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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 section
Discovery Grants. 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.
Phrases such as “tobacco-free” and “tobacco control,” mentioned in this document refer
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 Salesforce.

Key Dates
Request for Applications (RFA) Released on TSET Website: November 19, 2024

Application Portal Open for Submissions: December 3, 2024
Last Day to Submit Questions: December 20, 2024
Applications Due: February 12, 2025, by 4:00 pm CST
Applicants Notified of Award Decisions: May 29, 2025

Grant Start Date: September 1, 2025


https://oklahoma.gov/tset/funding-opportunities/discovery-grants.html
https://get.adobe.com/reader/

Key Terms

Authorized Official: The person who receives the cooperative agreement 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.

Best Practice: A procedure, method, technique, or approach that has been shown by research and
experience to produce optimal results and that is established or proposed as a standard suitable for
widespread adoption.

Built Environment: Refers to the human-made spaces and structures that shape our surroundings and
encompasses all physical elements created by humans that influence how we live, work, and interact,
significantly impact our health, well-being, and quality of life. Note: TSET has another funding
opportunity for built environment improvements. Sign up here for future funding announcements.
Capital Improvements: An addition or change made to land, equipment, or a building which increases
its value or the profit it produces.

Construction Projects: Projects that make changes to the built environment to increase the number of
people engaged in moving more or eating healthy—or both—in site(s) across Oklahoma. Note: TSET has
another funding opportunity for built environment improvements. Sign up here for future funding
announcements.

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.
Electioneering: The use funds, property or time to engage in activities designed to influence the results
of an election for public office, state question or other ballot measure.

Endowment: A sum of money, or property, given to an organization which uses the resulting investment
income for a specific purpose.

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.

Health Promotion Campaign: Coordinated effort designed to improve public health by encouraging
people to adopt healthy behaviors. These campaigns often use a variety of methods such as
advertisements, social media, community events, and educational materials, to raise awareness about
health issues, provide information, and motivate people to make positive changes in their lifestyle.
Lobbying: Oral or written communications with regard to the passage, defeat, formulation,
modification, interpretation, amendment, adoption, approval or veto of any legislation, rule,
regulation, executive order or any other program, policy or position of state government. Lobbying
must be on behalf of a lobbyist principal. Lobbying does not mean testimony given before or
submitted in writing to a committee or subcommittee of the Legislature, nor a speech, article,
publication or other material that is widely distributed, published in newspapers, magazines or similar
publications or broadcast on radio or television.

Pre-award Costs: Costs that are incurred prior to the cooperative agreement period.

Program: A planned, coordinated group of activities, key allocation of resources, and procedures and
meaningful objectives established for a specific purpose with a long-term goal in mind.


https://oklahoma.gov/tset/funding-opportunities/other-funding-opportunities.html
https://oklahoma.gov/tset/funding-opportunities/other-funding-opportunities.html

Program Manager: Person directly responsible for ensuring the grant meets its requirements and agreed
upon results, inclusive of initiating and directing the operations of the program for the organization
serving as the grantee while ensuring the program is executed on time, on budget, and within the scope
of work agreed upon.

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

Scientific Research Projects: Scientific endeavor to answer a research question through a process which
may include case studies, cohort studies, randomized/control trials, etc.
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R TSET

Oklahoma Tobacco Settlement Endowment Trust
TSET Discovery Grants
Funding Information & Application Guidelines
FY25

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, TSET
accepts applications for applicant-defined best or promising practices and innovative ideas under
the agency’s Discovery Grants funding opportunity. TSET’s Discovery Grants support innovative
and effective new programs or major expansions of existing programs that significantly broaden
the applicant’s reach in terms of population served and geographic area covered. Program
expansions should be significant and reach a greater number of people, a new service
population, and/or a larger geographic area.

Discovery Grant funding is not meant to sustain an existing program or replace current funding.
Once TSET funding has ended, the expectation is that a significant portion or all of the program
TSET funded is likely to continue as an integral service that your agency provides to a population
of focus.

All applications must support the TSET mission® and be aligned with the TSET Strategic Plan as
it relates to tobacco and obesity reduction/prevention. The proposed program must be related
to one of the following constitutionally mandated purposes.

e Tobacco Prevention and Cessation: Cost-effective strategies to prevent and reduce
tobacco use.

e Health Improvement: Programs designed to maintain or improve the health of
Oklahomans or to enhance the provision of health care services to Oklahomans, with a
particular emphasis on programs for children.

e Children: Programs and services for the benefit of Oklahoma children, with particular
emphasis on common and higher education, before- and after-school and preschool

1TSET Mission: 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

programs, substance use prevention and treatment programs and other programs and
services designed to improve the health and quality of life of children.

e Senior Adults: Programs and services designed to enhance the health and well-being of
Oklahoma senior adults.

Overview

Applications submitted for consideration under this funding opportunity must be time-limited,
have a clear focus, and address specific geographic area(s) and/or population(s). The main goal is
to fund a new or significantly expanded program that helps Oklahomans adopt and maintain
healthy habits, such as staying tobacco-free, exercising more, and eating healthier.

This opportunity seeks to fund an organization that has the ability to serve single or multiple
locations/sites, jurisdictions, towns, cities, etc., within Oklahoma, and use innovative strategies
to make a big impact on areas and populations of greatest need. The proposed program must
address:

1) large segments of people with strategies to prevent tobacco use or obesity; or,
2) populations, regardless of size, with the greatest rates of tobacco use and/or obesity.

The proposed program must:

e |dentify immediate, impactful opportunities to transform and improve the health of
Oklahomans.

e Serve single or multiple sites/locations or municipalities.

e Address one of the funding opportunity objectives listed in the section below.

e Address one strategy that aligns with one of TSET’s constitutional mandates, which are
listed in the section above.

The TSET Board of Directors has authorized up to $2 million per year for up to three years for this
funding opportunity.

Applicant Eligibility
Awards will not be made to individuals or entities that receive funds or benefit from the sale of
tobacco products. The following types of entities are eligible to apply:

e [nstitutions of common and higher education

e Public entities (such as a public school district/site and state, county or local
government agencies)

e Tribal nations

e Non-profit 501 (c)(3) organizations

All applicant organizations must have an Oklahoma business presence, and a physical office
located within the state of Oklahoma. Applicants should also be capable of serving one or more
locations, jurisdictions, towns or cities. Applicants need to demonstrate their ability to



effectively reach local populations in need. If the program involves multiple partners, the
applicant organization will act as the primary contractor and fiscal agent, handling all contract,
management and financial responsibilities. Additionally, all eligible organizations must be in
good standing with the Oklahoma Secretary of State.

Any tribal nation that is awarded a funding agreement must submit to TSET a signed limited
waiver of sovereign immunity prior to execution of a cooperative agreement. A limited waiver of
sovereign immunity is one that strictly applies to and addresses the provisions and requirements
of this grant. Any awarded tribal nation that has not returned a signed limited waiver of sovereign
immunity to TSET by 4:00pm CST on August 31st, 2025, will be ineligible to enter into a funding
agreement with TSET.

Current and Previous TSET Grantees

Current TSET grantees may apply 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.

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 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. This
form can be found in Attachment E, the Non-Acceptance of Tobacco Funds Certification, and
must be submitted upon registering for an account prior to accessing applications in Salesforce.

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. Although there are not 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 also 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


mailto:grantsmanagement@tset.ok.gov

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.

A copy of both policies must be included as a required attachment, including signatures and dates
of adoption. Please note that policies pulled from organizational handbooks still require signature
from organizational leadership.

Grant Staffing

The success of this funding opportunity lies with the eventual grantee organization and its staff.
Without appropriate staffing, the program will struggle to make the meaningful changes it
proposes to achieve. To this end, a program staffing plan and hiring schedule or timeline are
required for each application and must demonstrate how the applicant will ensure the program
is effectively managed throughout the life of the funding cycle. The applicant must ensure TSET
funded positions are filled within 60 days of the cooperative agreement and when a vacancy
occurs.

A dedicated program manager position must be identified as part of the application. The
program manager must have a reasonable level of experience in managing the type of program
being proposed. Funding may be requested for a program manager to oversee and manage the
program. The unique day-to-day role of each staff must be explained in the personnel
justification section of the budget.

