APPLICATION FORMAT AND INSTRUCTIONS

i.  special application guidelines

A.   Available Funding and Awards

Available Funding: This HIV Prevention RFA seeks competitive applications from eligible organizations seeking to partner with USAID/Malawi.  There are two Sectors available for which applicants may apply:  

SECTOR I:    A five-year, $25 million Cooperative Agreement (CA) to promote normative change and to increase preventive behaviors among adults in the general population; and, SECTOR II:  A five year, $20 million CA to support a comprehensive package of intensified preventive interventions targeting populations and venues with high prevalence of risky sexual behavior. One award is anticipated for each Sector discussed in this RFA.  

Applicants must submit a single/separate application for each Sector to which they choose to apply. Applicants, however, should be aware of the limitations that exist on the level of funding that can be awarded to a single-partner, and should carefully read the section below on “Single-Partner Award Limitations”.

The award ceiling indicated for each Sector has been established to reflect available fiscal year (FY) 2008 funding, and to accommodate any potential funding increases through PEPFAR II for HIV prevention activities in Malawi. Successful applicants should note that there is no guarantee that an award will be funded to the level of the ceiling, and yearly budgets are subject to funding availability.  The first year funding level is estimated at $2.3 million for Sector I and $1.5 million for Sector II.  Applicants should note that the first year funding levels are estimates. The actual funding level for the first year of the Sector 1 Agreement is subject to the acceptance of a request for a waiver (limited to Year 1) of the Single-Partner Award Limitation (described below).
B.  Single-Partner Award Limitations

PEPFAR seeks to promote sustainability for programs through the diversification of partners. To achieve this goal, the Office of the Global AIDS Coordinator (OGAC) establishes an annual funding guideline for grants and cooperative agreement planning. Within the annual PEPFAR country budget for Malawi, OGAC establishes a limit for the total amount of USG funding for HIV/AIDS activities provided to a single partner organization under all grant and cooperative agreements for that country. For FY 2008, the limit is not more than eight (8) percent of the Malawi's FY 2008 PEPFAR program funding (excluding U.S. Government management and staffing costs), or $2 million, whichever is greater. 
The total amount of funding received by a partner organization includes any PEPFAR funding provided to the partner, whether directly as prime partner or indirectly as sub‑grantee. In addition, subject to the exclusion for umbrella awards discussed below, all funds provided to a prime partner, even if passed through to sub-partners, are applicable to the limit. PEPFAR funds provided to an organization under contracts are not applied to the 8 percent/$2 million single partner ceiling.

PEPFAR publishes the single‑partner funding limits annually.  The current limit applicable to this RFA is $2 million. Please note that the current limit is based on an estimated Malawi Country Budget developed for planning purposes; thus, the limit is also an estimate and subject to change based on actual appropriations and the final approved country budget.
Exclusions from the 8 percent/$2 million single‑partner ceiling are made for (a) umbrella awards, (b) commodity/drug costs, and (c) Government Ministries and parastatal organizations. Grants officers will determine whether an organization is serving as an umbrella for purposes of exception from the cap on an award-by-award basis. Agreements for which the primary objective is for the organization to make sub-awards will be considered umbrellas and, therefore, exempted from the cap. Agreements that merely include sub-grants as one of many activities in implementation of the award will not be considered umbrellas, and the full amount of the award will count against the cap. All commodity/drug costs will be excluded from partners’ funding for the purpose of the cap. The remaining portion of awards, including all overhead/management costs, will be counted against the cap.

Applicants should be aware that evaluation of proposals will include an assessment of grant/cooperative agreement award amounts applicable to the applicant by Fiscal Year in Malawi. The combined budget for the two activities (Sectors) described in this RFA is expected to exceed the ceiling for any one partner for the PEPFAR Malawi program. While individual organizations may submit separate applications to carry out both activities, all prospective applicants should be aware that they will likely be ineligible to receive both awards since this would automatically place the recipient over the threshold. The U.S. Global AIDS Coordinator may approve an exception to the cap in appropriate circumstances. 

