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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 contractor, 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 contract, 
the terms of the contract are controlling.  

This guide may be amended by TSET. Amendments can be found on TSET’s website under the section 
Other Funding Opportunities. 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  

The TSET acknowledges the spiritual and ceremonial value that tobacco has in Native American culture. 
Phrases such as “tobacco-free,” “tobacco control,” and “tobacco use” mentioned in this document refer 
to commercially produced tobacco products and non-ceremonial use of tobacco. 

 

Required Software 

This guide must be viewed and associated forms 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, but the guidelines must be fully downloaded, not opened within an internet browser. 
Prerequisites and proposals must be submitted via Smartsheet web form, which requires no account to 
utilize. 

 

Key Dates 

9/2/22: Prerequisite policy submission deadline 
9/19/22: Proposals due 
11/17/22: Applicant notified of award decisions 
1/1/23: Targeted contract start date 
 
 

 

 

 

 

 

 

 

https://oklahoma.gov/tset/funding-opportunities/other-funding-opportunities.html
https://get.adobe.com/reader/
https://get.adobe.com/reader/
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Oklahoma Tobacco Settlement Endowment Trust 

TSET SUCCESSFUL FUTURES PROGRAM 
A YOUTH CHARACTER DEVELOPMENT INITIATIVE 

Proposal Guidelines 

Purpose 
The Tobacco Settlement Endowment Trust (TSET) is interested in building character and 
strengthening leadership and service-learning skills for students in grades three through eight 
statewide. TSET seeks to enter into a cooperative agreement with an entity that 1) possesses the skills, 
experience, and resources to implement a statewide program of youth character development in 
multiple in-school or out-of-school sites, and 2) has a successful track record of working with diverse and 
underserved children and youth.  

There are approximately 325,000 children and youth who are 9-14 years old residing in Oklahoma. 
Positive character development builds and strengthens assets that enable children and youth to 
grow and flourish throughout life. Services to children in third through eighth grade will provide 
education and opportunities for building character, increasing protective factors, and strengthening 
leadership and service-learning skills for students relevant to TSET’s mission to reduce tobacco use 
and obesity among children. TSET’s overall goals are to prevent and reduce tobacco use and vaping 
among Oklahoma’s young people as well as reducing obesity later in life by consistently engaging 
children and youth in their younger years in healthy behaviors and experiences that lead to healthy 
lifestyles in high school and adult life. 

This Request for Proposals is intended for use by prospective applicants with the capacity to provide 
character building activities statewide to children and youth in grades three through eight. Included in 
the curricula or program will be sections on being tobacco-free, engaging in physical activity, and eating 
healthy. The curricula that are used must have tools such as pre- and post-tests that measure changes 
in knowledge and/or attitudes among the participants. The objective is to fund 35-50 sites across 
Oklahoma devoted to character development and education for students in grades three through eight. 

Applicants are expected to have a character development education curriculum or program already in 
the applicant agency’s portfolio of services. If necessary, the applicant’s existing curriculum or program 
must be augmented to include tobacco use prevention, physical activity, nutrition, and healthy eating as 
part of the TSET-funded youth character development program. Some examples of evidence-based and 
promising curricula can be found in Youth.gov’s Program Directory. Please note that not all curricula 
listed in the Program Directory are associated with tobacco use prevention, physical activity, nutrition 
and/or healthy eating. The applicant must submit the proposed curriculum and associated education 
and instruction materials for TSET approval as part of the application. 

https://youth.gov/evidence-innovation/program-directory?keywords=&field_pd_factors_risks_tid=All&field_pd_factors_protective_tid=298
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The applicant must demonstrate knowledge and experience in two areas: 1) the skills, experience, and 
resources to implement a statewide program of youth character development in multiple in-school or 
out-of-school sites, and 2) a successful track record of working with diverse and underserved children 
and youth. The applicant must:  

• As the fiscal agent for the grant, assign a financial officer to the grant, have a proven record of 
being fiscally responsible, and prior experience in managing cost reimbursement grant 
programs. 

• Demonstrate knowledge and experience in guidance and character building for children and 
youth that teaches leadership, fairness, teamwork, and service to others.  

• Propose a detailed scope of work, including program deliverables. 

• Agree to align their character development activities and education scope of work with the 
three areas of focus (tobacco control, physical activity, and healthy eating) of TSET’s 
community-based work. Doing so ensures the work of youth members contributes and 
complements statewide goals to improve health behaviors and create environments that 
support healthy choices. 

• Ensure the agency’s independent audit schedule includes the grant program. 

The applicant may subcontract with other organizations with capacity to address one or more aspects of 
the program, as needed and appropriate. The applicant must have experience and show success in 
effectively managing subcontracts.  

Background 
Beginning in FY20, TSET launched the TSET Healthy Youth Initiative (HYI), a three-part initiative aimed at 
specifically addressing Oklahoma youth. The first phase of the TSET Healthy Youth Initiative is a statewide 
public education campaign for teens ages 13-18 and focused on preventing and reducing tobacco use 
and obesity. The campaign promotes healthy lifestyle choices for youth and gives parents resources to 
support their children in maintaining or developing healthy habits for a lifetime. The public health 
education campaigns incorporated under the TSET HYI include: 

• Behind the Haze 

• Down and Dirty 

• My Life, My Quit 

• Quit the Hit 

• Swap Up 
 
In FY21, TSET launched the second phase of the HYI, Youth Action for Health Leadership (YAHL). YAHL is 
a statewide youth-led initiative for youth in 9th through 12th grades that promotes a healthier Oklahoma 
free of tobacco addiction and obesity. Youth in the program participate in the Elevate Student Health 

https://www.behindthehaze.com/
https://downanddirtylife.com/
https://mylifemyquit.org/
https://quitthehitnow.com/
https://www.swapupok.com/
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campaign, which aims to improve the health of Oklahoma youth through comprehensive wellness 
policies in Oklahoma schools. Another campaign promoted by YAHL youth is CounterAct Tobacco, which 
is a statewide policy campaign aimed to modernize Oklahoma’s youth access to tobacco laws.  

This RFP seeks to fund the third phase in the suite of youth initiatives.  

Best practices in youth development suggest that comprehensive, high quality character education not 
only effectively promotes the development of good character—possessing honesty, integrity, 
responsibility, for example—but is a promising approach to the prevention of a wide range of social 
problems. These include aggressive and antisocial behaviors, drug use, precocious sexual activity, 
criminal activities, academic under-achievement, and elevated school dropout rates.1 

Children and youth who experience trauma, discrimination, violence, or other negative experiences 
during early development are more likely to develop mental health and substance use issues as adults. 
However, positive opportunities and experiences have the potential to redirect developmental 
pathways. Adequate support and services during this time have the potential to set young people up for 
long-term success. 

Oklahoma ranks among the lowest on nearly every measure of child well-being: 42nd in health, 33rd in 
economic well-being, 45th in education, and 41st for positive family and community supports. The state 
also ranks 5th in the nation for children impacted by Adverse Childhood Experiences (ACEs), with 20% of 
Oklahoma children under the age of 17 having experienced two or more ACEs. ACEs are divided into 
three categories: abuse, household challenges, and neglect. Adults with higher ACE scores are more 
likely to experience depression, suicide, and chronic health behaviors.  

Character development education and activities can help in reducing the harm of ACEs by promoting 
social norms that protect against violence and adversity, ensuring a strong start for children, connecting 
children with caring adults and activities, and intervening in challenging home situations to lessen 

 
1 Research indicates that young people who are surrounded by a variety of opportunities for positive encounters engage in 
less risky behavior and ultimately show evidence of higher rates of successful transitions into adulthood. (Studies 
by  Alberts, et al.2006; Bandy & Moore, 2009; Eccles & Gootman, 2002; Roth & Brooks-Gunn, 2000; Pittman, Irby, & Ferber, 
2001; Pittman, 1999; Lerner, 2004; Lerner et al., 2012; Lerner & Lerner, 2013; Catalano, Berglund, Ryan, Lonczack, & 
Hawkins, 2004) 

A comprehensive study that looked at more than 200 school-based social-emotional learning programs found that program 
participants showed significant improvement in social and emotional skills, attitudes, and academic performance and 
reductions in internalizing symptoms and risky behaviors. (Durlak, et al., 2011) 

Social-Emotional Competence: An Essential Factor for Promoting Positive Adjustment and Reducing Risk in School Children. 
Authors: Celene E. Domitrovich, Joseph A .Durlak, Katherine C. Staley and Roger P. Weissberg. Published February 2017, 
Society for Research and Development. 