Funding Opportunity Objectives
TSET is looking to fund programs that advance one or more of the following objectives for this
funding opportunity:

Tobacco Control, Prevention and Cessation
e Reduce the vaping rate among youth
e Reduce the vaping rate among adults
e Reduce smoking among high school youth
e Reduce the rate of tobacco consumption per capita
e Reduce smoking prevalence among adults
e Increase quit attempts of current adult smokers

Obesity Prevention and Reduction
e Reduce obesity among adults



e Reduce obesity among high school youth

e Increase the percent of adults who participate in 150 minutes or more of aerobic physical
activity per week

e Increase the percent of youth who were physically active at least 60 minutes every day

e Increase the percent of adults who consume vegetables/fruit one or more times per day

e Increase the percent of youth who consume vegetables/fruit 3 or more times per day

e Enhance health systems with best practices

e Increase access to preventative care and screenings

e Increase access to primary care doctors

Funding Information

This opportunity funds time-limited programs with an agreed upon budget, staffing plan, work
plan, and funding cycle. Funding is available up to $250,000 per year for a maximum duration of
three years. The TSET Board of Directors may award up to $2 million each year for this funding
category and up to 8 awards at the maximum amount. More awards may be made if not enough
applications are funded for the maximum amount. Funding is scheduled to begin on September
1, 2025. Complete budgets for each of the first two years will be required. Applications that
request TSET funding for more than the allowable amount will not be eligible for review.

Matching funds are not required, but preference is given to applications with matching funds to
achieve a greater reach, impact, and sustainability. Allowable match includes cash, other non-
TSET grants, and in-kind support that is directly related and applied to the program.

When matching funds are used to support a program, grantees must meet the required match
level based on their monthly reimbursement claims to TSET. Eligible match refers to matching
funds spent only during the contracted year. 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., provided by the grantee organization or donated by a partner
organization specifically for the TSET funded portion of the program. Only match that is directly
related and applied to the program is allowable. In no instance may TSET funds be used to match
other TSET funds.

If matching funds are used from another source, it is highly recommended to confirm in writing
the funder allows the money to be used as matching funds. Cash, other non-TSET grants, and/or
in-kind support that is directly related and applied to the program is allowable as match. See
Appendix E, Budget Tips & Tools and Matching Funds Guidance, for additional information.

Funding is annual and renewable annually for up to three based on performance, availability of
funds, and approval by the TSET Board of Directors. 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.



Applicants are strongly encouraged to submit Attachment B, the TSET Notice of Interest to
Subcontract form, for any portion of the program that will be subcontracted to a third party.

All TSET grantees are expected to appropriately use at least 95% of their awarded funds during
the grant year. Grantees who are not able to utilize at least 95% of their budget may need to
consider the possibility of a budget reduction for the first and future years of funding.

Funding and Renewals

e Maximum award amount per year: $250,000

e Maximum funding period: Three years

e Maximum number of awards available: 8 at the maximum amount of $250,000; more
awards may be made as funding allows.

e Matching funds are not required, but preference is given to applications with matching
funds to achieve a greater reach, impact, and sustainability.

e Category total funding: $2 million per year

Grant performance is reviewed on an annual basis and performance measures include:
e Timely and accurate submission of required documentation.
e 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 action and evaluation plan.
e 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 Limitations

TSET funds cannot be used either in support of or opposition to any measure that is being
referred to a vote of the people by means of the initiative or referendum, or that citizens of this
state are attempting to have referred to a vote of the people by the initiative or referendum. In
addition, funds cannot be used to influence elections or an official’s duties, nor will TSET funds
be used directly or indirectly to advance or promote a grantee’s religious beliefs or to inhibit or
discriminate against the religious beliefs of others and will not be used to benefit or support
any priest, preacher, minister, or other religious teacher.

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 agency’s asset management system.



Overhead, administrative, or indirect costs may be allowable on a funded project, but those costs
must be justified and may not exceed 10% of the total award amount.

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

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.

Additional Information

Scientific research proposals will not be accepted under this funding opportunity. Applicants
are encouraged to inquire about submitting proposals to existing TSET-supported research
centers, such as the Peggy and Charles Stephenson Cancer Center, the Oklahoma Health
Promotion Research Center or the Oklahoma Center for Adult Stem Cell Research.

Built environment (e.g., planning, design, and construction) applications will not be funded
under this opportunity. A separate funding opportunity has been created for built environment

projects.

Health promotion campaigns, Botvin Lifeskills curricula and youth character building programs
will not be funded under this opportunity because TSET currently funds these
programs/strategies statewide.

Cooperative Agreement Periods

All awards will be limited to three years. Each year will be governed by a separate cooperative
agreement, renewable annually based on agreement by both TSET and the grantee, funds
available, and approval by the TSET Board of Directors.

Cooperative agreements will be issued for the following time periods, as applicable to each
awarded project:


https://www.ouhealth.com/stephenson-cancer-center/cancer-research/
https://healthpromotionresearch.org/
https://healthpromotionresearch.org/
http://www.ocascr.org/
https://oklahoma.gov/tset/funding-opportunities/tset-built-environment-grants.html
https://oklahoma.gov/tset/funding-opportunities/tset-built-environment-grants.html

e Year 1: September 1, 2025 — August 31,2026
e Year 2: September 1, 2026 — August 31, 2027
e Year 3: September 1, 2027 — August 31, 2028

Each funding period is governed by a separate cooperative agreement, work plan and budget, all
of which are prepared during TSET’s annual funding renewal period. At the application stage, a

detailed budget justification
requests will be reviewed by TSET annually.

Program Purposes

is necessary for each year of requested funding. Budget

An application must focus on a single program/service within one of TSET’s constitutional
mandate. There are four mandates as numbered in the table below. The proposed
program/service must be new or a significant expansion of an existing program/service.
Program/service examples are provided in the table below. Multiple programs/services within
one application will not be reviewed.

Step 1. Decide on the specific constitutional mandate (left column) you choose to address.
Step 2. Decide on one topic (middle column) within that mandate to address.
Step 3. Select one program/service (right column) within that mandate to address.

provision of
health care
services to
Oklahomans,
with particular

TSET’s Constitutional Topic Program/Services
Mandate
1. A cost-effective Tobacco control Cessation-related financial incentives for high-risk
tobacco and prevention populations as determined by appropriate health
prevention and data sources.
cessation Workplace clean air policies.
program. Smoke-free multi-unit housing.
Novel or innovative approaches to tobacco cessation.
TSET’s Constitutional Topic Program/Services
Mandate
2. A program Tobacco control Tobacco-free, vape-free schools.
designed to and prevention Tobacco-free, vape-free childcare services.
maintain or Other innovative approaches that align with this
improve the category.
health of Physical Increase opportunities for physical activity and
Oklahomans or | getjvity/active education in schools.
to enhance the | jjyjing Increase opportunities for physical activity and

education in childcare programs.

Increase opportunities for physical activity and
education in after school programs.

Other innovative approaches that align with this
category.




emphasis on a Healthy foods Farmer’s market mini-grant program for electronic

program for and beverages benefits transfer/SNAP, or Double-Up or Veggie

children. Bucks programs at farmer’s markets.
Farm to School and Farm to Foodbank programs.
Promotion of fruits and vegetables.
Summer feeding programs and local food hubs.
Community-supported agriculture such as zoning that
either allows farming, animal husbandry, chicken
coops, beekeeping, etc., for certain locations and lot
sizes without a special permit or waiver of any
permitting requirement, enabling residents to grow
and sell food without a permit on land throughout
the city, except in industrial zones or public parks.
Increasing availability of healthy food and beverage
choices in public service venues.
Other innovative approaches that align with this
category.

