever the word tobacco is referenced in these materials it refers to the use of commercial tobacco.

Introduction 

· The School District understands the concern of parents/guardians, educators, students, and community members regarding the adverse effects of tobacco and exposure to secondhand and thirdhand smoke. We want to provide a safe and healthy environment for our students, staff, and community and set the proper example for our students. 

· This policy is intended to improve the health and safety of all individuals using the schools. 



Comment on Terminology

Changes in state law in 2019 use the terminology “smoke-free” instead of “tobacco-free” in order to create “smoke-free locations” in certain public areas where Oklahoma prohibits the use of tobacco, nicotine, marijuana, or other lawful products consumed in a smoked or vaporized manner. This policy uses the term “tobacco-, smoke-, and vape- free” in order to include all lighted and vaped products, as well as other forms of tobacco use that might be inadvertently left out of the new “smoke-free” language. While the focus of this policy is to address the hazards of tobacco products, this terminology is being used to best align with state law. (63 O.S. § 1-1523)

Definitions 

For the purposes of this policy, the following definitions apply: 

Employee means any person who performs work or services for the school or school district, including, but not limited to, full-time employees, part-time employees, temporary employees, and volunteers. 

School Property is defined as any property that is owned, leased, managed, or otherwise controlled by the school district, including vehicles and any outdoor property, such as sporting facilities and parking lots.

Tobacco Product is defined as a product that contains or is derived from tobacco and is intended for human consumption, excluding drugs or devices approved for cessation by the United States Food and Drug Administration. This includes e-cigarettes and vapor products with or without nicotine. 

Tobacco-, Smoke-, and Vape-Free Facility means any location where the use of tobacco in any form is prohibited, and the use of tobacco, nicotine, marijuana, or other products consumed in a smoked or vaporized manner is prohibited.

24/7 Tobacco-free Campus is defined as a campus where tobacco use is prohibited anywhere, at any time, and by any person. This extends to school vehicles and school-sponsored or school-sanctioned events, including those held off-campus. 

Vaping means using a device to heat, aerosolize, or vaporize tobacco, nicotine, marijuana, or other products for consumption.

Tobacco-, Smoke-, and Vape-Free Facility

The School District is committed to maintaining a tobacco-, smoke-, and vape-free campus and facility by doing the following: 

· No one is allowed to smoke, vape, or use tobacco products anywhere on school property, 24 hours a day, seven days a week. This policy extends to personal vehicles while such vehicles are on school property, school vehicles, and school-sponsored or school-sanctioned events or activities, including those held off-school property. 

· This policy applies to employees of the school district, students, visitors, and any other person present on school property. This policy also applies to all public school functions (sporting events, concerts, etc.) and any outside agency using the district’s facilities, including stadiums. This policy is in effect 24 hours per day, seven days per week. 

· The School District will not accept donations of gifts, money, or materials from the tobacco industry. The district will not participate in any type of services, events, or programs that are funded by the tobacco industry. 

· No student is allowed to possess tobacco products on school property or at any off-site, school-sponsored meeting or event, including, but not limited to, field trips and athletic events. 

·  Ash receptacles, such as ash trays or ash cans, are not permitted on school property. 



Tobacco Cessation Support

· The School District will refer employees, parents/guardians, family members, and students (13 years and older) interested in quitting tobacco use to the Oklahoma Tobacco Helpline and other cessation resources, if available. 

· The School District will promote the Oklahoma Tobacco Helpline (1-800-QUIT-NOW or OKHelpline.com) to help ensure awareness of the statewide services that are available. 

· The School District will provide insurance benefits and access to the following types of assistance with no prior authorization or out-of-pocket cost to employees: 

· Group, individual, and phone counseling 

· A minimum of four counseling sessions of at least 10 minutes each per attempt 

· Two quit attempts per year 

· Free cessation counseling is also offered by the Oklahoma Tobacco Helpline     (1-800-QUIT-NOW) 

· All Food and Drug Administration (FDA) approved cessation aids 

· The School District will communicate and promote the available tobacco cessation benefits and insurance coverage for employees to all prospective employees, new employees at the time of hire, and all existing employees on an annual basis. 

Implementation and Enforcement 

The School District is committed to facilitating the implementation of the above tobacco-, smoke-, and vape-free policy elements by doing the following: 

· Signs should be posted to inform employees, students, visitors, and any other person present of the tobacco-, smoke-, and vape-free facility at entrances on school property.  

· The success of this policy will depend upon the thoughtfulness, consideration, and cooperation of tobacco users and nonusers. All individuals on school property share in the responsibility for adhering to and enforcing this policy. All students will receive instruction on avoiding tobacco use. Ultimately, each site administrator will take appropriate steps to enforce the policy. 

· Students found in violation of the policy will have their parents/guardians contacted for a first violation and a second violation. A third offense may include disciplinary action; however, under no circumstances shall enforcement of any section of this policy result in suspension or expulsion. The site administrator will confiscate the prohibited tobacco product. Information about the Oklahoma Tobacco Helpline (for students 13 years and up) and My Life My Quit (for students 13-17 years old) will be provided to students in violation of this policy in order to provide a resource for tobacco cessation. 

· Employees who violate the policy shall be subject to disciplinary action in accordance with the employee bargaining agreements and/or the district’s faculty handbook; however, under no circumstances shall enforcement of any section of this policy result in suspension or termination. Information about the Oklahoma Tobacco Helpline will be provided to employees in violation of this policy in order to provide a resource for tobacco cessation. 

· The School District will include a copy of this policy and information about the Oklahoma Tobacco Helpline in manuals, handbooks, and other training materials for employees, students, families, and other persons. Employees are responsible for familiarizing themselves with this mandatory policy. 

· The School District will work with parents/guardians and family members to help them understand, support, and comply with the policy. 

· Visitors who violate the policy shall be subject to a verbal request for the individual to stop using the product. If the person refuses to comply, the individual will be asked to leave. If the person refuses to leave, they may be referred to local authorities. 

 

Comment on Administration

We are committed to informing employees, students, parents/guardians, and family members of the tobacco-, smoke-, and vape-free policy, and working to obtain their support for its successful implementation and enforcement. To promote full awareness of this new policy, we will provide ample transition time between informing employees, students, parents/guardians, and family members of the changes and the policy’s full implementation, including early sharing of enforcement procedures.

Effective Date 

This 24/7 Tobacco-, Smoke-, and Vape-Free Campus Policy is effective as of:

Effective Date of Policy: __________________________________________

Approved by School District: 

Name of School District: __________________________________________

Name & Title (of person signing): ___________________________________ 

Signature: __________________________________________________

Signature Date: __________________________________________________

[bookmark: _Toc100581937]Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581938]Community Institution Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.

· Definition of the following:

· tobacco products; 

· vapor products (if not defined within the tobacco product definition);

· organization property; 

· Tobacco products (including vapor products) are prohibited on all organization property (both indoors and outdoors);

· Prohibition of tobacco products (including vapor products) applies at all times;

· Prohibition of tobacco products (including vapor products) applies to all people (such as employees, visitors, vendors, students, clients and any other person on organization property);

· Prohibition of tobacco products (including vapor products) applies to all off-site company sponsored meetings and events;

· Prohibition of tobacco products (including vapor products) applies to organization-owned or leased vehicles at all times;

· Prohibition applies to personal vehicles while on organization property;

· Organization will not accept any tobacco company sponsorship;

· Organization will prohibit tobacco (including vapor products) advertising or promotion on company property and at any off-site organization-sponsored event;

· Organization will provide tobacco cessation information, resources and/or support to employees;

· Organization will post signs about the tobacco-free (including vapor products) policy at entrances to all building on organization property;

· Enforcement plan;

· Official signature; and

· Policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.























COMMUNITY INSTITUTION TOBACCO-FREE POLICY 



Introduction

Tobacco use is the number one cause of preventable death in the United States, killing more than 7,500 Oklahomans every year. In recognition of the fact that all forms of tobacco products are hazardous to human health and that there is no safe level of exposure to secondhand smoke, it shall be the policy of [Insert Name of Community Organization] (the “Organization”) to prohibit all use of tobacco products.



Definitions

For the purposes of this policy, the following definitions apply: 

Organization Property means any real property that is owned, leased, managed, or otherwise controlled by the organization, including outdoor areas such as parking lots.

Employee means any person who performs work or services for the Company, including, but not limited to, full-time employees, part-time employees, temporary employees, independent contractors, subcontractors, volunteers, and interns.

Tobacco Product means any product made or derived from tobacco that is intended for human consumption, including any component, part, or accessory of a tobacco product (expect for raw materials other than tobacco that are used in manufacturing a component, part, or accessory of a Tobacco Product). The term Tobacco Product does not include any product approved by the United States Food and Drug Administration for sale as a tobacco cessation product (this includes e-cigarettes and vapor products).

Tobacco Company means companies engaged in the growth, preparation for sale, shipment, advertisement, and distribution of tobacco and tobacco-related products. This also includes vapor companies.



Applicability

This policy applies to every employee, unpaid staff, and guest of the organization, and any other person present on Organization Property or at an Organization-sponsored meeting or event.



Prohibitions

· The use of Tobacco Products is prohibited at all times on Organization Property.

· The use of Tobacco Products is prohibited at any off-site Organization-sponsored meeting or event.

· The use of Tobacco Products is prohibited during meetings, activities or when representing the Organization.



· The use of Tobacco Products is prohibited in Organization-owned or Organization-leased vehicles at all times.

· The use of Tobacco Products is prohibited in personal vehicles while such vehicles are on Organization Property.

· Ash receptacles, such as ash trays or ash cans, are not permitted on organization property, or within organization owned or leased vehicles.



· The Organization will not accept any sponsorship from a tobacco company and will not allow tobacco advertising or promotion on Organization Property or at any off- site Organization-sponsored meeting or event.



Tobacco Cessation Support

[Insert Name of Community Organization] is committed to providing support to all employees who wish to stop using tobacco products by doing the following:

The Organization will provide tobacco cessation information, resources, and/or support.  

The Organization will promote the Oklahoma Tobacco Helpline (1-800-QUIT-NOW or OKHelpline.com) to ensure awareness of the statewide services that are available.

The Organization will provide insurance benefits and access to the following types of assistance with no prior authorization or out-of-pocket cost to the employee:

Group, individual, and phone counseling

- 	A minimum of four counseling sessions of at least 10 minutes each per attempt

- 	Two quit attempts per year

- 	Free cessation counseling is also offered by the Oklahoma Tobacco Helpline (1-800-QUIT-NOW)

All seven Food and Drug Administration (FDA) approved cessation aids

· The Organization will communicate and promote the available tobacco cessation benefits and insurance coverage for employees to all prospective employees, new employees at the time of hire, and all existing employees on an annual basis.



Implementation, Support, and Enforcement

Finally, [Insert Name of Community Organization] is committed to facilitating the implementation of the above tobacco free policy elements by doing the following:

· Signs informing people of this policy shall be posted, at a minimum, at entrances to all buildings on Organization Property.

· A copy of this policy shall be included in the Organization policy manual and training materials for employees and unpaid staff with the organization.

· Compliance with this policy is mandatory.

· Employees and unpaid staff with the Organization are responsible for familiarizing themselves with this policy.

· A violation of this policy will be handled in accordance with the Organization’s standard disciplinary procedure.

· A violation of this policy by any person other than an employee, or unpaid staff, with the Organization shall be handled in the following manner:

· First, the Organization will request that the violator stop using the tobacco product.

· If the violator refuses to stop, the Organization will request that the person leave organization property or the Organization-sponsored meeting or event.

· If the violator refuses to leave, the Organization will follow its standard procedure for removing unwanted visitors.



Effective Date

Comment on Traditional and Sacred Use of Tobacco

This document acknowledges the traditional and sacred use of tobacco among American Indian people living in Oklahoma. Whenever the word tobacco is referenced in these materials it refers to the use of commercial tobacco.



[Insert Name of Community Organization] adopts this tobacco-free policy.



Effective Date ______________________________________________________________ 

Name and Title _____________________________________________________________

Signature ______________________________ Date Adopted _______________________



[bookmark: _Toc100581939]
 Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581940]Worksite Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.

· Definition of the following:

· tobacco products; 

· vapor products (if not defined within the tobacco product definition);

· organization property; 

· Tobacco products (including vapor products) are prohibited on all organization property (both indoors and outdoors);

· Prohibition of tobacco products (including vapor products) applies at all times;

· Prohibition of tobacco products (including vapor products) applies to all people (such as employees, visitors, vendors, students, clients and any other person on organization property);

· Prohibition of tobacco products (including vapor products) applies to all off-site company sponsored meetings and events;

· Prohibition of tobacco products (including vapor products) applies to organization-owned or leased vehicles at all times;

· Prohibition applies to personal vehicles while on organization property;

· Organization will not accept any tobacco company sponsorship;

· Organization will prohibit tobacco (including vapor products) advertising or promotion on company property and at any off-site organization-sponsored event;

· Organization will provide tobacco cessation information, resources and/or support to employees;

· Organization will post signs about the tobacco-free (including vapor products) policy at entrances to all building on organization property;

· Enforcement plan;

· Official signature; and

· Policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.









[bookmark: _Toc100581617][bookmark: _Toc100581941][bookmark: _Toc100581618][bookmark: _Toc100581942]
WORKSITE TOBACCO-FREE POLICY

Introduction 

Tobacco use is the number one cause of preventable death in the United States, killing more than 7,500 Oklahomans every year. In recognition of the fact that all forms of tobacco products are hazardous to human health and that there is no safe level of exposure to secondhand smoke, it shall be the policy of [Insert Name of Company] (the “Company”) to prohibit all use of tobacco products. 

[bookmark: _Toc100581619][bookmark: _Toc100581943]Definitions 

For the purposes of this policy, the following definitions apply: 

Company Property means any real property that is owned, leased, managed, or otherwise controlled by the Company, including outdoor areas such as parking lots. 

Employee means any person who performs work or services for the Company, including, but not limited to, full-time employees, part-time employees, temporary employees, independent contractors, subcontractors, volunteers, and interns.

Tobacco Product means any product made or derived from tobacco that is intended for human consumption, including any component, part, or accessory of a tobacco product (expect for raw materials other than tobacco that are used in manufacturing a component, part, or accessory of a Tobacco Product). The term Tobacco Product does not include any product approved by the United States Food and Drug Administration for sale as a tobacco cessation product (this includes e-cigarettes and vapor products)

[bookmark: _Toc100581620][bookmark: _Toc100581944]Applicability 

This policy applies to every employee, visitor, vendor, and any other person present on Company Property or at a Company-sponsored meeting or event. 

[bookmark: _Toc100581621][bookmark: _Toc100581945]Prohibitions 

The use of Tobacco Products is prohibited at all times on Company Property. 

The use of Tobacco Products is prohibited at any off-site Company-sponsored meeting or event. 

Employees are prohibited from using Tobacco Products during the hours of their employment, except off the premises during regularly scheduled breaks, if applicable. This prohibition applies during all hours of employment. 

The use of Tobacco Products is prohibited in Company-owned or Company-leased vehicles at all times. 

The use of Tobacco Products is prohibited in personal vehicles while such vehicles are on Company Property. 

Ash receptacles, such as ash trays or ash cans, are not permitted on Company Property, or within Company owned or leased vehicles.

The Company will not accept any sponsorship from a tobacco company and will not allow tobacco advertising or promotion on Company property or at any off-site Company-sponsored meeting or event. 

[bookmark: _Toc100581622][bookmark: _Toc100581946]Tobacco Cessation Support

Employees and family members interested in quitting tobacco use will be referred to the Oklahoma Tobacco Helpline and other cessation resources.

The Company will promote the Oklahoma Tobacco Helpline (1-800-QUIT-NOW or OKHelpline.com) to ensure awareness of the statewide services that are available.

The Company will provide insurance benefits and access to the following types of assistance with no prior authorization or out-of-pocket cost to the employee:

Group, individual, and phone counseling

· A minimum of four counseling sessions of at least 10 minutes each per attempt

· Two quit attempts per year

· Free cessation counseling is also offered by the Oklahoma Tobacco Helpline (1-800-QUIT-NOW)

All seven Food and Drug Administration (FDA) approved cessation aids

The Company will communicate and promote the available tobacco cessation benefits and insurance coverage for employees to all prospective employees, new employees at the time of hire, and all existing employees on an annual basis.