C. Substantial Involvement Understanding 
It is understood and agreed that USAID will be substantially involved during performance of this CA as set forth below:

1.  Approval of the recipient's Annual Work Plans, including planned activities for the following year, international travel plans, planned expenditures, event planning/management research studies/protocols, and changes to any activity to be carried out under the Agreement;
2.
Approval of, and any changes to specified Key Personnel;
3.
Agency and recipient joint participation, including: concurrence with the selection of advisory committee members, concurrence with the selection of sub-award recipients and substantive provisions of sub-awards, and coordination with other cooperating agencies; and, 

4.  Approval of Performance Monitoring Plan.

II.
PREPARATION GUIDELINES

A.
All applications received by the deadline will be reviewed for responsiveness to the specifications outlined in these guidelines and the application format.  Section II addresses the technical evaluation procedures for the applications.  Applications which are submitted incomplete run the risk of not being considered in the review process.  Late applications will not be considered for award. 

B.
Applications shall be submitted in two separate volumes: (a) Technical and (b) Cost or Business application.  The Technical portions of applications shall be submitted in an original and two (2) copies, and the cost portions of the applications in an original and two (2) copies.

C.
Applications should be prepared in accordance with (IAW) the structural format below.  Applications must be submitted no later than the date and time, and to the location indicated on the cover letter of this RFA.

D.
Applicants should retain for their records one copy of the application and all enclosures which accompany their application.  Erasures or other changes must be initialed by the person signing the application.  To facilitate the competitive review of the applications, USAID will consider only applications conforming to the format prescribed below.

III. INSTRUCTIONS FOR TECHNICAL APPLICATIONS

A.
Guiding Principles

Technical applications should be specific, complete and presented concisely.  The applications should demonstrate the applicant's capabilities and expertise with respect to achieving the goals of this program.  The applications should take into account the Technical Evaluation Criteria found in RFA, Section B.

Technical applications should include, at a minimum, the following:

1. Strategy for achieving the program objective(s) that is reflective of the guiding principles, elaborates on the specific results to be achieved and provides specific performance indicators tied to meaningful impacts.

2. An Implementation Plan, including a description of key activities, and how they are linked to benchmarks and results. The overall program should focus on the achievement of results.

3. A draft Year One Workplan including benchmarks linked to planned results.

4. A Monitoring and Evaluation (M&E) Plan that includes a proposed methodology for establishing baseline conditions and measuring each of the performance indicators, recommends performance indicators, proposes targets for performance indicators, and provides for external mid-term and final evaluations. The plan should show how M&E activities, lessons learned, and successful practices will be used as management tools.

5.  A Management Plan that demonstrates the capability of the organization to manage, staff and administer this award, including the administrative, management and financial structures and systems proposed.  Critical to this are financial management procedures related to the management of any proposed sub-grants that demonstrate organizational capacity to assess sub-grant capabilities, approve budgets, monitor advances to sub-grantees and review and verify sub-grantee reimbursements.

6.  A Staffing Plan that includes long and short-term technical assistance needs.  Exact titles, qualifications and scopes of work of long-term technical and professional support staff must be provided.  The use of local and regional technical expertise is desirable.

7.  Subcontracting/Subrecipient Procedures/Methodology for selecting potential NGO sub-grantees, including geographic targeting, impact, comprehensiveness and intensity, and existing skills base of NGOs.  

8.  A description of the applicant’s history, mission, international activities and past experience working in Southern Africa or other similar development environments.  Any U.S. Government support received in the past five years and experience in developing and managing similar programs of the type described in this RFA should be highlighted. If the applicant is a consortium, this information should be provided for each member of the consortium.


a. USAID/Malawi recognizes the important role that gender and gender imbalances play in the HIV/AIDS epidemic.  Empowering women and promoting male responsibility and participation are themes that applicants must integrate into their applications;


b. The applicant will demonstrate ability to absorb funds beyond the initial levels estimated for this RFA should USAID funding increase substantially over the period of the country strategy. Malawi is a focus country under the PEPFAR, and this RFA is funded under PEPFAR.


c. Matching contributions from applicant, although not required, are encouraged. 


d. The successful applicant shall submit a Branding Strategy and Marking Plan to be evaluated and approved by the Agreement Officer. 

