Application Instructions for Full Proposals 
under the 
Broad Agency Announcement HDTRA1-09-14-FRCWMD-BAA
Amendment 13 (July 2013)

** NOTE:  Each invited Phase II Full Proposal must address only one of the Thrust Areas or Topics detailed in the BAA.  Each topic has a unique application package.  Please ensure you are using the application package corresponding to your Thrust Area or Topic of interest. **
Example application packages for both pre-application white papers and invited proposals are included with this posting.  These example packages are for demonstration purposes only and should not be used to submit applications pursuant to this BAA.  These packages are clearly noted with the Competition ID of “Example” and the Competition Title of “Phase I Example Pre-Application White Paper” and “Phase II Example Application,” respectively. 

“Example” packages submitted by the applicant may not be reviewed or considered further at the discretion of DTRA. 

DTRA will not review any of the following:
· Full Proposals that attempt to address multiple Thrust Areas or Topics.
· [bookmark: _GoBack]Full Proposals that are submitted to Topics that have been previously closed via an amendment to the BAA.
· Application packages and proposals for Phase II submissions that were not invited.

Exceptions WILL NOT be made under any circumstances.

Each Phase II application package contains the following forms (Note:  all other BAA guidelines must also be met to be considered a true complete package):
	Form (Section in the BAA)
	Attachment
	Action

	SF-424 (R&R) Application for Federal Assistance Form (IV.2.4.2.1)
	 
	Enter the appropriate information in data fields

	RR Budget Form (IV.2.4.2.2)
	Budget Justification for entire performance period 
	Attach to Section K in budget period one 

	R&R Subaward Budget Attachment(s) Form (if applicable) (IV.2.4.2.3)
	Individual subaward budgets 
	Attach a separate budget with justification for each subaward 

	Research & Related Senior/Key Person Profile Form 
(IV.2.4.2.4)
	PI Biographical Sketch 
	Attach to Biographical Sketch field 

	
	PI Current/Pending Support 
	Attach to Current & Pending Support field 

	
	Key Personnel Biographical Sketches 
	Attach to Biographical Sketch field for each senior/key person

	
	Key Personnel Current/Pending Support 
	Attach to Current & Pending Support field for each senior/key person 

	Research & Related Other Project Information Form
(IV.2.4.2.5)
	Proposal Summary/ Abstract 
	Attach to Block 7 
Project Summary/ Abstract 

	
	Technical Proposal
	Attach to Block 8 
Project Narrative 

	Disclosure of Lobbying Activities (SF-LLL) (IV.2.4.2.6)
	N/A
	N/A

	Attachments Form (IV.2.4.2.7)
	Attachment 1 – SOW
	Upload as Attachment 1

	
	Attachment 2 – Quad Chart
	Upload as Attachment 2

	
	Attachment 3 – Supporting Documentation (Thrust Area 6)
	Upload as Attachment 3


The instructions for completing each of these forms may be found online at the following web link:  http://www07.grants.gov/agencies/forms_instruction_information.jsp.