[bookmark: _Toc100581623][bookmark: _Toc100581947]Implementation, Support, and Enforcement 

Signs informing people of this policy shall be posted, at a minimum, at entrances to all buildings on Company Property. 

A copy of this policy shall be included in the Company policy manual and employee training materials. 

Employees are responsible for familiarizing themselves with this policy. 

Employee compliance with this policy is mandatory. 

A violation of this policy by an Employee will be handled in accordance with the Company’s standard disciplinary procedure. 

A violation of this policy by any person other than an Employee shall be handled in the following manner: 

· First, the Company will request that the violator stop using the Tobacco Product. 

If the violator refuses to stop, the Company will request that the person leave Company Property or the Company-sponsored meeting or event. 

If the violator refuses to leave, the Company will follow its standard procedure for removing unwanted visitors. 

[bookmark: _Toc100581624][bookmark: _Toc100581948]Effective Date 

Comment on Traditional and Sacred Use of Tobacco

This document acknowledges the traditional and sacred use of tobacco among American Indian people living in Oklahoma. Whenever the word tobacco is referenced in these materials it refers to the use of commercial tobacco.

[Insert Name of Company] adopts this tobacco-free policy.

Effective Date ________________________________________________ 

Name and Title _______________________________________________

Signature ______________________________ Date Adopted _______________



[bookmark: _Toc100581949]Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581950]Tribal Nation Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.

· Definition of the following:

· tobacco product; 

· vapor product;

· tribal property; 

· Tobacco products and vapor products are prohibited on all tribal property (both indoors and outdoors, including parks and recreational areas);

· Prohibition of tobacco products and vapor products applies at all times;

· Prohibition of tobacco products and vapor products applies to all people (such as employees, patients, medical staff, visitors, vendors, volunteers, clients and any other person on organization property);

· Prohibition of tobacco products and vapor products applies to organization-owned or leased vehicles at all times;

· Prohibition applies to personal vehicles while on tribal property;

· Tribal Nation will provide tobacco cessation information, resources and/or support to employees;

· Tribal Nation will post signs about the tobacco-free (including vapor products) policy at entrances to all buildings on organization property;

· Enforcement plan;

· Official signature; and

· Policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.











[bookmark: _Toc100581625][bookmark: _Toc100581951]
COMMERCIAL TOBACCO-FREE AND VAPOR-FREE POLICY FOR TRIBAL GOVERNMENT PROPERTY

[bookmark: _Toc100581626][bookmark: _Toc100581952]Traditional Tobacco Use

This document acknowledges the traditional and sacred use of tobacco among American Indian people living in Oklahoma. Whenever the word tobacco is referenced in this document it refers to the use of commercial tobacco. 

[bookmark: _Toc100581627][bookmark: _Toc100581953]Introduction 

a. The [Insert Name of Tribal Nation] is committed to improving the health and welfare of all tribal members and employees, to promote a healthy environment, and has an obligation to enact policies that provides protection from harm. 

b. The United States Surgeon General has found conclusive scientific evidence that documents adverse health effects from secondhand smoke exposure, including cancer and cardiovascular diseases, and adverse respiratory effects in both children and adults.

c. The [Insert Name of Tribal Nation] recognizes that everyone has the right to breathe clean air and be free from the pollution of commercial tobacco products.

d. The fundamental use of traditional tobacco shall not be restricted.

e. It is the intent of the [Insert Name of Tribal Nation], in enacting this policy, to provide for the public health, safety, and welfare by discouraging the inherently dangerous behavior of tobacco product and vapor product use around non-users, especially children; by protecting the public from exposure to secondhand smoke where people work, play, and learn; by reducing the potential for children to wrongly associate tobacco product and vapor product use with a healthy lifestyle; and by affirming and promoting a healthy environment on all [Insert Name of Tribal Nation] properties.

[bookmark: _Toc100581628][bookmark: _Toc100581954]Definitions 

The following words and phrases, whenever used in this policy, shall have the meanings defined in this section unless the context clearly requires otherwise:

a. Commercial Tobacco Product means any product made or derived from tobacco that is intended for human consumption. Tobacco Product does not include any product approved by the United States Food and Drug Administration for sale as a tobacco cessation product. This includes e-cigarettes and vapor products with or without nicotine.

b. Traditional Tobacco Use as defined by the [Insert Name of Tribal Nation] [insert name of Cultural Preservation office] means plants for healing the mind, body, and spirit. [Any additional information on how traditional tobacco is used within the tribe may be added here.]

c. Vapor Product means any noncombustible product, that may or may not contain nicotine, that employs a mechanical heating element, battery, electronic circuit, or other mechanism, regardless of shape or size, that can be used to produce a vapor in a solution or other form. Vapor Product shall include any vapor cartridge or other container with or without nicotine or other form that is intended to be used with an electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or similar product or device and any vapor cartridge or other container of a solution, that may or may not contain nicotine, that is intended to be used with or in an electronic cigarette, electronic cigar, electronic cigarillo, or electronic device.

d. Indoor Area means any enclosed area used or visited by employees or the public, at all times, regardless of whether work is being performed. Indoor Area includes work areas, employee lounges, restrooms, conference and meeting rooms, classrooms, cafeterias/lunch rooms,  breakrooms, hallways, stairways, private offices, clinics, auditoriums, elevators, childcare and adult day care facilities, housing, warehouses, storage areas,  and any other spaces used or visited by employees and nonemployees, as well as all space between a floor and ceiling that is predominantly or totally enclosed by walls or windows, regardless of doors, doorways, open or closed windows, stairways, or the like. 

e. Outdoor Area means any area that is not an Indoor Area, and includes outdoor recreational areas, parking lots, walking trails and any other outside space. 

f. Tribal Property means all buildings, Indoor Areas, and Outdoor Areas, including but not limited to recreational areas, and other property, or portions thereof, owned or operated by the [Insert Name of Tribal Nation], including but not limited to vehicles and equipment owned and leased by the tribe. 

g. Smoking of commercial tobacco means inhaling, exhaling, burning, possessing or carrying any lighted or heated commercial tobacco product, including but not limited to cigars, cigarettes, pipe tobacco, hookah pipes, or using any battery operated electronic cigarette or other lighted smoking device. 

h. Secondhand Smoke means the particulate matter, gases, and other by-products of combustion emitted from a lighted pipe, the lit end of a cigarette or cigar, or any other form of commercial tobacco and also the exhaled by-products of tobacco combustion previously inhaled during the smoking of a pipe, cigarette, or cigar, or any other form of commercial tobacco.

[bookmark: _Toc100581629][bookmark: _Toc100581955]Prohibitions 

Using Tobacco Products and Vapor Products is prohibited on all [Insert Name of Tribal Nation] Property, indoor and outdoor, including places of employment, parks and recreational areas at all times.

This policy applies to all employees, patients, medical staff, students, contracted personnel, volunteers, vendors and general public at all times while on tribal property.

Upon the effective date of this policy, there are no areas in which tobacco or vapor use is permitted. All areas previously designated for outdoor tobacco use and vapor are no longer tobacco use or vapor permissible areas. 

Nothing in this policy prohibits any person or entity from prohibiting the use of Tobacco Products or Vapor Products on their property, even if the use of Tobacco Products or Vapor Products is not otherwise prohibited in that area. 

No person or entity shall knowingly permit the use of Tobacco Products or Vapor Products in an area that is under the control of that person or entity and in which the use of Tobacco Products or Vapor Products is prohibited.

All motor vehicles owned or leased by [Insert Name of Tribal Nation] are covered under this policy and tobacco and vapor use is not allowed at any time.

Employees and all other persons are prohibited from using tobacco and vapor products in his/her personal vehicle while on [Insert Name of Tribal Nation] owned or leased property or while transporting clients or other employees in the course of tribal business.

No person or entity shall permit the placement of ash receptacles, such as ash trays or ash cans, within an area under the control of that person or entity and in which Smoking is prohibited. However, the presence of ash receptacles shall not be a defense to a charge of the use of Tobacco Products or Vapor Products in violation of any provision of this policy.

No person shall dispose of Tobacco Product or Vapor Product waste within an area in which the use of Tobacco Products or Vapor Products is prohibited.

No person or entity shall intimidate, threaten, or otherwise retaliate against another person or entity that seeks to attain compliance with this policy.

[bookmark: _Toc100581630][bookmark: _Toc100581956]Required Signage

1. The person or entity that has control of an area in which the use of Tobacco Products or Vapor Products is prohibited by this policy shall post a clear, conspicuous, and unambiguous sign at each point of entry to the area, and in at least one other conspicuous point within the area.

For restrictions on the use of Tobacco Products or Vapor Products in Indoor Areas, the sign or decal shall be at least 4 inches by 2 inches in size and shall clearly state that smoking or tobacco use is prohibited or that a tobacco-free environment is provided. For restrictions on the use of Tobacco Products or Vapor Products in Outdoor Areas, signs shall be weather-resistant, at least 15 inches by 15 inches in size, with lettering of at least 1 inch, and shall clearly state that smoking or tobacco use is prohibited or that a tobacco-free and vapor-free environment is provided.

For purposes of this section, the [insert responsible entity] or his/her designee shall be responsible for the posting of signs on Tribal Property, both indoor and outdoor.

Notwithstanding this provision, the presence or absence of signs shall not be a defense to a charge of the use of Tobacco Products or Vapor Products in violation of any other provision of this policy.

[bookmark: _Toc100581631][bookmark: _Toc100581957]Penalties and Enforcement 

a. Enforcement of this policy shall be the responsibility of [Insert Name of Appropriate Tribal Entity]. 

a. [Insert Name of Appropriate Tribal Entity] will monitor all areas covered by this ordinance. Any person using tobacco products will be approached and they will politely advise violators of the tobacco free policy, verbally.

b. Any person who knowingly violates this policy shall be punished by a citation and fine of not less than [insert minimum fine amount] and not more than [insert maximum fine amount] in accordance with [article / chapter] of the [Insert Name of Tribal Nation] Tribal Code.

c. The possession of a lighted Tobacco Product in violation of this policy is a nuisance.

d. It is the responsibility of every employee to adhere to the guidelines put forth in this policy.

e. Tobacco and vapor users are not allowed additional breaks during the work day/week.

f. Employees interested in quitting tobacco use will be referred to the Oklahoma Tobacco Helpline and other cessation resources, if available. 

g. Each instance of Tobacco Product or Vapor Product use in violation of this policy shall constitute a separate violation. 

h. Department Directors/Managers Responsibility 

a. Ensure all employees are educated about the tobacco free policy before employment commences.

b. Ensure that all current and new employees under their supervision are advised of the purpose and intent of this policy.

c. All visitors, patients, medical staff employees, representative vendors and general public are made aware of the tobacco-free policy prior to its implementation

i. Human Resource Responsibility

a. Ensure that the tobacco-free policy is reviewed at new employee orientation.

j. The use of tobacco for traditional ceremonial purposes is exempt from this policy and will be permitted by authorization of the [Insert Name of Tribal Nation] Administration. Should a question arise as to whether or not such usage is an established ceremonial purpose, the [Insert Name of Tribal Nation] spiritual leaders and cultural resources center will be consulted. 

Effective Date

This Commercial Tobacco-free and Vapor-free Tribal Government Policy is effective as of [insert effective date here].

Name and Title _____________________________________________________________

Signature ______________________________ Date Adopted _______________________



[bookmark: _Toc100581958]
Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581959]City/Town/County Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.



· Definition of the following:

· tobacco product; 

· vapor product;

· municipal property; 

· Tobacco products and vapor products are prohibited on all municipal property (both indoors and outdoors, including parks and recreational areas);

· Prohibition of tobacco products and vapor products applies during all hours of employment;

· Prohibition of tobacco products and vapor products applies to every employee;

· Prohibition of tobacco products and vapor products applies to municipally-owned or leased vehicles at all times;

· Prohibition applies to personal vehicles during all hours of employment while vehicles are on municipal property;

· Municipality will provide tobacco cessation information, resources and/or support to employees;

· Municipality will post signs about the tobacco-free (including vapor products) policy at entrances to all buildings on municipal property;

· Enforcement plan;

· Official signature; and 

· Policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.



















TOBACCO-FREE AND VAPOR-FREE WORKSITE POLICY FOR MUNICIPAL PROPERTY

EXHIBIT A

The [Insert Name of Municipality] Tobacco-free Policy

[bookmark: _Toc100581632][bookmark: _Toc100581960]SECTION I. DEFINITIONS 

[Insert Name of Municipality] establishes the following definitions for the words and phrases used in this Policy, unless context clearly requires otherwise: 

1. “Hosting” means the use of municipal facilities or other resources for a function, an event, or an activity. Examples include fairs, community gardens, classes, support groups, sporting or athletic events, concerts, etc.

“Indoor Area” means any enclosed area used or visited by municipal employees, regardless of whether work is being performed. Indoor Area includes work areas, employee lounges, restrooms, conference rooms, classrooms, employee cafeterias, hallways, parking garages, municipal vehicles, and any other spaces used or visited by employees, as well as all space between a floor and ceiling that is predominantly or totally enclosed by walls or windows, regardless of openings such as doors, doorways, open or closed windows, or stairways. 

“Municipal Property” means all buildings, Indoor Areas, and Outdoor Areas, including but not limited to recreational areas and other property, or portions thereof, owned or operated by the [City/Township/County], including but not limited to vehicles and equipment owned by the municipality. 

“Outdoor Area” means any area that is not an Indoor Area, and includes outdoor recreational areas. 

“Smoking” means the carrying by a person of a lighted cigar, cigarette, pipe, or other lighted smoking device. 

“Sponsoring” means providing financial or in-kind support of resources and services for programs, classes, farmers markets, or other types of events and activities promoting healthy living.

“Tobacco Product” means any product that contains tobacco and is intended for human consumption. Tobacco Product does not include any product approved by the United States Food and Drug Administration (FDA) for sale as a tobacco cessation product.

“Vapor Product” means any noncombustible product, that may or may not contain nicotine, that employs a mechanical heating element, battery, electronic circuit, or other mechanism, regardless of shape or size, that can be used to produce a vapor in a solution or other form. Vapor Product includes any vapor cartridge or other container with or without nicotine or other form that is intended to be used with an electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or similar product or device and any vapor cartridge or other container of a solution, that may or may not contain nicotine, that is intended to be used with or in an electronic cigarette, electronic cigar, electronic cigarillo, or electronic smoking device.

[bookmark: _Toc100581633][bookmark: _Toc100581961]SECTION II. TOBACCO FREE AND VAPOR FREE



 [Insert Name of Municipality] commits to supporting employees’ access to clean air by limiting workplace exposure to secondhand tobacco smoke and secondhand vapor by doing the following:

1. Supporting existing local and state laws that prohibit Smoking and the use of Tobacco Products and Vapor Products in Indoor Areas and on Municipal Property, through educational materials, requisite signage, and enforcement assistance where applicable; 

Prohibiting employees from Smoking or using Tobacco Products and Vapor Products on Municipal Property during all hours of employment, including in Indoor Areas, such as elevators, and Outdoor Areas, such as parks and recreational areas;

Prohibiting employees from Smoking or using Tobacco Products and Vapor Products in all vehicles owned or leased by the [City/Township/County], at all times;

Prohibiting employees from Smoking or using Tobacco Products or Vapor Products in personal vehicles during all hours of employment while such vehicles are on Municipal Property;

Prohibiting ash receptacles (such as ash trays or ash cans) and other Tobacco Product and Vapor Product waste receptacles on Municipal Property or in vehicles owned or leased by the [City/Township/County]; 

Providing cessation support for employees by doing the following:

1. Referring employees interested in quitting use of Tobacco Products and Vapor Products to the Oklahoma Tobacco Helpline and other cessation resources, if available;

Promoting the Oklahoma Tobacco Helpline (1-800-QUIT-NOW or OKHelpline.com) to ensure awareness of the statewide services that are available;

Providing insurance benefits and access to the following types of assistance with no prior authorization or out-of-pocket cost to the employee: 

1. Group, individual, and phone counseling:

(i) A minimum of 4 counseling sessions of at least 10 minutes each per attempt

(ii) Two quit attempts per year

(iii) Free cessation counseling is also offered by the Oklahoma Tobacco Helpline (1-800-QUIT-NOW)

All 7 FDA-approved cessation aids;

Communicating and promoting the available tobacco cessation benefits and insurance coverage for employees to all prospective employees, new employees at the time of hire, and all existing 

employees on an annual basis; and

Providing specific implementation and enforcement support for the laws mentioned above, including but not limited to:

1. Posting signs informing people of applicable tobacco-free and vapor-free laws and policies at entrances to all buildings on Municipal Property; 

Including copies of applicable tobacco-free and vapor-free laws and policies in relevant municipal policy manuals, handbooks, or employee training materials. Employees are responsible for familiarizing themselves with these laws and policies and their applicable enforcement measures; and

Following the employee handbook or policy manual’s standard disciplinary procedures if an employee violates sections (b) or (c) of this Policy, treating the violation of these tobacco-free and vapor-free provisions like any other violation of municipal policy.