Positive Youth, Healthy Adults: Does Positive Well-being in Adolescence Predict Better Perceived Health and Fewer Risky 
Health Behaviors in Young Adulthood? Authors: Lindsay T. Hoyt, M.A.; P. Lindsay Chase-Lansdale, Ph.D.; Thomas W. 
McDade, Ph.D.; and Emma K. Adam, Ph.D. Published July 2011, Journal of Adolescent Health. 
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immediate as well as long-term harms.  

Sixty-five percent of all deaths in Oklahoma are attributable to three modifiable risk factor behaviors—
tobacco-use, poor nutrition, and sedentary lifestyle—that contribute to four chronic diseases: 
cardiovascular disease, cancer, diabetes, and lung disease. Since its inception, TSET has strategically 
invested in comprehensive, evidence-based programs, such as public education campaigns, which move 
knowledge, attitudes, behaviors, and policies forward supporting the ability for Oklahomans to eat 
better, move more, and be tobacco-free. TSET is the state’s leading funder of prevention, creating the 
environment for Oklahoma’s youth to learn healthy habits that will benefit them throughout their 
lifetime. If not already included as components of the standard curriculum, the applicant funded under 
this Request for Proposals will be required to augment its current youth character development 
curriculum to incorporate tobacco use prevention, physical activity, nutrition, and healthy eating into 
the program. 

TSET also funds several initiatives that work together to support the goals of preventing tobacco use and 
improving physical activity and nutrition, including community grants, statewide health systems 
initiative grants, incentive grants for communities and schools, health communications campaigns, the 
Oklahoma Tobacco Helpline, research centers and others. All TSET grantees work together to leverage 
resources, coordinate strategies, and participate in a learning community that encourages innovation 
and sustainable systems change. 

For more information about TSET’s other programs and initiatives, see the TSET website at 
https://oklahoma.gov/tset/tset-programs.html.  

Character Development in Health 
Good character includes attitudes such as the desire to do one’s best and being concerned about the 
welfare of others; intellectual capacities such as critical thinking and moral reasoning; behaviors such as 
being honest and responsible, and standing up for moral principles in the face of injustice; interpersonal 
and emotional skills for effective social interaction with others in a variety of circumstances; and the 
commitment to contribute to one’s community and society. 

Our research on character building programs identified 11 vital program elements found in a 
successful character-building program. They include:  

• Promote core ethical values as the basis of good character.  

• Define character comprehensively to include thinking, feeling, and behavior.  

• Create a caring environment.  

• Provide participants with opportunities to engage.  

• Provide a meaningful and challenging curriculum that helps all participants to succeed.  

• Foster participants’ intrinsic motivation to learn and engage in positive, healthy behaviors.  

• Engage staff and mentors as professionals in a learning community.  

• Foster shared leadership and long-term support for character education.  

https://oklahoma.gov/tset/tset-programs.html
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• Engage families and community members as partners in character education.  

• Engage participants in service-learning activities that teach personal as well as group 
responsibility.  

• Provide achievable and measurable milestones for youth. 

Scope of Work 
TSET intends to fund a statewide program for students in grades three through eight that provides 
students with guidance and opportunities that build character, increase protective factors, and 
strengthen leadership and service learning (learning by doing) skills. These character 
development skills can be provided through wellness and character-building education 
implemented in schools as well as in out-of-school programs. An applicant must: 

• Agree to use the existing infrastructure of school-based instruction and out-of-school clubs to 
engage children and youth throughout the state in character building education activities and 
service-learning projects. 

• Develop program milestones and measures of progress to track every youth’s volunteer and 
service contributions to their communities in meaningful ways. 

• Provide teachable moments that promote and educate on the importance of a healthy lifestyle, 
gratitude, integrity, perseverance, courage, self-control, self-awareness, empathy, humility, 
kindness, compassion, teamwork, visioning and goal setting, resourcefulness, creativity, 
respectful language, and sharing. 

• Instill in children and youth a strong sense of self-worth, the capacity to contribute meaningfully, 
a belief they can make a difference. 

• Provide service-learning activities for youth that give youth a voice, a meaningful role in planning 
and implementing projects, and opportunities to view themselves as agents of change in 
improving the health of their communities and the state, and opportunities to practice and 
exhibit good and wholesome character. 

• Support children and youth with adult mentors as well as a system of peer-to-peer mentoring.  

• Ensure all children and youth character development activities and service-learning projects have 
achievable measures of progress, milestones, and goals. 

• Implement children and youth activities that encourage teamwork, decision making leadership 
in learning and implementing projects.  

Program Deliverables 
A successful youth character development program will: 

• Engage students in grades three through eight in 30-50 sites across Oklahoma in character 
development and education activities; 
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• Implement youth character development curriculum that incorporates tobacco use prevention, 
physical activity, nutrition, and healthy eating into the program and includes tool(s) to measure 
changes in participant knowledge and/or attitudes; 

• Be able to fully manage the entire program with dedicated staff on the ground in Oklahoma 
(locally based), contracted or hired, to organize, manage and direct efforts, and to recruit, train, 
equip and support children and youth in achieving the goals of the program; 

• Agree to use the existing infrastructure of school-based instruction and out-of-school clubs to 
engage children and youth throughout the state in character building education activities and 
service-learning projects; 

• Develop program milestones and measures of progress to track every child’s and youth’s 
volunteer and service contributions to their communities in meaningful ways; 

• Instill in children and youth a strong sense of self-worth, the capacity to contribute meaningfully, 
a belief they can make a difference; 

• Provide service-learning activities for youth that give youth a voice, a meaningful role in planning 
and implementing projects, and opportunities to view themselves as agents of change in 
improving the health of their schools and communities; 

• Support children and youth with youth mentors as well as a system of peer-to-peer mentoring; 

• Ensure all children and youth character development activities and service-learning projects have 
achievable measures of progress, milestones, and goals; and 

• Implement children and youth activities that encourage teamwork, decision making leadership 
in learning and implementing projects. 

Grantee Alignment and Collaboration with Other Health Initiatives 
The grant program must have flexibility to engage in collaborations with other agencies on major events 
that leverage the combined actions of several agencies toward local and state comprehensive health 
improvements.  

The grant program is encouraged to combine its active living, healthy eating, and tobacco control efforts 
with other health-related issues when significant opportunities to do so arise, while keeping their focus 
and priority on wellness as defined by TSET.  

Staffing 
Applicants must be able to fully manage the entire youth program with dedicated staff on the 
ground in Oklahoma (locally based), contracted or hired, to organize, manage and direct efforts, 
and to recruit, train, equip, and support youth in achieving the goals of the program. Funding 
requests for staffing are allowable in the budget. 

Funding and Grant Period 
The funds available through this Request for Proposals are up to $1 million per full year over 4.5 years 
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for a total up to $4 million. The initial contract period is anticipated to be used for program start-up 
and will be in effect from January 1, 2023, through June 30, 2023. Applicants are eligible to request up 
to $500,000 for this initial six-month agreement period. At the end of the initial six-month agreement, 
the first full-year agreement will begin. All full-year agreements will follow the state’s fiscal year 
calendar of July 1 through June 30. 

All grants are contingent upon the availability of funding. Subsequent year funding allocations will be 
managed through submission of a work plan proposal from the grantee, with final approval of the work 
plan by TSET. Each year of the grant shall be governed by a cooperative agreement, which will be 
eligible annually for renewal consideration based on grantee performance, funds available to award, 
and approval by the TSET Board of Directors.  