Healthy lifestyles Implementation of food prescription (Food Rx)
and healthcare programs.
Psychological and social work care for distressed
persons through neighborhood outreach workers.
Regular dental care to at-risk populations
(populations with significantly higher than average
rates of tobacco use or obesity).
Mobile health screening services.
Other innovative approaches that align with this
category
TSET’s Constitutional Topic Program/Services
Mandate
3. A program and Healthy foods Greater access to affordable fresh fruits and

service for the and beverages vegetables.

benefit of the Healthy food options.

children of Other innovative approaches that align with this

Oklahoma, with category

particula:\r Healthy lifestyles Walking school bus programs.

emphasis on and healthcare Efforts that promote physical activity, healthy eating

c?mmon and and teaching about healthy lifestyle habits among

hlgher. school-age children.

education, Other innovative approaches that align with this

before- and category

after-school and

preschool

programs,




substance
use/misuse
prevention and
treatment
programs and
other programs
and services

designed to
improve the
health and
quality of life of
children.
TSET’s Constitutional Topic Program/Services
Mandate
4. A program Physical activity | e Pedestrian wayfinding signage.
designed to and active living | ¢ Group activities and programs such as walking and
enhance the jogging clubs; calisthenics and fitness sessions; pickle
health and well- ball, tennis, softball, etc.; dancing, yoga; Tai Chi; and
being of senior hiking and biking
adults. Healthy foods e Healthy meals on wheels.

and beverages | e Lifestyle Rx.

e Nutritional guidance and instruction on healthy foods
and food preparation.

e Other innovative approaches that align with this
category.

Healthy lifestyles | @ Healthy aging practices, such as fall prevention, home

and healthcare adaptations, eating well and maintaining a healthy
diet, practicing good sleep hygiene,
connecting/socializing with others, and managing
mental health to improve emotional, physical, and
cognitive wellness.

e Strategies that support Age-Friendly Community
designation.

e Increased access to weight loss services.

e Quality hypertension, high cholesterol, diabetes care
through patient- centered medical homes.

e Other innovative approaches that align with this
category.

REMINDER: Applications that focus on more than one mandate and/or program/service will not be
considered under this funding opportunity.
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Application Disqualification Criteria
Disqualification means that TSET will not review or consider the application further. We will
disqualify applications for:

Not submitting electronically via Salesforce.

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

Not meeting eligibility requirements.

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

Requesting total funding from TSET greater than $250,000 per year.

Not submitting a budget for each year of proposed funding.

Requests for research, built environment projects, health promotion campaigns, Botvin’s
Lifeskills curricula and other character-building programs.

Addressing more than one TSET constitutional mandate and/or program service within the grant
proposal (see table within Program Purposes section for a list of program/services examples).

Lacking program alignment with TSET’s constitutional mandates, mission and strategic
plan (see Purpose section).

Requesting funding to support an existing program, with limited plans for substantial
expansion or growth as a direct result of TSET funding.

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 applications and are designed to ensure the
submission of necessary information to provide for the understanding and comprehensive
evaluation of the program. 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.

Each section A through J 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:

The program title
Service area
Population size
Program type
Will this be a new program or expansion of an existing program?
o If a program expansion is proposed, provide a brief description of how the
proposed program expansion will differ from the program that is currently in

11
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operation.
— Amount of funding requested for each program period
— Other funding sources and amounts (matching funds)
— A brief (1-2 sentences) description of the program

B. Objections to Terms and Conditions (not counted toward character limit)
If the applicant organization objects to any of the terms and conditions listed in Appendix A,
Terms and Conditions, they must be listed in section B.

Application Narrative (Sections C-G)

The program narrative is the most important part of a grant application. It will be one of the
main factors in deciding if an applicant’s program is funded. The application narrative should
clearly and concisely describe the new or significantly expanded program. Each section C
through G below must be addressed in the application.

C. Applicant Organization’s Background, Qualifications and Capacity (4,500 character
section maximum, not including attachments)

— Please upload an organizational chart to demonstrate where the program will be
housed, how the applicant organization is structured and the relationships and
hierarchies between different divisions within the applicant organization.

- Briefly describe your organization’s mission, governance and history.

- Who does your organization serve? What specific populations or geographic areas are
included?

- Describe recent programs and/or policy work your organization has conducted that
directly relate to the proposed program. In your response, include:

o Service(s), program(s) and/or policies that were implemented

o Goals associated with each program/service/policy

o How the program(s)/service(s) was/were managed

o Successes and/or outcomes that were achieved because of the related work

D. Statement of the Need(s) to be Addressed and Service Area Characteristics (6,000
character section maximum)

A statement of need describes the specific community or population needs that the proposed
program will address. An effective needs statement conveys urgency, demonstrates how
critical needs are currently unmet or underserved, and identifies the impact of not meeting
those needs. It also explains how the needs can be realistically met with TSET funding and
why the applicant is best positioned to do the work proposed. Please be sure to use current,
cited data (from the last three years) in your responses below.

- What is the need or problem?

- Who has the need or problem?

- Why is this a need or problem?

- What will happen if the need or problem is not addressed?

12



How do you know this information?

Proposed New or Significantly Expanded Program (25,000 character section maximum,
not including attachments)

Proposed Program Overview

Describe the proposed program. How is it different from current programming or how is
it significantly expanded in current programming?

Describe the geographic service area(s) where the proposed program will take place.
Attach a map or photos to help illustrate the service area.

What is the community/area or population you plan to serve or that will benefit from
your program?

Guidance: Be specific about who will benefit or be impacted by your program. Please
describe the relevant demographics, geography, or other characteristics. If datais used,
please use it from the last three years and cite sources.

Describe the proposed program purpose for which you are seeking TSET support,
including any challenges or opportunities your program will address with the prioritized
population.

Guidance: Please describe the issue(s), systems, or conditions you are trying to change,
or the opportunities that you are aiming to leverage. Please indicate whether the
proposed program is at the planning, piloting, full implementation, or scale up stage.
How does your proposed new or expanded program address either large segments of
people with strategies to prevent tobacco use or obesity or specific populations with the
greatest rates of tobacco use and/or obesity?

What is the supporting data or evidence that is informing this program?

Guidance: You can reference observations, model programs, research, community
feedback, data, or other evidence.

Describe the situation to be addressed, the benefits of the program, and the change(s)
you hope to see in the next 5-10 years.

Program Logistics

How will the organization manage the program? Include information such as the number
of staff that will be involved, who will manage the day-to-day aspects of the program, and
who oversees the program staff and any subcontractors. Include a reasonable timeframe
for hiring staff, if applicable.

Describe the team that will manage the program. Name the program manager and other
key individuals or roles, and any key partners who are currently engaged or will be
engaged. Please note which key roles or partners you are still recruiting.

Upload Appendix H, Discovery Grant Staffing Table Template, to complete this
question. Focus on those individuals and partners who have a critical role and are
committed to the program’s success.
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Upload résumés of all key personnel within the applicant organization directly related
to the operations or supervision of the proposed program. Please submit up to four
résumés and limit each résumé to two pages. Each résumé should showcase staff skills,
ability and experience relevant to the proposed program.

Upload Job Description(s) for all key personnel proposed to work on the grant. Please
submit up to four job descriptions.

If subcontractors will be used, upload Attachment B, TSET Notice of Interest to
Subcontract form, for each subcontractor. This form requests information such as the
name of the subcontractor (if known), anticipated total cost of each subcontractor’s
services, and a brief description of the scope of work of the subcontract(s). Bids or
estimates that have been received from each subcontractor also needs to be attached to
each form that is completed. If the identity of an anticipated subcontractor is not known
at the time of application, please describe the subcontract scope of work and
approximate amount.

Program Partners (complete if matching funds are included)

Develop and upload a list of all partners who will be contributing in-kind support or
financial matching funds for the program. In your response, include the partner’s role,
legal status, annual funding amounts and funding restrictions if applicable.

If applicable, upload signed Letters of Support/Commitment for the proposed program
that indicate the level of commitment of all partners or collaborators that have an
essential or important role in ensuring the program’s success.

If applicable, upload Letter(s) of Financial Commitment for each partner that is
providing in-kind or financial match commitments to the program. Each letter should
include a description of each organization's role, as well as what they will be contributing
to the program to include total costs of match.

Workplan

Complete a work plan (see Appendix F, Discovery Grant Work Plan Instructions and
Planning Template for instructions and a planning tool) for each year of requested
funding, including specific objectives, all major program activities or steps, an anticipated
timeline from program startup to completion, as well as the responsible
parties/stakeholders. Pages 4-7 of Appendix F, Discovery Grant Work Plan Instructions
and Planning Template, is for planning purposes only. Objectives for each year of funding
must be listed on the application.

Evaluation and Expected Outcomes (7,500 character section maximum, not including
attachments)

If proposing a new program: What is your plan for measuring success with the new
program? What data will you collect? How will you confirm it is reliable and accurate?
Explain how you will collect the data. Do you use quantitative and/or qualitative methods
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(e.g. surveys, participation rates, service/program utilization, focus groups, etc.)? How do
you plan to use the data to monitor your impact?

