E. Grants.gov Proposal Submission Instructions 

Please read this entire section before attempting an electronic submission through Grants.gov. If you are unable to utilize the Grants.gov application submission process, contact Will Wheeler (wheeler.william@epa.gov) for alternative application submission instructions at least 10 working days before the deadline to assure timely receipt of alternate instructions. In your message provide the funding opportunity number and title of the program, specify that you are requesting alternate submission instructions, and provide a telephone number, fax number, and an email address, if available. Alternate instructions will be e-mailed whenever possible. The proposal deadlines and other requirements of this solicitation still apply to applicants that use alternative submission methods. 

Note: Grants.gov submission instructions are updated on an as-needed basis. Please provide your Authorized Organizational Representative (AOR) with a copy of the following instructions to avoid submission delays that may occur from the use of outdated instructions. 

The electronic submission of your proposal package must be made by an official representative of your institution who is registered with Grants.gov and is authorized to sign applications for Federal assistance. For more information, go to http://www.grants.gov 


and click on “Get Registered” on the left side of the page. Note that the registration process may take a week or longer to complete. If your organization is not currently registered with Grants.gov, please encourage your office to designate an AOR and ask that individual to begin the registration process as soon as possible. 

The appropriate electronic proposal package available through the http://www.grants.gov site must be used for electronic submissions. To begin the application process, go to http://www.grants.gov 

and click on the “Apply for Grants” tab on the left side of the page. Then click on “Apply Step 1: Download a Grant Application Package” to download the compatible Adobe viewer and obtain the proposal package. For more information on Adobe Reader please go to http://www.grants.gov/help/help.jsp.

 

Note: Grants.gov is aware of a corruption issue when Adobe Reader application packages are saved in different versions of Adobe Reader. It is recommended that applicants uninstall earlier versions of Adobe Reader and then install the version available and compatible through Grants.gov.

The proposal package may be quickly accessed from https://apply.grants.gov/forms_apps_idx.html using the appropriate FON (EPA-OPEI-NCEE-08-02). Please register for announcement change notification emails. 

The Grants.gov website provides customer support via (800) 518-GRANTS (this is a toll-free number) or through e-mail at support@grants.gov. The customer support center is open from 7:00 a.m. to 9:00 p.m. Eastern time, Monday through Friday, except federal holidays, to address Grants.gov technology issues 

Proposal Submission Deadline: Your organization’s AOR must submit your complete proposal package, as described in Section IV. B of the announcement, electronically to EPA through Grants.gov (http://www.grants.gov) no later than 11:59pm EST on December 5, 2008. Proof of timely submission is automatically recorded by Grants.gov. 

An electronic time stamp is generated within the system when the proposal is successfully received by Grants.gov. The applicant will receive an acknowledgement of receipt and a tracking number from Grants.gov with the successful transmission of their proposal. 

Applicants should print this receipt and save it, along with facsimile receipts for information provided by facsimile, as proof of timely submission. When EPA successfully retrieves the package from Grants.gov, Grants.gov will provide an electronic acknowledgment of receipt to the e-mail address of the AOR. Proof of Timely submission shall be the date and time that Grants.gov receives your proposal package. 

EPA strongly suggests that applicants submit their proposals during the operating hours of the Grants.gov Support Desk, so that if there are questions concerning transmission, operators will be available to walk you through the process. Submitting it during the Support Desk hours will also ensure that you have sufficient time for the proposal to complete its transmission prior to the proposal deadline. 

Applicants using dial-up connections should be aware that transmission should take some time before Grants.gov receives it. Grants.gov will provide either an error or a successfully received transmission message. The Grants.gov Support desk reports that some applicants abort the transmission because they think that nothing is occurring during the transmission process. 

Please be patient and give the system time to process the proposal. Uploading and transmitting many files particularly electronic forms with associated XML schemas will take some time to be processed. 

Please submit all of the proposal materials described below and in Section IV.B of the announcement.. To view the full funding announcement, go to http://www.grants.gov and click on “Find Grant Opportunities” on the left side of the page and then click on Search Opportunities/Browse by Agency and select Environmental Protection Agency. 

1. Proposal Materials 

The following forms and documents are required to be submitted under this announcement: 

Application for Federal Assistance (SF-424)
Budget Information for Non-Construction Programs (SF-424A)
Narrative Proposal-See Section IV.B of the announcement for details. 

Key Contacts Form (IV.B.3., above). 

Other Attachments Form-Attachment for Documentation of Qualifications and Letters of Intent 

The proposal package must include all of the following materials: 

a. Standard Form (SF) 424, Application for Federal Assistance 
Complete the form. There are no attachments. Please be sure to include organization fax number and email address in Block 5 of the Standard Form SF 424. 