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: 

• Endowments 

• Hiring of lobbyists 

• Capital campaigns 

• Operating deficits or retirement of debt 

• Real estate, which includes facility fees if the building is owned by the applicant organization 

• Items for which third-party reimbursement is available 

• Entertainment costs for amusement or diversion 

• Individual professional memberships 

• Staff time for fundraising efforts 

• Cash/prize donations for fundraisers or events 
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• Expenses related to the development of a proposal or application for funding from any 
organization 

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 a proposal. 
TSET reserves the right to deny funding for any budget items that are unallowable, inappropriate, or 
unrelated to the project. 

Service Area 
Services rendered under an agreement resulting from this funding opportunity must be offered at 
various sites across the entire state of Oklahoma. 

Eligibility 
Awards will not be made to individuals. The following types of entities are eligible to apply: 

• Institutions of common and higher education  

• Public entities, such as agencies of state government 

• Tribal entities 

• 501 (c)(3) non-profit organizations 

All applicant organizations must be registered with the Oklahoma Secretary of State and eligible to do 
business within the state. Although the applicant organization is not required to be headquartered in 
Oklahoma, the organization must have locally based staff housed within Oklahoma for the duration of 
the agreement.  

If multiple partners are involved in the funded project, the applicant organization will serve as the 
contractor and fiscal agent responsible for all aspects of the contract and payment. 

To be eligible for award, the applicant must have the capability in all respects to perform fully the contact 
requirements and the integrity and reliability that will assure good faith performance.  

Tobacco-free and Worksite Wellness Policies  
Because TSET’s primary goal is to reduce the rates of cancer and cardiovascular disease in Oklahoma, 
the agency desires to fund organizations that have adopted and implemented a comprehensive tobacco-
free policy for all properties under the organization’s control. To this end, TSET requires that each 
potential applicant organization submit a signed copy of their tobacco-free policy as a required 
prerequisite prior to submitting a full proposal. Because tobacco-free policy requirements vary between 
private, non-profit 501(c)3 organizations, school districts, tribal nations, and municipalities, sample 
policies and checklists that outline required elements of a tobacco-free policy for different types of 
organizations are provided in Appendix B. Applicant organization tobacco-free policies must align with 
the provided checklist that most closely matches their organization type, which includes: 

• City/Town/County; 
• Community Organization (including civic organizations, county health departments, and non-

profit 501(c)3 organizations); 

https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Appendix%20B%20-%20Sample%20Tobacco-free%20Policies%20and%20Checklists.docx
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• Higher Education Institution (including universities and technology centers); 
• School District; 
• Tribal Nation/Government; and 
• Other Worksites.  

 
For a proposal to be eligible for submission, one prerequisite tobacco-free policy document must be 
submitted before 4 p.m. on September 2, 2022. The prerequisite shall be submitted via Smartsheet 
form here: TSET’s Successful Futures Funding Opportunity Prerequisite Document Submission Form. 
Prerequisites will not be accepted via any other method and potential applicants do not have to register 
with Smartsheet to access or use this form. 

The policy must be uploaded in .pdf format. The prerequisite document includes a signed and dated 
copy of the applicant organization’s adopted and implemented tobacco-free policy. Applicants must 
review the policy guidance document carefully, as the tobacco-free policy submitted must meet the 
checklist standard set in the sample policy chosen from Appendix B to be approved for proposal 
submission. 

Within four business days of submission of the prerequisite policy, TSET Grants Management will email 
the contact person on the prerequisite submission form to inform them of the results of the policy 
review. If the policy meets all requirements as stated in the sample policy guidelines, the applicant will 
be provided with a link to submit their proposal. If the policy does not meet all requirements the 
applicant will be informed of the deficiencies. Applicants may resubmit their policy as many times as 
they wish before the September 2 policy submission deadline. No policies will be accepted after 4 p.m. 
on September 2, 2022. Potential applicants whose prerequisite policy does not meet all requirements 
will not be eligible to apply for this funding opportunity. 

Proposal Preparation 
Each application shall be submitted as two separate documents: a single proposal containing all required 
documents and information stated in these guidelines, and a proposed budget in Excel format 
(Attachment D). All documents must be submitted at the same time and no additional information will 
be accepted after submission. 

File Naming Convention 
While TSET sets no specific file naming convention, applicants should limit file names to no more than 
30 characters and are strongly encouraged to include the applicant organization and application section 
name in the file name. 

Paper Size, Margins, and Fonts 
Applications should utilize standard letter size paper and 1” margins. Document font size must be 11 
points or larger. Smaller text in figures, graphs, diagrams, and charts is acceptable if it is legible when 
the page is viewed at 100%. Line spacing must be set at 1.5 or 2. Text must be black in color and preferred 
fonts are Times New Roman, Arial, Palatino Linotype, and Calibri. 

Headers and Footers 
The applicant organization’s name and the funding opportunity number (092-SEOK22) should be 
included in the upper right corner of the header on each page of the application package. Each page 

https://app.smartsheet.com/b/form/040976b37e734b48a51fdcc796bacab5
https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Appendix%20B%20-%20Sample%20Tobacco-free%20Policies%20and%20Checklists.docx
https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Attachment-D-Budget-Request-Form.xlsx
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should also be numbered in the bottom right corner, beginning with Page 1 for the first page of the 
narrative section.  

Page Limits 
Applicants must adhere to the page limits stated in the Proposal Sections guidance below. Section page 
limits include text, inserted graphics, charts, and figures; required forms are not counted toward the 
page limit. Proposals will be reviewed only on the content included within the allowable page limits. 
Information that exceeds the stated page limits will not be reviewed. Similarly, external information to 
which the reviewer is directed by hyperlinks included in the application text shall not be considered. 

Required Forms 
Any forms referenced as required within this document are contained as attachments in the document. 
To view and access required attachments, applicants must download this guide and open it in a version 
of Adobe. Once the guidelines are downloaded—not opened within a browser window—applicants will 
be able to access the Attachments pane on the left side of the .PDF document as indicated by a paperclip 
icon. 

Proposal Sections and Required Documentation 
These instructions describe the format of the proposal and are designed to ensure the submission of 
necessary information to provide for the understanding and comprehensive appraisal of the program. 
Applicants shall follow the detailed instructions fully and carefully as stated herein. 

The applicant must specifically address, in numerical order, and respond in writing to each item. 

Unless specified as optional, each item listed below is required. If an attachment is indicated in below 
(denoted as Attachment A, B, C, or D) then the required form is included in these guidelines and must 
be used. Applicant-created forms that are not the TSET-approved forms may not count as meeting the 
requirement. Applications submitted without all required sections may be deemed unresponsive and 
may not be eligible for review.  

Cover Page  
The Cover Page (Attachment A) must be completed and included as the first page of the response.  

Table of Contents 
The Table of Contents should itemize the contents by section, subsection, and page numbers for 
facilitation of the evaluators reading the proposal. The table of contents should follow the cover page. 

Narrative 
Each section A through H below must be included in the narrative. If not applicable, do not skip the 
section. Instead, list the section header and indicate N/A below it before proceeding to the next section. 
Proposals that exceed any stated page limits will not be eligible for review. 

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

B. Applicant’s Tobacco-free Policy, which has been adopted and implemented, must be included in 
its entirety. (Not counted toward page limit) 

C. Applicant Organization’s Background and Qualifications (three pages max) 
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The TSET Board of Directors seeks a proposal for a program that will successfully serve the state 
of Oklahoma effectively and efficiently, taking into consideration the unique political, geographic, 
and population features of the state. As such, the applicant should clearly identify previous 
experience working in Oklahoma, if applicable, and should provide information to show that this 
program would take into consideration the unique populations and characteristics of Oklahoma.  

If a national program or model will be utilized, please clearly demonstrate how it can be tailored 
to meet the unique needs of Oklahoma. This section should provide a concise summary of the 
applicant’s relevant background and qualification as they pertain to the proposed work. Provide 
a brief history of the agency including mission and philosophy, form of organization, location of 
offices, and a list of your present directors or partners. Discuss relevant statewide experience 
working with grades three through eight.  

