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VDEM EM Grants 2025 NSGP Grant Application Job Aid 
 

 

You can access the documents by clicking Preparedness Resource without logging into the system. 

 

 

 

Click the + on New 2025 tab. The following options will appear. 
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How to complete and submit your Grant Application 

Purpose: The purpose of this process is to copy the information from the federal 

document into Virginia Dept. of Emergency Management (VDEM)’s grant 

management system – EM Grants. 

 

 

 

 

 

 

First step. Your Investment Justification (IJ) Form should be completed and saved 

before attempting to submit your application packet. The system will not allow you 

to submit without completing required fields. You will copy and paste your 

information from the IJ into the system. Along with uploading your Mission 

Statement (MS) and Vulnerability Assessment (VA) in PDF format. 
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Training Materials 

Look under Resources – Preparedness Subgrantee where you can find training material to successfully 

navigate the system.  

 

Once you log in, you should land on the Account screen which will display your ORGANIZATION name 

within the red banner. You will see the following Apply Now on the right-hand side of the screen.  

 

 

 

 

Applicant Name 
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The following box will appear. Scroll down the available list until you see NSGP, you will select the 

appropriate Grant (NSGP and the grant year (2025)). Then select one of the following options: 

Constructed Security, Equipment, Exercise, Planning or Training for Project Type. Please note, Select 

the Project Type that represents where most of the funding will be directed. E.g. If most of the project 

funding is for the purchase of Equipment, select "Equipment".   Then click, Create. 

 

This will move you into the Grant Application screen where you will simply copy and paste the 

information from your Investment Justification Form into the appropriate areas. You will now see 

breadcrumbs that will show you what has been created in the system and the current landing page. 

 

Program description Organization Account Information  
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Click on Form. Each section highlighted in red must be filled out. 

 

 

 The following screen will be appear.  

 

Please use the hint text provided under the Title box. 

For Work Activity and Costs, please select Equipment and Planning, Training or Exercise (if applicable). 

In the Project Description, please copy and paste the information from Section IV-A Facility Hardening 

in your Investment Justification (IJ) Form, 
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Please enter the Project Primary Point of Contact, Alternate, Chief Administrative Officer of your 

Organization and the Finance Officer.  If they do not have an account in the system, please ask them to 

create one by going to https://vdem.emgrants.com/ and click on Register. 

 

 

Please fill out the sections indicated by the blue arrow. 

 

 

 
 

https://vdem.emgrants.com/
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Please enter your organization’s UEI#. If you do not have one, please go to SAM.gov to begin the 
process. As stated in the Notice of Funding Opportunity (NOFO), “All entities wishing to do business with 
the federal government must have a unique entity identifier (UEI). The UEI number is issued by the 
system. Requesting a UEI using System for Award Management (SAM.gov) can be found at: 
https://sam.gov/content/entity-registration.” 
 
Once you complete the information, please Save, and move to the next tab.  

Do not click Advance, this is only to be used once all the information is completed and all documents 

have been uploaded.   

 

 

 

 

Please continue to copy and paste information from your Investment Justification (IJ) into the 

corresponding sections within the system. 

https://sam.gov/content/entity-registration
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PART VII. IMPACT (4 POSSIBLE POINTS OUT OF 40) 

 

Once you complete the information, please Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Most projects will fall under 

Physical Protective Measures 
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Home Screen (ribbon) Click on the Inbox icon. 

 

 

 

 

Also, you can find the incomplete application on your home page at the bottom right corner. 

 

 

SPECIAL NOTE! 

If you have started the filling out Investment Justification section, but you’re not ready to 

submit. Please click Save to ensure you do not lose the information entered. Once you exit 

the system, you will need to go into your Inbox under the Drafts tabs to find the 

application.  
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Click Add Line to build a budget for each Cost Line in Section IV-B of the Investment Justification. 

 

 

 

You will copy and paste each budgetary line item information from Section IV-B in the Investment 

Justification. 

 

 

 

 

Once you complete the information, please Save. 

The Description will be populated by 
typing in the AEL Number. 
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You will move to the next section, Timeline. 

 

Click Add Line to build out the Milestones listed in your Investment Justification Form. 

 

Once you complete the information, please Save. 

You will move to the next section, Documentation. 

Ignore this section for now. Do not download any of these documents. Simply upload the (3) required 

documents, by selecting  
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Below is screenshot of where you will submit your documents.  All documents should be saved in PDF 

format. You can also send notes or add comments concerning the grant application. 

 

 

 

 

Once you Click, Add Document, the following box will appear. 
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Then click, Choose Files to attach the document from your system. 

 

 

 

Click, Select a Type, for a list of Documents to choose from. Once the selected, click Upload. You will 

need to follow these steps for each document to be properly uploaded. 

 

 

If you have any questions, please do not hesitate to send an email to vdemgrants@vdem.virginia.gov. 

Once you complete the information, please Save and Advance. 

Your document name will appear 

in this frame. 
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Home Screen (ribbon) Click on the Inbox icon. 

 

 

 

 

Also, you can find the incomplete application on your home page at the bottom right corner. 

 

SPECIAL NOTE! 

If you have started the filling out Investment Justification section, but you’re not ready to 

submit. Please click Save to ensure you do not lose the information entered. Once you exit 

the system, you will need to go into your Inbox under the Drafts tabs to find the 

application.  