Please note that the organizational Dun and Bradstreet (D&B) Data Universal Number System (DUNS) number must be included on the SF-424. Organizations may obtain a DUNS number at no cost by calling the toll-free DUNS number request line at 1-866-705-5711. 

b. Standard Form SF 424A – Budget Information: 
Complete the form. There are no attachments.
The total amount of federal funding requested for the project period should be shown on line 5(e) and on line 6(k) of SF-424A. If indirect costs are included, the amount of indirect costs should be entered on line 6(j). The indirect cost rate (i.e., a percentage), the base (e.g., personnel costs and fringe benefits), and the amount should also be indicated on line 22. 

c. Narrative Proposal – prepared as described in Section IV.B.3 of the announcement. The document should be readable in PDF, MS Word or Word Perfect WP6/7/8 for Windows and consolidated into a single file. 

d. EPA Form 5700-54, Key Contacts Form 
Complete the form. There are no attachments.
If additional pages are needed, attach these additional pages to the electronic application package by using the “Other Attachments Form” in the “Optional Documents” box. (See Application Preparation and Submission Instructions below for more details.) 

e. Attachment for Documentation of Qualifications and Letters of Intent - The applicant must include in this attachment resumes of all principal staff who will have a major role in the project and letters of intent to provide resources for the proposed research or to document intended interactions. If your RFP is submitted electronically through Grants.gov, use the “Other Attachments Form” in the “Optional Documents” box to attach this.


2. Proposal Preparation and Submission Instructions 

(a) On the initial electronic Grant Application Package page, complete the “Application Filing Name” 
field by entering the Lead/Contact PI‘s name, starting with the last name. Note: Applicants do not 
need to complete the “Competition ID” field. 

(b) Application for Federal Assistance (SF 424): Complete the form. 

(c) Standard Form SF 424A – Budget Information: Complete the form. 

(d) EPA Key Contacts Form 5700-54: Complete the form. 

(e) Narrative Proposal-Project Narrative Attachment Form (click on “Add Mandatory Project 
Narrative”): Attach a single electronic file labeled “Narrative Proposal” that contains the items 
described in Section IV.B.3. of this solicitation. 

(f) Other Attachment for Documentation of Qualifications and Letters of Intent - The applicant 
must include in this attachment resumes of all principal staff who will have a major role in the 
project and letters of intent to provide resources for the proposed research or to document 
intended interactions. If your RFP is submitted electronically through Grants.gov, use the “Other 
Attachments Form” in the “Optional Documents” box to attach this.

For documents (b)-(d), click on the appropriate form and then click “Open Form” below the box. The fields that must be completed will be highlighted in yellow. Optional fields and completed fields will be displayed in white. If you enter an invalid response or incomplete information in a field, you will receive an error message. When you have finished filling out each form, click “Save.” When you return to the electronic Grant Application Package page, click on the form you just completed, and then click on the box that says, “Move Form to Submission List.” This action will move the document over to the box that says, “Mandatory Completed Documents for Submission.” 

For document (e) (or if additional pages are needed for the Key Contacts Form), you will need to attach electronic files. Prepare your narrative proposal as described above in Section IV.B.3 of the announcement and save the document to your computer. The document should be readable in PDF, MS Word or Word Perfect WP6/7/8 for Windows. When you are ready to attach your proposal to the application package, click on “Project Narrative Attachment Form,” and open the form. Click “Add Mandatory Project Narrative File,” and then attach your proposal (previously saved to your computer) using the browse window that appears. You may then click “View Mandatory Project Narrative File” to view it. Enter a brief descriptive title of your project in the space beside “Mandatory Project Narrative File Filename;” the filename should be no more than 40 characters long. If there other attachments that you would like to submit to accompany your proposal, you may click “Add Optional Project Narrative File” and proceed as before. When you have finished attaching the necessary documents, click “Close Form.” When you return to the “Grant Application Package” page, select the “Project Narrative Attachment Form” and click “Move Form to Submission List.” The form should now appear in the box that says, “Mandatory Completed Documents for Submission.” 

For document (f), see above. 

Once the application package has been completed, the “Submit” button should be enabled. If the “Submit” button is not active, please call Grants.gov for assistance at 1-800-518-4726. Investigators should save the completed application package with two different file names before providing it to the AOR to avoid having to re-create the package should submission problems be experienced or a revised application needs to be submitted. 

Submitting the proposal package. The proposal package must be transferred to Grants.gov by an AOR. The AOR should close all other software before attempting to submit the proposal package. Click the “submit” button of the proposal package. Your Internet browser will launch and a sign-in page will appear. Note: Minor problems are not uncommon with transfers to Grants.gov. It is essential to allow sufficient time to follow all trouble-shooting instructions, including contacting Grants.gov, before 11:59 pm Eastern Time on the solicitation closing date.

A successful transfer will end with an on-screen acknowledgement. For documentation purposes, print or screen capture this acknowledgement. If a submission problem occurs, reboot the computer – turning the power off may be necessary – and re-attempt the submission. If submission problems continue, call Grants.gov for assistance (Telephone: 1-800-518-4726). 

Note: Grants.gov issues a “case number” upon a request for assistance 