D. Applicant’s Approach to Youth Character Development (seven pages max)  
The proposal should specify the applicant’s plan and approach for meeting the objectives of the 
contract. The focus of this section should be on plans for planning, coordination, and 
implementation of this program, not on previous experience. The response should include the 
following:  

• specifically, how the requirements described in the Scope of Work and Program 
Deliverables sections will be met; 

• prior evaluation results indicating success with the target population using the proposed 
approach; 

• specific examples of how the unique characteristics of and environment in Oklahoma will 
be addressed; 

• specific geographic service areas where the program(s) will be implemented; and 

• plan to engage a large number of children and youth over the course of the funding 
agreement. 

The applicant must also describe the proposed curricula or program to be implemented, including 
the following details: 

• Evidence Rating (effective, evidence-based, promising, no rating, etc.) 

•  Program Summary 

•  Target Population 

•  Program Goals 

•  Summary of Evaluation Outcomes 

•  Applicant’s Years of Experience Implementing Proposed Curricula 

The proposed curriculum and associated instruction materials for should be included in the 
appendix for TSET approval.  

A work plan should also be included in the appendix, detailing by whom, when, with what, why, 
where, to what degree, etc., the requirements will be satisfied as well as listing any limitations or 



15 
 

constraints pertaining to the product(s), service(s), capabilities, and other offerings.  

Include a timeline chart for each year of funding, including a schedule of deliverables. In the work 
plan concisely identify and describe each element of program development and each 
implementation task, detailing whether the applicant or a subcontractor will complete the task. 
Include the names of these subcontractors and provide a description of their responsibilities and 
budgets. Award of the contract to applicant does not imply approval of proposed subcontractors. 

The timeline, work plan, and curriculum and instructional materials should be included in the 
appendices and do not count toward to the seven-page maximum for this section. 

E. Project Management and Staffing (three pages max) 
The Bidder shall include a section in its proposal that details the proposed program organization 
and staffing. This shall include organization charts showing all proposed personnel by job title 
and lines of supervision. The respondent’s proposal shall identify key personnel as required in 
the RFP as well as all staff proposed (including proposed subcontractors) to meet the 
requirements of the RFP. Provide details of their intended program management and program 
control methods. These should clearly explain how the applicant proposes to manage the 
program, control program activities, report progress, how the program will be staffed, relate and 
report to TSET, respond to requests by TSET, and interact and coordinate with other involved 
parties. Describe the capabilities and relevant experience of key staff and any major 
subcontractors who will be involved in the contract. List the names of staff to be assigned to this 
program with a description of their role and responsibilities, the percentage of time they would 
be committed to this program, their qualifications, and experience working with the public 
sector. Include clear and concise job descriptions and resumes. Each resume should be no more 
than two pages long and included as the first appendix in your response. 

F. Evaluation and Outcomes (three pages max) 
Briefly describe the applicant agency’s experience in evaluating programs as part of a standard 
operating procedure. The applicant must propose an evaluation plan for TSET review and, if 
deemed necessary by TSET, participate in any mandatory evaluation activities, including the 
submission of prescribed reports and other various types of information requested by TSET or 
TSET-funded external evaluators. The evaluation plan must include how changes in student 
knowledge, behaviors and/or attitudes will be evaluated annually, and explain how the metrics 
in the Youth Initiative Metrics section will be addressed. If deemed necessary by TSET, the 
applicant must agree to work collaboratively with an assigned external evaluator in meeting the 
evaluation plan requirements. 

G. Appendices (no page limit) 
Include staff resumes, references, subcontractor agreements, and other appendices as 
necessary. Required appendices include: 

1. Program work plan 

2. Program timeline 

3. Curriculum and instructional materials 

H. Additional Required Forms 
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In addition to the Cover Page (Attachment A) included as the first page of the proposal submission 
and the Budget form (Attachment D) included as a separate document, the following TSET-
provided forms must be submitted: 

1. Non-acceptance of Tobacco Funds Form (Attachment B)

2. Worker’s Compensation Form (Attachment C), including an explanation of exemption
from Oklahoma sales tax laws or rules, exemption from registration with the Oklahoma
Secretary of State, and/or exemption from the Oklahoma Worker’s Comp Act as required
by the Responding Bidder Information Cover Page. If exemption from the Oklahoma
Worker’s Comp Act is not requested, then a copy of the applicant’s certificate of insurance
must be included.

Proposed Budget (uploaded as a separate Excel document, Attachment D) 
Prepare a budget that details the expenses expected for TSET to incur over each year of funding. The 
initial six-month budget must include a full budget justification, while each subsequent year of funding 
requires a summary budget estimate. Budgets are approved for one year at a time and although budget 
requests are required for each year of funding in the proposal, funding for years after FY23 (ending June 
30, 2023) will be reviewed, negotiated, and approved on an annual basis. 

Budgets that exceed $1 million annually cannot be considered. Up to 10% of the total annual budget 
may be allocated for administrative costs and must be clearly identified in the submitted budget/price 
list. The purpose of this funding opportunity is to make an award to an organization that already has a 
youth character development curriculum in place and not to fund the development of new curriculum. 
Accordingly, the focus of the budget should be placed on costs necessary to implement the curriculum 
in 35-50 sites across Oklahoma. 

In accordance with Title 74, Section 85.40 all Vendor (once awarded, the applicant will become the 
“Contractor” or “Vendor”) travel expenses to be incurred by the Vendor that are part of a service 
contract shall be included in the total price proposal. The Vendor shall pay for all travel-related expenses 
incurred by their staff in meetings with or on behalf of TSET at any location within the state of Oklahoma. 
It is anticipated that there will be routine meetings/presentations, most of which will take place in 
Oklahoma City. The Vendor will not be reimbursed for such travel. 

Costs for preparing a response to this solicitation are solely the responsibility of the applicant. TSET will 
provide no reimbursement for such costs. Any costs associated with presentations to TSET will be the 
responsibility of the applicant and will not be billed to TSET. See Appendix C for guidance regarding 
preparing your TSET budget request. 

Proposal Submission 
Applications must be submitted via Smartsheet before 4 p.m. Central Time (CT) on September 19, 2022. 
The submission form link will be sent by TSET Grants Management to eligible potential applicants upon 
approval of a comprehensive tobacco-free policy. Proposals submitted without approval of a 
comprehensive tobacco-free policy will not be eligible for review.  

Applicants must upload all documents in a single submission no later than 4 p.m. CT on September 19, 
2022. Proposals submitted by mail, hand delivery, fax, email, or other non-authorized means will not be 
accepted. 

https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Attachment-D-Budget-Request-Form.xlsx
https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Attachment-D-Budget-Request-Form.xlsx


17 
 

No additional documentation or 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 proposal, 
the applicant may notify TSET in writing of the desire to withdraw the submitted application. An email 
stating the intent to withdraw a submitted application must be sent to the TSET Director of Grants 
Management at tessan@tset.ok.gov. The previous submission will then be removed from funding 
consideration and the applicant may resubmit the entire application package if the submission deadline 
has not passed. Resubmissions must be received before 4 p.m. on September 19, 2022. 

Applicants are encouraged to submit their proposals well ahead of the deadline as technical support 
cannot be guaranteed close to the deadline and TSET will not be held responsible for submission-related 
issues outside of the agency’s control. 

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

All eligible proposals will be presented to the TSET Board of Directors for funding consideration. As only 
one award will be made per service area, if multiple proposals are received for a service area the 
proposal that scores the highest will be eligible for funding consideration, provided the proposal meets 
the minimum score requirement. Applicants are advised that TSET may receive more proposals than this 
program can support.  

Review Criteria 
Eligible proposals will next be reviewed to determine how well the proposal meets the established 
criteria included in this guide. Eligible proposals shall undergo further review in accordance with the 
criteria below. Proposals will be scored in the following areas: applicant organization background and 
qualifications, approach to youth character development, project management and staffing, evaluation 
and outcomes, and appropriateness of the budget. Applicants should ensure that they answer every 
question below in each section as they prepare their proposal. 

Criterion Application Section(s) 
Used for Evaluation 

Points 
Scale 

A. Organization’s Background and Qualifications  
1. Are the organization’s mission, portfolio of 

services and geographic service area aligned 
with the proposed work in the application?  

