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Executive Summary

The Ryan White HIV/AIDS Program Part B Supplemental Application Guidance is provided to assist applicants in preparing their fiscal year (FY) 2010 single-grant application for funds under Part B of Title XXVI of the Public Health Service (PHS) Act, as amended by the Ryan White HIV/AIDS Treatment Extension Act of 2009 (Public Law 111-87) (hereafter referred to as the Ryan White HIV/AIDS Program).  The legislation can be obtained at http://www.govtrack.us/congress/billtext.xpd?bill=h111-3792.

This funding opportunity announcement contains application instructions for the Part B Supplemental Grant Application and other forms of documentation that will be required from grantees, after funds are awarded.  As with last year’s application, all applicants are required to submit their application electronically through Grants.gov.  Grantees may utilize information previously submitted in the FY2010 Part B application (funding opportunity announcement HRSA-10-055) where applicable.

Note the following clarifications and revisions that have been made in the Part B Supplemental Grant Application:

The Part B Supplemental funding is for a one-year budget period.  Applicants must provide one budget and a budget justification for the one-year budget period.  The Part B supplemental funding has a one-year project period.

The 75/25 Core Medical Services Requirement will apply to this funding opportunity.
The Staffing Plan, Personnel Requirements, and HIV/AIDS Part B Program Assurances submitted with the FY 2010 Part B Guidance Application (HRSA-10-055) will be in effect for this supplemental funding opportunity.  However, if the Staffing Plan and Personnel Requirements submitted with the FY 2010 Part B Guidance Application (HRSA-10-055) are NOT sufficient for the proposed supplemental funding program activities, a revised Staffing Plan and Personnel Requirements must be submitted and included as Attachment 1.
The application for Part B Supplemental funding must include a project abstract.  The project abstract must include a brief description of the proposed grant project including the needs to be addressed, the proposed services, and the population group(s) to be served.  The project abstract must be single-spaced and limited to one page in length.  Please place the following at the top of the abstract:
· Project Title;

· Applicant Name;

· Address;

· Contact Phone Number (Voice, Fax);

· E-mail Address; and 

· Website Address.

Applicants should describe how both services and the complexity of providing care to PLWH/A in the State/Territory are affected by co-morbidities, poverty, and lack of insurance coverage, by comparing their rates in the general population with their rates among PLWH/A in the State/Territory.  Applicants must provide quantitative evidence in a table format and document data sources.  The table should be submitted as Attachment 3 and must correlate with the proposed program activities.  A narrative explanation of the data provided in the table should be included in the Impact of Co-morbidities on the Cost and Complexity of Providing Care section.

The applicant should provide a table which includes all of the requested elements in the Epidemiological section of the FY 2010 Part B Supplemental Guidance, including HIV/AIDS cases by demographic characteristics and exposure category in the State/Territory including (1) the number of people living with HIV (non-AIDS), (2) the number of people living with AIDS, and (3) the number of new AIDS cases reported within the past two years (2007, 2008).
Note the following adjustments in the Attachment Description.


Attachment 1:  Staffing Plan, Personnel Requirements


Attachment 2:  Co-Morbidities Table


Attachment 3:  Implementation Table


Attachment 4: Unmet Need Framework


Attachment 5: Budget Justification
The following information will also assist States/Territories in understanding and completing this year’s grant application:

· The application for funds must include a comprehensive plan that addresses how the State or Territory will identify individuals with HIV/AIDS who do not know their HIV status, make them aware of their status, and refer those individuals to treatment and care.  In particular, the plan must describe:  1) the estimated numbers of individuals in the State that do not know their status, 2) activities undertaken by the State or Territory to find those individuals, 3) the manner in which the State or Territory will provide newly-diagnosed individuals access to treatment, and 4) efforts to remove legal barriers, including State laws and regulations, to routine testing.

· Grantees should also submit a strategy which includes a detailed description of how they will coordinate with other community efforts.  All Part B funds are subject to Section 2612(b) of the PHS Act, which requires that no less than 75 percent of the service dollars be used to provide core medical services that are needed in the State/Territory for individuals with HIV/AIDS who are identified and eligible under the Ryan White HIV/AIDS Program.  Applicants that receive Minority AIDS Initiative (MAI) grant funds in FY 2010 are reminded that the MAI service dollars must also be considered in determining compliance with this requirement.  