If proposing to significantly expand an existing program: How have you measured
success with the program (past or present) being proposed for expansion? What data do
you collect? How do you confirm the data is reliable and accurate? Explain how you will
collect the data. Do you use quantitative and/or qualitative methods (e.g. surveys,
participation rates, service/program utilization, focus groups, etc.)? How do you use the
data collected to monitor your time?

Describe the key outcomes you expect for your program population or service area
during the grant period. What are the anticipated short- (6-12 months) and long- term
(2-3 years) program outcomes?

Guidance: Keep in mind that results are not the same as activities, such as conducting
educational sessions or holding a physical activity program. Results are specific changes
in behaviors or conditions made possible by these activities. For example, one result of
conducting educational sessions might be "Increased knowledge about healthy foods
and food preparation among older adults." One result of holding a physical activity
program might be "Children aged 8-12 in ABC after school program participate in a total
of 150 minutes of physical activity per week."

How will you determine your success in addressing the identified need? How do the
outcomes contribute to reducing tobacco use or obesity?

How will you communicate the results to TSET?

How will you use the results to adapt the program in real time and/or after TSET funding
ends?

Using Appendix G, Program Evaluation Plan Guidance, complete and upload
Attachment C, Discovery Grant Evaluation Plan Template, for the program that includes
the details and methods of the proposed evaluation efforts.

. Sustainability/Maintenance Plan (4,500 character section maximum)

TSET defines sustainability as the ability of a program to thrive independently without
TSET funding and characterized by continued community support, financial growth, sound
infrastructure, and effective strategies for the management of the program. TSET’s
funding is short-term and time-limited, but the intent is for the program or portions of
the program to continue at the end of the TSET funding agreement. What is your plan to
continue the program (or major portion of it) or its outcomes when TSET funding ends?
How does your organization intend to support the program or its outcomes when TSET
funding ends?

What activities will happen or need to happen to sustain the program?

. Proposed Budget

List specific, known, costs for the program in the budget categories and provide
justification that support costs to the greatest extent possible. Exclusions include capital
improvements and endowments.
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The budget section of the application contains a budget template for each grant period.
Applicants must complete a budget for each year funding is being requested.

See Appendix E, Budget Tips & Tools and Matching Funds Guidance, for more information
on how to address each budget category. Appendix |, Three-Year Budget Planning
Template, is provided for planning purposes only. Budgets for each year of requested
funding must be entered into the application.

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,
renderings, 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.

Required Attachments

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

Worker’s Compensation Insurance Coverage Certification (Attachment A), including
copy of Worker’s Compensation Insurance Coverage or statement of exemption.
Discovery Grant Evaluation Plan Template (Attachment C) for the program that includes
the details and methods of the evaluation. Applicants may be required to work with TSET
evaluators during their funding period.

Organizational Responsibilities and Assurances Checklist (Attachment D), 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.

Signed Non-Acceptance of Tobacco Funds Certification (Attachment E) is required upon
registering and accessing applications in Salesforce.

Organizational Chart that reflects the management structure for the program and
demonstrates where the program resides within the greater organization.

Résumés of all key personnel within the applicant organization directly related to the
operations or supervision of the proposed program. Please submit up to four résumés
and limit each résumé to two pages. Each résumé should showcase staff skills, ability and
experience relevant to the proposed program.

Job Description(s) for all key personnel proposed to work on the grant. Please submit up
to four job descriptions.

For non-governmental organizations, financial statements documenting that the
applicant organization has sufficient capital to sustain ongoing program services for at
least two (2) months while awaiting reimbursement from TSET. Documentation may
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include a quarterly bank statement from the most recent quarter, an audit report from
the most recent fiscal year (including the auditor's letter or comments about the report),
an income and expense report for the most recent six-month period, or similar
documentation.

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.

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 Salesforce, TSET’s application portal, beginning on December
3, 2024, and must be submitted before 4:00 PM Central Time on February 12, 2025. Applicants
can find instructions on registering and applying through Salesforce 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 Salesforce account.

Applicants are strongly encouraged not to wait until the deadline to submit, as technical

assistance cannot be guaranteed at the last minute.

Application Review Process

Review Process

Each application submitted for funding consideration will be reviewed internally by TSET
for adherence to the basic requirements listed in these guidelines. Applicant
organizations that 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 be reviewed to determine how well the applicant 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 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
by internal and external reviewers in accordance with the criteria below. Applications will
be scored on the following areas: applicant organization’s background and qualifications,
specific TSET purpose being addressed, needs to be addressed and service area
characteristics, proposed new program, evaluation and expected outcomes, leveraged
resources, 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 program impact when making final
awards.

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

Maximum
Criterion Application Points

Section(s) Possible

Organization’s Background and Qualifications

1. How well does the applicant’s organizational chart clearly indicate
where the staff for the proposed program will be housed and also
exhibit the management/oversight structure for the proposed
program? Section C 10

2. Considering the applicant organization’s mission, governance, and
history, how strong is its track record in delivering services, programs,
and/or policy efforts to the community or population(s) of focus this
program intends to serve?

Statement of Need(s) to be Addressed and Service Area Characteristics

1. To what extent does the applicant convey a clear understanding of the
need or problem that the program will address?

2. Using current, cited data (within the past three years), how well does the
applicant identify the demographics, population, and service area
experiencing the issues or needs that the proposed program will address?

3. To what degree are potential barriers to serving the population identified,
and are the proposed solutions likely to be successful?

Proposed New or Significantly Expanded Program

Section D 20

Proposed Program Overview

1. How clearly does the applicant explain the purpose and goals of the Section E 40

proposed new or expanded program, as well as the problem it aims to
solve?

2. If proposing a significant expansion of an existing program, it is easy to
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identify the major differences between the currently operated program
and the proposed program enhancements.

3. How effectively does the applicant clearly specify the proposed
geographical service area, providing photo(s) and map of project site?

4. Using current, cited data (within the past three years), how well does the
applicant identify the demographics, population, and service area
experiencing the issues or needs that the proposed program will address?

5. To what degree are potential challenges or opportunities addressed? If
challenges are identified, how likely are solutions to the proposed
challenges to be successful?

6. How well does the applicant demonstrate the use of data or evidence to
help inform program?

7. How extensively does the applicant clearly and specifically describe who
the program will serve?

8. How distinctly does the proposed program address 1) large segments of
people with strategies to prevent tobacco use or obesity, or 2)
populations, regardless of size, with the greatest rates of tobacco use
and/or obesity?

9. How well does the applicant describe how the population or service area
will benefit from the program and the impact it will have over the next 5-
10 years?

Program Logistics

10. How well is the staffing plan for the program explained, and does it
address:

e number of staff to be involved,

¢ day-to-day management of the program,

e program manager to supervise staff and oversee subcontractors, and a
e reasonable timeline to hire staff (if applicable)?

11. How well do the résumés for key personnel showcase each staff
members skills, ability and experience that is relevant to the proposed
program?

12. How well do the job descriptions align with the proposed program?

13. If subcontractors are proposed, how well defined are their proposed
services and are bids/estimated included with the attached TSET Notice
of Interest to Subcontract form?

Program Partners

14. If applicable, how distinctly does the applicant mention funding partners,
their roles, their legal statuses, annual funding amounts, and any funding
restrictions of each partner?

Work plan
15. How comprehensive is the applicant’s work plan for each year of




requested funding, including specific objectives, all major program
activities, timeline for completing activities, as well as the responsible
parties/stakeholders?

Evaluation and Expected Outcomes

1. New Program Only: To what extent does the applicant present an
approach for measuring program success that includes what data will be
collected and why?

2. Expanded Program Only: How well does the applicant summarize
measurements of success associated with the program (past or present)
being proposed?

3. How clearly does the applicant provide short- and long-term key
outcomes for the program during the grant period?

4. How extensively does the applicant describe a clear plan for evaluating
the program and using the results, including specific metrics, data
collection methods, analysis, and communicating results to TSET?

Section F

10

Sustainability and Maintenance Plan
1. How clearly does the applicant explain how the program, major portions
of it, or its outcomes will be sustained at the conclusion of TSET funding?
Are other funding sources or partners mentioned as ongoing or future
resources?
2. How much organizational support does the applicant demonstrate for the
program or its outcomes at the conclusion of TSET funding?