2. To what extent does the applicant organization 
have a history of successfully 
operating/implementing statewide services 
and/or programs that align with the proposed 

Proposal section C 0-3 points 
per 
question 

mailto:tessan@tset.ok.gov
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work and population of focus (grades three 
through eight)? 

3. Does the applicant organization describe any 
currently operating services and programs that 
are directly related to the proposed work? 

B. Applicant’s Approach to Youth Character 
Development  

1. To what extent does the proposed overall 
approach address the scope of work and 
program deliverables required? 

2. To what extent do the submitted curriculum and 
associated education and instruction materials 
align with the scope of work and program 
deliverables required?  

3. How well does the work plan meet the 
requirements stated in the RFP?  

4. How well does the applicant address the unique 
characteristics of and environment in 
Oklahoma? 

5. How well does the applicant identify the 
problems and needs of the children and youth 
population to be addressed by the proposed 
program? 

6. How well does the applicant describe their plan 
to engage a large number of children and youth 
to be part of the proposed program over the 
course of the funding agreement? 

7. Does the applicant clearly delineate the 
proposed service areas to be engaged across 
Oklahoma? 

Proposal section D 0-3 points 
per 
question 
 

C. Project Management and Staffing 
1. How well does the proposed staffing structure 

align with the proposed program? (Consider the 
organization chart, staff's chain of command 
and any subcontractors (if applicable) that may 
be needed to help support the work). 

2. To what extent does the applicant address how 
the program will manage and control program 
activities, report progress, how the program 
relates and reports to TSET, responds to 
requests by TSET, and interacts and coordinates 
with other involved parties, such as 
subcontractors? 

Proposal section E 0-3 points 
per 
question 
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3. How well does the applicant clearly 
demonstrate organizational and staffing 
readiness for the proposed program? (Describes 
the capabilities and relevant experience of key 
staff and any major subcontractors to be 
involved. List the names of staff (including 
subcontractors, if applicable) to be assigned to 
this program with a description of their role and 
responsibilities, the percentage of time they 
would be committed to this program, their 
qualifications, and experience in working with 
the public sector. Includes clear and concise job 
descriptions and resumes. 

E. Evaluation and Outcomes  
1. Is program evaluation part of the organization’s 

standard operating procedures? 
2. Does the application describe a clear plan for 

programmatic evaluation inclusive of metrics to 
be achieved and how changes in student 
knowledge, behavior and/or attitudes will be 
measured as a result of the program?  

3. Is there a reasonable plan for obtaining 
evaluation data?  

4. Are the outcomes expected meaningful, 
affecting positive change for the population(s) 
and/or service area proposed? 

5. Does the plan indicate how the evaluation 
results will be used and reported to TSET? 

Proposal section F 0-3 points 
per 
question 
 

F. Proposed Budget 
1. Is the budget complete and accurate? 
2. Is there a direct relationship between the 

amount of funds requested and the proposed 
work? 

Budget Document 0-3 points 
per 
question 

Maximum Points Possible: 60 points  
 

Awards 
TSET anticipates making one award to a single applicant under this funding opportunity. 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 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 

https://tset.ok.gov/content/meetings
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of any work under the grant.  

Post-Award Processes 
Discussions and Negotiations 
TSET will review each proposal 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 proposal may be subject to negotiation and subsequent revision. The 
mandatory requirements of the Request for Proposal 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 awarded grantee. This 
guide, all documents included in the grantee’s proposal, any negotiated revisions to the proposal, and 
an agreed upon set of terms and conditions shall comprise the cooperative agreement. It is the sole 
responsibility of the awarded grantee to review the agreement’s terms and conditions prior to signing 
the agreement. Awarded organizations will be expected to return all required cooperative agreements 
to TSET within two weeks of receipt of the agreement for signature. 

Vendor Registration 
The awarded grantee must complete the State of Oklahoma’s vendor registration process upon 
notification of award. TSET will inform the awarded 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 awarded applicant on the 
appropriate steps to take to ensure registration for EFT payments.  

Payments 
Payments are made on a cost reimbursement basis. Items are billed to TSET based on the actual cost for 
the good or service and only after the awarded grantee has received and paid for the good or service. 
Only costs incurred for work completed during an active contract period are eligible for reimbursement 
work; work conducted outside of the dates of the cooperative agreement cannot be reimbursed. 

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

Reporting 
At a minimum, awarded grantees will submit to TSET an annual report to include project, financial, and 
evaluation information. Additional information may be required and will be requested on a case-by-case 
basis. Grantees may be required to submit all program and evaluation reports provided to or from other 
funding sources.  
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Required Activities to Support TSET State Goals 
Throughout the project period, the funding recipient will be expected to actively engage with local public 
officials to promote the TSET mission. During the project, funding recipient may be asked to support 
other TSET initiatives and programs that align with strategic goals for improving health. Additional 
guidance on how to support and collaborate will be provided at the appropriate time to ensure 
consistent implementation. 

Project Evaluation 
Awarded grantees must participate in all mandatory evaluation activities, including the submission of 
prescribed 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. Evaluation of the project will be conducted annually. 

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

Release of Information 
Pursuant to Title 62 O.S. § 2309(D)(4), any application, proposal, bid, or any other document to obtain 
funding responsive to any solicitation of the Board of Directors under grant programs developed under 
this subsection shall be confidential until the date and time of award of the grant or contract, at which 
point all such documents and information shall be subject to the Oklahoma Open Records Act and 
Oklahoma Open Meeting Act.  

Questions  
Questions about this funding opportunity must be submitted in writing via the TSET website at 
https://tset.ok.gov/content/other-funding-opportunities. Technical assistance questions—including 
accessing forms—may be submitted directly to grantsmanagement@tset.ok.gov.  

Appendices and Attachments  
Appendices and attachment forms provided in this RFP are listed below and can be accessed 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: 

A. Terms and Conditions 

https://tset.ok.gov/content/other-funding-opportunities
mailto:grantsmanagement@tset.ok.gov
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B. Policy Samples

C. Budget Tips and Tools

Attachments: 

A. Cover Sheet

B. Non-acceptance of Tobacco Funds form

C. Worker’s Comp form

D. Budget

https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Appendix%20B%20-%20Sample%20Tobacco-free%20Policies%20and%20Checklists.docx
https://oklahoma.gov/content/dam/ok/en/tset/documents/rfp/Attachment-D-Budget-Request-Form.xlsx
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TERMS AND CONDITIONS 


Access to and Retention of Records Requirements 
The Grantee agrees to hold, manage, and maintain Program records, accounts and supporting 
documentation, for validation of costs billed to TSET, for three (3) years from the ending date of 
the Agreement.  The 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. The 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, the 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  
The 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 the Grantee or by the 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 the Grantee deem an extension necessary and mutually beneficial. Any extensions to this 
Agreement shall be in writing, dated, and executed by both the Grantee and 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 the 
Grantee and TSET. 
 
Applicable Law 
This Agreement shall be governed in all respects by the laws of the State of Oklahoma. The 
terms "TSET", "the agency", "Trust", "Oklahoma Tobacco Settlement Endowment Trust" or any 
other reference to an agency of the State of Oklahoma means the State of Oklahoma acting by 
and through that agency. Any action, claim, dispute, or litigation relating in any way to the 
execution, interpretation, performance, or enforcement of this Agreement shall be filed in a 
court of competent jurisdiction in Oklahoma County, Oklahoma, to which jurisdiction and venue 
TSET and Grantee expressly agree. 
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Assignment and Delegation 
This Agreement may not be assigned. If the Grantee cannot perform a specific service as 
identified in this Agreement, the 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, the Grantee must provide in writing to TSET a “Notice of Intent to Subcontract”. 
The 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, the 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.  
 
The 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 the 
Grantee by any subcontractor or contractor 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, the 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, 
the 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 the 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’ notices. 
 
Budget Revisions 
Reimbursement of expenditures will be made in accordance with the approved budget. For 
each year of this Agreement, without prior TSET approval, the Grantee may make budget 
revisions between categories not to exceed 10% of the total cash portion of the TSET-supported 
budget, provided the revisions do not result in any applicable budget category maximums being 
exceeded. All budget revision requests in excess of 10% of the total TSET funding must be 
approved in writing by TSET prior to incurring any costs. No budget revisions that would have 
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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. 
 
