
2011-NIST-MEP-STATE-PARTNERSHIPS 
GRANTS.GOV APPLICATION INSTRUCTIONS 
 
The application for this program consists of two mandatory elements: a) 
forms (the SF and CD forms listed in section IV.2 of the Federal Funding 
Opportunity notice) and b) documents the applicant creates in response 
to the requirements contained in the Federal Funding Opportunity notice.   
 
Electronic proposals should be uploaded to www.grants.gov . 
 
In order for an application to be considered complete, it must meet all the 
application documentation requirements stated in the Federal Funding 
Opportunity notice. 
 
Complete applications/proposals must, at a minimum, include the following 
forms and documents: 
 
a. SF-424, Application for Federal Assistance 
b. SF-424A, Budget Information Non-Constructions 
c. SF-424B, Assurances Non-Construction 
d. CD-511, Certification Regarding Debarment, Suspension and Other 
Responsibility Matters; Drug-Free Workplace Requirements and Lobbying  
e. SF-LLL, Disclosure of Lobbying Activities (if applicable).   
 
The SF and CD series of forms will not be considered part of the page count of 
the proposal. 
 
The proposal should include the following information: 
 
A. An executive summary of the proposed approach, consistent with the 
Evaluation Criteria stated in this notice. 
 
B. A description of the proposed approach, sufficient to permit evaluation of 
the proposal, in accordance with the proposal Evaluation Criteria stated in this 
notice. 
 
C. A detailed budget for the proposed project that breaks out all expenses for 
year 1 of operation. 
 
D. A continuation budget for potential years 2 through 5.  If the project is 
continued, this information can be updated each year. 
 
E. A description of the qualifications and proposed operational or management 
activities of key personnel who will be assigned to work on the proposed 

http://www.grants.gov/


project, including examples of past experience working with state government 
representatives and related organizations. 
 
F. A statement of work that discusses the specific tasks proposed to be carried 
out, including a schedule of measurable events and milestones. 
 
The proposal must not exceed 25 typewritten pages in length for the basic 
proposal document; the mandatory forms are not included in the page count.  
The proposal must contain both technical and cost information.  The proposal 
page count shall include every page including pages that contain words, table 
of contents, executive summary, management information and qualifications, 
resumes, figures, tables, and pictures.  All hard copy proposals shall be printed 
such that pages are single-sided, with no more than fifty-five (55) lines per 
page.  Use 21.6 x 27.9 cm (8 ½” x 11”) paper or A4 metric paper.  Use an easy 
to read font of not more than about 5 characters per cm (fixed pitch font of 12 
or fewer characters per inch or proportional font of point size 10 or larger).  
Smaller type may be used in figures and tables but must be clearly legible.  
Margins on all sides (top, bottom, left and right) must be at least 2.5 cm (1”).  
The applicant may submit a separately bound document of appendices 
containing other supporting information.  The proposal should be self-
contained and not rely on the appendices for meeting criteria.  Basic proposal 
documents exceeding the 25 page requirement will not be reviewed. 
 
The following forms are available as part of the Grants.gov application kit and 
can be completed through the download application process. 
 
• SF-424, Application for Federal Assistance 
• SF-424A, Budget Information Non-Constructions 
• SF-424B, Assurances Non-Construction 
• CD-511, Certification Regarding Debarment, Suspension and Other 

Responsibility Matters; Drug-Free Workplace Requirements and 
Lobbying  

• SF-LLL, Disclosure of Lobbying Activities (if applicable).   
 
When applying electronically through Grants.gov, combine in one file 
those required documents listed in this notice and attach the resulting 
file to field 15 of the SF-424 form by clicking on the oblong marked “Add 
Attachments.” 
 
The list of certifications and assurances referenced in item number 21 of the 
SF-424 is contained in the SF-424B. 
 
Applicants may choose to scan or create the necessary documents and then 
attach them to the application in Grants.gov.  Applicants should carefully 
follow specific Grants.gov instructions to ensure the attachments will be 
accepted by the Grants.gov system.  A receipt from Grants.gov indicating a 



proposal is received does not provide information about whether attachments 
have been received. 
 
If you have a question regarding successful transfer of attachments or 
questions regarding applying electronically for the 2011-NIST-MEP-STATE-
PARTNERSHIPS announcement, please contact Christopher Hunton at 301-
975-5718, e-mail address christopher.hunton@nist.gov. 
 
Applicants are strongly encouraged to start early and not to wait until the 
approaching due date before logging on and reviewing the instructions for 
submitting an application through Grants.gov. The Grants.gov registration 
process must be completed before a new registrant can apply electronically. If 
all goes well, the registration process takes from 3 to 5 business days. If 
problems are encountered, the registration process can take up to 2 weeks or 
more. Applicants must have a Dun and Bradstreet Data Universal Numbering 
System (DUNS) number and must be registered with the Federal Central 
Contractor Registry and with a Credential Provider, as explained on the 
Grants.gov web site.  After registering, it may take several days or longer from 
the initial log-on before a new Grants.gov system user can submit an 
application.  Only authorized individual(s) will be able to submit the 
application, and the system may need time to process a submitted application.  
Applicants should save and print the proof of submission they receive from 
Grants.gov. If problems occur while using Grants.gov, the applicant is advised 
to (a) print any error message received, and (b) call Grants.gov directly at 800-
518-4726 for immediate assistance. Assistance from the Grants.gov Help Desk 
will be available around the clock every day, with the exception of Federal 
holidays.  Help Desk service will resume at 7:00 a.m. Eastern Time the day 
after Federal holidays.  For assistance with using the Grants.gov, you may also 
contact support@grants.gov .  
  
Information essential to successful submission of applications on the 
Grants.gov system is detailed in the All About Grants, Applicant FAQs, and 
Submit Application FAQs sections on the www.grants.gov home page.  
Applicants should click on the Applicant Resources section found in red on the 
left side of the Grants.gov home page and pay close attention to the information 
found in these sections. 
 
All applicants, including those submitting both electronic and paper 
applications, should be aware that adequate time must be factored into 
applicant schedules for delivery of the application.  Applicants submitting 
electronic applications are advised that volume on Grants.gov is currently 
heavy, and if Grants.gov is unable to accept applications electronically in a 
timely fashion, applicants are encouraged to exercise their option to submit 
applications in paper format.   
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All applications must be received or postmarked no later than 5:00 p.m. 
Eastern Time on March 11, 2011. This deadline applies to any mode of 
proposal submission, including courier, express mailing, and electronic.  Do 
not wait until the last minute to submit a proposal.  NIST will not make any 
allowances for late submissions, including incomplete Grants.gov registration.  
Any proposals not received or postmarked by the due date will not be 
considered and will be returned to the applicant without review. 