[bookmark: _Toc100581634][bookmark: _Toc100581962]SECTION III. GENERAL STATEMENT OF POLICY

It is the intent of the [Legislative Body] that this Resolution is a general statement of [City/Township/County] policy that cannot form the basis of a private right of action. 

[bookmark: _Toc100581635][bookmark: _Toc100581963]SECTION IV. SEVERABILITY

If any section, subsection, subdivision, paragraph, sentence, clause, or phrase of this Resolution, or its application to any person or circumstance, is for any reason held to be invalid or unenforceable, such invalidity or unenforceability shall not affect the validity or enforceability of the remaining sections, subsections, subdivisions, paragraphs, sentences, clauses, or phrases of this Resolution, or its application to any other person or circumstance. The [Legislative Body] of the [Insert Name of Municipality] hereby declares that it would have adopted each section, subsection, subdivision, paragraph, sentence, clause, or phrase hereof, irrespective of the fact that any one or more other sections, subsections, subdivisions, paragraphs, sentences, clauses, or phrases hereof be declared invalid or unenforceable.

Effective Date

This Tobacco-free and Vapor-free Worksite Policy is effective as of [insert effective date here].

Name and Title _____________________________________________________________

Signature ______________________________ Date Adopted _______________________





[bookmark: _Toc100581964]
Required Components of an Applicant Agency Tobacco-free Policy:

[bookmark: _Toc100581965]Higher Education Institution Checklist



In order for a tobacco-free policy to be considered as comprehensive, all of the policy elements within the checklist below must be present within the tobacco-free policy that is submitted to TSET.

· Definition of the following:

· tobacco product; 

· vapor product (if not defined within the tobacco product definition);

· organization property; 

· Tobacco products (including vapor products) are prohibited on all organization property (both indoors and outdoors);

· Prohibition of tobacco products (including vapor products) applies at all times;

· Prohibition of tobacco products (including vapor products) applies to all people (such as employees, visitors, vendors, students, clients and any other person on organization property);

· Prohibition of tobacco products (including vapor products) applies to all off-site company sponsored meetings and events;

· Prohibition of tobacco products (including vapor products) applies to organization-owned or leased vehicles at all times;

· Prohibition applies to personal vehicles while on organization property;

· Organization will not accept any tobacco company sponsorship;

· Organization will prohibit tobacco (including vapor products) advertising or promotion on company property and at any off-site organization-sponsored event;

· Organization will provide tobacco cessation information, resources and/or support to employees;

· Organization will post signs about the tobacco-free (including vapor products) policy at entrances to all building on organization property;

· Enforcement plan;

· Official signature; and 

· Policy date.

Note:  Within the sample tobacco-free policy below, all yellow highlighted text meets the required policy components listed within the checklist.  The red text represents fields that will need to be completed with the lead applicant agency’s name if the tobacco-free policy is adopted as is.  

All tobacco-free policies must include the lead applicant agency’s name somewhere within the policy.









[bookmark: _Toc100581636][bookmark: _Toc100581966]
HIGHER EDUCATION CAMPUS TOBACCO-FREE POLICY

[bookmark: _Toc100581637][bookmark: _Toc100581967]Introduction

[bookmark: _Toc100581638][bookmark: _Toc100581968]Tobacco use is the number one cause of preventable death in the United States. Smoking kills more than 7,500 Oklahomans every year. In recognition of the fact that all forms of tobacco products are hazardous to human health and that there is no safe level of exposure to secondhand smoke, it shall be the policy of [Insert Name of Higher Education Campus] (the “Campus”) to prohibit all use of tobacco products.

[bookmark: _Toc100581639][bookmark: _Toc100581969]Definitions

The definition for Tobacco Product and Vapor Product are per Oklahoma statutes. For the purposes of this policy, the following definitions apply: 

Campus Property means any real property that is owned, leased, managed, or otherwise controlled by the campus, including all indoor and all outdoor areas such as parking lots. 

Tobacco Product means any product that contains tobacco and is intended for human consumption. Tobacco Product does not include any product approved by the United States Food and Drug Administration for sale as a tobacco cessation product.

Vapor Product means any noncombustible product that may or may not contain nicotine that employs a mechanical heating element, battery, electronic circuit, or other mechanism, regardless of shape or size, that can be used to produce a vapor in a solution or other form. Vapor Product shall include any vapor cartridge or other container with or without nicotine or other form that is intended to be used with an electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe, or similar product or device and any vapor cartridge or other container of a solution, that may or may not contain nicotine, that is intended to be used with or in an electronic cigarette, electronic cigar, electronic cigarillo, or electronic device.

Applicability

This policy applies to every student, faculty, staff, visitor, vendor, and any other person present on all Campus Property or at a Campus-sponsored meeting or event.

[bookmark: _Toc100581640][bookmark: _Toc100581970]Prohibitions

· [bookmark: _Toc100581641][bookmark: _Toc100581971]The use of Tobacco Products and Vapor Products is prohibited at all times on Campus Property.

· [bookmark: _Toc100581642][bookmark: _Toc100581972]The use of Tobacco Products and Vapor Products is prohibited by students, faculty, staff, visitor, vendor and any other person present on Campus Property, including any off-site Campus-sponsored meetings or events.

· [bookmark: _Toc100581643][bookmark: _Toc100581973]The use of Tobacco Products and Vapor Products is prohibited in Campus-owned or leased vehicles at all times.

· [bookmark: _Toc100581644][bookmark: _Toc100581974]The use Tobacco Products and Vapor Products is prohibited in personal vehicles while such vehicles are on Campus Property.

· Ash receptacles, such as ash trays or ash cans, are not permitted on Campus Property, or within Campus owned or leased vehicles.

· [bookmark: _Toc100581645][bookmark: _Toc100581975]The Campus will not accept any sponsorship from a tobacco or vapor company and will not allow tobacco or vapor advertising or promotion on Campus Property and at any off-site campus-sponsored meeting or event.

[bookmark: _Toc100581646][bookmark: _Toc100581976]Tobacco Cessation Support

· [bookmark: _Toc100581647][bookmark: _Toc100581977]The Campus will refer individuals interested in quitting tobacco use to the Oklahoma Tobacco Helpline and other cessation resources, if available. 

· [bookmark: _Toc100581648][bookmark: _Toc100581978]The Campus will promote the Oklahoma Tobacco Helpline (1-800-QUIT-NOW or OKHelpline.com) and provide tobacco cessation information, resources and support to ensure awareness of the statewide services that are available. 

· [bookmark: _Toc100581649][bookmark: _Toc100581979]The Campus will provide insurance benefits and access to the following types of assistance with no prior authorization or out-of-pocket cost to the insurance holder:  

· [bookmark: _Toc100581650][bookmark: _Toc100581980]Group, individual, and phone counseling 

[bookmark: _Toc100581651][bookmark: _Toc100581981]- A minimum of four counseling sessions of at least 10 minutes each per attempt 

[bookmark: _Toc100581652][bookmark: _Toc100581982]- Two quit attempts per year 

[bookmark: _Toc100581653][bookmark: _Toc100581983]- Free cessation counseling is also offered by the Oklahoma Tobacco Helpline (1-800-QUIT-NOW) 

· [bookmark: _Toc100581654][bookmark: _Toc100581984]All seven Food and Drug Administration (FDA) approved cessation aids 

· [bookmark: _Toc100581655][bookmark: _Toc100581985]The Campus will communicate and promote the available tobacco cessation benefits and insurance coverage for students and employees to all prospective students and employees, all new students at the time of orientation, all new employees at the time of hire, and all existing students and employees on an annual basis.   

[bookmark: _Toc100581656][bookmark: _Toc100581986]Implementation and Enforcement

· Signs informing all students, faculty, staff, and visitors of this policy shall be posted, at minimum, at the entrances to all buildings on Campus Property as well as entrances onto the Campus. 

· A copy of this policy shall be included in the Campus policy manual, faculty and staff training materials, and student orientation materials. 

· Students, faculty, and staff are responsible for familiarizing themselves with this policy. 

· Compliance with this policy is mandatory. 

· A violation of this policy will be handled in accordance with the Campus’ standard disciplinary procedure. 

[bookmark: _Toc100581657][bookmark: _Toc100581987]Effective Date

[Insert Name of Campus] adopts this tobacco-free policy.



Effective Date ________________________________________________________											
Name and Title________________________________________________________											
Signature ______________________________ Date Adopted __________________
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Appendix D

SAMPLE WORKPLACE WELLNESS POLICY AND INSTRUCTIONS

The sample Workplace Wellness Policy is an editable model policy with elements that individual workplaces may adopt in full or in part. When using this model, please review the elements carefully and modify them as needed to meet the needs of your workplace. Here is a step-by-step process for customizing the model policy:

1. Italics: Throughout the policy, language written in italics provides different options that you need to select, fill out, or replace. As you edit the model policy, pay close attention to text in italics, so you can customize accordingly. Any italicized formatting may be removed once you have customized it to meet your workplace’s specific goals. Some examples include:

a. Replace every instance of “[O]ur workplace” or “[O]ur company” in the document with the name of your workplace. 

b. In the Introduction, replace or delete italicized choices if they do not apply to your policy (for example, “wellness committee, team, or champion”) 

c. Modify the Nutrition section to meet your goals (for example, to require vending nutrition standards instead of, or in addition to, food service nutrition standards, or to adjust the specific standards’ requirements).

As you customize the specific nutrition standards, remember that the food types and amounts listed are considered best practices according to the Dietary Guidelines for Americans, 2020-2025 and nutrition experts. Extensive customization of these elements may result in decreased health and wellness results for your employees and community members. 

d. Modify the Physical Activity section to meet your goals (for example, to tailor how much time is provided for physical activity breaks).

2. Choosing Elements: Customize the sample policy to meet the needs of your workplace by carefully reviewing each element and choosing policy elements to keep (adopt) or delete (not adopt).

a. You can print and use the checkboxes ([image: Checkbox Checked outline])  provided or edit the file directly.

b. If you do not adopt the policy in full, you are encouraged to think about which elements are the most practical and effective to implement at this time, with the commitment to add elements and strengthen policy and practices over time.

c. Bolded elements have been deemed “high impact” by a team of expert reviewers, using considerations like feasibility, ease of implementation, and influence on individual or community health. For this reason, it is strongly recommended to include bolded text. Any bold formatting may be removed when finalizing the sample policy. 

3. Comment Boxes: There are comment boxes throughout the model policy to describe policy elements in more detail or provide additional information. These comment boxes may be deleted from the final version of your policy.

4. Logos: You should delete any headers and footers that are not related to your workplace. Please consider affixing your own logos to clarify the applicability of the policy.

5. Sign: Once you have customized the policy by choosing elements and finalizing the text, the appropriate person should sign and date the policy at the bottom of the Introduction page.




WORKPLACE WELLNESS POLICY

Introduction

Our workplace cares about the health and well-being of our employees and strives to create an environment that supports and encourages healthy living. We acknowledge that people who are inactive, overweight, or obese have a higher risk for many serious health conditions, including diabetes, heart disease, stroke, certain types of cancer, and premature death. We recognize that we can help improve the health and wellness of our employees, and members of the community, by providing and promoting healthy food options, and physical activity opportunities.

Therefore, we commit to creating a workplace environment that is conducive to eating healthy and being physically active by doing the following:

· Providing support for a wellness committee, team, and/or champion as needed for the implementation of the wellness policy.

· Making healthy choices easier by providing more access to healthy food and beverage options and opportunities for physical activity.

· Promoting these healthy options through appropriate communication resources, such as pamphlets, brochures, posters, newsletters, webinars, and meetings.

· Expanding wellness programs to be available to family members of employees.

· Conducting ongoing evaluations of wellness policies and programs.

· Hosting, sponsoring, and/or promoting community health events, such as health fairs, races, and/or festivals.

Putting in place other workplace plans to support and promote wellness, including: ______________________________________________________________________________________________________________________________________________________________________________________ 

We adopt this wellness policy, which includes the following Nutrition and/or Physical Activity element(s).

Workplace Name: ______________________________________________________

Effective Date _________________________________________________________											
Name and Title_________________________________________________________		

Signature and Date of Signature___________________________________________

Sponsorship: May include financial or in-kind support of resources and services for programs, classes, farmers’ markets, or other types of events and activities promoting healthy eating options and physical activity opportunities. 

Hosted events or activities: The organization allows the use of their facilities and resources for a function, an event, or an activity. The host may or may not invite others to sponsor the event. Examples include fairs, community gardens, classes, support groups, sporting or athletic events, parades, concerts, festivals, etc.


NUTRITION

The purpose of this section is to increase access to healthy foods for employees and, when applicable, for community members. 

Our workplace commits to making healthy food options widely available and easily accessible by doing the following:

Selling and offering foods and beverages that meet certain nutrition standard guidelines throughout the workplace, including in the following locations, as applicable:

Comment on Nutrition Standard Guidelines

The food types and amounts listed are considered best practices according to the Dietary Guidelines for Americans, 2020-2025 and nutrition experts. As new guidelines are released in the future, we may revise our policies accordingly to meet the wellness needs of our employees.

· Nutrition Standards for Vending

· Most or 3/4ths of beverages contain no more than 40 calories per serving (excluding 100 percent fruit juice and unsweetened milk).

· All individual meal items contain no more than 480 mg of sodium per serving.

· All foods contain 0 grams of trans fat per serving.

· All snack foods contain no more than 230 mg of sodium per serving (excluding refrigerated meals).

· Most or 3/4ths of packaged foods (excluding nuts and seeds without added fats, oils, or sweeteners, and fruits or vegetables without added caloric sweeteners) contain:

· no more than 200 calories per package;

· no more than 10 percent of total calories from saturated fat; and 

· no more than 35 percent of total calories from sugar.

· All milk and milk products will be unsweetened and non-fat or low-fat (1%).

· All juice will be unsweetened and 100 percent juice.

· All vegetable juice will contain no more than 230 mg of sodium per serving.

· All foods are cooked without frying (e.g., steaming, grilling, roasting, broiling, baking, poaching, or sautéing).





· Nutrition Standards for Cafeteria and Snack Bars

· Most or 3/4ths of beverages contain no more than 40 calories per serving (excluding 100 percent fruit juice and unsweetened milk).

· All individual meal items contain no more than 480 mg of sodium per serving.

· All foods contain 0 grams of trans fat per serving.

· All snack foods contain no more than 230 mg of sodium per serving (excluding refrigerated meals).

· Most or 3/4ths of packaged foods (excluding nuts and seeds without added fats, oils, or sweeteners, and fruits or vegetables without added caloric sweeteners) contain:

· no more than 200 calories per package;

· no more than 10 percent of total calories from saturated fat; and 

· no more than 35 percent of total calories from sugar.

· All milk and milk products will be unsweetened and non-fat or low-fat (1%).

· All juice will be unsweetened and 100 percent juice.

· All vegetable juice will contain no more than 230 mg of sodium per serving.

· All foods are cooked without frying (e.g., steaming, grilling, roasting, broiling, baking, poaching, or sautéing). 

· Nutrition Standards for Meetings and/or Events

· Most or 3/4ths of beverages contain no more than 40 calories per serving (excluding 100 percent fruit juice and unsweetened milk).

· All individual meal items contain no more than 480 mg of sodium per serving.

· All foods contain 0 grams of trans fat per serving.

· All snack foods contain no more than 230 mg of sodium per serving (excluding refrigerated meals).

· Most or 3/4ths of packaged foods (excluding nuts and seeds without added fats, oils, or sweeteners, and fruits or vegetables without added caloric sweeteners) contain:

· no more than 200 calories per package;

· no more than 10 percent of total calories from saturated fat; and 

· no more than 35 percent of total calories from sugar.

· All milk and milk products will be unsweetened and non-fat or low-fat (1%).

· All juice will be unsweetened and 100 percent juice.