· Core Medical Services are limited to: (1) Outpatient and ambulatory health services; (2) AIDS Drug Assistance Program treatments in accordance with Section 2616 of the Public Health Service Act; (3) AIDS pharmaceutical assistance; (4) Oral health care; (5) Early Intervention Services; (6) Health insurance premiums and cost sharing assistance for low-income individuals in accordance with Section 2615; (7) Home health care; (8) Medical nutrition therapy; (9) Hospice services; (10) Home and community-based health services as defined under Section 2614(c); (11) Mental health services; (12) Substance abuse outpatient care; and (13) Medical case management, including treatment adherence services.  The most recent service definitions can be found at the following link:  http://hab.hrsa.gov/manage/CMSDefined.htm.  In light of the current shortfall in ADAP resources facing several Part B jurisdictions, HAB strongly encourages jurisdictions to prioritize Part B Supplemental funds to augment their ADAP program resources.  Supplemental applications should address ADAP and other medication needs within the jurisdiction.
· Support services maybe needed by PLWH/A to achieve their medical outcomes as defined by the Ryan White HIV/AIDS Program  and include: (1) Case Management (non-medical); (2) Child care services; 3) Emergency Financial Assistance; 4) Food bank/home-delivered meals; 5) Health education/risk reduction; 6) Housing; 7) Legal Services; 8) Linguistic Services; 9) Medical Transportation Services; 10) Outreach Services; 11) Psychological Support Services; 12) Referral for health care/supportive services; 13) Rehabilitation Services; 14) Respite Care; 15) Treatment Adherence Counseling and 16) Residential Substance Abuse Treatment.  Consistent with Section 2613(f), all services provided by or through consortia are considered as support services.

· The Ryan White Services Report (RSR) data collection and reporting system was implemented in fiscal year 2009.  The RSR captures information necessary to demonstrate program performance and accountability, and serves as a substantial resource to Ryan White HIV/AIDS Program grantees.  The RSR system launched its first phase in 2009, and will continue with the second phase and third phase in 2011 and 2013 respectively.  All outpatient/ambulatory medical care providers as well as medical case management providers were required to submit client-level data in 2009.  Please refer to the HIV/AIDS Program Client Level Data website at http://hab.hrsa.gov/manage/CLD.htm for additional information.

· The HIV/AIDS Bureau has developed HIV/AIDS Clinical Quality Performance Measures for Adults and Adolescents and a companion guide to assist grantees in the use and implementation of the core clinical performance measures.  Information on Performance Measures can be found at:  http://hab.hrsa.gov/special/habmeasures.htm
· Program Income:  HHS Grants Regulations require grantees to collect and report program income.  The program income is to be returned to the respective Ryan White HIV/AIDS Program and used to provide eligible services to eligible clients. “Program income is gross income—earned by a recipient, sub-recipient, or a contractor under a grant—directly generated by the grant-supported activity or earned as a result of the award.  Program income includes, but is not limited to, income from fees for services performed (e.g., direct payment, or reimbursements received from Medicaid, Medicare and third-party insurance); and income a recipient or sub-recipient earns as the result of a benefit made possible by receipt of a grant or grant funds, e.g., income as a result of drug sales when a recipient is eligible to buy the drugs because it has received a Federal grant.” 

Direct payments include charges imposed by recipients and sub-recipients for Part B services as required under Section 2617(c) of Program legislation, such as enrollment fees, premiums, deductibles, cost sharing, co-payments, coinsurance, or other charges.  As specified on the Part B notice of grant award (NGA), program income must be “Added to funds committed to the project or program and used to further eligible project or program objectives.”  Grantees are responsible for ensuring that sub-recipients have systems in place to account for program income, and for monitoring to ensure that sub-recipients are tracking and using program income consistent with grant requirements.  See the HHS Grants Policy Statement at http://www.hhs.gov/grantsnet/docs/HHSGPS_107.doc the Part B NGA, and 45 CFR 92.25. 