Cancellation Clause 
This Agreement shall be in force until the expiration date, or until 30 days after notice has been 
given by either party of its desire to cancel, whichever is earlier. Notification of cancellation shall 
be by Certified Mail to the business address of record. 
 
Certification of Non-Acceptance of Tobacco Funds 
The 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, the Grantee attests and assures that no employee or it or of 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 this section. 


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


The Grantee and its subcontractors must at all times 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 
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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. 
 
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 the Grantee. Pending final determination of any 
dispute hereunder, the Grantee shall proceed diligently with the performance of the 
Agreement and in accordance with TSET’s direction. 
 
Electronic Communication Minimum Standards 
The 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 or documents. 
 
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 the Grantee shall 
be the responsibility of the 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 the 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 
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discretion may withhold payments claimed by the Grantee or may by written notice of default 
to the 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 
The Grantee shall be subject to all applicable state and federal laws, rules and regulations, and 
all amendments thereto. The Grantee agrees that should it be in noncompliance, TSET may 
suspend or cancel the Agreement in part or in whole. Compliance with the Grantee’s 
Agreement requirements shall be the responsibility of the Grantee, without reliance on or 
direction by TSET. 
 
Force Majeure 
The 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 the 
Grantee. 
 
Grantee Eligibility 
Any Grantee who, in TSET’s judgment, has failed to correct a material breach of a contract 
previously awarded under any of TSET’s programs will not be eligible to be awarded a new TSET 
contract. 
 
Grantee Organization 
The Grantee shall be the applicant organization(s), which shall be the employer(s) of the 
Principal Investigator, Co-Investigator, Program Coordinator, Project Manager, or other 
designated program liaison and/or shall be providing services and/or facilities for the funded 
project and executing the Agreement. If there is more than one party to this Agreement, one of 
the parties shall be designated as the Fiscal Agent (Agent) to receive and account for all funds.  
 
The Grantee or the Agent, as appropriate, 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, the 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. 
 
Grantee’s Relation to TSET 
The Grantee is in all respects an independent contractor and is neither an agent nor an 
employee of TSET. Neither the 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.  
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Hold Harmless Clause  
Grantee and its subcontractors, within limitations placed on such entities by State law, shall 
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 Grantee or any of its subcontractors or by an such act or omission by any 
agents, officers or employees of Grantee of its subcontractors.  
 
The State of Oklahoma and TSET, and its insurers, if applicable, shall only be responsible for the 
actions of TSET and its employees while acting within the scope of their employment. The State 
of Oklahoma, TSET, and its insurers, if applicable, shall not be responsible or liable for the 
actions of the Grantee, its agents or employees or subcontractors. Each party to this agreement 
shall be responsible for the actions and liability of their own employees.   
 
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 into 
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. The Grantee and all subcontractors must provide access at 
all reasonable times to all facilities and provide assistance, if deemed necessary by the 
requesting agency/personnel. All inspections and evaluations shall be performed in such 
manner as will not unduly delay work.   
 
Insurance 
The 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. The 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 
The 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. 
 
The 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). 







- 7 - 


 


 


 
When using the image or likeness of an individual in educational materials, the 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. 
 
The provisions in this section by which the third-party Vendor agrees to hold the State harmless 
and to indemnify the State, shall be exceptions from whatever other limits of liability there 
might be.  
 
The Grantee agrees that in its contract(s) with third party Vendors by which contract(s) the 
Grantee will use software or other intellectual property owned by others to perform services 
for TSET, that the Grantee will include and enforce in its contract(s) with said third-party 
Vendors certain terms, as follows: 
 


1) The Vendor represents and acknowledges the State of Oklahoma’s reliance hereon, of  
the provisions contained in the contract between the Grantee and the third-party Vendor, 
that the Vendor has good and lawful title or license to all goods and services supplied by 
the Vendor for use by 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 the Grantee 
and in consideration of the State of Oklahoma buying goods and services from the 
Grantee, the Vendor agrees not to sue the State of Oklahoma for infringement of said 
intellectual property rights of the Vendor.  


2) Each such third-party vendor shall comply with minimum requirements and applicable 
provisions of the Contract.  At the request of the State, Grantee shall promptly provide 
adequate evidence that such persons are its employees, agents or approved 
subcontractors and have been informed of their obligations under the Contract. 


3) The third-party Vendor will hold harmless and indemnify the individual State of Oklahoma 
officers, agents, and their successors, and assigns, to the extent they were acting in the 
scope of their employment, against and from any and all claims, demands, losses, costs, 
damages, suits, judgments, penalties, expenses and liabilities, including but not limited to, 
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 
the Grantee or the third-party Vendor or by TSET, their agents, or their employees.   


 
The Grantee represents and acknowledges the State of Oklahoma’s reliance hereon, that the 
Grantee has good and lawful title or license to all goods and services supplied by the Grantee to 
the State of Oklahoma, to the extent applicable, and that the Grantee conveys same free of 
encumbrance, including infringement of any known intellectual property rights, or if covered by 
intellectual property rights of the Grantee and in consideration of the State of Oklahoma buying 
goods and services from the Grantee, to the extent permitted by applicable law, the Grantee 
agrees not to sue the State of Oklahoma for infringement of said intellectual property rights of 
the Grantee, subject to the exceptions made in writing by the Grantee to the State of Oklahoma 
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within 30 days hereof and specifically listing each excepted right. 
 
Invoicing and Supporting Documentation 
The Grantee, as appropriate, shall use funds made available pursuant to this Agreement only 
for expenses incurred during the funding period for the purposes and activities approved and 
agreed to by TSET.  No Agreement funds may be used for expenses incurred either before or 
after the Agreement funding period.  Payment under the procedure outlined below will be 
made by TSET only in the form of reimbursement for costs incurred during the funding period 
and paid by Grantee. 
 
A properly completed claim for reimbursement must be submitted monthly and within 30 days 
of the end of the month in which services were delivered—except for the final invoice, which 
must be received within 90 days of the end of the fiscal year—be in accordance with the terms 
and conditions of this Agreement, and include the following items: 
 
• Name and address of the Grantee  
• invoice date 
• period covered by invoice  
• any other data, reports, information, or documentation required by other conditions of 


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


this Agreement 
 


The claim for reimbursement shall be submitted electronically via Smartsheet, or by another 
method as required by TSET Grants Management.  
 
The State of Oklahoma has 45 days from presentation of a proper claim for reimbursement to 
issue payment to the Grantee. 
 
TSET may request supporting documentation for any claim for reimbursement and may 
withhold or delay payment to any Grantee who fails to provide required programmatic 
documentation and/or requested financial documentation. 
 
If, subsequent to reimbursement, the 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 the Grantee, the 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 the Grantee’s commission of such 
misrepresentation of fact or fraud. 
 
Limited English Proficiency 
Where a significant number or proportion of the population eligible to be served under this 
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Agreement needs service or information to be provided in a language other than English in 
order to effectively be informed of or participate in the program, the Grantee shall take 
reasonable steps, considering the scope of the program and the size and concentration of such 
population, to provide the information in languages appropriate to such persons. 
 
Non-Collusion 
The Non-Collusion Affidavit must be signed and completed by the Grantee. 
 
Other Certifications 
The 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 the 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. The Grantee represents:  that all services 
are provided without discrimination on the basis of race, color, religion, national origin, 
disability, political beliefs, sex, or veteran’s status; it does not maintain nor provide for their 
employees any segregated facilities, nor will the 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 
The 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 the Grantee or its employees. 
 
Prohibited Conflicts of Interest 
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The Grantee and any entity or person directly or indirectly controlled by, under common 
control with, or controlling the Grantee will not acquire any interest, direct or indirect, which 
would conflict in any manner or disagree with the performance of its services hereunder. The 
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 
The Grantee will receive funds by electronic funds transfer (EFT). Disbursements from the State 
Treasury must be processed electronically and the EFT method is used to make state 
expenditures. 
 
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 the Grantee’s financial condition is such that it 
constitutes a violation of the terms or purposes of the Agreement, TSET may in its discretion 
terminate the Agreement. 
 