B. Technical Application

The technical application should contain all of the elements specified below.  Using the Program Description as a framework, the applicant should fully elaborate its’ own Program Description which addresses each of these elements as it pertains to the applicant’s proposed program, respecting any page limit mentioned.

1.  Technical Approach
Proposed Approach and General Strategy:  The application must include a clear description of the approach and general strategy (i.e. activities, implementation, methodology, and techniques) proposed to implement the program. The applicant should describe its technical approach to implementing each of the components detailed in the Program Description and should propose realistic strategies which clearly link problems with achievable solutions. The applicant will demonstrate a thorough understanding of the implementing environment and reflect it at all stages of design, implementation and evaluation, including:


(a.)  Gender mainstreaming in all activities to empower women, promote male responsibility, promote ownership among both men and women at the community level, and ensure gender issues are considered at the central/policy level.


(b.)  Flexibility to respond to changes in the epidemic and the environment in Malawi.


(c.)  Outline a strategy and activities for improving the quality of core HIV/AIDS services, strengthening the linkages between HIV/AIDS and other key health services for women and their families, such as family planning services, anti-retroviral therapy, TB services, opportunistic infections treatment, etc., informing policy decisions to support improved quality; and addressing research requirements and how research results and lessons learned will be continually incorporated to increase project impact.


(d.) Present an approach to supporting the roll out and provision of care and treatment for children living with HIV and AIDS, including an approach to advocacy and policy development.  

(e.) Sub-agreements: Applicants shall identify and describe any sub-recipients and/or sub-contractors indicating the extent of utilization intended, and the tasks/functions they will perform.  Describe how those organizations were selected and how they will effectively contribute to the implementing team.  Technical application information for proposed sub-recipients and/or sub-contractors should follow the same format as that submitted by the applicant.

Applicants must clearly identify which inputs (especially staff) will be provided by sub-grantees or contractors. Applicants shall describe their plans, systems, resources and prior experience in coordinating and managing sub-agreements.

C.  
Other Program Design Guidance

The applicant will be expected to mobilize within thirty days of signing the award, including having senior staff in place and an office established in Lilongwe, Malawi.

All activities to be funded under this award will form part of Malawi’s program under PEPFAR. Funding levels, guidance and parameters for PEPFAR priorities and management are evolving and will continue to evolve over the life of the award. The applicant will be expected to maintain a degree of flexibility, and to work with USAID in designing, prioritizing, implementing and evaluating its' PEPFAR activities.

III.
TECHNICAL APPLICATION FORMAT
A.
Unnecessarily elaborate brochures or other presentations beyond those sufficient to present a complete and effective application in response to this RFA are not desired and may be construed as an indication of the applicant's lack of cost consciousness.  Elaborate art work, expensive paper and bindings, and expensive visual and other presentation aids are neither necessary nor wanted.

B.
Technical applications should contain the following information and conform to the guidelines detailed below.

1.
Table of Contents listing all page numbers and attachments 

2.
Project Abstract beginning on page 1 not to exceed a one page description 

3.
Technical applications are limited to 35 pages (12 point single-spaced Courier New font, and a minimum of 1 inch margins all around) not including the cover page, executive summary, appendices, and certain graphics as specified.  Pages should be paginated at the bottom. Graphics and charts specifically requested in this technical application will not count against the page limit for the application, and may be included either in the application or in attachments.  Shorter applications are encouraged.