· All vegetable juice will contain no more than 230 mg of sodium per serving.

· All foods are cooked without frying (e.g., steaming, grilling, roasting, broiling, baking, poaching, or sautéing). 

· Additional Considerations when Selecting Vendors to Sell, Offer, and/or Cater Food and Beverages at Events:

· Look for and select vendors that do the following: 

· Offer foods that align with the food and beverage provisions of this policy

· Use healthier cooking techniques, such as steaming, baking, roasting, and grilling

· Offer a variety of dishes in which vegetables or fruits are the main ingredient

· Serve condiments and dressings on the side

· Serve foods that are appropriate for the audience and event

· Promoting Good Nutrition and Healthy Eating Habits Through These Activities and Services:

· Promoting the purchase of healthy foods and beverages through practices such as pricing strategies, posting flyers, and/or using other communication tools (specify, if applicable: _________________________).

· Pricing non-nutritious foods and beverages at a higher cost than nutritious foods and foods and beverages

· Identifying healthy food and beverage menu items with signs, symbols, and/or colors.

· Seek input from employees to customize food and beverages sold and offered in the workplace that is nutrient dense and reflects personal preferences, cultural traditions, religious observances, and budgetary considerations.

· Ensuring access to a private space (other than a restroom) that has an electrical outlet and providing flexible paid or unpaid break times to allow mothers to express breast milk and/or breastfeed.

· Providing nutritional information on foods and beverages sold and offered in the workplace.

· Providing nutrition education through activities, such as seminars, workshops, classes, meetings, and/or newsletters.

· Hosting and/or sponsoring a farmers’ market on company property or nearby that is open to community members.

· Making cool drinking water available throughout the day at no cost.

· Providing employees with access to a refrigerator, microwave, and sink with a water faucet.

· Use individual and team competitions or challenges in combination with additional interventions to support employees making healthier choices (e.g., fruit and vegetable challenge, hydration challenge).

· Providing financial incentives to employees that participate in workplace weight management programs such as CDC’s Multicomponent Worksite Obesity Prevention

· Encouraging employees to bring healthy foods to special occasions like birthdays and retirement parties or celebrating with non-food items.

· Offering smaller portion sizes.

· Prohibiting the marketing of foods and beverages that do not meet the requirements of the wellness policy.

· Implementing community use policy (if applicable, can include use of kitchen to offer cooking classes or other workshops to teach and promote healthy eating).

· Using and combining incentives with other strategies to increase participation in health promotion programs.

· Using tailored health promotion communications to ensure that they are accessible and appealing to employees of different ages, genders, educational levels, job categories, cultures, language, or literacy levels.










PHYSICAL ACTIVITY

The purpose of this section is to increase opportunities for physical activity for employees and, when applicable, for community members. 

Our workplace commits to making physical activity opportunities widely available and easily accessible by doing the following:

· Providing employees with at least thirty (30) minutes of paid physical activity break time in addition to their regularly scheduled meal breaks.

· Providing technology-based support (e.g., virtual or device-based coaching to help employees set and monitor physical activity goals; step counters/pedometers/other wearable activity monitors combined with goal setting, coaching, challenges, and feedback) to increase physical activity.

· Providing flexible work arrangements to accommodate paid physical activity breaks.

· Providing information about local resources and facilities, such as walking trails, community parks, and/or recreation facilities.

· Promoting stairwell use, if applicable, throughout the workday by making stairs appealing and/or posting motivational signs.

· Using posters, pamphlets, and/or other forms of communication (specify, if applicable: _______________) to promote physical activity.

· Promoting employee participation in physical activity by creating exercise clubs, groups, and/or sponsoring employee sports teams.

· Providing an on-site fitness facility or location (e.g., fitness room, gym). 

· Providing employees (and, if applicable, their families) with access to an off-site fitness facility, including, but not limited to, 

· purchasing corporate memberships as part of the employee’s benefit package, 

· subsidizing membership expenses, and/or 

· negotiating a discounted family rate for staff.

· Promoting physical activity through activities, such as seminars, workshops, classes, newsletters and/or meetings.

· Promoting short activity breaks throughout the workday.

· Using individual and team competitions or challenges in combination with additional interventions to support employees making healthier choices (e.g., steps challenge, exercise minutes challenge).

· Implement community/shared use policy (if applicable).

· Providing safe and secure bicycle parking for employees and, if applicable, community members.

· Incorporating 10-minute physical activity breaks into every hour of sedentary meetings, trainings, and other workplace gatherings.

· Promoting walking meetings.

· Providing access to an on-site changing room and/or locker room with a shower.

· Providing wayfinding signs placed at strategic locations to make people aware of walkable destinations, including parks, recreational facilities, and other attractions. 
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Appendix E

BUDGET TIPS AND TOOLS

TSET Built Environment Grant for Projects Related to
Planning and Design & Construction Implementation for Physical Activity

When preparing a budget, please ensure that detailed justification for proposed purchases is included for each category. ALL TSET funds

must stay within the state of Oklahoma.

Capital improvements are not allowable under this funding opportunity. For this funding opportunity, capital improvement projects refer to
projects related to new or existing buildings. Building, repairing, or enhancing buildings is not allowable under this funding opportunity.

Matching funds are required for Construction Implementation Grants based on the size of the population to be served by the completed
project. Matching funds must be provided according to the table below for each year of TSET funding. Matching funds must be confirmed

prior to submitting the grant application and will be tracked on monthly claims for reimbursement.

Population Size

Matching Requirement

1-9,999

None

10,000-29,999

5% of total project costs

30,000 — 49,999

10% of total project costs

50,000+

15% of total project costs

Matching funds may come from multiple sources and need not be limited to cash only. Cash, other non-TSET grants, and in-kind support
that is directly related and applied to the program is allowable as match. Matching funds may be provided for any of the budget categories
below and must be detailed on the matching justification tab of the budget document. For more information about matching funds, see page

7 of this document.
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Budget Category Description Examples
Personnel (Salaries for | This category includes actual wages for staff employed directly by | Hourly wage or pre-determined salary of
employees of the the applicant organization and does not allow subcontracted | staff employed by the applicant

applicant organization —
when applicable)

personnel. Staffing should be tailored specifically to the scope of
the proposed project. Accordingly, personnel costs should remain
proportionate and should not supersede the costs associated with
design, planning, or other infrastructure related services.

For planning and design projects, proposed staff may include an
experienced design or planning project manager with relevant
expertise. For construction implementation projects, applications
may include an experienced project manager to oversee the
execution of the proposed project.

A designated representative from the applicant’s organization must
remain actively engaged and serve as the primary point of contact
with TSET.

Administrative and supervisory fringe benefits should be included
in the Indirect Costs Category.

organization.

Expenses under this category must be
clearly defined and identified at the time
of submission.

Fringe Benefits (Fringe | Includes actual fringe benefits paid by the employer to project | Local, state, federal taxes, health
benefits for an personnel. insurance

emp!oyee of the. . Administrative and supervisory fringe benefits should be included

applicant 9rgan|zat|on | in the Indirect Costs Category.

when applicable)

In-State Travel and Per | In-state mileage, lodging, and per diem in accordance with the [ Travel to and from project site or

Diem

Oklahoma State Travel Reimbursement Act and the destination’s
current GSA rates. For the most recent mileage reimbursement
rate for Oklahoma, visit the OMES Mileage Reimbursement Rate
website.

meetings directly related to the proposed
project.

Travel to conferences is not eligible, as it
is not considered relevant to this funding
opportunity.




https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup/?action=perdiems_report&state=OK&fiscal_year=2022&zip&city

https://oklahoma.gov/omes/services/employee-benefits/travel/mileage-reimbursement-rate.html

https://oklahoma.gov/omes/services/employee-benefits/travel/mileage-reimbursement-rate.html
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Purchased Services
(People that are not
employed by the
applicant organization)

Includes essential consultation expertise services that cannot be
provided by the applicant organization. Subcontracts and other
contractual agreements must be clearly defined within the budget
in terms of the type of service(s) to be rendered and cost (e.g.,
number of hours of service and cost per hour of service or cost of
a deliverable or product).

All subcontracts require approval from TSET prior to entering any
contract. A signed copy of each subcontract must be provided to
TSET prior to reimbursement for work completed.

Consultants, project managers,
necessary project services, professional
services fees, construction costs, design
work (for planning grants only)
evaluation services, etc.

Facilities Space rentals for project-related activities or meetings. Rental of meeting space for community
Office space leases are not allowable under this funding fengdabgenlzenltt gl’e?;s on gc]jathgrln?
opportunity. eedback related to the proposed project.

Equipment Equipment is defined as tangible personal property with a useful | Equipment purchases are not eligible

life of more than one year and a purchase price of $5,000 or more.
Due to asset threshold limits, only public entities will be eligible to
purchase equipment with TSET funds.

Equipment requests should be limited to equipment that will be
utilized by the public as part of the result of the project. TSET does
not seek to purchase heavy equipment or equipment that is used
for specific, time-limited purposes such as construction. Rental of
this type of equipment may be considered on a case-by-case basis
and should be requested under the Other category.

All equipment purchases will be carefully reviewed by TSET and
discussed with the applicant organization prior to approval. Those
that are approved to purchase equipment will be required to
purchase, install, track in inventory, maintain, and dispose of the
equipment on their own and in accordance with their organization’s
policies. A copy of the organization’s asset management policies
and procedures may be requested.

IMPORTANT NOTE:
Awarded funds may not create an asset for a private entity or non-

under the TSET Built Environment Grant
for projects related to Planning & Design
for Physical Activity.

Equipment purchases are only eligible
under the TSET Built Environment Grant
for projects related to Construction
Implementation for Physical Activity.
Equipment purchases must align with the
proposed funding track. Examples may
include items that are not already
covered under the Purchased Services
category. Eligible expenses could be
items such as playground structures,
permanent exercise stations, lighting,
permanent pavilions, etc.
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profit organization. An asset is defined as an IT purchase of $500
or more, and as an item with a cost of $2,500 or more for non-IT
purchases. Public entities that propose to purchase items above
$2,500 must ensure that the asset is entered into and tracked by
the entities’ asset management system.

Supplies

Consumable or expendable materials necessary to complete or
manage the program during the grant year.

IMPORTANT NOTE:

Awarded funds may not create an asset for a private entity or non-
profit organization. An asset is defined as an IT purchase of $500
or more, and as an item with a cost of $2,500 or more for non-IT
purchases. Public entities that propose to purchase items above
$2,500 must ensure that the asset is entered into and tracked by
the entities’ asset management system.

General supplies such as paper, pens,
file folders, flip charts, etc.

Supplies that would be procured by, or
included in, an executed contract with an
approved subcontractor and not directly
purchased by the applicant organization
must be budgeted as part of the
contractor's services included under the
Purchased Services category.

Other

Other program-related expenditures not captured in other budget
categories.

Postage, professional printing costs
(such as printing of conceptional project
sketches, renderings, designs, planning
documents, etc.), permitting costs (if not
included in a subcontract), inspection
fees (if not included in a subcontract),
etc.

Strategic
Communication

The Strategic Communication category is intended to be used for
the purchase of signage. Tobacco free, TSET acknowledgment,
health-related or other appropriate signage may be budgeted
under this category.

All awarded applicant organizations will have access to a TSET
Strategic Communication consultant to assist with Strategic
Communication purchases during the grant period.

Tobacco free environment signs,
banners, wayfinding signage to direct
people to the project site.
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Indirect Costs

Applicant organizations are allowed to budget up to 15% of their
total direct program costs to pay for indirect costs that are not easily
discernable from daily expenses incurred by operating the
organization, e.g., utilities, telephone landlines and internet,
security.

Administrative costs to support grant expenses such as rent and
support personnel (i.e., supervisors, office managers, or financial
officers) are allowable.

On the budget form, applicant organizations must show how they
arrived at in-kind expenditure or match amounts, including
calculations and items captured within those calculations.

Utilities, janitorial services, accounting,
or auditing services; supervision and
financial oversight of grants including
approving leave, attending meetings,
performance reviews, preparing claims
for reimbursement, participating in TSET
audits, etc.
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TSET Matching Funds Guidance

Oklahoma statutes governing TSET state “The [TSET] Board of Directors shall encourage grantees to match grant monies awarded with
monetary commitments and in-kind matches” (62 O.S. § 2309). Matching funds ensure the people of Oklahoma receive the maximum
benefit from the investment of TSET funds.

The following guidance has been prepared for grantees to contribute matching funds to their TSET award. Any questions about this
document or matching funds should be directed to TSET Grants Management.

Why Match?
Matching funds help to share public costs with the private and non-profit sector, demonstrate local buy-in on programs that seek to improve
public health, and promote sustainability of projects after TSET’s investment has ended.

What is Match?

Match refers to the cash and/or non-cash (in-kind, or labor, goods, or services) contributions made by the grantee, their subcontractors, or
other partner organizations for costs paid or work completed during the contract period. Cash matches refer to a direct program expense
for the grantee or partner organization, whereas in-kind match refers to materials or services, space, labor, equipment, etc., that is provided
by the grantee organization or donated by a partner organization specifically for the TSET project. In no instance may TSET funds be used
to match other TSET funds.

To be eligible to meet TSET matching funds requirements, any match contributed must be directly related to and in support of the
program.’ Match must be legally permitted by the entity providing the funds, goods, or services to be utilized for the TSET-funded program.
Examples of matching funds may include:
1. Cash match
a. Cash contributions for direct project expenses such as project-related staff salaries/fringe for staff from the grantee organization,

supply purchases, travel costs, consultant fees, equipment, or space rentals, etc. Sources of cash match include:
i. Cash from the applicant organization
i. Cash from any partnering organization?

ii. Grants?® received by the grantee organization

iv. Grants received by a partnering organization
2. In-kind match

a. Non-cash contributions to direct program needs.

b. Must be verifiable by grantee’s records.

c. Necessary and reasonable to fulfill grant obligations.

d. In-kind match is calculated based on the value of the goods or services provided by the grantee organization or partner. While in-
kind match can be provided as donations for items under any of the budget categories listed for the TSET funding opportunity, other
sources of in-kind match may include:

i. Administrative and support personnel*
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ii. Travel costs

ii. Shared meeting/activity spaces®

iv. Volunteer time, calculated using hourly rates consistent with those paid by the grantee for similar work
v. Ultilities®

vi. Leasing of shared equipment®

vii. Accounting/bookkeeping services for the TSET-funded project

viii. Audit costs, prorated by the percentage of the total organizational budget comprised by the TSET-funded project
ix. Shared custodial and security services®
x. Food donations for meetings that serve a public purpose directly related to the project

xi. Depreciation costs for equipment used to support project-required activities

The above list is not exhaustive. If you have questions about what might count as eligible match, please contact your grant manager.

How is Match Substantiated?

Matching funds are approved in annual budgets and are a contractual obligation from some TSET awards. Matching funds should be
verified by letters of commitment from the entities providing match. These letters may be requested by TSET during the proposal phase or
during the contracting process. The letter should state the source of the matching funds, the type, the total amount for the contract period
(i.e., annual) the period of time for which the funds can be used as match (e.g., for the first contract year only, for the duration of the multi-
year agreement, or for another period), as well as any restrictions related to use of the matching funds. Changes to matching funds during
the year will need to be reported to TSET by contacting TSET Grants Management.

It is important to note that a match contribution can only be applied once it is expended on a cost or activity identified in your work plan.

Match Tracking

Matching funds are reviewed on a quarterly basis.®Matching funds should be included on each monthly claim for reimbursement submitted
to TSET. On your monthly submission, include the amount of matching funds.

At the end of each quarter of the grant year, grantees must be at the appropriate match level for their program based on the claim for
reimbursement numbers submitted monthly. “Appropriate match level” refers to the cumulative match total for the year and can be calculated
by multiplying the number of quarters elapsed in the grant year by 1/4 the annual matching funds budget.

Example: If a program contributes $100,000 in matching funds, by the time the last claim for reimbursement of the first quarter of the grant
year is received, grantee matching funds should show at least $25,000 in expenditures ($100,000%1/4). By receipt of the sixth claim (or the
last claim of the second quarter) matching funds included on the claim for reimbursement form should bring the cumulative matching funds
total to at least $50,000 ($100,000*2/4).