Severability 
If any provision of the Agreement (including items incorporated by reference) is declared or 
found to be illegal, unenforceable, or void, then both TSET and the 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. 
 
The 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, 
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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 
The Grantee shall maintain time and effort reports on all personnel reimbursed under this 
Agreement. Subcontractors claiming reimbursement for time worked must also maintain time 
and effort reports. Time and effort reports must reflect after-the-fact distribution of the actual 
activity of each employee or subcontractor. For employees, time and effort reports must 
account for the total activity for which each employee is compensated and include all hours 
worked by the employee (s) with the hours delineated by each program area. Both the 
employee and their supervisor attesting to the performance of the services and the accuracy of 
the report must sign the reports. 
 
Travel and Related Expenses 
If travel costs and related expenses are a part of the Agreement, they shall not exceed those 
authorized by the State Travel Reimbursement Act, Title 74 O.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 the 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 
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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).  
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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 __________________

2






APPENDIX C 
BUDGET TIPS AND TOOLS  


RFP 092-YCD23 
TSET Successful Futures Program 


 
When preparing a budget, please ensure that detailed justification for proposed purchases is included for each 
category. 


Budget Category Description Examples 
Personnel (Salaries) 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 
organization and may not be under a subcontract. 
 
If personnel charges are fully loaded to include 
benefits, indicate such in the justification. 
 
Administrative and supervisory personnel salaries 
should be included in the Administrative Charge 
category. 
 


Hourly wage or pre-determined 
salary 


Fringe Benefits Includes actual fringe benefits paid by the 
employer to program personnel.  
 
Administrative and supervisory fringe benefits 
should be included in the Administrative Charge 
Category 
 


Local, state, federal taxes, 
health insurance 


In-State Travel 
and Per Diem 


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


Travel to and from conferences, 
overnight lodging expenses, per 
diem for in- state meetings 


Out-of-State 
Travel and Per 
Diem 


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 be preapproved by TSET during the grant 
year prior to incurring costs. 
 


Travel to and from conferences, 
overnight lodging expenses, per 
diem for out-of-state meetings.  


Training 
Registrations 


Conference, training, or seminar registration fees. 
Even if initially budgeted, all conference 
registrations must be pre-approved by the TSET 
program officer. 
 


Registration fees for in- state 
trainings 



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





APPENDIX C 
Purchased 
Services 


Includes essential consultation expertise or program 
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 hours of service and cost per hour of 
service or cost of a deliverable or product). All 
subcontracts require approval from the assigned 
program officer prior to entering into any contract. A 
signed copy of each subcontract must be provided to 
TSET prior to the commencement of work. 
 


Consultants, trainers, necessary 
program services 


Facilities Space rentals for program activities, meetings, or 
trainings. Office space leases should be included in 
the administrative charge category. 
 


Meeting or training space 


Supplies Includes supplies that are consumable materials 
necessary to conduct the program for one year.  
 
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. 
Generally, supplies should not exceed $500 per item 
but TSET may consider items above that threshold on 
a case-by-case basis. 
 


Paper, pens, file folders, light, 
healthy refreshments, 
rolling carts, etc. 


Other Other program-related expenditures not captured in 
other budget categories.  


Postage, subscription and 
mailing lists, staff cell phone (up 
to $55 per FTE) & data (up to 
$35 per FTE) stipends, AV 
equipment rental for events, 
professional printing (such as 
business cards), professional 
organizational (not individual) 
memberships, software, 
newspaper subscriptions 


Health 
Communications 
 


NOTE: This budget category may not be utilized by all 
programs.  
 
The Health Communication category includes three 
budget line items: signage, event 
promotion/sponsorships, and fulfillment center 
promotional/incentive items.  
 
TSET’s Fulfillment Center is a centralized place for 
grantees to order supporting materials related to any 
of TSET’s brands. Grantees receive access to the 
fulfillment center through an order portal and items 
are shipped directly to their location.  
 
Fulfillment Center items will be ordered by the 


Tobacco Free Environment 
metal signs, banners, way 
finding signs, event promotion & 
sponsorships, branded pens, t- 
shirts, and other giveaways 
available in the Fulfillment 
Center 







APPENDIX C 
grantee, but purchased by TSET, so this amount will 
not be considered part of the cash award.  
 
All awarded grantees will be assigned a TSET Health 
Communication consultant to assist with Health 
Communication purchases during the grant period.  
 


Indirect Costs and 
Administrative Costs 


Grantees are allowed to budget up to 10% of their 
total award 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 
such expenses as rent, support personal such as 
supervisors, office managers, or financial officers may 
also be included under this category.  
 
 


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. 


 





		BUDGET TIPS AND TOOLS

		RFP 092-YCD23

		TSET Successful Futures Program

		When preparing a budget, please ensure that detailed justification for proposed purchases is included for each category.






ATTACHMENT A : RFP092-YCD23 


Oklahoma Tobacco Settlement Endowment Trust 


TSET SUCCESSFUL FUTURES PROGRAM 


A YOUTH CHARACTER DEVELOPMENT INITIATIVE 


Proposal Cover Page 


Applicants must complete this page and add it as the first page of their proposal before 
submission. 


Organization Information 
Organization Legal Name: Proposal Contact Person Name: 


Employer Identification Number: Contact Person Title: 


Mailing Address: Contact Person Phone Number: 


Contact Person Email Address: 


Organization Website: Organization Phone Number: 


Funding Requested 


TSET Funding Other Funding Total Project Budget 


Year 0.5  
(six months; FY23): $ $ $ 


Year 1 (FY24): $ $ $ 


Year 2 (FY25): $ $ $ 


Year 3 (FY26) $ $ $ 


Year 4 (FY27) $ $ $ 


Total: $ $ $ 





		Proposal Contact Person Name: 

		Employer Identification Number: 

		Contact Person Title: 

		Mailing Address: 

		Contact Person Phone Number: 

		Contact Person Email Address: 

		Organization Website: 

		Organization Phone Number: 

		fill_11: 

		fill_12: 

		fill_13: 0

		fill_14: 

		fill_15: 

		fill_16: 0

		fill_18: 

		fill_19: 

		fill_20: 0

		fill_22: 

		fill_23: 

		fill_24: 0

		fill_26: 

		fill_27: 

		fill_28: 0

		fill_30: 0

		fill_31: 0

		fill_32: 0

		Organization Legal Name: 








 


 


 


 


 


Oklahoma Tobacco Settlement Endowment Trust  
Certification of Non-Acceptance of Tobacco Funds 


 


   Organization/Grantee/Principal Investigator Name: 
 


The organization named above hereby certifies that during the term of the agreement with the 
Oklahoma Tobacco Settlement Endowment Trust it will neither have a direct or indirect 
affiliation or contractual relationship with a company or foundation engaged in or funded by 
the manufacture of tobacco, tobacco products, and/or electronic nicotine delivery systems 
(ENDS), nor will it accept any type of funding from such a company or foundation. The 
organization further certifies that it will not engage in the manufacture of tobacco products 
during the term of the grant. This restriction does not apply to the growth or use of 
noncommercial tobacco for ceremonial use. 


 


CERTIFICATION 


I, the official named below, hereby swear that I am duly authorized legally to bind the grant 
recipient, contractor, or principal investigator (as applicable) to the above described 
certification. I am fully aware that this certification, executed on the date below, is made 
under penalty of perjury under the laws of the State of Oklahoma. 
 
Director of Agency or Principal Investigator: 


 
 


Signature Date Printed Name and Title 





		Oklahoma Tobacco Settlement Endowment Trust

		Certification of Non-Acceptance of Tobacco Funds

		CERTIFICATION



		The organization named above hereby certifies that during the term of the agreement with the: 

		Date: 

		Printed Name and Title: 








Edition:   TSET 2/2020 


Modified from OMES-FORM-CP-076 


Workers’ Compensation Insurance Coverage 


Proof of Workers’ Compensation Insurance coverage. 


Proof of Workers’ Compensation Insurance is required by TSET for all entities that receive TSET grant funds and 
enter into a grant 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 grant 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 will result in cancellation of the grant award. 