Section G

10

Proposed Budget
1. How clearly does the budget provide detailed costs for all budget
categories and accompanying justification for each expense?
2. How well defined is the relationship between the amount of funds
requested and project proposed?

Section H

10

Base Points Possible

100

Preference Criteria for Application Related to Discovery Grants

Matching funds (in-kind and/or financial) are utilized and the applicant

submitted the required documentation for each partner:

- Letters of support/commitment that includes a description on how
each partner will be involved in the delivery of the program and their
specific role(s).

- Letters of financial commitment that include a description of each
organization's role, as well as what they will be contributing to the
program to include total costs of match.

Section E

Maximum Points Possible

105
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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 email notification of
the TSET Board of Directors’ funding decisions within two business days of the decision. 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 work 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.

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.

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. Iltems 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 Salesforce. Monthly claims are

21


https://tset.ok.gov/content/meetings
https://tset.ok.gov/content/meetings

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. TSET has 45 business days to pay
accurate invoices that are correctly submitted.

Reporting

At a minimum, grantees will submit to TSET a quarterly report to include program, financial, and
evaluation information in Salesforce. 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.

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 funding period, 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.

Program 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 program 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 program.
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.

Additional guidance on program branding, communication planning as well as use of TSET brands
and logos will be provided to all awarded grantees to support programmatic efforts.

Signage
TSET anticipates that programs funded under this opportunity will publicly acknowledge the
agency throughout the life of the funding period. Acknowledgement may vary based on program
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type but placing signage recognizing TSET’s funding commitment is the most common method
utilized. TSET’s Strategic Communication department will advise all grantees on signage and
acknowledgement requirements during the grant term. Grantees may budget TSET funds for
purchase and placement of signage for their program. 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 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 awarded organization does not already have
them. Grantees can work with their Program 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 O.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 at
https://oklahoma.gov/tset/funding-opportunities/other-funding-opportunities.html.  Answers
will be posted on the same TSET webpage on the following days: December 6, 2024, December
13, 2024, December 20, 2024, and January 6, 2025. Questions received after 4:00 PM on
December 20, 2024, 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
bidder’s responsibility to check the TSET website for answers to submitted questions.

Assistance requests associated with any documents in this guide may be submitted to
grantsmanagement@tset.ok.gov. Assistance requests associated with Salesforce, such as
registering or locating the application, should be submitted to the Salesforce 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 left 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 — Discovery Grant Work Plan Instructions and Planning Template
Appendix G - Program Evaluation Plan Guidance

Appendix H - Discovery Grant Staffing Table Template

Appendix | - Three-Year Budget Planning Template

Attachments

Attachment A - TSET Workers Compensation Insurance Coverage Certification
Attachment B - Notice of Interest to Subcontract

Attachment C - Discovery Grant Evaluation Plan Template

Attachment D - Organizational Responsibilities and Assurances Checklist
Attachment E - Non-Acceptance of Tobacco Funds Certification
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Appendix A

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 seven (7) 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





Appendix A

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
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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.
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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
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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
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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
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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 within 30 days of the end of
the month in which services were delivered, be in accordance with the terms and conditions of
this Agreement, and include the following items:

e Name and address of GRANTEE

e invoice date

e period covered by invoice

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

Final FY25 claims for reimbursement must be submitted to TSET on or before September 30,
2025. Claims for reimbursement submitted after this deadline may not be accepted or paid.

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

-10-
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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
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).

-11-
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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 RFA.
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School District Checklist	2

Community Institution Checklist	5

Worksite Checklist	9

Tribal Nation Checklist	12

City/Town/County Checklist	17

Higher Education Institution Checklist	21
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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; 

· 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 employees of the school district, students, visitors, and any other person present on school property;

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

· 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

· 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: _Toc100581610][bookmark: _Toc100581930]24/7 Tobacco-Free Campus POLICY

[bookmark: _Toc100581611][bookmark: _Toc100581931]Introduction 

[Insert School District Name] understands the concern of parents, educators, students, and community members regarding the adverse effects of tobacco and secondhand 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. 

[bookmark: _Toc100581612][bookmark: _Toc100581932]Definitions 

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

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. 

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. 

[bookmark: _Toc100581613][bookmark: _Toc100581933]Prohibitions 

Tobacco Product use is prohibited anywhere on School Property, 24 hours a day, seven days a week, by any person. This policy extends to personal vehicles while such vehicles are on School Property, school vehicles, and school-sponsored or school-sanctioned events, including those held off-campus. 

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

Students are prohibited from possessing Tobacco Products on School Property and 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. 

[bookmark: _Toc100581614][bookmark: _Toc100581934]Tobacco Cessation Support

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

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

The District 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 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. 

[bookmark: _Toc100581615][bookmark: _Toc100581935]Implementation and Enforcement 

Signs should be posted to inform employees, students, visitors, and any other person present of the tobacco-free facility at entrances on School Property.  

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

Students found in violation of the policy will have their parents contacted for a first violation. Second offense could include disciplinary action. The school administrator will confiscate the prohibited Tobacco Product. Information about the Oklahoma Tobacco Helpline will be provided to students in violation of this policy in order to provide a resource for tobacco cessation. 

Employees who violate the regulation shall be subject to disciplinary action in accordance with the employee bargaining agreements and/or the districts’ faculty handbook. Information about the Oklahoma Tobacco Helpline will be provided to staff members in violation of this policy in order to provide a resource for tobacco cessation. 

Visitors who violate the policy shall be subject to a verbal request to the individual to stop. If the person refuses to stop, the individual will be requested to leave. If the person refuses to leave, they will be referred to local authorities. 

[bookmark: _Toc100581616][bookmark: _Toc100581936]Effective Date 

Comment on 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 these materials it refers to the use of commercial tobacco. 

This 24/7 Tobacco-free Campus Policy is effective as of [Insert Effective Date Here]. 

Approved by School District:     

Name & Title: _____________________________ 

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]
WORKSITE TOBACCO-FREE POLICY

[bookmark: _Toc100581618][bookmark: _Toc100581942]

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 Discovery Grants

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 not required for Discovery Grants, but preference will be given to applications that
include matching.

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 4 of this
document.

Budget Category Description Examples

Includes actual salaries, wages and longevity pay, if
applicable, paid to full time and part time program
personnel. Staff must be employees of the applicant
Personnel (Salaries) organization and may not be under a subcontract. Hourly wage or pre-determined
salary
Administrative and supervisory personnel salaries
should be included in the Administrative Charge

category

Includes actual fringe benefits paid by the
employer to program personnel.

. . Local, state, federal taxes
Fringe Benefits f ’ ’

Administrative and supervisory fringe benefits health insurance

should be included in the Administrative Charge

Category.

In-state mileage, lodging, and per diem in Travel to and from conferences
In-State Travel accordance with the Oklahoma State Travel and events, overnight lodging
and Per Diem Reimbursement Act and the destination’s current expenses, per diem for in-state

GSA rates. For the most recent mileage meetings

reimbursement rate for Oklahoma, visit the OMES
Mileage Reimbursement Rate website.




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



Appendix E

Out-of-State
Travel and Per

Out-of-state mileage, lodging, and per diem in
accordance with the Oklahoma State Travel
Reimbursement Act and the destination’s current
GSA rates.

Even if initially budgeted, all out-of-state travel must

Travel to and from conferences,
overnight lodging expenses, per

Registrations

must be pre-approved by the TSET program
manager.

Diem . . diem for out-of-state meetings.
be preapproved by TSET during the grant year prior
to incurring costs.
TSET funds may not be used for international travel.
Conference, training, or seminar registration fees.
Training Even if initially budget, all conference registrations Registration fees for in-state

trainings

Includes essential consultation expertise services that
cannot be provided by the grantee. Subcontracts and
other contractual agreements must be clearly
defined in the approved budget in terms of the type
of service(s) to be rendered and cost (e.g., number of

Consultants, trainers, necessary

other budget categories.