While grantees should never be under-matched during any grant year, budgets can be over-matched (i.e., have contributed more than 1/4
of their annual match requirement). This means that a grantee could submit more than % of their matching requirements for the first quarter
of the year and would then be able to under-match over the course of a subsequent quarter, provided their cumulative match contributions
are at the quarterly benchmarks at the end of each quarter.
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Example: A program contributes $100,000 in matching funds for the grant year. At this first quarterly check-in, the grantee has submitted
$55,000 in matching funds on their monthly claims for reimbursement, even though the minimum requirement is to have submitted $25,000
(1/4 of the annual requirement). If the grantee chose not to submit any more matching claims for the second quarter, they would still be in
compliance with their contract at the second quarterly check-in because at least V2 of their annual matching requirement ($50,000) would
have been met.

Grantees who do not meet quarterly match benchmarks will be contacted by TSET Grants Management to discuss barriers to meet the
match requirements. Corrective actions may be necessary to ensure adequate match expenditures take place so that the grantee meets
all requirements of their funding opportunity and contract.

Match Documentation

Matching funds are subject to financial review, audits, and requests for supporting documentation. Grantees must retain all supporting
match documentation pursuant to the terms of their TSET agreement. Please seek clarification from your grant manager if you are unsure
whether supporting documentation is required to be submitted with your claim(s) for reimbursement.

While accounting for cash match is straightforward because the funds are used specifically to purchase or support the TSET project,

accounting for in-kind match can be more complicated. Generally, supporting documentation should inform TSET:

1. What was contributed (e.g., person time, services, supplies)

2. Who was the source of the contributed time, good, or service (e.g., the name of the entity or funding source that contributed the item)?

3. How the value was determined (this should be determined by the donor and should be based on data, not estimates)

4. Who verified the information (who at the donor organization certifies that the value is true and correct?) Grantees must maintain all
documentation that supports the value of the in-kind match reported on each claim for reimbursement. Such documentation could
include:

1. Signed and dated time sheets for admin/support staff and volunteers

a. If fringe benefits are included as match, show them separately from salary match, and prorate fringe based on the person’s time
on the TSET-funded program.

Signed and dated mileage sheets, prepared in accordance with State travel requirements

Receipts/cancelled checks demonstrating payment by partners for fees, supplies, materials, etc. directly related to the project

Donation forms that detail the services, space, or items that are provided to the program at a free or reduced cost

Depreciation schedules for equipment used in support of the program (note that fair market value will not be considered as an in-
kind matching charge)

6. Documentation showing the costs incurred for shared administrative items such as audits, leased space and equipment, utilities,
etc., including a proration based on the program’s actual percentage of use

o oN
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' One potential exception to the direct project support requirement for matching funds is in the case of indirect match, provided by the applicant organization only, which may be
considered eligible to meet matching funds requirements if accompanied by an approved federal indirect cost rate agreement. Applicants should note that certain TSET funding
opportunities may not allow indirect costs to count as matching funds and, further, that requests to include indirect costs as eligible match are subject to case- by-case review by TSET.

2 Cash contributed as match by a partnering organization must be accompanied by a letter of commitment from that organization.

3 Grants used to match TSET funds must be accompanied by a letter from the holder of the grant and/or the grantor stating that the grant funds may be used to match TSET funding on
the project.

4Value calculated based on individual’s hourly rate and percent time on the program

5 Prorated by the percentage of staff or square footage the grant program occupies in relation to other programs using the same facilities, equipment, etc.

6 If a grantee over-matches in year 1, TSET may consider whether to allow the over-match from year 1 to carry over into the match requirement for year 2. Approval occurs on a case-
by-case basis. Deviations from this requirement may be considered on a case-by-case basis and will require documentation from the grantee and/or the matching partner. If approved,
TSET Grants Management may issue a contract revision or addendum to formalize the deviation.
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TSET Built Environment Innovations – Assessment Guidance

To strengthen your application and demonstrate a data-informed approach, applicants are encouraged to reference community assessment or evaluation data that help define the problem, measure need, and build support for the proposed built environment project. 

This document is intended to support applicants in identifying tools and strategies that can help assess community needs, infrastructure conditions, and opportunities for increased physical activity.

Why Use Assessment Tools?

Incorporating assessment tools into the planning process can lead to a stronger and more informed project narrative. These tools can provide tangible data and insights that highlight existing conditions, community needs, and opportunities for improvement. Using this information adds depth and context, demonstrating that the project is rooted in evidence and community input.

Assessment tools can help:

· Understand barriers to physical activity, healthy food or park access

· Identify infrastructure gaps and safety concerns

· Highlight community priorities

· Build a strong case for funding through measurable need

While use of assessment tools is not required to apply for this grant, applicants should consider including any available data or findings from prior assessments, walk audits, surveys, or related efforts in their application narrative.  It is recommended for assessments to have been completed within the last year.

How to Use These Tools in Your Application

If any of these tools or similar assessment methods were used in planning and preparing your project, you are encouraged to summarize key findings in your narrative response. You may also include maps, summary results, or completed assessment tools as optional appendices. If no formal tools were used, please describe how the community was engaged during the planning phase of the proposed project. Providing this information can help with the following:

· Identify and define community needs: Assessment tools can help clearly describe the challenges a project will address. 

· Strengthen the statement of need: Quantitative and qualitative data gathered through assessments can back up anecdotal context, helping applicants to paint a fuller picture of why their project is necessary.

· Demonstrate community engagement: Tools that involve public input, like surveys, observational studies, and interviews, can show that the project idea reflects the priorities and lived experiences of those who live in the community.

· Establish baseline conditions: Applicants can use the findings as a pre-project snapshot, helping to set expectations for change and outline feasible, measurable outcomes.

Examples of Assessment Tools

		Built Environment Innovations (BEI)

Planning and Design & Construction Implementation for Physical Activity





		Funding Track

		Tool

		Description



		All Physical Activity Funding Tracks



		Walkability Checklist

		How walkable is your community? Use this checklist to rate your neighborhood's walkability.



		All Physical Activity Funding Tracks

		Bikeability Checklist

		How bikeable is your community? Use this checklist to rate your neighborhoods bikeability



		All Physical Activity Funding Tracks



		AARP Walkability Toolkit

		This tool kit publication created by AARP provides step-by-step instructions and checklists for examining intersections, sidewalks, driver behavior, public safety and more.



		Planning and Design Funding Track 1



Construction Implementation Funding Track 1

		Community Park Audit Tool (CPAT)



Community Park Audit Tool (CPAT) Guidebook

		The Community Park Audit tool (CPAT) is an observation tool designed to assess four components of park spaces to better understand the park environment and its influence on physical activity.



The CPAT guidebook is intended to accompany the Community Park Audit Tool (CPAT) and should be reviewed in advance of conducting an audit in park. The guidebook provides preliminary instructions for using the CPAT effectively and describes each of the four primary sections of the tool.



		Planning and Design Funding Track 1



Construction Implementation Funding Track 1

		Trust for Public Land – ParkServe

		Trust for Public Land’s mapping platform allows users to visualize contextual information about their communities and parks. Information provided may include: schools, park amenities, demographics, health outcomes, etc.



		Planning and Design Funding Track 2



Construction Implementation Funding Track 2

		National Center for Safe Routes to School – School Travel Data Collection Options

		This resource from the National Center for Safe Routes to School provides a list of example data collection options for monitoring and surveying school travel trends, with an emphasis on cycling and walking.



		Planning and Design Funding Track 2



Construction Implementation Funding Track 2



		Safety-based Prioritization of Schools for Safe Routes to School Infrastructure Projects: A Process for Transportation Professionals

		This resource from the National Center for Safe Routes to School provides guidance on identifying and prioritizing Safe Routes to School infrastructure projects.



		Planning and Design Funding Track 3



Construction Implementation Funding Track 3

		School Health Index

		Online tool

The School Health Index is an online self-evaluation and planning tool for schools.



		Planning and Design Funding Track 3



Construction Implementation Funding Track 3



		Comprehensive School Physical Activity Program (CSPAP)

		This framework can be used for schools to build on their Physical Education (PE) programs.









		Built Environment Innovations (BEI)

Nutrition and Access to Healthy Food Construction Implementation





		Construction Implementation Funding Track 1



		Tools for Rapid Market Assessments

		A guide developed by Oregon State University Extension to help farmers' markets gather  data quickly and cost-effectively.



		Construction Implementation Funding Track 1



		Farmers Market Metrics 

		A resource site by the Farmers Market Coalition featuring tools and guides to assist farmers market managers and organizers in collecting, analyzing, and sharing data about their markets' operations and impacts





		Construction Implementation Funding Track 2

		Pantry Client Survey 

		A client survey template for pantry staff that can be used to identify client preferences and build readiness for change. 



		Construction Implementation Funding Track 2

		Nutrition Environmental Food Pantry Assessment Tool (NEFPAT)

		The Nutrition Environment Food Pantry Toolkit is a PSE change intervention designed to create pantry spaces where the healthy choice is the easy choice  



		Construction Implementation Funding Track 3

		Smarter Lunchrooms Scorecard

		The Smarter Lunchrooms Scorecard is a list of simple, no-cost or low-cost strategies that can increase participation, reduce food waste, and increase selection and consumption of healthy school food.



		Construction Implementation Funding Track 3

		School Health Index



		Online tool

The School Health Index is an online self-evaluation and planning tool for schools.
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Sample Shared use policies / agreements

Introduction

Shared use – also called joint use or community use – occurs when government entities or private organizations agree to open or broaden access to their facilities for community use. Shared use can create healthy communities by making more spaces available for health-promoting activities. Shared use can happen in a variety of settings, involve diverse partners, and pursue many goals. This strategy can have broad and lasting benefits, especially when community members help develop shared use initiatives that meet local needs.

For more background information on shared use, including why it is a promising strategy for increasing physical activity opportunities and where shared use can happen, see Share What’s There: An Overview of Shared Use.

While informal shared use policies and agreements provide many benefits for partners and for users, they are not always feasible. However, even informal arrangements can still address key considerations found in the Essential Elements Checklist. Furthermore, even without a legally binding document, it is good practice to capture the core elements of an agreement in writing. For example, an email or a letter – or even a posted sign – can capture the parties’ understanding, notify potential users, and provide an opportunity to clarify the relationship. Whatever form the agreement takes, it is essential to clearly delineate roles and responsibilities in order to ensure a smooth partnership.

[bookmark: _Appendix_A:_Model]The following provisions serve as a template for grantees and community partners to develop their own shared use arrangement. Once a community has used the Essential Elements Checklist to identify which of the essential elements it would like to include, it can personalize and modify the corresponding sample provisions from the sections, below.

After an element is chosen, the next step is to select specific, tailored information to replace any [bracketed and underlined] and/or italicized text:

“For example, the following text, [example / alternative example / insert write-in option], must be tailored to the specifics of a given arrangement.”

Other modifications may also be appropriate or necessary.



	

parties and communication

Essential Elements Checklist

The Essential Elements Checklist indicates the elements required for a shared use agreement, which sets the baseline for creating effective, sustainable shared use arrangements. These elements will vary based upon the type of agreement (i.e., facilities, open or shared use). This box should be removed when assisting an organization with drafting a shared use agreement.

Internal Communications

The parties to the [agreement / policy] shall each designate an employee with whom the other party, or any authorized agent of the party, may confer regarding the terms of this [agreement / policy], including but not limited to issues regarding decision making, assigned responsibilities, and dispute resolution. The parties to this [agreement / policy] will share with each other the designated employee’s contact information.

External Communications

The parties to this [agreement / policy] will develop an external joint communications strategy to inform the public about the new [facilities / open / shared] use space(s) (eg, via social media, fliers, posting of bilingual signage, announcements at community meetings and other places where local residents congregate) and to educate community members on the health benefits of utilizing the [facilities / open / shared] use spaces(s) in different ways. Additionally, the parties to this [agreement / policy] will make publicly available relevant contact information for users of the [facilities / open / shared] use spaces(s) to reach designated employees for assistance as needed (eg, to unlock a space when it is supposed to be open but is not).

 [Facilities / Open / Shared] Use Task Force

The parties to this [agreement / policy] shall establish a task force (“Task Force”) of party or staff representatives and community members that represent the community’s demographic diversity, with priority placed on including people from groups whose perspectives historically have not been taken into account in public decision making. 

The Task Force shall:

· Plan the [facilities / open / shared] use project(s)

· Develop a schedule for the affiliated space(s)

· Identify relevant and/or desired activities, culturally relevant programming, and additional community partners to ensure success of the [agreement / policy]

· Help implement, monitor, and evaluate the projects(s), and

· Discuss interim problems during the term of the [agreement / policy] and identify potential solutions 

The Task Force shall hold conference calls or meetings [insert frequency of meetings here] to review the performance of the project(s) and to discuss interim problems during the term of the [agreement / policy]. If the Task Force is unable to reach a solution on a particular matter, it will be referred to the parties or their designated representatives for resolution.

The Task Force shall review the [agreement / policy] by [insert calendar date] each [month / year] to evaluate the project, determine changes to the schedule, and propose amendments to this [agreement / policy] which shall be recommended to the parties and any relevant decision makers for implementation.

Throughout the term of this [agreement / policy], the parties agree to permit the Task Force to consult with their employees and agents regarding developments and improvements made to the [agreement / policy] in order to ensure successful implementation. 

usage 

Facilities Covered

The term “Active Use Areas” will be used for purposes of this [agreement / policy] to mean the designated [fields / playgrounds / parking lots / gymnasiums / rooms / insert any other affiliated indoor and outdoor spaces] owned by [owner’s name] and available for community use under the terms of this [agreement / policy]. The parties to this [agreement / policy] shall have the right to add or exclude Active Use Areas during the term of this [agreement / policy], provided that any such change shall be in writing and approved by all parties to this [agreement / policy].

Scheduling Use of Property

[bookmark: _(6)_Permitted_Uses]The parties to this [agreement / policy] [, together with the Task Force,] shall develop a master schedule, including days and times, that the Active Use Areas are available for community use(s).

[The Task Force shall schedule regular [insert frequency of meetings] meetings or at such other times as mutually agreed upon by the parties to this [agreement / policy] to review and evaluate the status and condition of Active Use Areas for purposes of modifying or confirming the upcoming [month / year / season / insert other time period] schedule.]

[Insert name(s) or position(s) of designated party or party representative(s)] shall be responsible for scheduling third-party use of the Active Use Areas using the priorities established in the section [Third-Party Use and Priority of Uses].

Permitted Uses of Active Use Areas and Stated Primary Intended Beneficiaries 

Subject to the schedule developed by the parties to this [agreement / policy], [non-owner’s name] and any third parties it authorizes will be entitled to access and use Active Use Areas, [without charge / insert payment fee or reference to payment schedule] for community recreational purposes [and insert other stated purposes, eg, educational and health-promoting purposes] for the benefit of [insert list of intended beneficiaries, eg, any priority populations] and the community at large.

[Non-owner’s name]’s obligations under this [agreement / policy] shall also apply to third parties using the Active Use Areas. [Non-owner’s name] shall be responsible for ensuring that third parties comply with all obligations under this [agreement / policy] when using Active Use Areas, and shall enforce all rules, regulations, and policies provided by [owner’s name] while supervising community recreational activities at Active Use Areas.

In planning programs and scheduling activities on Active Use Areas, the security, academic, health, and recreational needs and opportunities of [insert primary intended beneficiaries] will be the highest priority and will be adequately protected. The periods of use of Active Use Areas by [non-owner’s name] or third parties shall be referred to as “Public Access Hours.”

Third Party Use and Priority of Uses 

All third-party use of Active Use Areas shall be subject to all [owner’s name]’s rules, regulations, and policies, including, for example, spaces where third-party use is prohibited or allowed, examples of types of third parties, processes for programming approval, and addressing relevant operational and management issues. The parties to this [agreement / policy] agree that in providing access to Active Use Areas for use other than by the parties, the following priorities for use shall be established:

Category 1 [Insert priority users/uses, eg, school uses or activities for youth that are free of charge] 

Category 2 [Insert priority users/uses, eg, adult or senior programs or activities]

Category 3 [Insert priority users/uses, eg, other priority groups and activities determined by the parties to this agreement / policy]

Fees and Charges 

The party responsible for scheduling uses may charge fees to third-party users of Active Use Areas to cover any administrative and maintenance costs which the parties to this [agreement / policy] may incur.

The parties to this [agreement / policy] shall maintain records of publicly posted fee schedules and fees collected under this [agreement / policy].