Each invited proposal must address the Thrust Area or the Topic for the subject of the corresponding pre-application white paper, as detailed in Section I.8 or Attachment 8 of the BAA, respectively.  Each invited proposal must use the application package for the specific Thrust Area or Topic as presented in Section I.8 or Attachment 8, respectively. 
SF 424 (R&R) Application for Federal Assistance.  DTRA-specific instructions for completing the SF 424 (R&R) are below, general application instructions can be found on Grants.gov:
Block 1 – Type of Submission.  Applicants should indicate the Phase II submission is an “Application.”
Block 2.1 – Applicant Identifier.  Not applicable.
Block 3 – Date Received by State.  Not applicable.
Block 3.1 – State Application Identifier.  Not applicable.
Block 5 – Applicant Information.  You must provide a Business Office Point of Contact (BPOC) with an e-mail address.
Block 19 – Authorized Representative.  The “signature of AOR” is not an actual signature and is automatically completed upon submission of the electronic application package.  Hard copies or email attachments of applications will not be accepted. 
RR Budget Form.  The Research and Related Budget Form provided as part of the application package for the Phase II submission should be filled out in entirety for each project year proposed.  Applicants are responsible for ensuring appropriate, approved rates are used in their budget forms.  When notified of selection, applicants will be requested to provide their current rate agreement and the rate agreement of their subcontractor(s), if applicable.  Applicants should note that in accordance with 32 CFR 22.205(b), grants shall not provide for the payment of fee or profit to the recipient.  
Applicants should plan and budget for travel to accommodate the two meetings outlined below:
National Conferences/Workshops/Symposia:  Applicants are strongly encouraged to attend a nationally recognized conference, workshop, or symposium in the field of research each calendar year (1 at minimum).  Research should be presented as soon as adequate data are available to support posters and presentations.  Conferences/workshops/symposia should be attended by the PI and students supporting the research, as appropriate.  
Annual Technical Review:  Applicants should plan to attend an annual technical program review meeting.  For planning purposes the review will be for five days and will be held in Northern Virginia.  DTRA encourages graduate students to attend the Annual Technical Review.  
Budget Justification.  Applicants are required to submit a budget justification. The budget justification should be prepared as outlined in the instructions for the Research and Related Budget and uploaded as an attachment to Section K “Budget Justification” of the Research and Related Budget Form. The budget justification does not have a page limit, but should include sufficiently detailed information for meaningful evaluation. In addition, the budget justification must specifically address subaward costs and type to include the portion of work to be subawarded with a supporting rationale. The budget justification must include a statement discussing how the subawardee(s) was determined to be fair and reasonable.
R&R Subaward Budget Attachment(s) Form (if applicable).  Detailed cost estimates are required for each proposed subaward.  The cost estimate for the subawards should include sufficiently detailed information for meaningful evaluation, including labor rates and indirect cost rates.  
Research and Related Senior/Key Person Profile Form.  The Research and Related Senior/Key Person Profile Form should be completed in its entirety for each of the PIs and Co-PIs on the project.  The inclusion of additional personnel is at the discretion of the PI.  For Thrust Area 6 submissions, the PI (and Co-PIs) in the region-of-interest should be included as Key Personnel.  
A biographical sketch is required for each PI and Co-PI on the project.  DTRA does not have a preference for the format of the biographical sketch; however, it should be limited to 1 page per person.  The biographical sketch should be uploaded as an attachment to the corresponding field on the Research and Related Senior/Key Person Profile Form.
Additionally, a statement of current and pending support must be provided for each PI and Co-PI on the project.  This statement should include a summary of the current and pending support of related work and requires all grants and contracts through which each PI and Co-PI is currently receiving or may potentially receive financial support to be disclosed.
Research and Related Other Project Information Form.  
· Block 7 – Project Summary/Abstract.  The uploaded project abstract should be concise (less than 250 words) and provide a summary of the proposed work and demonstrate relevance to the topic being addressed.  The abstract should not contain any proprietary data or markings.  
· Block 8 – Project Narrative.  The uploaded technical proposal must not exceed 20 pages (including references).  If the proposal exceeds 20 pages, only the first 20 pages will be reviewed.  A page is defined as 8 ½ x 11 inches, single-spaced, with one-inch margins in type not smaller than 12 point Times New Roman font.  The technical proposal must be provided in portrait layout.  A template for the technical proposal format may be found online at the DTRA Basic and Fundamental Research Community Portal (www.dtrasubmission.net/portal) (MS Word format). 
