
 

APPLICATION INSTRUCTIONS FOR 
2012-NIST-MEP-SD-AND-KY-01 

 
Required Forms and Documents  
 
(1) SF-424, Application for Federal Assistance.  The SF-424 must be 
signed by an authorized representative of the proposer organization.  The FFO 
number 2012-NIST-MEP-SD-AND-KY-01 must be identified in item 12 of the 
SF-424.  The list of certifications and assurances referenced in item 21 of the 
SF-424 is contained in the SF-424B.   
(2) SF-424A, Budget Information - Non-Construction Programs  (The 
budget should reflect anticipated expenses for no more than five (5) years, 
considering all potential cost increases, including cost of living adjustments.)   
(3) SF-424B, Assurances - Non-Construction Programs  
(4) CD-511, Certification Regarding Lobbying  
(5) SF-LLL, Disclosure of Lobbying Activities (if applicable) 
(6) Technical Proposal.  The Technical Proposal is a word-processed 
document not exceeding 25 pages responsive to the program description (see 
Section I. of the FFO/Full Announcement) and the evaluation criteria (see 
Section V.1. of the FFO/Full Announcement).  It should contain the following 
sections:   
 
(a) Executive Summary.  The executive summary should briefly describe the 
proposed project, consistent with the evaluation criteria (see Section V.1. of the 
FFO/Full Announcement). 
(b) Project Narrative.  A description of the proposed project, sufficient to 
permit evaluation of the proposal, in accordance with the evaluation criteria 
(see Section V.1. of the FFO/Full Announcement). 
(c) Qualifications.  A description of the qualifications and proposed center 
operational or management activities of key personnel who will be assigned to 
work on the proposed project. 
(d) Statement of Work.  The statement of work should discuss the specific 
tasks to be carried out, including a schedule of measurable events and 
milestones. 
(e) Integration Plans.  Include plans for integration into the MEP national 
system and linkages to appropriate national resources. 
(f) Past Performance (for existing or previous MEP center proposers only).  
Proposals from existing or previous MEP centers or partners must provide 
specific information that addresses whether the proposer’s past performance 
with the program is indicative of expected performance under a possible new 
award and describing how and why performance is expected to be the same or 
different. 



(g) Additional Information.  In addition, the proposal must contain the 
following  requirements, which are being included in lieu of those identified in 
15 C.F.R. 290.5(a)(3), which are: 
   
i. A plan for the allocation of intellectual property rights associated with 
any invention or copyright which may result from the involvement in the 
Center’s technology transfer or research activities consistent with the 
conditions of 15 C.F.R. 290.9; 
ii. A statement that provides adequate assurances that the host 
organization will contribute the required cost share.  (Although the MEP 
regulation, 15 C.F.R. 290.5 (a)(3)(ii), states that applicants should provide 
evidence that the proposed Center will be self-supporting after six years, this 
requirement is no longer in effect.) 
iii. A statement describing linkages to industry, government, and 
educational organizations within its service region. 
iv. A statement defining the initial service region including a statement of 
the constituency to be served and the level of service to be provided, as well as 
out-year plans. 
v. A statement agreeing to focus the mission of the Center on technology 
transfer activities within the region but not to exclude companies based on 
state boundaries. 
vi. A proposed plan for the annual evaluation of the success of the Center by 
NIST, including appropriate criteria for consideration and weighting those 
criteria. 
vii. A plan to focus the Center’s technology emphasis on areas consistent 
with NIST technology research programs and organizational expertise.   
viii. A description of the planned Center sufficient to permit NIST to evaluate 
the proposal in accordance with 15 C.F.R. 290.6. 
 
(7) Budget Narrative.  There is no set format for the Budget Narrative; 
however, it should provide a detailed breakdown of each of the object class 
categories as reflected on the SF-424A.  It should include: 
  
(a) All expenses for year one (1) of operation and identify all sources of funds 
to pay these expenses. 
(b) A budget outline for annual costs and sources of funds for potential 
years two (2) through five (5) at no more than $400,000 per year in NIST 
support for an MEP center in South Dakota and at no more than $600,000 per 
year in NIST support for an MEP center in Kentucky.   
 
(8) Letters of Commitment for Non-Federal Cost Sharing.  Letters of 
commitment from all sources of the non-Federal cost sharing are required.  
Letters of commitment do not count toward the page limit.  General “letters of 
support” are not required and will be counted toward the page limit for the 
Technical Proposal if included in the proposal.  A summary listing of this 
support is allowed but will count toward the page limit.  It is inappropriate for 



any Federal employee to provide critique or feedback on project ideas, etc., and 
it is also inappropriate to ask Federal employees for a letter of support.  
 
(9) Indirect Cost Rate Agreement.  If indirect costs are included in the 
proposed budget, provide a copy of the approved negotiated agreement if this 
rate was negotiated with a cognizant Federal audit agency.  If the rate was not 
established by a cognizant Federal audit agency, provide a statement to this 
effect.  Successful proposers will be required to obtain such a rate. 
 
If submitting the proposal electronically via Grants.gov, items (1) through (5) 
above are part of the standard application package in Grants.gov and can be 
completed through the download application process.  Items (6) through (9) 
must be completed and attached by clicking on “Add Attachments” found 
in item 15 of the SF-424, Application for Federal Assistance.  This will 
create a zip file that allows for transmittal of the documents electronically via 
Grants.gov.  Proposers should carefully follow specific Grants.gov instructions 
at www.Grants.gov 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. 
 
 