Purchased . ! project services, professional
. hours of service and cost per hour of service or cost . .
Services . : services fees, evaluation
of a deliverable or product). All subcontracts require .
approval from TSET prior to entering into any services, etc.
contract. A signed copy of each subcontract must be
provided to TSET prior to reimbursement for work
completed.
Space rentals for project-related activities, meetings,
Facilities or trainings. Office space leases should be included in | Meeting or training space
the administrative charge category.
Consumable or expendable materials necessary to
complete or manage the program during the grant
year.
IMPORTANT NOTE: ) Paper, pens, file folders, light,
Supplies Awgrded funds may not creat_e an asset for' a prlyate healthy refreshments, rolling
entity or non-profit organization. An asset is defined carts. etc
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 agency’s asset management system.
Postage, subscriptions and
mailing lists, staff cell phone (up
to $55 per FTE) & data (up to
Other Other program-related expenditures not captured in f)?jf:sesriglsl) ;:Iif\(tei:zs('such as

business cards), professional
organizational (not individual)
memberships, software,
newspaper subscriptions




https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-lookup/?action=perdiems_report&state=OK&fiscal_year=2022&zip&city
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Health Communication

The Health Communication category is intended to
be used for the purchase of signage. Tobacco-free,
TSET acknowledgment, health-related or other
appropriate signage and event
promotion/sponsorships may be budgeted under this
category.

All awarded grantees will have access to a TSET
Strategic Communication consultant to assist with
Health Communication purchases during the grant
period.

Tobacco Free Environment
signs, banners, signs
acknowledging TSET’s support,
event promotion & sponsorships

Indirect Costs and
Administrative Costs

Grantees are allowed to budget up to 10% 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 the grant such
expenses as rent, support personal such as
supervisors, office managers, or financial officers are
also allowable.

On the budget form, applicants 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.






Appendix E
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 for 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
ii. Cashfrom any partnering organization?
iii. 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.
Must be verifiable by grantee’s records.
Necessary and reasonable to fulfill grant obligations.
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:

o oo

1 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.



mailto:grantsmanagement@tset.ok.gov
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i. Administrative and support personnel*
ii. Travel costs
iii. Shared meeting/activity spaces®
iv. Volunteer time, calculated using hourly rates consistent with those paid by the grantee for
similar work
v. Utilities®
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®
Xx. 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 on the budget revision request form.

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
During year 1 of your TSET funding agreement, 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 fiscal year, grantees must be at the appropriate match level for their project 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 fiscal year by 1/4 the annual
matching funds budget.

EXAMPLE
If a program contributes $100,000 in matching funds in FY25, by the time the September
invoice—the last invoice for the first quarter—is received grantee matching funds should show
at least $25,000 in expenditures (5100,000*(1/4)).
By receipt of the sixth invoice (or the last invoice 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)).

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 1f 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.
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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.

While grantees should never be under-matched in year 1, 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.

EXAMPLE
A program contributes $100,000 in matching funds in FY25. At the 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 % 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 in the match the amount submitted as match must be clearly
differentiated from the amount of match comprised of salary charges, and fringe must be prorated
based on the individual’s time on the TSET project.
2. Signed and dated mileage sheets, prepared in accordance with State travel requirements
3. Receipts/cancelled checks demonstrating payment by partners for fees, supplies, materials, etc. directly related
to the project
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4. Donation forms that detail the services, space, or items that are provided to the grant program at a free or
reduced cost

5. Depreciation schedules for equipment used in support of the project (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 grant program’s actual percentage of use





		BUDGET TIPS AND TOOLS

		TSET Matching Funds Guidance

		Why Match?

		What is Match?

		How is Match Substantiated?

		Match Tracking

		Match Documentation








INSTRUCTIONS

Complete a work plan with detailed information for all years of funding requested. If awarded, work plans must be created annually for the upcoming funding period associated with your award.  For each objective, please complete all fields within the workplan template. 

Fiscal Year:

TSET follows the state’s fiscal year, which begins July 1 and ends June 30, and cooperative agreements will be issued to align with cooperative agreement periods listed within the Request for Applications (RFA) guide. Objectives for years 2 and 3 must be listed on the application.

· Year 1 (FY26): September 1, 2025 – August 31, 2026

· Year 2 (FY27): September 1, 2026 – August 31, 2027

· Year 3 (FY28): September 1, 2027 – August 31, 2028

Program Goal:

[image: ]List the overall goal that the program and funding will achieve. A goal is the final impact that you wish to bring about. Use words such as reduce, decrease, deliver, develop, establish, improve, increase, expand, implement, produce, or provide. The goal must be related to the SMART Objective(s) included in the work plan, which creates a connection to specified outcomes. Outcomes of a program help outline the overall goal and demonstrate the benefit or impact realized from program implementation.  

SMART Objective(s): For the work plan, TSET requires the use of SMART objective(s) that must be started and completed by the end of a grant year. SMART objectives establish a clear and measurable path toward specific outcome(s), and they have defined milestones and a projected timeline for achievement. SMART is an acronym for: 

Specific – All objectives must be specific about what will be achieved, what actions will be taken, and what impact will occur. Avoid jargon, acronyms, and words or phrases that are ambiguous, such as be aware of, explore, examine, review, etc. Use action verbs, instead. See SMART objective examples below.

Measurable – Include a measure, or metric, to monitor progress and to know when the objective has been achieved. If using a percentage as a measurement, set a baseline to define the amount of the desired change. For instance, aim to increase the number of referrals by 5%, from XX to XX. If the baseline is not included, then the percentage of increase cannot be measured.

Achievable and Ambitious – Design objectives to be challenging, but do not make them unattainable. They should push you to put in significant effort, but they should not be so difficult that they are unrealistic. The change or benefit is determined using the baseline data, outcomes found by other programs, and knowledge of the community and stakeholders.

Relevant and Results-Oriented – Objective should focus on outcomes that you want to achieve, rather than completing tasks. Objectives should be aligned with the broader goal(s). They should be meaningful to the organization, ensuring that achieving them will contribute to overall success and impact. Objectives must be linked to the goal(s).

Time-Bound – Specifies a deadline or timeframe within which the proposed objective should be achieved. This ensures there is a clear timeline for completion and helps in maintaining progress.

SMART Objectives Formats:

There are multiple approaches and ways to write SMART objectives. Here are some other sentence structures for objectives.

· [Who] will do [what] resulting in [measure] by [when].

· By [when], [who] will do [what] resulting in [measure].

· By [when], [measure] will be completed by [who] doing [what].

· [Measure] completed by [who] doing [what] by [when].

SMART Objective examples:

· By June 30, 20xx, Awesome Agency will enhance the Adaptive Sports Program by expanding activities offered, which will increase the number of participants by at least 40% (35 participants) over the previous year.

· By June 30, 20xx, participants will demonstrate a 10% increase in their knowledge as a result of the Awesome Agency Tobacco Prevention curriculum.

· By June 30, 20xx, expand physical activity programming by at least 25% (100 to 125) from FY24.

Tips for Salesforce: When entering SMART Objectives in the work plan section of the application, you will see 2 fields: Smart Objective is the objective number, such as "Objective 1", “Objective 2”, or “Objective 3”, for example. Smart Objective Description is where the SMART Objective will be entered in the format demonstrated above.

Tracking Measure(s):

For each objective, list the tracking measures, which help monitor progress toward achieving an objective. Tracking measures may include, but are not limited to, number of people trained, copies of policies, or products developed.

Data Sources:

Data sources identify where the information for the tracking measure(s) will be obtained. Examples include an annual evaluation, a report, a survey, claims data, referral reports, etc. If you are citing a change in data as your tracking measure, you will need to include the name of the surveillance system utilized.

SMART Objective for Subsequent Years:

TSET Discovery Grant programs will be funded for a maximum duration of three years. For each objective beyond the first year, use the rows provided in the template associated with FY27-28 SMART Objectives to indicate proposed achievements that will continue to support program success towards long-term sustainability. 

Major Activities:

List the major activities that will be conducted. Major activities should link back to the objective and further the accomplishment of the goal. Do not list minor supporting activities like attending or planning meetings, reviewing documents, ordering, or purchasing, or completing reports. Insert additional rows as needed to include all major activities related to the objective. Be sure to include activities that cover all years of funding requested.

Deadline for Completion:

The deadline for completion may be a specific date, quarterly, bi-annual, ongoing, or by the end of the fiscal year. The appropriate deadline should be used, rather than a generic one in which all activities are to be completed by the end of the fiscal year.

Anticipated Products or Deliverables:

For each major activity, identify the anticipated product or deliverable that will be accomplished in the process of working to achieve the objective. Products or deliverables may include, but are not limited to, reports (mid-year or annual), data gathering, referrals, presentations, logs, fact sheets, toolkits, sign in sheets, etc.