According to the statute, drug rebates are not considered part of the grant award and are not subject to the unobligated balances provision.  Part B grantees must report Program Income on the SF-269 (Financial Status Report) long form, however, rebate funds must not be included on the SF-269 as part of the reported unobligated balance, and thus, must not be requested at any time for carry over.  

· HRSA defines cultural and linguistic competence as “a set of congruent behaviors, attitudes, and policies that come together in a system or agency or among professionals and enable that system, agency, or those professionals to work effectively in cross-cultural and linguistically diverse situations.”  For additional information and guidance, refer to the National Standards for Culturally and Linguistically Appropriate Services in Health Care published by HHS.  This document is available online at http://www.omhrc.gov/CLAS.
Healthcare providers funded via HRSA grants need to be aware of the importance of cross-cultural and language appropriate communications and general health literacy issues.  HRSA supports and promotes a unified health communication perspective that addresses cultural competency, limited English proficiency, and health literacy in an integrated approach in order to develop the skills and abilities needed by HRSA-funded providers and staff to deliver the best quality health care effectively to the diverse populations they serve. Part B grant recipients will be expected to address steps taken to assure the cultural and linguistic competence of funded providers in their annual program progress report.  States/Territories are advised that national standards for cultural and linguistically appropriate services in health care are available online at www.omhrc.gov/clas.  Cultural competence resources for health care providers are available at: http://www.hrsa.gov/culturalcompetence. 
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I.  Funding Opportunity Description

Purpose
The authority for this grant program is Section 2620 of the PHS Act as amended.  The U.S. Department of Health and Human Services (DHHS) administers the Part B program through the Health Resources and Services Administration (HRSA), the HIV/AIDS Bureau (HAB), Division of Service Systems (DSS).

The Part B Supplemental Grant award is intended to supplement the services otherwise provided by the State and is determined by the applicant’s ability to demonstrate the need in the State based on an objective and quantified basis.  The State/Territory must demonstrate the severity of the HIV/AIDS epidemic in the State/Territory, using quantifiable data on HIV epidemiology, co-morbidities, cost of care, the service needs of emerging populations, unmet need for core medical services, and unique service delivery challenges.  Applications should explain why supplemental funding for health services is needed to provide necessary services for people living with HIV and AIDS in the State/Territory.

Factors to be considered in assessing demonstrated need for the FY 2010 application include the following: 

· The unmet need for HIV-related services as determined by section 2617(b) of the PHS Act;

· An increasing need for HIV/AIDS related services, including relative rates of increase in the number of living cases of HIV/AIDS;

· The relative rates of increase in the number of living cases of HIV/AIDS within new or emerging subpopulations;

· The current prevalence of HIV/AIDS;

· Relative factors related to the cost and complexity of delivering health care to individuals with HIV/AIDS in the eligible area;

· The impact of co-morbid factors, including co-occurring conditions, identified relevant by the Secretary, including high rates of sexually transmitted infections (STIs), Hepatitis, Tuberculosis, substance use, severe mental illness, and other co-morbid factors; 

· The prevalence of individuals who were released from Federal, state or local prisons during the preceding three years, and had HIV/AIDS on the date of their release;

· The prevalence of homelessness;

· Relevant factors that limit access to health care including geographic variation, adequacy of health insurance coverage and language barriers;

· Impact of a decline in the amount received in formula funding on services available to all individuals with HIV/AIDS identified and eligible under the title.

When describing demonstrated need, applicants should document the use of multiple data sets, such as HIV/AIDS epidemiologic data, co-morbidity data, poverty and insurance status data, current utilization data, 2008 Ryan White Data Report (RDR), and assessments of emerging populations with special needs. 
II. Award Information
1.  Type of Award