The technical proposal must include the following components:  
Abstract.
Scope.  
Objective.  A clear and concise objective of the proposed project.
Background.  Provide the necessary technical and scientific background to support the scientific and/or technical merit of the proposed project.
Programmatics.  Describe your organization’s management plan for the proposed project; list supporting and collaborating centers, and the roles/responsibilities of each identified academic and/or industrial subcontractor supporting the project.  Authors of multidisciplinary proposals must take great care to clearly outline the impact to C-WMD science that is to be gained from the higher dollar amount investment and justify the scientific contribution from each investigator.  
Thrust Area 6 narratives must also describe of the extent and duration of the relationship/collaboration between the universities/institutes/ entities and/or scientists.  Teams with pre-existing collaborative research relationships and those which propose to establish new collaborations will be considered, provided teams can supply documentation to demonstrate that an operational framework exists to support the proposed work.  Please see Section IV.2.4.2.7 Attachment 3 on the submission of this documentation.  
Relevance.  Describe the relevance of the proposed project in terms of advancing the state of the science and the anticipated scientific impact on capabilities to potentially reduce, eliminate, counter, provide greater knowledge or understanding of the threat, and mitigate the effects of WMD fundamental aspects of phenomena and of observable facts.
Credentials.  Describe the PI’s qualifications and the organization’s qualifications to perform the proposed work.  Summarize the credentials of the primary performing center, and supporting academic and industrial partners to perform the work.  Describe specific examples of equipment and/or facilities available to perform the proposed work.  Focus on information directly relevant to the proposed work.
Work to be Performed.  Provide details of the work to be performed by task and subtask.  Tasks must be grouped by project year.  
Thrust Area 6 narratives must also clearly identify how the applicant plans to develop (if necessary) and maintain a sample repository with relevant meta-data for each sample collected during the proposed research for at least 12 months after the project end-date.  Note that annual sample repository information must be submitted using a DTRA-specified format (for an example, please see the Document and Template Library online at the DTRA Basic and Fundamental Research Community Portal (www.dtrasubmission.net/portal).  
Performance Schedule.  Provide a table of tasks and sub-tasks and the duration of performance of each in a Gantt or other suitably formatted chart.
References.  List any relevant documents referenced.
Attachments Form.  
· Attachment 1 – SOW.  The SOW does not have a page limit, but should be approximately 3-5 pages in length for incorporation into a grant.  The SOW should not contain any proprietary data or markings.  Pages should be numbered and the initial page should have a date (document date) shown under the title (the title of the SOW should match that of the proposal).  The SOW must be provided in portrait layout.  A template for the SOW format may be found online at the DTRA Basic and Fundamental Research Community Portal (www.dtrasubmission.net/portal) (MS Word format).  
The proposed SOW must accurately describe the research to be performed.  The proposed SOW must also contain a summary description of the technical methodology as well as the task description, but not in so much detail as to make the SOW inflexible.  The SOW format/guidance is as follows:  
Objective:  Brief overview of the specialty area.  Describe why the research is being pursued and what knowledge is being sought.
Scope:  Include a statement of what the SOW covers including the research area to be investigated, objectives/goals, and major milestones and schedule for the effort.  
Background:  The applicant must identify appropriate documents, including publications that are applicable to the research to be performed.  This section includes any information, explanations, or constraints that are necessary in order to understand the hypothesis and scientific impact on capabilities needed to reduce, eliminate, and counter the threat, and also mitigate the effects of WMD.  It may also include previously performed relevant research and preliminary data.
Tasks/Scientific Goals:  This section contains the detailed description of tasks which represent the research to be performed that are contractually binding.  Thus, this portion of the SOW should be developed in an orderly progression and presented in sufficient detail to establish the methodology and feasibility of accomplishing the overall program goals.  The work effort should be segregated by performance period for all tasks to be performed and anticipated milestones realized in that year (e.g., Year 1, Year 2, etc, should be detailed separately).  Identify the major tasks in separately numbered sub-paragraphs.  Each major task should delineate, by subtask, the research to be performed by year and number each task using the decimal system (e.g., 4.1, 4.1.1, 4.1.1.1, 4.2, etc.).  The sequence of performance of tasks and achievement of milestones must be presented by project year and task in the same sequence as in the Technical Proposal.  The SOW must contain every task to be accomplished to include a detailed schedule. 