Names of Parties Responsible for Completing Tasks:

List the lead person(s) who will be responsible for completing each major activity, as well as the other people or organizations that may assist. Include other internal or external collaborators who play a significant role in the completion of the major activity. Collaborators are defined as individuals or organizations that work together to create a shared vision and engage in joint efforts to address problems.



		OVERAL PROJECT GOAL:



		FY26 SMART OBJECTIVE #1 
(Sept. 1, 2025 – June 30,2026) 

		



		TRACKING MEASURES

		



		DATA SOURCES

		



		FY27 SMART OBJECTIVE #1 

(July 1, 2026 – June 30, 2027) 

		



		FY28 SMART OBJECTIVE #1 

(July 1, 2027 – June 30, 2028)

		



		OBJECTIVE #1



		MAJOR ACTIVITIES

		DEADLINE FOR COMPLETION

		ANTICIPATED PRODUCT(S), DELIVERABLE(S)

		NAMES OF PARTIES RESPONSIBLE FOR COMPLETING TASK



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:
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		FY26 SMART OBJECTIVE #2
(Sept. 1, 2025 – June 30,2026) 

		



		TRACKING MEASURES

		



		DATA SOURCES

		



		FY27 SMART OBJECTIVE #2
(July 1, 2026 – June 30, 2027) 

		



		FY28 SMART OBJECTIVE #2
(July 1, 2027 – June 30, 2028)

		



		OBJECTIVE #2



		MAJOR ACTIVITIES

		DEADLINE FOR COMPLETION

		ANTICIPATED PRODUCT(S), DELIVERABLE(S)

		NAMES OF PARTIES RESPONSIBLE FOR COMPLETING TASK



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:
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		FY26 SMART OBJECTIVE #3
(Sept. 1, 2025 – June 30,2026) 

		



		TRACKING MEASURES

		



		DATA SOURCES

		



		FY27 SMART OBJECTIVE #3
(July 1, 2026 – June 30, 2027) 

		



		FY28 SMART OBJECTIVE #3
(July 1, 2027 – June 30, 2028)

		



		OBJECTIVE #3



		MAJOR ACTIVITIES

		DEADLINE FOR COMPLETION

		ANTICIPATED PRODUCT(S), DELIVERABLE(S)

		NAMES OF PARTIES RESPONSIBLE FOR COMPLETING TASK



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:











		FY26 SMART OBJECTIVE #4
(Sept. 1, 2025 – June 30,2026) 

		



		TRACKING MEASURES

		



		DATA SOURCES

		



		FY27 SMART OBJECTIVE #4
(July 1, 2026 – June 30, 2027) 

		



		FY28 SMART OBJECTIVE #4
(July 1, 2027 – June 30, 2028)

		



		OBJECTIVE #4



		MAJOR ACTIVITIES

		DEADLINE FOR COMPLETION

		ANTICIPATED PRODUCT(S), DELIVERABLE(S)

		NAMES OF PARTIES RESPONSIBLE FOR COMPLETING TASK



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:



		

		

		

		Lead: Others:
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Program Evaluation Plan Guidance

Please review this guidance for essential elements and activities of an evaluation plan that
should be submitted with your response to ensure TSET, you, and your partners can effectively
measure progress and results. Evaluation activities are conducted to demonstrate the value of a
program and to improve the way it succeeds and works. An evaluation approach should have
sufficient rigor in its efforts to determine the impact of a project/program and to guide its
implementation and management.

The primary goal of evaluation is to ensure the evaluation process and findings are meaningful
and useful to those ultimately responsible for implementing, funding and/or improving the
project. You may determine the evaluation configuration and/or design that makes the most
sense given your situation, project, or program.

Evaluation results will help TSET and others understand the impact, strengths, and challenges of
a project/program as well as how it might be replicated. Your Evaluation Plan should address
key questions, such as:

e What key metrics will be used to measure the success of the proposed program?

e What methods will be used to collect program data (e.g. surveys, participation rates,
service/program utilization, focus groups, etc.)

e How will you ensure that the data is reliable and accurate?

e How will you measure changes in obesity rates or tobacco use due to the program?

e What plans are in place to adapt the program based on evaluation findings/
outcomes?










e TRIWTSET

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. A certificate of
insurance showing compliance with the Oklahoma Administrative Workers’ Compensation Act must be provided
prior to receipt of TSET funds and before work begins.

Worker's Compensation Insurance Policy #

Policy Expires: Carrier’s Name:

Is a Certificate of Workers’ Compensation coverage attached? YES NO

Failure to provide the Certificate of Insurance in a timely manner may result in TSET funds being withheld.

Exemption from the Workers’ Compensation Act

If a grantee claims that it is exempt from the Oklahoma Administrative Workers’ Compensation Act, prior to
receipt of grant funds and commencement of work the grantee must submit to TSET a statement sworn under
penalty of perjury, dated and signed by the 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).

Is an Exemption Statement (Under Penalty of Perjury) attached? YES NO

| 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 11/2024





		Workers Compensation Insurance Policy: 

		Policy Expires: 

		Carriers Name: 

		Is a Certificate of Workers Compensation coverage attached: 

		YES: 

		Is an Exemption Statement Under Penalty of Perjury attached: 

		YES_2: 

		Dated this: 

		day of: 

		20: 

		undefined: 

		Printed Name: 
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R TSET

TOBACCO SETTLEMENT ENDOWMENT TRUST
Notice of Interest to Subcontract
Applicant Organization Form

This form is used to inform TSET about the potential subcontractors that your organization may wish to hire if the
applicant agency’s proposed project/program is funded.

Applicant Organization Name:

Subcontractor Name:

Number of years Subcontractor has been in business:

Subcontractor Contact Information (include address, phone, email and website):

Does the Subcontractor have Liability Insurance? [ ] Yes [ ] No

Does the Subcontractor have Worker’s Compensation Insurance? [ | Yes [ ] No
If not, are they an exempt organization? |:| Yes |:| No

Does the Subcontractor accept money from the tobacco industry? |:| Yes |:| No

1. Anticipated effective date and end date of proposed subcontract:

2. Total estimated compensation under the proposed subcontract (attach a copy of the most recent bid):

3. Purpose of the proposed subcontract:

4. Deliverables under the proposed subcontract:

If awarded, TSET requires additional documentation to be submitted for approval before services can begin. TSET will not approve
any subcontractors that accept money from the tobacco industry.

Revised 8/24





		1.    Anticipated effective date and end date of proposed subcontract:

		2. Total estimated compensation under the proposed subcontract (attach a copy of the most recent bid):

		3. Purpose of the proposed subcontract:

		4. Deliverables under the proposed subcontract:

		



		Does the Subcontractor have Liability Insurance: Off

		Yes_2: Off

		If not are they an exempt organization: Off

		Yes_4: Off

		undefined: Off

		Text21: 

		Text22: 

		Text23: 

		Text24: 

		Text25: 

		Text26: 

		Text27: 

		Text28: 






Evaluation Plan Template

		[Enter Program Name Here]

		Discovery Grant Evaluation Plan

		Organization Name				 [Enter Organization Name Here]						Once TSET funds have ended, your efforts are likely to continue and are related to a service that your agency provides to a priority audience. TSET views Discovery proposals as programs and if funded, they are required to report to TSET quarterly.

Instructions: Consider the objectives outlined within your proposed work plan and identify program outcomes that align with those goals/objectives.  A program outcome refers to the specific results or changes that a program aims to achieve. An outcome should represent the utlimate goal(s) or impact(s) that the proposed program seeks to bring about such as improvements in knowledge, skills or conditions.  Proposed outcomes should be measurable and time-bound. 