Funding will be provided in the form of a grant. 
2.  Summary of Funding
This program will provide funding for Federal fiscal year 2010.  The appropriation for this grant is approximately 17.2 million dollars. 
Notification of grant awards will be sent to the Chief Elected Official (CEO) or to the delegated administrative agency responsible for dispersing Part B Grant Program funds.  Title XXVI of the PHS Act was reauthorized on October 30, 2009 effective retroactively to September 30, 2009.  All grantees will be required to adhere to the new law. 
Part B funding is available through several forms.  The formula grant, (i.e., Part B base award and ADAP Earmark award for HIV/AIDS-related medications); the ADAP Supplemental award; and the Emerging Communities award were issued under announcement HRSA-10-055.  This funding opportunity announcement solicits applications for the Part B supplemental grant.  
This supplemental grant is based on demonstrated need and early identification of individuals living with HIV/AIDS.  To ensure timely notification of the release of the FY 2010 Part B Supplemental awards and other important documents relating to the Part B grant, States/Territories must forward personnel, address, and e-mail or telephone changes immediately to the appropriate Grants Management Specialist listed on the State’s or Territory’s most recent Notice of Grant Award.
Please note that the Secretary may reduce the amounts of grants under Part B to a State/Territory or political subdivision of a State/Territory for a fiscal year if, with respect to such grants for the second preceding fiscal year, the State/Territory or subdivision fails to prepare audits in accordance with the procedures of Section 7502 of Title 31, United States Code.  See PHS Act Sec. 2682(a).
III.  Eligibility Information
Under the Ryan White legislation, all 50 States, the District of Columbia, the Commonwealth of Puerto Rico, the Territories of the Virgin Islands, Guam, American Samoa, the Commonwealth of the Northern Mariana Islands, the Republic of Palau, the Federated States of Micronesia, and the Republic of the Marshall Islands are eligible for a Part B supplemental award.  However, any State or Territories that had more than 5 percent of FY 2008 formula funds under sections 2618(a)(1) or 2618(a)(2)(F)(i) canceled or covered by any waivers under section 2622(c) for fiscal year 2008 are not eligible to apply for Part B supplemental funding.  Therefore, the States of Delaware, Mississippi; the territories of American Samoa, Marshall Islands, Northern Marianas, and Federated States of Micronesia (FSM) are not eligible to receive funding under this announcement for FY 2010.

States must designate a lead State/Territory agency that will be responsible for administering all assistance received; conducting a needs assessment and preparing a State/Territory plan; preparing all applications; receiving notices regarding programs; and collecting and submitting to the Secretary every two years all audits from grantees within the State, including an audit regarding funds expended.

Cost Sharing/Matching
There is no cost sharing or matching requirement for this program.

IV. Application and Submission Information
1.  Address to Request Application Package

Applications are also available on the HRSA/HAB Web site at http://www.hrsa.gov/grants/
Application Materials and Required Electronic Submission Information
HRSA is requiring applicants for this funding opportunity to apply electronically through Grants.gov.  All applicants must submit in this manner unless the applicant is granted a written exemption from this requirement in advance by the Director of HRSA’s Division of Grants Policy or designee.  Grantees must request an exemption in writing from DGPWaivers@hrsa.gov, and provide details as to why they are technologically unable to submit electronically though the Grants.gov portal.  Your email must include the HRSA Announcement Number for which you are seeking relief, the Name, Address, and telephone number of the Organization and the Name and telephone number of the Project Director.  Make sure you include specific information, including any tracking or anecdotal information received from Grants.gov and/or the HRSA Call Center, in your justification request.  As noted, HRSA and its Grants Application Center (GAC) will only accept paper applications from applicants that received prior written approval.
Refer to HRSA’s Electronic Submission User Guide, Appendix A for detailed application and submission instructions.  Pay particular attention to Sections 2 and 5, which provide detailed information on the competitive application and submission process.

Applicants must submit proposals according to the instructions in the Appendix A, using this guidance in conjunction with Standard Form 424 (SF-424).  These forms contain additional general information and instructions for grant applications, proposal narratives, and budgets.  These forms may be obtained online at www.grants.gov:

Instructions for preparing portions of the application that must accompany SF-424 appear in the “Application Format” section below.
2.  Content and Form of Application Submission
Application Format Requirements
The total size of all uploaded files may not exceed the equivalent of 40 pages when printed by HRSA, or a total file size of 5 MB.  This 40 page limit includes the abstract, project and budget narratives, attachments, and letters of commitment and support.  Standard forms are NOT included in the page limit.  
Applications that exceed the specified limits (approximately 5 MB, or that exceed 40 pages when printed by HRSA) will be deemed non-compliant.  All non-compliant applications will be returned to the applicant without further consideration.  
SF-424 Non Construction – Table of Contents
· It is mandatory to follow the instructions provided in this section to ensure that your application can be printed efficiently and consistently for review.