The tasks must be definite, realistic, and clearly stated.  Use “the grantee shall” whenever the work statement expresses a provision that is binding.  Use “should” or “may” whenever it is necessary to express a declaration of purpose.  Use active voice in describing work to be performed.  Do not use acronyms or abbreviations without spelling out acronyms and abbreviations at the first use; place the abbreviation in parentheses immediately following a spelled-out phrase.  If presentations/meetings are identified in your schedule, include the following statement in your SOW:  “Conduct presentations/meetings at times and places specified in the grant schedule.”
Deliverables:  Thrust Area 6 requires several additional items be included in the SOW.  These items are as follows:  
· Submission of annual sample repository information using a DTRA-specified format (for an example, please see the Document and Template Library online at the DTRA Basic and Fundamental Research Community Portal (www.dtrasubmission.net/portal)). 
· Access to all samples collected and data generated during the course of the project for at least 12 months after the project end date.
· Attachment 2 – Quad Chart.  The quad chart must be presented on one (1) page.  The quad chart must not contain any proprietary data or markings.  The quad chart must be provided in landscape layout.  A template for the quad chart format may be found online at the DTRA Basic and Fundamental Research Community Portal (www.dtrasubmission.net/portal) (MS PowerPoint format).  The inclusion of the DTRA logo is not required.  The quad chart should be uploaded as “Attachment 2” of the Attachments Form.
· Attachment 3 – Supporting Documentation.  For Thrust Area 6 proposals, applicants must submit documentation that demonstrates an operational framework to support the proposed work as “Attachment 3” of the Attachments Form.  Each of the following should be concatenated into a single document, in the order specified:  Specific identification of foreign Principal Investigators (PIs) and number of/job title for other members of the foreign research team.
· Detailed description of the relationship between the proposed research project and current research efforts at the foreign institution.
· Description of facilities and any other evidence of suitability of foreign collaborators and sites.  In the event that the foreign research component will involve human / other vertebrate animal use, appropriate facilities compliance and certifications documents must be provided.  Refer to Sections VI.2.4 and VI.2.5 for specific information on required approvals and documentation.
· Foreign PI letter of collaboration describing, at minimum, the suitability of the proposed work with respect to ongoing research efforts at the foreign institution, merit of the proposed collaboration, and the expected mutual benefits.
File Format:  Perform a virus check before uploading any files to www.Grants.gov as part of your application package.  If a virus is detected, it may cause rejection of the file.  Do not lock or encrypt any files you upload to www.Grants.gov as part of your application package.  Most documents should be uploaded as a Portable Document File (PDF) format.  An exception to this is the quad chart (MS PowerPoint file compatible with the most recent version of MS PowerPoint) for the Phase II submission.  Movie and sound file attachments will not be accepted.  All submissions must be UNCLASSIFIED. 
Confirmed Proposal Expiration Date:  Applicants requesting contracts must provide written confirmation that holds the proposal, to include proposed costs, firm for 180 days after the submission date as stated in the invitation to submit a full proposal.  This information must be included in the text of the technical proposal.  
Applicants whose proposals are accepted for funding may be contacted before award to provide additional information required for award.  This request for further information may include revised budgets or budget explanations and other information as applicable to the proposed award.  Applicants who are not responsive to government requests for information in a timely manner, defined as meeting government deadlines established and communicated with the request, may be removed from award consideration.  Applicants may also be removed from award consideration if the applicant and the Government fail to negotiate mutually agreeable terms within a reasonable period of time. 
Proposals may be withdrawn by written notice received at any time before award.  Withdrawals are effective upon receipt of notice by the Grants/Contracting Officer via the e-mail address listed in Section VII.1.
Submission Information:  When sending electronic files, the applicant should allow for potential delays in file transfer from the originator’s computer server to the Grants.gov website/computer server, as well as the delay associated with the Grants.gov validation of applications, which may be up to 48 hours.  Applicants are encouraged to submit their proposals early to avoid issues with file transfers, rejection of applications by Grants.gov, and delays due to high demand encountered as the submission window closes.