The parties to this [agreement / policy] may choose to waive or reduce fees for nonprofits, youth-serving organizations, or other populations (eg, students eligible for free or reduced price lunch programs; families enrolled in SNAP, WIC, Medicaid, Medicare, or social security benefit programs; etc.) to promote equitable access to the Active Use Areas.



Community Support and equity 

Evaluation

The parties to this [agreement / policy] shall develop criteria and components for an evaluation and assessment of this [agreement / policy], such as the level of utilization by community members and by primary intended beneficiaries, particularly; the types of utilization by various people; demographics data about users; desired programming changes or additions as suggested by community members and users; potential barriers to participation; and the impact on maintenance for the affiliated space(s). The collection of data for evaluation purposes should be inclusive of the entire community. Evaluations should occur every [month / year / insert other frequency], and findings should be made available to the public and readily accessible for monitoring and accountability purposes.

Community Partnerships

[bookmark: _(11)_Stated_Purpose]To the extent possible, the parties to this [agreement / policy] shall encourage staff and volunteers to participate in and help cultivate new community partnerships in order to stay informed about community needs and desired changes, to better address [insert specific goals, eg, increased physical activity among youth ages 10 and under, increased family recreational time, chronic disease prevention, and reduction of related risk factors], and to help community members become more engaged in the decision making process related to the execution of this [agreement / policy].

NOTE:

Understanding community views requires building inclusive, trust-based conversations and respectful relationships so people feel comfortable sharing their hopes and priorities.

Partnerships will also be utilized to increase the range of health-promoting activities available at the affiliated space(s), particularly to identify what types of programming would appeal to residents and other potential users (eg, fitness classes, walking groups, organized sports, culturally relevant events and activities).

Stated Purpose and Desired Outcomes

The parties to this [agreement / policy] share an interest in supporting community health;

The parties to this [agreement / policy] share an interest in reducing health inequities by creating more safe spaces for play and exercise in the [neighborhoods / communities / areas] that need them the most;

The parties to this [agreement / policy] share an interest in thoughtfully and efficiently coordinating community resources, such as how recreational spaces may be distributed, operated, and used to benefit all residents;

The parties to this [agreement / policy] share an interest in supporting healthy and positive programming that may encourage greater use of recreational spaces, facilitate social and cultural expression, deter antisocial behavior, increase neighborhood safety, and improve community cohesiveness;

THEREFORE, [insert party names] enter into this [agreement / policy] to facilitate [insert short summary of shared uses, space(s), and primary intended beneficiaries].



NOTE:

The purpose and outcomes are often captured in the “recitals” section of a facilities, open, or shared use agreement or policy, but even informal arrangements can benefit from a clear explanation of the parties’ shared goals.

Designated Funding and Equity Consideration

[bookmark: _(12)_Designated_Funding]The parties to this [agreement / policy] agree to collaborate to identify [facilities / community / open / shared] use space(s) and allocate designated funding for facility improvements in a manner that prioritizes creating opportunities for physical activity in neighborhoods that lack safe spaces for physical activity and recreation and/or have high rates of chronic disease.

NOTE:

Parties have many options for identifying these priority areas specific to the most pressing concerns in their communities. For example, some shared use arrangements prioritize spaces and programming around schools where more than half of the students receive free or reduced-priced meals (or where more students receive free or reduced-price meals than in other schools).

operations and management 

Maintenance, Repair, Custodial Services, and Restroom Facilities

The parties to this [agreement / policy] shall document baseline conditions of the Active Use Area(s) at the outset of the [agreement / policy]. [Non-owner’s name] agrees to exercise due care in the use of the Active Use Area(s). This party shall, during the time of its use, keep the Active Use Area(s) in good condition (based on the baseline condition, subject to normal wear and tear), promptly reporting any maintenance needs or damage to [owner’s name].



Maintenance (select only appropriate provision(s) and modify accordingly)

1. Owner maintains:

[Owner’s name] shall be responsible for maintenance of its properties and facilities.

2. Owner / non-owner share maintenance responsibility:

[Owner’s name] retains responsibility for maintenance of [insert space(s) or facilities] Active Use Areas and delegates to [non-owner’s name] the responsibility of maintenance of [insert space(s) or facilities].

3. Delegate maintenance (partial or full) to non-owner:

[Non-owner’s name] shall provide maintenance of [insert space(s) or facilities], including the [insert specific maintenance actions for components of space(s) or facilities].



Repair (select only appropriate provision(s) and modify accordingly)

1. Delegate repairs to non-owner:

[Non-owner’s name] shall be wholly responsible to repair, remediate, or fund the replacement or remediation of any and all damage to the Active Use Area(s) that occurs during Public Access Hours.

2. Non-owner to reimburse owner’s repair costs:

[Non-owner’s name] shall be responsible for making restitution for the repair of damage to Active Use Areas during Public Access Hours.



[Owner’s name] shall, through its designated employee, inspect and notify [non-owner’s name] of any damage during [non-owner’s name]’s or third-party use.



If [non-owner’s name] is responsible for the damage, then [non-owner’s name] agrees to reimburse [owner’s name] at the estimated and/or fixed costs agreed upon.

Except as mutually agreed, [non-owner’s name] shall not cause repairs to be made for any building, facility, property, or item of equipment for which [owner’s name] is responsible. [Owner’s name] agrees to make such repairs within the estimated and/or fixed costs agreed upon.



Additional Optional Language for Repair (Option 2)



For more complex agreements, you may consider including the additional language below to make the relationship as explicit as possible:



[Owner’s name] shall send an invoice to [non-owner’s name]’s designated employee within [insert number] days of completion of the repairs to or replacement of damaged property. The invoice shall itemize all work hours, equipment, and materials with cost rates as applied to the repair work. If the repair is completed by a contractor, a copy of the contractor’s itemized statement shall be attached. [Non-owner’s name] shall reimburse [owner’s name] within [insert number] days from receipt of such invoice.



[Non-owner’s name] shall retain the right to disagree with any determination of damage to buildings or equipment as identified by [owner’s name] as described below, provided this disagreement is made within [designate insert number] days after [owner’s name]’s notification in writing via letter or email.



1. [Non-owner’s name] shall make any disagreements in writing to [owner’s name] by letter or email to [owner’s name]’s designated employee. [Non-owner’s name] shall clearly identify the reasons for refusing responsibility for the damages. Failure to make the disagreement within the prescribed time period shall be considered an acceptance of responsibility by [non-owner’s name].



2. After [non-owner’s name]’s disagreement notification, [members of the Task Force, or other] designated representatives of the parties to this [agreement / policy] shall make an on-site investigation and attempt a settlement of the disagreement.



In the event an agreement cannot be reached, the matter shall be referred to [identify entity or individual, eg, an official, for the owner] and [identify entity or individual, eg, an official, for the non-owner], or their designees, for resolution.



[Owner’s name] shall have the right to make immediate emergency repairs or replacements of property without voiding [non-owner’s name]’s right to disagree.



Custodial

[Owner’s name] shall make its trash receptacles available during the other party’s and third-party use of Active Use Areas. [Non-owner’s name] shall encourage community users to dispose of trash in the trash receptacles during use of Active Use Areas when scheduling use of the space(s) and in relevant communications about the [facilities / open / shared] use space(s).



Restroom Facilities (select only appropriate provision(s) and modify accordingly)



1. Owner-provided restroom facilities:

[Owner’s name] shall clearly indicate accessible restroom facilities available for use. Maintenance and repairs of restroom facilities shall abide by maintenance and repairs provisions, above, unless otherwise indicated. [Insert any specific restroom-facility maintenance and repair provisions related to the agreement / policy.]



2. Non-owner-provided restroom facilities:

[Non-owner’s name] shall place temporary, portable, restroom facilities at [owner’s name]’s outdoor Active Use Areas at the discretion of the owner. It shall be the responsibility of [non-owner’s name] to maintain these facilities.



Parking

During Public Access Hours, [owner’s name] shall make the parking facilities identified below available for public parking [at no cost to community members using the Active Use Areas]. 



[Insert description of parking facilities made available to the public.]

Documentation and Allocation of Operational Costs

The parties to this [agreement / policy] shall track any reserved uses of the Active Use Areas under this [agreement / policy] using a shared database or record-keeping system agreed upon in advance, and primarily maintained by [insert designated individual or party representative].



The parties to this [agreement / policy] shall each maintain records of costs associated with the [agreement / policy] for [insert number] years [, or until the end of the agreement].



Each party shall bear the cost of any overtime incurred by their employees in carrying out this [agreement / policy]. Each party shall provide to the other party an accounting on a [monthly / annual / insert time frame] basis of all overtime duties carried out by their respective employees.

Supervision, Security, and Enforcement

The [insert designated party] to this [agreement / policy] shall train and provide an adequate number of relevant personnel to supervise activities [in / on] the Active Use Areas. The [insert designated party] shall enforce all of [owner’s name]’s rules, regulations, and policies while supervising activities or programs [in / on] the Active Use Areas.



[Owner’s name] shall provide [non-owner’s name] with access to the Active Use Areas. The owner will provide keys, security cards, and training as needed to [non-owner’s name]’s employee(s) responsible for opening and locking the Active Use Areas, as applicable. The parties to this [agreement / policy] may decide that it is easier to assign [owner’s name] or a third party partner the responsibility for unlocking and locking the Active Use Areas.



[Non-owner’s name]’s staff shall inspect the Active Use Areas to ensure these sites are returned in the condition they were received. They shall ensure [owner’s name]’s designated employee is notified within [# hours / # days / insert time designation] in the event that any Active Use Area is damaged during [non-owner’s name]’s or third-party use.

Material and Equipment

The [insert designated party] to this [agreement / policy] shall furnish and supply all expendable materials and equipment necessary to carry out its programs while using the Active Use Areas, and shall be responsible for proper storage of the materials and equipment. [Owner’s name] [will / may choose to] provide [non-owner’s name] with adequate and secure storage facilities for the materials and equipment.

sustaining the agreement or policy 

Liability and Indemnification (select only appropriate provision(s) and modify accordingly)

All use of [owner’s name]’s property shall be in accordance with state and local law. In the case of a conflict between the terms of this [agreement / policy] and the requirements of state law, the state law shall govern. Any actions taken by the parties to this [agreement / policy] that are required by state law but are inconsistent with the terms of this [agreement / policy] shall not be construed to be a breach or default of this [agreement / policy].



NOTE:

The provisions in this document do not constitute legal advice. They should be viewed as a starting place for further research to ensure any agreement is consistent with existing state and local law and regulations, permitting procedures, and fee procedures or structures. For a primer on the legal issues around shared use arrangements on school property, see Opening School Property After Hours: A Primer on Liability.

The parties to a shared use arrangement should consult with legal counsel and risk management professionals to allocate risk and ensure the agreement is consistent with state and local laws and regulations. For example, Oklahoma’s recreational user statute provides some liability protections for owners who open their property, free of charge, to recreational users. See 76 OK Stat § 76-10.1 (2014).

1. Non-owner indemnifies (or removes liability for) owner, unless owner has engaged in negligence or misconduct:

[Non-owner’s name] shall indemnify and hold harmless [owner’s name] [, its board, officers, employees and agents (collectively, the “Owner Parties” and individually, an “Owner Party”)] from – and if requested, shall defend them against – all liabilities, obligations, losses, damages, judgments, costs, or expenses (including reasonable legal fees and costs of investigation) (collectively “Losses”) as a result of (1) personal injury or property damage caused during the Public Access Hours; or (2) any damage to any of [owner’s name]’s property as a result of access granted pursuant to this [agreement / policy]; provided, however, [non-owner’s name] shall not be obligated to indemnify the Owner Parties to the extent any loss arises out of the lack of ordinary care or for deliberate, willful, or malicious misconduct of the Owner Parties. In any action or proceeding brought against an Owner Party indemnified by this provision, [non-owner’s name] shall have the right to select the attorneys to defend the claim, to control the defense, and to determine the settlement or compromise of any action or proceeding, provided that the applicable Owner Party shall have the right, but not the obligation, to participate in the defense of any such claim at its sole cost.



2. Mutual indemnification, so that owner and non-owner pay for their share of liability:

[Non-owner’s name] shall defend, indemnify, and hold [owner’s name], its officers, employees, and agents harmless from and against any and all liability, loss, expense, attorneys’ fees, or claims for injury or damages arising out of the performance of this [agreement / policy], but only in proportion to and to the extent such liability, loss, expense, attorneys’ fees, or claims for injury are caused by or result from the negligent or intentional acts or omissions of [non-owner’s name], its officers, agents, or employees.



[Owner’s name] shall defend, indemnify, and hold [non-owner’s name], its officers, employees, and agents harmless from and against any and all liability, loss, expense, attorneys’ fees, or claims for injury or damages arising out of the performance of this [agreement / policy], but only in proportion to and to the extent such liability, loss, expense, attorneys’ fees, or claims for injury are caused by or result from the negligent or intentional acts or omissions of [owner’s name], its officers, agents, or employees.

Insurance

[bookmark: _(21)_Training]The parties to this [agreement / policy] agree to provide the following insurance in connection with this [agreement / policy].



Commercial General Liability for bodily injury and property damage, including Personal Injury and Blanket Contractual, with limits of [insert amount] per occurrence, [insert amount] aggregate.



Workers’ Compensation coverage, [insert description of coverage] as required by [insert state law or other applicable provisions].



[Insert other types of insurance required.]



Documentation of Insurance. The parties to this [agreement / policy] shall provide to each other a certificate of insurance each year this [agreement / policy] is in effect showing proof of the above coverage. In the event that either party is self-insured for the above coverage, [insert name of self-insured party] shall provide a letter stating its agreement to provide coverage for any claims in connection with shared use facilities in the above amounts. Policies should provide adequate coverage for additional uses, improvements and repairs, and equipment replacement that may result from this [agreement / policy].



Duration, Termination, Renewal, and Documented Approval

Duration

This [agreement / policy] shall be effective upon [insert date] and will continue for a period of [insert duration] years, unless sooner terminated as provided for below.



Termination

This [agreement / policy] may be terminated at any time prior to its expiration, for [insert basis here] upon [insert number] [days / months / years] written notice.



Renewal

Upon expiration of this [agreement / policy], parties may choose to renew the [agreement / policy] on a [monthly / insert time frame] basis, provided that the following conditions are met: [insert conditions for renewal].



Documented Approval

This [agreement / policy] between [owner’s name] and [non-owner’s name] for use of [insert brief description of Active Use Areas] is approved [insert date], signed: [signatures from all parties].



NOTE:

Documented approval for a shared use arrangement can take many forms. A formal policy or agreement with dates and signatures from all relevant parties is one form of documented approval. But parties can also document their approval of the arrangement informally, for example, via a letter, email, meeting notes, etc.

Adequate approval documentation should include the following: (1) dates – including when the relevant parties approved the informal shared use arrangement and when the arrangement will end; (2) a summary of key terms of the shared use arrangement agreed upon by the parties; and (3) direct agreement or approval from all relevant parties to the arrangement, in the same document or email thread.

Training

The parties to this [agreement / policy] will operate a training and orientation program for key personnel implementing this [agreement / policy] to ensure that the shared goals, procedures, and guidelines applicable to the arrangement are communicated to all relevant staff.



[Enumerate categories of staff required to attend training and topics to be included in the training.]



The parties to this [agreement / policy] shall be responsible for ensuring their employees attend the training.



Technical Assistance

The parties to this [agreement / policy] may establish partnerships with suitable third-party organizations to provide technical assistance to implementing staff [and / or] to community members, as mutually agreed upon by the parties to this [agreement / policy], if they do not have the capacity to do so themselves.



Examples of technical assistance include, but are not limited to: (1) supporting community engagement efforts through the development of promotional materials and targeted outreach; (2) evaluation of the [agreement / policy], including providing training to community members to help them participate in data collection and interpretation activities; and (3) providing or identifying partners or volunteers who can provide trainings, culturally relevant programming, and events for community members on, as examples,

elements of healthy eating and active living at the shared use site.



[Add Name of Organization] adopts this shared use policy.



Effective Date: ___________________________________



Name and Title: __________________________________



Signature: _______________________________________
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Attachment A

"Rl TSET

Workers’ Compensation Insurance Coverage Certification

Proof of Workers’ Compensation Insurance Coverage
Proof of Workers” Compensation Insurance is required for all entities that receive TSET funds.

Worker's Compensation Insurance Policy #

Policy Expires: Carrier’s Name:

A copy of the Workers” Compensation Insurance Coverage policy must be submitted with this certification.