· Failure to follow the instructions may make your application non-compliant. Non-compliant applications will not be given any consideration and those particular applicants will be notified.

· For electronic submissions, applicants only have to number the electronic attachment pages sequentially, resetting the numbering for each attachment, i.e., start at page 1 for each attachment. Do not attempt to number standard OMB approved form pages.

· For electronic submissions no table of contents is required for the entire application. HRSA will construct an electronic table of contents in the order specified.

· When providing any electronic attachment with several pages, add table of content page specific to the attachment. Such page will not be counted towards the page limit.

	Application Section
	Form Type
	Instruction
	HRSA/Program Guidelines

	Application for Federal Assistance (SF-424)
	Form
	Pages 1, 2 & 3 of the SF-424 face page.
	Not counted in the page limit

	Project Summary/Abstract
	Attachment
	Can be uploaded on page 2 of SF-424 - Box 15
	Required attachment.  Counted in the page limit. Refer guidance for detailed instructions.  Provide table of contents specific to this document only as the first page

	Additional Congressional District
	Attachment
	Can be uploaded on page 2 of SF-424 - Box 16
	As applicable to HRSA; not counted in the page limit

	HHS Checklist Form PHS-5161
	Form
	Pages 1 & 2 of the HHS checklist.
	Not counted in the page limit

	Project Narrative Attachment Form
	Form
	Supports the upload of Project Narrative document
	Not counted in the page limit

	Project Narrative
	Attachment
	Can be uploaded in Project Narrative Attachment form.
	Required attachment. Counted in the page limit. Refer guidance for detailed instructions. Provide table of contents specific to this document only as the first page

	SF-424A Budget Information - Non-Construction Programs
	Form
	Page 1 & 2 to supports structured budget for the request of Non construction related funds 
	Not counted in the page limit

	SF-424B  Assurances - Non-Construction Programs
	Form
	Supports assurances for non construction programs
	Not counted in the page limit

	Disclosure of Lobbying Activities (SF-LLL)
	Form
	Supports structured data for lobbying activities.
	Not counted in the page limit

	Other Attachments Form
	Form
	Supports up to 15 numbered attachments.  This form only contains the attachment list.
	Not counted in the page limit

	Attachment 1-15
	Attachment
	Can be uploaded in Other Attachments form 1-15
	Refer to the attachment table provided below for specific sequence.  Counted in the page limit


· To ensure that attachments are organized and printed in a consistent manner, follow the order provided below. Note that these instructions may vary across programs.

· Evidence of Non Profit status and invention related documents, if applicable, must be provided in the other attachment form. 

· Additional supporting documents, if applicable, can be provided using the available rows. Do not use the rows assigned to a specific purpose in the program guidance.

· Merge similar documents into a single document. Where several pages are expected in the attachment, ensure that you place a table of contents cover page specific to the attachment. Table of contents page will not be counted in the page limit.
	Attachment Number
	Attachment Description (Program Guidelines)