Rows 5-7 have an example of how measures should be reported for an entire grant period. Please note that Grant Year 1 (GY-1) begins September 1st, which is considered Quarter 1 (Q1).  Here is a breakdown of the quarterly reporting for the Discovery Grant:

Quarter 1: September - November
Quarter 2: December - February
Quarter 3: March - May
Quarter 4: June - August


		 Outcome		Outcome Type
(Select from drop-down list: short-term vs long-term)		Measurable Indicator
(What will you measure or track?)		Benchmark 
(What is your desired target or goal?)		Measurement Method or 
Data Source 
(i.e. surveys, participation rates, service/program utilization, focus groups, pre/post tests, 3rd party data source)		Frequency of Measuring Progress Towards Meeting Outcome 
(i.e.monthly, quarterly, annually, etc)		Status 
(Select from drop-down list: Not Started, In Progress, Completed, Delayed, Missed)		GY-1 Q1
(Sept-Nov 2025) Target		GY-1 Q2
(Dec-Feb 2026)
 Target		GY-1 Q3
(Mar-May 2026)
 Target		GY-1 Q4
(June-Aug 2026) Target		GY-1
(Sept 2025-Aug 2026) Target Total		GY-1 
(Sept 2025-Aug 2026) Total Complete to Date		GY-2 Q1
(Sept-Nov 2026) Target		GY-2 Q2
(Dec-Feb 2027) Target		GY-2 Q3
(Mar-May 2027) Target		GY-2 Q4
(June-Aug 2027) Target		GY-2
(Sept 2026-Aug 2027) Target Total		GY-2 
(Sept 2026-Aug 2027) Total Complete to Date		GY-3 Q1
(Sept-Nov 2027) Target		GY-3 Q2
(Dec-Feb 2028) Target		GY-3 Q3
(Mar-May 2028) Target		GY-3 Q4
(June-Aug 2028) Target		GY-3
Sept 2027-Aug 2028) Goal Target		GY-3 (Sept 2027-Aug 2028)
Total Complete to Date		GY1 to GY-3
(Sept 2025-Aug 2028)  Total Target		GY1 to GY-3 (Sept 2025-Aug 2028)         
Total Complete to Date		Notes


		Example: ABC program will develop and internally publish one training curriculum aimed at increasing recreational physical activity among youth by February 28, 2026.		Short-Term (6-12 months)		# of training curriculums published		Year 1: 1 training curriculum published		Internal log of trainings held		Annually		Not Started		0		1		0		0		1		0		0		0		0		0		0		0		0		0		0		0		0		0		1		0

		Example: ABC program will conduct up to 26 trainings over three years for youth to increase recreational physical activity.		Long-Term (2-3 years)		# of trainings held		Year 1: 6 trainings
Year 2: 10 trainings
Year 3: 10 trainings		Attendee rosters		Annually		Not Started		0		0		3		3		6		0		3		2		3		2		10		0		3		2		3		2		10		0		26		0

		Example: Over the three year grant, 500 youth aged 14-17 will participate in training for recreational physical activity through ABC program.		Long-Term (2-3 years)		# of participants who have completed the training curriculum		Year 1: 75 youth trained
Year 2: 150 youth trained
Year 3: 275 youth trained		Program participation rate		Annually		Not Started		0		0		35		40		75		0		45		30		45		30		150		0		75		65		75		60		275		0		500		0

		Example: Over the three year grant, youth aged 14-17 will increase FitnessGram scores by 10%		Long-Term (2-3 years)		% increase of FitnessGram indicators		Year 1: 3% increase
Year 2: 6% increase
Year 3: 10% increase		Pre/post FitnessGram assessment scores		Annually				0%		0%		0%		3%		3.00%				3%		0%		0%		6%		6.00%				6%		0%		0%		10%		10.00%				10%		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0

																								0												0												0				0		0
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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 or tobacco products, 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 non-commercial 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





		Date: 

		Printed Name and Title: 

		Organization/Grantee/Principal Investigator Name: 
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TSET Discovery Grant Staffing Table Template



Using the table below, describe the team that will manage the program. Name the program manager and other key individuals or roles, and any key partners who are currently engaged or will be engaged. Please note which key roles or partners you are still recruiting.



		Name  

		Org 

		Program Role

		Program Responsibilities 
 (1-5 bullets) 

		Status 



		Example: Jane Doe 

		ABC  

(org submitting the grant) 

		Program Manager 

		· Team management 

· Project delivery 

· Project admin + operations 

		Hired  



		Example: John Doe 

		XYZ 

(Partner) 

		Program Associate, Client Relations 

		· Client/ Patient intake 

· Program matching + enrollment 

		Recruiting underway 



		Example: TBD 

		TBD 

		Subcontractor

		· Program evaluation

· Data collection and analysis 

		Vetting consultants



		Example: Tom Thomas

		ABC (org submitting the grant)

		CEO/Authorized Official

		· Sign contracts

		Hired



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		



		

		

		

		· 

		





Once complete, upload the staffing table template into your application. 


FY26 Budget

		YEAR 1 BUDGET PLANNING TEMPLATE FOR FY26 (SEPTEMBER 1, 2025 - AUGUST 31, 2026)



		*Computations should show how the total for the row was calculated. For example, a Fringe Benefit computation might look like: $50,000 x 35% fringe rate = $17,500. Mileage might  look like 700 miles x $.67 per mile = $469 and a Training computation would look like 3 conference registrations x $500 = $1,500



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		% Time		# Months		TSET Support		Other Funding		Justification		Total* 

																$0.00

																$0.00

																$0.00

		Total 								$0.00		$0.00				$0.00





		2. Fringe Benefits

		Position		Computation				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		3. Travel/Per Diem – In-State 

		In-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		4. Travel/Per Diem – Out-of-State 

		Out-of-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage 														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		5. Training 

		Training/Conference		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		6. Purchased Services 

		Subcontractor		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		7. Facilities 

		Office/Meeting Space		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		8. Equipment

		Equipment		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		9. Supplies 

		Supplies		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		10. Other 

		Item		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		11.  Strategic Communications 

		Item		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		12.   Renovation

		Renovation Need		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		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=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=

FY27 Budget

		YEAR 2 BUDGET PLANNING TEMPLATE FOR FY26 (SEPTEMBER 1, 2026 - AUGUST 31, 2027)



		*Computations should show how the total for the row was calculated. For example, a Fringe Benefit computation might look like: $50,000 x 35% fringe rate = $17,500. Mileage might  look like 700 miles x $.67 per mile = $469 and a Training computation would look like 3 conference registrations x $500 = $1,500



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		% Time		# Months		TSET Support		Other Funding		Justification		Total* 

																$0.00

																$0.00

																$0.00

		Total 								$0.00		$0.00				$0.00





		2. Fringe Benefits

		Position		Computation				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		3. Travel/Per Diem – In-State 

		In-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		4. Travel/Per Diem – Out-of-State 

		Out-of-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage 														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		5. Training 

		Training/Conference		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		6. Purchased Services 

		Subcontractor		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		7. Facilities 

		Office/Meeting Space		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		8. Equipment

		Equipment		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		9. Supplies 

		Supplies		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		10. Other 

		Item		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		11.  Strategic Communications 

		Item		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		12.   Renovation

		Renovation Need		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		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=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=

FY28 Budget

		YEAR 3 BUDGET PLANNING TEMPLATE FOR FY26 (SEPTEMBER 1, 2027 - AUGUST 31, 2028)



		*Computations should show how the total for the row was calculated. For example, a Fringe Benefit computation might look like: $50,000 x 35% fringe rate = $17,500. Mileage might  look like 700 miles x $.67 per mile = $469 and a Training computation would look like 3 conference registrations x $500 = $1,500



		1. Salaries *Total salary cannot exceed annual salary multiplied by percent time.

		Name and Title		Annual Salary		% Time		# Months		TSET Support		Other Funding		Justification		Total* 

																$0.00

																$0.00

																$0.00

		Total 								$0.00		$0.00				$0.00





		2. Fringe Benefits

		Position		Computation				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		3. Travel/Per Diem – In-State 

		In-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		4. Travel/Per Diem – Out-of-State 

		Out-of-State		Computations				TSET Support				Other Funding		Justification		Total

		Mileage 														$0.00

		Lodging & Per Diem														$0.00

		Other travel														$0.00

		Total						$0.00				$0.00				$0.00





		5. Training 

		Training/Conference		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		6. Purchased Services 

		Subcontractor		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		7. Facilities 

		Office/Meeting Space		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		8. Equipment

		Equipment		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		9. Supplies 

		Supplies		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		10. Other 

		Item		Computations				TSET Support				Other Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		11.  Strategic Communications 

		Item		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		12.   Renovation

		Renovation Need		Computations				TSET Support				Other Project Funding		Justification		Total

																$0.00

																$0.00

																$0.00

		Total						$0.00				$0.00				$0.00





		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=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=


Attachment D

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
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