4.
This section of application will become a major component of the program description for the award if made, therefore focus should be on the results to be achieved.  Corporate qualifications and discussions should be minimized.  Curriculum vitae, letters of commitment and other supporting documentation not integral to the technical application may be attached to the application and will not count against the 35 pages.

5.
Attachments should be lettered (e.g. Attachment A), and should include the resumes/CVs of key personnel, letters of support, letters from public entities, and other supporting documents. 

IV.
COST APPLICATION FORMAT
There is no page limitation on the Cost Application, but applicants are encouraged to be concise.  The application must include the following: 

A.
Standard Forms

Applicants must complete and submit the following required forms: 

1.
SF 424 Application for Federal Assistance; 

2.
SF 424A Budget Information - Non-Construction Program; and, 

3.
SF 424B, Assurances-Non-Construction Programs.  

These forms may be downloaded from the following website:  http://www.usaid.gov/procurement_bus_opp/procurement/forms/SF-424/
4.
Self-Certification of the management systems/major business systems with a cognizant audit agency.

B.
Financial Plan/Budget 

1.
The financial plan should be fully supported by adequate cost data to establish the reasonableness of proposed program costs.  At a minimum, the financial plan shall contain the following:  

a.
A Summary Budget page of total costs;

b.
A Detailed Budget of cost inputs;

c.
Associated costs to outputs, i.e., results or tasks or milestones, which will enable USAID to determine cost effectiveness and best value, and 

d.
Detailed budget notes and supporting justification of all proposed budget line items in the categories listed below. 

i.
Home Office Direct Labor (if applicable), number of units and cost;

ii.
Local office direct labor, number of units and cost;

iii.
Consultants, number of units and cost;

iv.
Subcontractor/sub-awardee labor, number of units and cost;

v.
Equipment and supplies;

vi.
Travel (destinations, numbers of trips, approximate cost) and associated per diem;

vii.
Other related costs (explain in general terms related to the activity or task and give estimates - these may vary by task) 

2.
Detailed budgets and supporting notes and justifications should include the following, as applicable, for the prime and sub-awardee, if any: 

a.
The name, annual salary, fringe benefits and expected level of effort of each position charged directly to the program, including consultants;

b.
Details of all home office support to be provided;

c.
Fringe Benefits. If charged as a percentage, please provide a breakout if not included in the indirect cost rate agreement negotiated with the U.S. Government, specify the applicable fringe benefit rates for each category of employee, and all benefits covered by the rate;

d.
Allowances, expatriate and local, which should be broken down by specific type and by person and must be in accordance with the applicants’ policies.  All salaries, benefits and allowances must be based on written compensation policies of the employer organization;

e.
Travel, per diem and other transportation expenses should be detailed in the financial plan to include number of international trips, from where to where, number of per diem days and rates.  Per diem and other travel allowances must be based on written travel policies of the employer organization;

f.
Other direct costs:  Provide a breakdown of proposed workshop expenses, visas, passports, equipment, and supplies and other general costs. Explain basis for cost, number of units, etc;

g.
Cost Sharing (if proposed):  provide narrative information, in addition to the percentage and total dollar amount of the proposed cost-share contribution. Cost-share, once accepted becomes a condition of payment of the federal share;

h.
Indirect Costs:  Applicants must provide a copy of the most recent indirect cost rate agreement negotiated with its cognizant U.S. Government agency, if applicable.  Non-US applicants not possessing a NICRA that plan to levy an administrative fee are requested to provide the basis of that fee in accordance with the “Guidelines for Financial Audits Contracted by Foreign Recipients” found at the following website: http://www.usaid.gov/pubs/ads/500/rcapguid.doc;
i.
Applicants with no previous experience with USAID programs will be requested to submit evidence of financial capability which shall consist of financial audits for the past three years; personnel, travel, purchasing, and property management policies; and past performance references (at least three).  If copies have already been submitted to the U.S. Government, the applicant should advise which Federal Office has a copy.
C. Required Certifications and Representations are found in Section D of this RFA.