	Attachment 1
	Staffing Plan, Personnel Requirements  

	Attachment 2
	HIV/AIDS Epidemiology Table

	Attachment 3
	Co-Morbidities Table

	Attachment 4
	Implementation Table

	Attachment 5
	Unmet Need Framework

	Attachment 6
	Budget Justification


Application Format
i. Application Face Page 
Use Application Form SF-424 provided with the application package.  Prepare this page according to instructions provided in the form itself.  For information pertaining to the Catalog of Federal Domestic Assistance, the Catalog of Federal Domestic Assistance Number is 93.917.
DUNS Number
All applicant organizations are required to have a Data Universal Numbering System (DUNS) number in order to apply for a grant from the Federal Government.  The DUNS number is a unique nine-character identification number provided by the commercial company, Dun and Bradstreet.  There is no charge to obtain a DUNS number.  Information about obtaining a DUNS number can be found at http://www.dnb.com or call 1-866-705-5711.  Please include the DUNS number in item 8c on the application face page.  Applications will not be reviewed without a DUNS number.  Note:  a missing or incorrect DUNS number is the primary reason for an application to be “Rejected for Errors” by Grants.gov.
Additionally, the applicant organization is required to register annually with the Federal Government’s Central Contractor Registry (CCR) in order to do electronic business with the Federal Government.  Information about registering with the CCR can be found at http://www.ccr.gov. 

ii. Table of Contents
The application should be presented in the order of the Table of Contents provided earlier.  Again, for electronic applications no table of contents is necessary as it will be generated by the system.  (Note: the Table of Contents will not be counted in the page limit.)
iii. Application Checklist
Use HHS Checklist Form PHS-5161 provided with the application package.  

iv. Budget
Use form SF-424A – Budget Information for Non-Construction Programs provided with the application.  Please complete Sections A and B, and then provide a line item budget for each grant year using the budget categories in the SF 424A.

In Section B, budget categories are limited to four columns.  The four required columns are:

· Administration- this column should include all funds allocated to the following grant activities: grantee administration, planning and evaluation, and quality management; 

· ADAP - this column should include all funds allocated to the following grant activities: the ADAP.
· Consortia - this column should include all funds allocated to consortia and emerging communities; and
· Direct Services- this column should include all funds allocated to the following grant activities: state direct services, home and community-based care, and health insurance continuation. 
Note: All services, including core medical services delivered for or through consortia are deemed to be support services.  Fill in all object class categories for these columns.

v.  Budget Justification
Provide a narrative that explains the amounts requested for each line in the budget.  The budget justification should specifically describe how each item will support the achievement of proposed objectives.  The Part B Supplemental funding is for a one-year budget period.  Applicants must provide one budget and a budget justification for the one-year budget period.  The Part B supplemental funding has a one-year project period.  Line item information must be provided to explain the costs entered in the SF-424A.  The budget justification must clearly describe each cost element and explain how each cost contributes to meeting the project’s objectives/goals.  Be very careful about showing how each item in the “other” category is justified.  The budget justification MUST be concise.  Do NOT use the justification to expand the project narrative.
Caps on expenses:  Part B grantee administrative costs may not exceed 10% of the total Part B Supplemental grant award.  Planning and Evaluation costs may not exceed 10% of the total grant award.  Collectively, Grantee Administration, and Planning and Evaluation may not exceed 15% of the total award.  Grantees may allocate up to 5% of the total Part B Supplemental grant award, or $3,000,000 (whichever is less) for Clinical Quality Management.

Include the following in the Budget Justification narrative:
Personnel Costs:  Personnel costs should be explained by listing each staff member who will be supported from funds, name (if possible), position title, percent full time equivalency, and annual salary. 

Fringe Benefits:  List the components that comprise the fringe benefit rate, for example health insurance, taxes, unemployment insurance, life insurance, retirement plan, tuition reimbursement.  The fringe benefits should be directly proportional to that portion of personnel costs that are allocated for the project.

Travel:  List travel costs according to local and long distance travel.  For local travel, the mileage rate, number of miles, reason for travel and staff member/consumers completing the travel should be outlined.  The budget should also reflect the travel expenses associated with participating in meetings and other proposed trainings or workshops.  International travel is unallowable.
Equipment:  List equipment costs and provide justification for the need of the equipment to carry out the program’s goals.  Extensive justification and a detailed status of current equipment must be provided when requesting funds for the purchase of computers and furniture items that meet the definition of equipment (a unit cost of $5000 and a useful life of one or more years).  

Supplies:  List the items that the project will use. In this category, separate office supplies from medical and educational purchases.  Office supplies could include paper, pencils, and the like; medical supplies are syringes, blood tubes, plastic gloves, etc., and educational supplies may be pamphlets and educational videotapes.  Remember, they must be listed separately.