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 


I 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: 



http://www.tset.ok.gov/

http://www.tset.ok.gov/�



		s Compensation Insurance Policy: 

		Policy Expires: 

		Carriers Name: 

		Dated this: 

		day of: 

		20: 

		undefined_2: 

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

		Check Box4: Off






Summary Budget - FY23



		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		TSET Successful Futures Program

		FY23 SUMMARY BUDGET 

		FY23 is a half-year agreement

		Grantee Organization:

		County:

		Contract Number:		leave blank



		Budget Period:  January 1, 2023 through June 30, 2023



		Direct Program Costs				TSET Support

		1. Personnel				$0.00

		2. Fringe benefits				$0.00

		3. In-State Travel/Per Diem [1]				$0.00

		4. Out-of-State Travel/Per Diem [2]				$0.00

		5. Training Registration Fees				$0.00

		6. Purchased Services [3]				$0.00

		7. Facilities				$0.00

		8. Supplies				$0.00

		9. Other				$0.00

		10. Health Communications [4]				$0.00

		TOTAL DIRECT PROGRAM COSTS				$0.00

		Indirect & Administrative Costs [5]				$0.00

		TOTAL PROGRAM COSTS				$0.00

		TSET - OFFICIAL USE ONLY

		TSET Signature: 				Date Approved:

		[1] All travel reimbursements are made in accordance with the Oklahoma State Travel Reimbursement Act. Click here for Oklahoma travel information and resources.

		[2] Out-of-State travel requires pre-approval unless the conference or event is listed in the approved budget and is reimbursement in accordance with federal GSA rates for lodging and per diem. Click here for per diem tool.

		[3] Purchased Services items require pre-approval of a Notice of Intent to Subcontract, provided by TSET upon request.

		[4] Health Communication items require consultation with TSET’s Health Communication staff.

		[5] Indirect and administrative costs are limited to no more than 10% of the total budget.



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/accounting-reporting/travel.html

FY23 Budget Justification









		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		FY23 Budget Justification



		1. Personnel Full-time program staff must be employees of the organization awarded the grant and cannot be subcontractors. If staffing rates are fully loaded, indicate such in the justification.

		Name				Position		% Time		Annual Salary		TSET Support













		Total										$0.00



		Personnel Justification:

























		2. Fringe Benefits If staffing rates in the Personnel section do not include fringe benefits, please indicate the fringe calculations for staff below

		Name				TSET Salary Support		Org. Fringe % Rate		Calculation		TSET Support













		Total										$0.00



		Fringe Benefits Justification:

























		3. In-State Travel/Per Diem Enter the number of miles/nights/days below; calculations will happen automatically. Note that all rates are subject to change between publication of these guidelines and January 1, 2023. The current lodging, per diem, and mileage rates will be used when reimbursing for travel under an active agreement.

		In-State										TSET Support

		Mileage (reimbursed at $0.585/mile)						# of miles:				$0.00

		OKC Lodging (reimbursed at $104/night)						# of OKC nights:				$0.00

		Standard Lodging (reimbursed at $96/night)						# of non-OKC nights:				$0.00

		OKC Per Diem (reimbursed at $64/day)						# of OKC days:				$0.00

		Standard Per Diem (reimbursed at $59/day)						# of non-OKC days:				$0.00

		Total										$0.00



		In-State Travel/Per Diem Justification:

























		4. Out-of-State Travel/Per Diem

		Out-of-State				Calculations						TSET Support

		Mileage

		Lodging

		Per Diem

		Total										$0.00



		Out-of-State Travel Justification:

























		5. Training Registration Fees

		Conference/Workshop Name						Calculations				TSET Support











		Total										$0.00



		Training Justification:

























		6. Purchased Services Indicate proposed subcontractors if known; if unknown but anticipated, subcontractors may be listed as TBD. All purchased services require pre-approval from a TSET program officer. Purchased services subcontracts included in this budget are for planning purposes only and are not approved until formally submitted to TSET via the appropriate Purchased Services Request web form during the grant year. 

		Subcontractor(s)						Computations				TSET Support











		Total										$0.00



		Purchased Services Justification:

























		7. Facilities

		Training & Meeting Space(s)										TSET Support











		Total										$0.00



		Facilities Justification:

























		8. Supplies

		Supplies						Calculations				TSET Support















		Total										$0.00



		Supplies Justification:

























		9. Other

		Item(s)						Calculations				TSET Support











		Total										$0.00



		Other Justification:

























		10. Health Communications  Include only costs of items in the three categories listed below.

		Item(s)						Calculations				TSET Support

		Signage

		Event Promotion/Sponsorship

		Fulfillment Center Promo/Incentive Items

		Total										$0.00





		Health Communications Justification:

























		Total Direct Program Costs										TSET Support

		Total										$0.00





		Indirect & Administrative Costs										TSET Support

		Indirect/Administrative Costs (up to 10% of total award)

		Total



		Indirect/Administrative Costs Justification:

























		Total Program Costs/Requested Amount										TSET Support

		Total										$0.00







Summary Budget - FY24



		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		TSET Successful Futures Program

		FY24 SUMMARY BUDGET 



		Grantee Organization:

		County:

		Contract Number:		leave blank



		Budget Period:  July 1, 2023 through June 30, 2024



		Direct Program Costs				TSET Support

		1. Personnel

		2. Fringe benefits

		3. In-State Travel/Per Diem

		4. Out-of-State Travel/Per Diem 

		5. Training Registration Fees

		6. Purchased Services

		7. Facilities

		8. Supplies

		9. Other

		10. Health Communications 

		TOTAL DIRECT PROGRAM COSTS

		Indirect & Administrative Costs

		TOTAL PROGRAM COSTS

		TSET - OFFICIAL USE ONLY

		TSET Signature: 				Date Approved:





Summary Budget - FY25



		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		TSET Successful Futures Program

		FY25 SUMMARY BUDGET 



		Grantee Organization:

		County:

		Contract Number:		leave blank



		Budget Period:  July 1, 2023 through June 30, 2024



		Direct Program Costs				TSET Support

		1. Personnel

		2. Fringe benefits

		3. In-State Travel/Per Diem

		4. Out-of-State Travel/Per Diem 

		5. Training Registration Fees

		6. Purchased Services

		7. Facilities

		8. Supplies

		9. Other

		10. Health Communications 

		TOTAL DIRECT PROGRAM COSTS

		Indirect & Administrative Costs

		TOTAL PROGRAM COSTS

		TSET - OFFICIAL USE ONLY

		TSET Signature: 				Date Approved:





Summary Budget - FY26



		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		TSET Successful Futures Program

		FY25 SUMMARY BUDGET 



		Grantee Organization:

		County:

		Contract Number:		leave blank



		Budget Period:  July 1, 2023 through June 30, 2024



		Direct Program Costs				TSET Support

		1. Personnel

		2. Fringe benefits

		3. In-State Travel/Per Diem

		4. Out-of-State Travel/Per Diem 

		5. Training Registration Fees

		6. Purchased Services

		7. Facilities

		8. Supplies

		9. Other

		10. Health Communications 

		TOTAL DIRECT PROGRAM COSTS

		Indirect & Administrative Costs

		TOTAL PROGRAM COSTS

		TSET - OFFICIAL USE ONLY

		TSET Signature: 				Date Approved:





Summary Budget - FY27)



		OKLAHOMA TOBACCO SETTLEMENT ENDOWMENT TRUST

		TSET Successful Futures Program

		FY27 SUMMARY BUDGET 



		Grantee Organization:

		County:

		Contract Number:		leave blank



		Budget Period:  July 1, 2023 through June 30, 2024



		Direct Program Costs				TSET Support

		1. Personnel

		2. Fringe benefits

		3. In-State Travel/Per Diem

		4. Out-of-State Travel/Per Diem 

		5. Training Registration Fees

		6. Purchased Services

		7. Facilities

		8. Supplies

		9. Other

		10. Health Communications 

		TOTAL DIRECT PROGRAM COSTS

		Indirect & Administrative Costs

		TOTAL PROGRAM COSTS

		TSET - OFFICIAL USE ONLY

		TSET Signature: 				Date Approved:
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