Exemption from the Workers’ Compensation Act

If an applicant claims that it is exempt from the Oklahoma Administrative Workers’ Compensation Act, the
applicant must submit to TSET a statement sworn under penalty of perjury, dated and signed by the applicant,
establishing the factual basis for an exemption under any of the exemptions provided for in the Workers’
Compensation Act under Title 85A O.S. Section 2(18)(b)(1-11).

An Exemption Statement (Under Penalty of Perjury) must be submitted with this certification.

| state under penalty of perjury under the laws of Oklahoma that the foregoing is true and correct.

Dated this day of ,20

Signature:

Printed Name:

Edition: TSET 06/2025





		Workers Compensation Insurance Policy: 

		Policy Expires: 

		Carriers Name: 

		Dated this: 

		day of: 

		20: 

		undefined: 

		Printed Name: 






Example KPIs

		Built Environment Grant - Physical Activity
Key Performance Indicators

		Organization Name:										Awesome City Parks and Recreation Department																				Project/Program Name:		Awesome City Future Greenspace Project

		Grant Strategy Funding Category and Track:
Select the Grant Funding Category and Track from the Dropdown List (select only one)										Planning/Design - Parks and Open Spaces																				Project/Program Timeframe:		July 1, 2026 to June 30, 2027

		Grant Strategy Outcome(s):
Select the Grant Strategy Outcome(s) from the Dropdown List (may select up to 3)										Strategy Outcome 1												Strategy Outcome 2										Strategy Outcome 3

												Planning/Design - Parks and Open Spaces: Adopted or Amended Plan												Planning/Design - Parks and Open Spaces: Plans with new/enhanced active living infrastructure										Planning/Design - Parks and Open Spaces: Plans with Performance Measures and Evaluation Activities

		Key performance indicators are measureable metrics that organizations use to manage and evaluate their project/program performance and track progress towards achieving specific goals. If funded, these indicators will be used by TSET Program Managers to monitor how well the project/program is advancing towards its goals and project/program completion. This information also helps illustrate the results of the project/program to key stakeholders, including project/program funders, community members, and community leadership. If the project/program has an evaluation plan, this information should align with it.

Instructions for Use: 
1. Key Performance Indicator (KPI): Identify and list each KPI that will be used to evaluate the success of your project/program.  Ensure that each KPI is clearly defined and is directly related to the goals/objectives of the project. Do not use vague terms like support or engage.
2. KPI Goal: Specify the target or goal for each KPI.  This should be measurable and achievable and include a numerical value. 
3. KPI Baseline: Include a numerical value that serves as a starting point for comparison and improvement of the KPI over time. If no baseline value is available, enter "0". 
4. KPI Progress by Month (NOT REQUIRED AT TIME OF APPLICATION SUBMISSION): As part of project/program tracking and reporting, enter the numerical value completed month by month for each KPI. For months with no activity/progress on a KPI, mark "NA".
5. KPI Year-to-Date (YTD) Status (NOT REQUIRED AT TIME OF APPLICATION SUBMISSION): Select the progress status from the beginning of the project/program year to the latest reporting period from the menu of dropdown options.
6. How Data Will Be Used: Describe how the data will be used. Consider the practical application of the data collected—how it will inform decisions, improve implementation, or demonstrate progress. Understanding how the data will be used also signals respect for the community’s time and input by ensuring data collection is purposeful.
7. Additional Notes: Include any additional information or context that might be useful for understanding the KPI or its measurement.  This may include limitations or details about how the KPI will be implemented and tracked (ex. data collection methods, processes, frequency).

Helpful Tips:
• Ensure each KPI is SMART (Specific, Measurable, Attainable, Relevant, and Time-Bound).
• Avoid using words like "increase" or "support" without providing more detail.
• Include process AND outcome measures. Process measures are a way to track and assess the steps or activities within the project/program to determine how well it is being executed and if it is on track to achieve the desired outcomes. They often includes information on content, quality, quantity, and structure of what is being assessed. Outcome measures are used to assess the impact of the project/program and help determine whether the project/program is effective by measuring changes in the environment, organization, system, or population.

		Key Performance Indicator (KPI)		KPI Goal		KPI Baseline		KPI Progress by Month																								KPI YTD Status		How Data Will Be Used		Additional Notes 

								Month 1		Month 2		Month 3		Month 4		Month 5		Month 6		Month 7		Month 8		Month 9		Month 10		Month 11		Month 12

		Process Example: Number of surveys completed by community members to inform project design and establish plan priorities		300		0		NA		15		25		40		30		60														Making Progress		Input from community members will be collected through the surveys. The data will be used to inform the design elements of the project and establish community priorities for the plan.		Surveys will be distributed physically and digitally over a one month timeframe to assess community needs and collect project input. Tracking measure will be number of surveys completed by people who live or work within a 20-mile radius of the project.

		Process Example: Number and overall percentage of design elements that were either directly informed by or demonstrably aligned with community input		10 
(10/20 = 50%)		0		NA		NA		NA		NA		NA		2														Making Progress		The data will compare the number of community members' suggestions to the number of aligned-elements included in the final design to assess the overall influence of community input on the project.		Number and overall percentage of design elements in final plan that can be traced to specific community suggestions gathered through the collected surveys.

		Outcome Example: Number of adopted plans focused on parks and open spaces 		1		0		NA		NA		NA		NA		NA		NA														Not Started		Data will monitor progress of the overall design project and ensure completion of the planning phase.		Data collection will be the count of adopted plans for parks and open spaces.

		Outcome Example: Number of plans that include the tracking of park usage over time and community members who report increased use of the spaces		1		0		NA		NA		NA		NA		NA		NA														Not Started		Data will be used to guide the future construction project and assess the impact of the completed project within the community.		Data collection will be the count of design plans for parks and open spaces that include performance measures and long-term evaluation.

		Outcome Example: Number of plans that include facility/property enhancements to parks and open spaces that will improve community use 		1		0		NA		NA		NA		NA		NA		NA														Not Started		Data will be used to guide the future construction project and monitor the installation of all planned enhancements.		Data collection will be the count of design plans for parks and open spaces that include enhancements like bathroom facilities, drinking fountains, parking lot improvements, sun shades, tables, outdoor seating etc. 







KPI Template

		Built Environment Grant - Physical Activity
Key Performance Indicators

		Organization Name:										(Enter text here)																				Project/Program Name:		(Enter text here)

		Grant Strategy Funding Category and Track:
Select the Grant Funding Category and Track from the Dropdown List (select only one)																														Project/Program Timeframe:		(Enter project/program start and end dates here)

		Grant Strategy Outcome(s):
Select the Grant Strategy Outcome(s) from the Dropdown List (may select up to 3)										Strategy Outcome 1												Strategy Outcome 2										Strategy Outcome 3



		Key performance indicators are measureable metrics that organizations use to manage and evaluate their project/program performance and track progress towards achieving specific goals. If funded, these indicators will be used by TSET Program Managers to monitor how well the project/program is advancing towards its goals and project/program completion. This information also helps illustrate the results of the project/program to key stakeholders, including project/program funders, community members, and community leadership. If the project/program has an evaluation plan, this information should align with it.

Instructions for Use: 
1. Key Performance Indicator (KPI): Identify and list each KPI that will be used to evaluate the success of your project/program. Ensure that each KPI is clearly defined and is directly related to the goals/objectives of the project. Do not use vague terms like support or engage.
2. KPI Goal: Specify the target or goal for each KPI.  This should be measurable and achievable and include a numerical value. 
3. KPI Baseline: Include a numerical value that serves as a starting point for comparison and improvement of the KPI over time. If no baseline value is available, enter "0". 
4. KPI Progress by Month (NOT REQUIRED AT TIME OF APPLICATION SUBMISSION): As part of project/program tracking and reporting, enter the numerical value completed month by month for each KPI. For months with no activity/progress on a KPI, mark "NA".
5. KPI Year-to-Date (YTD) Status (NOT REQUIRED AT TIME OF APPLICATION SUBMISSION): Select the progress status from the beginning of the project/program year to the latest reporting period from the menu of dropdown options.
6. How Data Will Be Used: Describe how the data will be used. Consider the practical application of the data collected—how it will inform decisions, improve implementation, or demonstrate progress. Understanding how the data will be used also signals respect for the community’s time and input by ensuring data collection is purposeful.
7. Additional Notes: Include any additional information or context that might be useful for understanding the KPI or its measurement.  This may include limitations or details about how the KPI will be implemented and tracked (ex. data collection methods, processes, frequency).

Helpful Tips:
• Ensure each KPI is SMART (Specific, Measurable, Attainable, Relevant, and Time-Bound).
• Avoid using words like "increase" or "support" without providing more detail.
• Include process AND outcome measures. Process measures are a way to track and assess the steps or activities within the project/program to determine how well it is being executed and if it is on track to achieve the desired outcomes. They often includes information on content, quality, quantity, and structure of what is being assessed. Outcome measures are used to assess the impact of the project/program and help determine whether the project/program is effective by measuring changes in the environment, organization, system, or population.

		Key Performance Indicator (KPI)		KPI Goal		KPI Baseline		KPI Progress by Month																								KPI YTD Status		How Data Will Be Used		Additional Notes 

								Month 1		Month 2		Month 3		Month 4		Month 5		Month 6		Month 7		Month 8		Month 9		Month 10		Month 11		Month 12



















Outcome List

		Planning & Design: Parks and Open Spaces Outcome List		Planning & Design: Safe Routes Outcome List		Planning & Design: Healthy Students Outcome List		Construction: Parks and Open Spaces Outcome List		Construction: Safe Routes Outcome List		Construction: Healthy Students Outcome List								Master Outcome List

		Adopted or Amended Plan		Adopted or Amended Plan/Policy		New Plans and Designs - Existing Spaces &/or Fields		Indoor and/or Outdoor Spaces		Traffic Calming Measures		Playground Structures								Planning/Design - Parks and Open Spaces: Adopted or Amended Plan

		Plans with new/enhanced physical activity spaces		Infrastructure Assessments		New Plans and Designs - New Spaces &/or Fields		Safe Routes (e.g., sidewalks, trails, paths, bike lanes)		Patron Drop Off and Pick Up Zones		Adaptive Recreation and Exercise Equipment								Planning/Design - Parks and Open Spaces: Plans with new/enhanced physical activity spaces

		Plans with Performance Measures and Evaluation Activities				New Plans and Designs - Installation of Equipment and Stations 		Visitor Drop Off and Pick Up Zones		Safe Routes (e.g., sidewalks, trails, paths, bike lanes)		Exercise and Training Stations								Planning/Design - Parks and Open Spaces: Plans with Performance Measures and Evaluation Activities

		Plans with new/enhanced active living infrastructure				New Plans and Designs - Lighting and Safety Features		Wayfinding and Signage		Wayfinding Signage		Refurbish Existing Physical Activity Spaces								Planning/Design - Parks and Open Spaces: Plans with new/enhanced active living infrastructure

								Other Infrastructure		Decrease in Vehicle Collisions and Ped/Bike Injuries and Fatalities		New Physical Activity Spaces and Fields

												Walking Trails								Planning/Design - Safe Routes: Adopted or Amended Plan/Policy

												Lighting and Safety Features								Planning/Design - Safe Routes: Infrastructure Assessments



																				Planning/Design - Healthy Students: New Plans and Designs - Existing Spaces &/or Fields

																				Planning/Design - Healthy Students: New Plans and Designs - New Spaces &/or Fields

																				Planning/Design - Healthy Students: New Plans and Designs - Installation of Equipment and Stations 

																				Planning/Design - Healthy Students: New Plans and Designs - Lighting and Safety Features



																				Construction - Parks and Open Spaces: Indoor and/or Outdoor Spaces

																				Construction - Parks and Open Spaces: Safe Routes (e.g., sidewalks, trails, paths, bike lanes)

		Master Category/Track List																		Construction - Parks and Open Spaces: Visitor Drop Off and Pick Up Zones

		Planning/Design - Parks and Open Spaces																		Construction - Parks and Open Spaces: Wayfinding and Signage

		Planning/Design - Safe Routes																		Construction - Parks and Open Spaces: Other Infrastructure

		Planning/Design - Healthy Students

		Construction - Parks and Open Spaces																		Construction - Safe Routes: Traffic Calming Measures

		Construction - Safe Routes																		Construction - Safe Routes: Patron Drop Off and Pick Up Zones

		Construction - Healthy Students																		Construction - Safe Routes: Safe Routes (e.g., sidewalks, trails, paths, bike lanes)

																				Construction - Safe Routes: Wayfinding Signage

																				Construction - Safe Routes: Decrease in Vehicle Collisions and Ped/Bike Injuries and Fatalities



																				Construction - Healthy Students: Playground Structures

																				Construction - Healthy Students: Adaptive Recreation and Exercise Equipment

																				Construction - Healthy Students: Exercise and Training Stations

																				Construction - Healthy Students: Refurbish Existing Physical Activity Spaces

																				Construction - Healthy Students: New Physical Activity Spaces and Fields

																				Construction - Healthy Students: Walking Trails

																				Construction - Healthy Students: Lighting and Safety Features












Attachment C

Organizational Responsibilities and Assurances Checklist

Each organization awarded funding under this funding opportunity will be expected to fulfill the
requirements in this checklist. All applicant organizations must review and sign this form to
indicate their understanding of key requirements of the TSET funding.

Grantee Responsibilities and Assurances

o 0 00O OO0 O O O OO0

o0 O Do

Organizational Capabilities:
Each awarded organization must:

Have a Federal Identification Number.

Maintain current registration as a vendor with the Office of Management and
Enterprise Services.

Maintain current registration with the Oklahoma Secretary of State, if awarded the
grant.

Maintain a Certificate of Good Standing with the Oklahoma Secretary of State, if
applicable.

Have sufficient capital to sustain ongoing program services for at least two (2) months
in the event of an unforeseen delay in reimbursement of grant expenditures.

Adhere to the terms and conditions of the TSET contract.

Submit monthly invoices as required by TSET.

Maintain complete records related to all grant spending and provide those records to
TSET upon request.

Participate in financial reviews conducted by TSET as requested.

Annually, prepare a grant budget that accurately reflects the costs the program
expects to incur in the next fiscal year.

Expend TSET funds in appropriate and allowable ways that are directly related to
programmatic outcomes.

Participate in the annual budget approval process with TSET, if TSET deems it
necessary.

Program Capabilities:

Agree and adhere to the terms of the contract.

Assure that the administrator, program staff, and financial officer will participate in
site visits conducted by TSET if requested.

Actively participate in all phases of the grant program, adhering to all published
guidelines.

Collaborate with other recipients of TSET funding as requested by TSET.

Actively participate in external evaluation of the program. Evaluation activities may
include reporting, data collection, training, technical assistance, presentations, and
other activities as requested by TSET and/or contracted external evaluators.






Attachment C

Grantee Responsibilities and Assurances

O Actively participate and attend TSET-sponsored or TSET-identified meetings or
training events and accept recommended technical assistance by TSET or other
entities identified by TSET.

U Respond within 10 business days to periodic information requests from TSET.

U Submit all required program reports by published deadlines and serve as key point of
contact for required reporting to TSET.

Organization Authorized Official Approval:

Authorized Official Signature Date

Authorized Official Name and Title Organization






		Have a Federal Identification Number: Off

		Maintain current registration as a vendor with the Office of Management and: Off

		Maintain current registration with the Oklahoma Secretary of State if awarded the: Off

		Maintain a Certificate of Good Standing with the Oklahoma Secretary of State if: Off

		Have sufficient capital to sustain ongoing program services for at least two 2 months: Off

		Adhere to the terms and conditions of the TSET contract: Off

		Submit monthly invoices as required by TSET: Off

		Maintain complete records related to all grant spending and provide those records to: Off

		Participate in financial reviews conducted by TSET as requested: Off

		Annually prepare a grant budget that accurately reflects the costs the program: Off

		Expend TSET funds in appropriate and allowable ways that are directly related to: Off

		Participate in the annual budget approval process with TSET if TSET deems it: Off

		Agree and adhere to the terms of the contract: Off

		Assure that the administrator program staff and financial officer will participate in: Off

		Actively participate in all phases of the grant program adhering to all published: Off

		Collaborate with other recipients of TSET funding as requested by TSET: Off

		Actively participate in external evaluation of the program Evaluation activities may: Off

		Actively participate and attend TSETsponsored or TSETidentified meetings or: Off

		Respond within 10 business days to periodic information requests from TSET: Off

		Submit all required program reports by published deadlines and serve as key point of: Off

		Date: 

		Authorized Official Name and Title: 

		Organization: 






Oklahoma Tobacco Settlement Endowment Trust
Certification of Non-Acceptance of Tobacco Funds

Organization/Grantee/Principal Investigator Name:

The organization named above hereby certifies that during the term of the agreement with the
Oklahoma Tobacco Settlement Endowment Trust it will neither have a direct or indirect
affiliation or contractual relationship with a company or foundation engaged in or funded by
the manufacture of tobacco, tobacco products, and/or electronic nicotine delivery systems
(ENDS), nor will it accept any type of funding from such a company or foundation. The
organization further certifies that it will not engage in the manufacture of tobacco products
during the term of the grant. This restriction does not apply to the growth or use of
noncommercial tobacco for ceremonial use.