Contracts:  Applicants and or awardees are responsible for ensuring that their organization and or institution has in place an established and adequate procurement system with fully developed written procedures for awarding and monitoring all contracts.  Applicants and or awardees must provide a clear explanation as to the purpose of each contract, how the costs were estimated, and the specific contract deliverables.
Other:  Put all costs that do not fit into any other category into this category and provide an explanation of each cost in this category.  In some cases, grantee rent, utilities and insurance fall under this category if they are not included in an approved indirect cost rate.
Indirect Costs:  Indirect costs are those costs incurred for common or joint objectives which cannot be readily identified but are necessary to the operations of the organization, e.g., the cost of operating and maintaining facilities, depreciation, and administrative salaries.  For institutions subject to OMB Circular A-21, the term “facilities and administration” is used to denote indirect costs.  If an organization applying for an assistance award does not have an indirect cost rate, the applicant may wish to obtain one through HHS’s Division of Cost Allocation (DCA).  Visit DCA’s website at:  http://rates.psc.gov/ to learn more about rate agreements, the process for applying for them, and the regional offices which negotiate them. 
The Staffing Plan, Personnel Requirements, and HIV/AIDS Part B Program Assurances submitted with the FY 2010 Part B Guidance Application (HRSA-10-055) will be in effect for this supplemental funding opportunity.  However, if the Staffing Plan and Personnel Requirements submitted with the FY 2010 Part B Guidance Application (HRSA-10-055) are NOT sufficient for the proposed supplemental funding program activities, a revised Staffing Plan and Personnel Requirements must be submitted and included as Attachment 1.  
The application for Part B Supplemental funding must include a project abstract.  The project abstract must include a brief description of the proposed grant project including the needs to be addressed, the proposed services, and the population group(s) to be served.  The project abstract must be single-spaced and limited to one page in length.  Please place the following at the top of the abstract:

· Project Title;

· Applicant Name;

· Address;

· Contact Phone Number (Voice, Fax);

· E-mail Address; and 

· Website Address.

vi.  Program Narrative

This section provides a comprehensive framework and description of all aspects of the proposed program.  It should be succinct, self-explanatory and well organized so that reviewers can understand the proposed project.  The narrative should be completed as follows:

Demonstrated Need

Note: Please refer to the Application Review section of the Guidance for details on the criteria for scoring this section.
The purpose of this section is to demonstrate the severity of the HIV/AIDS epidemic in the State/Territory, using quantifiable data on HIV epidemiology, co-morbidities, cost of care, the service needs of emerging populations, unmet need for core medical services, and unique service delivery challenges.  This section should explain why supplemental funding for health services is needed to provide necessary services for people living with HIV and AIDS in the State/Territory.
Describe and explain why your State/Territory will require Supplemental Funding for health services to provide necessary services for people living with HIV and AIDS.
Factors to be addressed in your response should include the following: 

· The unmet need for HIV-related services as determined by section 2617(b) of the PHS Act;

· An increasing need for HIV/AIDS related services, including relative rates of increase in the number of living cases of HIV/AIDS;

· The relative rates of increase in the number of living cases of HIV/AIDS within new or emerging subpopulations;

· The current prevalence of HIV/AIDS;

· Relative factors related to the cost and complexity of delivering health care to individuals with HIV/AIDS in the eligible area;

· The impact of co-morbid factors, including co-occurring conditions, identified relevant by the Secretary, including high rates of sexually transmitted infections (STIs), Hepatitis, Tuberculosis, substance use, severe mental illness, and other co-morbid factors; 
· The prevalence of individuals who were released from Federal, state or local prisons during the preceding three years, and had HIV/AIDS on the date of their release;

· The prevalence of homelessness;

· Relevant factors that limit access to health care including geographic variation, adequacy of health insurance coverage and language barriers;

· Impact of a decline in the amount received in formula funding on services available to all individuals with HIV/AIDS identified and eligible under the title.

