REQUIREMENTS, INSTRUCTIONS, and CONDITIONS 

A.  Cover Letter/Proposal – The cover letter/proposal shall consist of the following information:


Background/description of the proposed project


Purpose and objective of the proposed project

Proposed budget total.

Contact information for the primary technical and administrative personnel for the proposal

B.  Scope of Work--Describe in detail the work to be carried out.  Break the proposed work, including reporting, into major tasks.  Discuss the approach to accomplish the proposed work.  This discussion shall be in sufficient detail to permit a comprehensive evaluation of the proposal. Include how the benefits will measured and documented after the project has been implemented. 

C.  Schedule or Workplan—Identify the anticipated beginning and duration of the proposed activity. The beginning and ending of all major tasks shall be part of the schedule.  Identify the deliverables, the schedule for their delivery, and major project milestones.
D.  Standard Forms 424 (Application for Federal Assistance, complete with all required information.)  This form must be signed by a person legally authorized to commit your organization to performance of the project.  The SF 424 should contain the name and telephone number of the person signing the 424 as well as the telephone number of the Applicant’s Activity Manager.

Standard Forms and Assurances may be obtained at http://www.grants.gov.
E.  Appropriate Standard Form Assurances – Include with your proposal a completed and 
signed SF 424B – Assurances – Non-Construction Programs or an SF 424D – Assurances – Construction Programs.  This form must be signed by a person legally authorized to commit your organization to performance of the project. These forms are available at http://www.grants.gov.

F.  Appropriate Budget Forms SF 424A or SF 424C – Include with your proposal SF 424A--Non-Construction Programs or SF 424C--Construction Programs.  (See Section X.) -- Applicants should also include a narrative description of ALL the items included in the project budget. Submission of the budget information is mandatory.  Award will not be made to any applicant who fails to fully disclose budget information.
G.  Optional Grants.gov Lobbying Form – This form must be completed for all applications over $100,000

H.  Any Other Information Specified In The Application Package