CERTIFICATION

I, the official named below, hereby swear that | am duly authorized legally to bind the grant
recipient, contractor, or principal investigator (as applicable) to the above described
certification. | am fully aware that this certification, executed on the date below, is made
under penalty of perjury under the laws of the State of Oklahoma.

Director of Agency or Principal Investigator:

Signature Date Printed Name and Title





		Oklahoma Tobacco Settlement Endowment Trust

		Certification of Non-Acceptance of Tobacco Funds

		CERTIFICATION



		The organization named above hereby certifies that during the term of the agreement with the: 

		Date: 

		Printed Name and Title: 






Instructions

		Project Plan Instructions

		The project plan is meant to capture key project milestones intended to be met during the lifetime of the project. Details of the project plan will be dependent upon the scope associated with the project and may look differently if funded for the development of a plan versus construction. A project plan should be completed for each year of funding awarded. Not all projects will have a full 12 month implementation period, so please be sure to align your project plan with the funding timeline associated with your award. 

An example project plan is provided in the purple tab. Please review the example project plan before developing your own to ensure that your project plan is completed with all required details.The project plan template in the green tab is for planning purposes only. You will enter your project plan directly into your application via Salesforce.




		Project Milestones:		Project milestones should be considered as key tasks needed to occur to see the project through to completion.

		Task Assigned to:		Should include the person(s) responsible for seeing the milestone through to completion.  Tasks may be assigned to the applicant agency staff and/or subcontractors that are hired to do the work.

		Begin by:		Begin by date should be the date by which work on the milestone should begin

		End by:		End by date should be the date by which the milestone should be met.

		Actual Start Date:		Start date by which the task actually began.

		Actual End Date:		End date by which the task actually ended.

		Task Status:		Click on the cell to reveal a drop down menu with three options (Not Started, In Progress, Complete)

		Notes:		Enter any relevant notes to the associated milestone. Notes may include steps still needed, any challenges, successes, questions, etc. Should there be any potential risks or issues encountered, please document those in the notes section for the appropriate milestone(s).





Project Plan Example

		Year 1 - September 1, 2025 - August 31, 2026

		Project Milestones		Task Assigned to		Begin by		End by		Actual Start Date		Actual End Date		Task Status 

Andrew Underkoffler: Click cell for drop down menu
		Notes

		Award Bid-Contract  		Awesome City Council		7/15/25		8/1/25						Not Started		The contracts will go before the City Council during the January 24th meeting.

		File and Obtain Permits 		Jane Doe		8/5/25		8/31/25						Not Started

		Purchase Playground Equipment, Benches and Basketball Goals		Project Manager		9/15/25		10/15/25						Not Started

		Preconstruction Conference		Project Manager		9/15/25		10/15/25						Not Started		Preconstruction conference date is tentative and will be scheduled when the bids are awarded.

		Community Groundbreaking Ceremony		Jane Doe		10/15/25		11/1/25						Not Started		Date is tentative and will be scheduled on the day that construction will actually begin.  During the ceremony, we will survey the attendees on what events in the park they would like to have in the future.

Press release will be sent to local media notifying the public about the event.

		Construction Begins - Level Playground Area and Remove Trees		ABC Dozer Service		10/15/25		11/1/25						Not Started

		Community Engagement - Analyze Survey Results from Groundbreaking Ceremony		Jane Doe/Evaluators		11/5/25		1/15/26						Not Started		Data will be provided to evaluators for analysis and prepration. Information will be presented to the parks and recreation director.

		Playground equipment delivered/installed		ABC Park Installation		1/15/26		4/1/26						Not Started		Equipment will be delivered and installed over approximately a three month period.

		Year 2 - September 1, 2026 - August 31, 2027 - (For Construction Implementation Grants Only)

		Project Milestones		Task Assigned to		Begin by		End by		Actual Start Date		Actual End Date		Task Status 

Andrew Underkoffler: Click cell for drop down menu
		

Andrew Underkoffler: Click cell for drop down menu
		Notes

		Contraft for Design Services for Playground Trail		Awesome City Council		7/15/26		8/15/26						Not Started

		Community Engagement - Conduct community feedback on newly installed playground equipment		Jane Doe/Evaluators		7/15/26		8/15/26						Not Started		Data will be provided to evaluators for analysis and prepration. Information will be presented to the parks and recreation director.

QR Codes will be placed on park signs for visitors to provide feedback. Paper copy surveys will be distributed at events hosted at the park by the City.

		Prepare Bidding Documents		Project Manager		9/1/26		9/30/26						Not Started

		Solicit Bids and Award Contract		Awesome City Council		10/1/26		10/30/26						Not Started

		Preconstruction Conference		Project Manager		11/1/26		11/15/26						Not Started		Preconstruction conference date is tentative and will be scheduled when the bids are awarded.

		Design TSET branded signage		Project Manager		11/15/24		3/1/27						Not Started		Will work with TSET support team to determine budget for and design of signage that will display any TSET message/indicate TSET as a project funder.

		Order Tobacco-Free Signage/TSET signage		Project Manager		11/15/27		3/1/27						Not Started		Will work with TSET Program Manager to ensure correct signage is ordered.

		Trail Construction		ABC Trail Builders		11/15/26		3/1/27						Not Started

		Install Tobacco-Free and TSET Funding Acknowledgemetn Signage		Awesome City Staff		3/1/27		4/1/27						Not Started

		Final Inspection		Awesome City Council/Project Manager		4/15/27		5/15/27						Not Started

		Promotion of Ribbon Cutting  Ceremony		Project Manager		4/15/27		6/1/27						Not Started		Solicit earned media opportunities to promot ribbon cutting ceremony. Will work with TSET Strategic Communications team in coordination of promotion

		Ribbon Cutting Ceremony		Awesome City Council		6/1/27		6/1/27						Not Started		Final date is still tentative - TSET and other invited guests will be notifed at least more than a month in advance from date.





Project Plan

		Year 1 - September 1, 2025 - August 31, 2026

		Project Milestones		Task Assigned to		Begin by		End by		Actual Start Date		Actual End Date		Task Status 

Andrew Underkoffler: Click cell for drop down menu
		Notes

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

		Year 2 - September 1, 2026 - August 31, 2027 - (For Construction Implementation Grants Only)

		Project Milestones		Task Assigned to		Begin by		End by		Actual Start Date		Actual End Date		Task Status 

Andrew Underkoffler: Click cell for drop down menu
		

Andrew Underkoffler: Click cell for drop down menu
		Notes

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started

														Not Started






































Summary Budget Year 1











		Oklahoma Tobacco Settlement Endowment Trust

		YEAR 1 SUMMARY BUDGET

		Organization:

		Budget Period: 



		Direct Project Costs 								TSET Support 		Other Project Funding 		Total Project Budget



		1		Salaries						$0.00		$0.00		$0.00

		2		Fringe Benefits						$0.00		$0.00		$0.00

		3		Travel/Per Diem – In-State 						$0.00		$0.00		$0.00

		4		Purchased Services 						$0.00		$0.00		$0.00

		5		Facilities						$0.00		$0.00		$0.00

		6		Equipment 						$0.00		$0.00		$0.00

		7		Supplies						$0.00		$0.00		$0.00

		8		Other						$0.00		$0.00		$0.00

		9		Strategic Communications 						$0.00		$0.00		$0.00

		TOTAL DIRECT PROJECT COSTS								$0.00		$0.00		$0.00

		Indirect Costs (limited to 15% of total direct project costs)								$0.00		$0.00		$0.00

		TOTAL PROJECT COSTS								$0.00		$0.00		$0.00

		List other funding sources for this project:

		TSET USE ONLY

		TSET Signature: 										Date Approved:









Budget Justification - Year 1

		BUDGET JUSTIFICATION



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		% Time		# Months		TSET Support		Other Project Funding		Total* 

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total 								$0.00		$0.00		$0.00



		Personnel Justification:





		2. Fringe Benefits

		Position		Computation				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Fringe Benefits Justification:





		3. Travel/Per Diem – In-State 

		In-State		Computations				TSET Support				Other Project Funding		Total

		Mileage 												$0.00

		Lodging & Per Diem												$0.00

		Other travel												$0.00

		Total						$0.00				$0.00		$0.00



		In-State Travel Justification:





		4. Purchased Services 

		Subcontractor		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Purchased Services Justification:





		5. Facilities 

		Office/Meeting Space		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Facilities Justification:





		6. Equipment 

		Equipment		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Equipment Justification:





		7. Supplies 

		Supplies		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Supplies Justification:





		8. Other 

		Item		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Other Justification:





		9.   Strategic Communications 

		Item		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Strategic Communications Justification:







		Total Direct Project Costs						TSET Support				Other Project Funding		Total

		Total						$0.00				$0.00		$0.00





		Indirect Costs						TSET Support				Other Project Funding		Total

		Total												$0.00



		Total Project Costs						TSET Support				Other Project Funding		Total

		Total						$0.00				$0.00		$0.00









https://oklahoma.gov/omes/services/employee-benefits/travel/mileage-reimbursement-rate.htmlhttps://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup/?action=perdiems_report&state=OK&fiscal_year=2022&zip=&city=

Match Justification - Year 1

		MATCH JUSTIFICATION

		To be completed if matching funds are used



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		Other Project Funding Source(s) (e.g., federal, in-kind, etc.) 						Total











		Total 										$0.00

		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		2. Fringe Benefits

		Position		Other Project Funding Source(s)								Total











		Total 										$0.00

		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		3. Travel/Per Diem – In-State 

		In-State		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		4. Purchased Services 

		Subcontractor		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		6. Facilities 

		Office/Meeting Space		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		6. Equipment 

		Equipment		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		7. Supplies 

		Supplies		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		8. Other 

		Other		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		9.   Strategic Communications 

		Item		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges



















		Total Direct Matching Funds										$0.00





		Indirect Costs		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		Total Matching Funds										$0.00





























Summary Budget Year 2











		Oklahoma Tobacco Settlement Endowment Trust

		YEAR 2 SUMMARY BUDGET

		Organization:

		Budget Period: 



		Direct Project Costs 								TSET Support 		Other Project Funding 		Total Project Budget



		1		Salaries						$0.00		$0.00		$0.00

		2		Fringe Benefits						$0.00		$0.00		$0.00

		3		Travel/Per Diem – In-State 						$0.00		$0.00		$0.00

		4		Purchased Services 						$0.00		$0.00		$0.00

		5		Facilities						$0.00		$0.00		$0.00

		6		Equipment 						$0.00		$0.00		$0.00

		7		Supplies						$0.00		$0.00		$0.00

		8		Other						$0.00		$0.00		$0.00

		9		Strategic Communications 						$0.00		$0.00		$0.00

		TOTAL DIRECT PROJECT COSTS								$0.00		$0.00		$0.00

		Indirect Costs (limited to 15% of total direct project costs)								$0.00		$0.00		$0.00

		TOTAL PROJECT COSTS								$0.00		$0.00		$0.00

		List other funding sources for this project:

		TSET USE ONLY

		TSET Signature: 										Date Approved:









Budget Justification - Year 2

		BUDGET JUSTIFICATION



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		% Time		# Months		TSET Support		Other Project Funding		Total* 

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total 								$0.00		$0.00		$0.00



		Personnel Justification:





		2. Fringe Benefits

		Position		Computation				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Fringe Benefits Justification:





		3. Travel/Per Diem – In-State 

		In-State		Computations				TSET Support				Other Project Funding		Total

		Mileage 												$0.00

		Lodging & Per Diem												$0.00

		Other travel												$0.00

		Total						$0.00				$0.00		$0.00



		In-State Travel Justification:





		4. Purchased Services 

		Subcontractor		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Purchased Services Justification:





		5. Facilities 

		Office/Meeting Space		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Facilities Justification:





		6. Equipment 

		Equipment		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Equipment Justification:





		7. Supplies 

		Supplies		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Supplies Justification:





		8. Other 

		Item		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Other Justification:





		9.   Strategic Communications 

		Item		Computations				TSET Support				Other Project Funding		Total

														$0.00

														$0.00

														$0.00

														$0.00

														$0.00

		Total						$0.00				$0.00		$0.00



		Strategic Communications Justification:







		Total Direct Project Costs						TSET Support				Other Project Funding		Total

		Total						$0.00				$0.00		$0.00





		Indirect Costs						TSET Support				Other Project Funding		Total

		Total												$0.00



		Total Project Costs						TSET Support				Other Project Funding		Total

		Total						$0.00				$0.00		$0.00









https://oklahoma.gov/omes/services/employee-benefits/travel/mileage-reimbursement-rate.htmlhttps://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup/?action=perdiems_report&state=OK&fiscal_year=2022&zip=&city=

Match Justification - Year 2

		MATCH JUSTIFICATION

		To be completed if matching funds are used



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		Other Project Funding Source(s) (e.g., federal, in-kind, etc.) 						Total











		Total 										$0.00

		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		2. Fringe Benefits

		Position		Other Project Funding Source(s)								Total











		Total 										$0.00

		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		3. Travel/Per Diem – In-State 

		In-State		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		4. Purchased Services 

		Subcontractor		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		6. Facilities 

		Office/Meeting Space		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		6. Equipment 

		Equipment		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		7. Supplies 

		Supplies		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		8. Other 

		Other		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		9.   Strategic Communications 

		Item		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges



















		Total Direct Matching Funds										$0.00





		Indirect Costs		Other Project Funding Source(s)								Total



		Match Narrative *Use this space for further description of matching funds sources and allocation for specific budget category charges

















		Total Matching Funds										$0.00
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Attachment G

TSET Grant and Contractor Staffing Table Template Instructions



Using the table below, describe the applicant agency’s team that will manage the proposed project and any contractors that will be hired to provide project support. Please note which key roles or contractors you are still recruiting. At a minimum, each project should include:



· Authorized Official: The person who receives the contract document for the grant and whom the organization has designated as being authorized to sign contracts on behalf of the organization. This person will receive all important grant-related information disseminated by TSET.

 

· Financial Officer: The person who prepares and submits requests for reimbursement and tracks project spending. This is the person whom TSET will contact with any questions regarding a request for reimbursement. This person will receive all financial-related information disseminated by TSET.



· Project Manager: Person directly responsible for ensuring the grant meets its requirements and agreed upon results, inclusive of planning, organizing and directing the completion of the project for the organization serving as the grantee while ensuring the project is executed on time, on budget and within scope of work agreed upon. Serves as the primary contact for TSET and contractors and will be responsible for submitting all project documents, reports, etc. throughout the contract year.



If you are hiring contractors, be sure to account for your organization’s bidding and selection process within the proposed hiring timeline.

























		TSET Grant and Contractor Staffing Table



		Name  

		Organization Name 

		Project Role

		Project  Responsibilities 
 (1-5 bullets) 

		Status & Timeline to Hire if not Hired



		Example: Jane Doe 

		ABC  

(org submitting the grant) 

		Project Manager 

		· Project delivery on budget and on time

· Project reporting to TSET

· Timely project updates to TSET 

		Hired  



		Example: John Doe 

		XYZ 

(Contractor) 

		Construction Manager

		· Hire subcontractors needed to complete project

· Ensuring project remains within scope and budget

· Assists with the bidding process 

		Under contract 



		Example: Gym Grass 

		Happy Playgrounds

		Subcontractor

		· Ordering project materials and supplies

· Hire labor to complete the project

· Communicates status of project with lead agency and construction manager

		Pending until grant award is confirmed. Will hire within 75 days of contract start.



		Example: Tom Thomas

		ABC (org submitting the grant)

		CEO/Authorized Official

		· Sign contracts

		Hired



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		













		

		

		