When describing demonstrated need, applicants should document the use of multiple data sets, such as HIV/AIDS epidemiologic data, co-morbidity data, poverty and insurance status data, current utilization data, 2008 Ryan White Data Report (RDR), and assessments of emerging populations with special needs.  
1)  Epidemiological Data
Summarize in a table format, the living cases of HIV disease through December 31, 2008 identifying the AIDS and HIV (non-AIDS) prevalence by demographic group and exposure category.  Place the table in Attachment 2of the application and clearly label the data sources.  Provide a narrative description of the current HIV/AIDS prevalence in the State/Territory including all of the following elements:

· HIV/AIDS cases by demographic characteristics and exposure category in the State/Territory including:  1) people living with HIV, 2) the number of people living with AIDS, and 3) the number of new AIDS cases reported within the past two years (2007, 2008) (as discussed in the Epidemiology Section of the FY 2010 Part B Guidance-HRSA-10-055);
· Disproportionate impact of HIV/AIDS on certain populations in comparison to the impact on the general population, including disproportionately impacted minority communities, homeless and formerly-incarcerated individuals living with HIV/AIDS;
· Populations of PLWH/A in the State /Territory that are underrepresented in the Ryan White HIV/AIDS Program funded system of HIV/AIDS primary medical care; and
· Estimated level of service gaps among PLWH/A in the State/Territory.

2)
Impact of Co-morbidities on the Cost and Complexity of Providing Care 

Ryan White HIV/AIDS Program funds are intended to supplement funding for local health care systems overburdened by the increasing cost of providing health care services.  In addition to HIV/AIDS, public health care systems must address a variety of co-morbidities that may increase the cost of delivering care to persons living with HIV/AIDS.  Caring for large numbers of PLWH/A clients with multiple diagnoses also adds to the cost and complexity of care.
Describe how both services and the complexity of providing care to PLWH/A in the State/Territory are affected by co-morbidities, poverty, and lack of insurance coverage, by comparing their rates in the general population with their rates among PLWH/A in the State/Territory.  Applicants must provide quantitative evidence in a table format and document data sources.  The table should be submitted as Attachment 3 and must correlate with the proposed program activities.  A narrative explanation of the data provided in the table should be included.
These descriptions must include: 

· STI rates;

· Prevalence of homelessness; 

· The number and percent of persons without insurance coverage (including those without Medicaid and Medicare); and 

· The number and percent of persons living at or below 300 percent of the 2009 Federal Poverty Level.  

Describe, in terms of the costs and complexity of care, the impact on the Part B service delivery system in the State/Territory for providing care to individuals who were formerly Federal, State or local prisoners who were released from custody of the penal system during the preceding 3 years, and had HIV/AIDS as of the date of their release.
3)  Impact of a Decline in Ryan White HIV/AIDS Program Formula Funding

Did the State experience a decline in Ryan White HIV/AIDS Program formula funding?  If so, provide a narrative that addresses:

· The impact of the decline in formula funding including the number of services reduced or eliminated, what services were eliminated or reduced, waiting lists implemented as a result, etc.

· The response of the State/Territory regarding this reduction in formula funding, and any transitional planning for clients receiving services that were either eliminated or reduced.
4)  Planned Services and Implementation Plan 
The purpose of this section is to present the FY 2010 HIV/AIDS service plan, with specific attention to ensuring access to a continuum of HIV/AIDS care.  The plan must demonstrate how the State/Territory will reduce or eliminate service and health outcome disparities among populations with specific needs.  
All Part B funds are subject to Section 2612(b) (1) of the PHS Act, requiring that not less than 75 percent of the funds (excluding funds used for grantee administration, planning, evaluation, and clinical quality management) be used to provide core medical services that are needed in the State or Territory for individuals with HIV/AIDS who are identified and eligible under the Ryan White HIV/AIDS Programs.  
Core medical services are defined as follows:  1) Outpatient and ambulatory health services; (2) AIDS Drug Assistance Program treatments in accordance with Section 2616 of the PHS Act; (3) AIDS pharmaceutical assistance (local); (4) Oral health care; (5) Early Intervention Services; (6) Health insurance premium and cost sharing assistance for low-income individuals in accordance with Section 2615; (7) Home health care; (8) Medical nutrition therapy; (9) Hospice services; (10) Home and community-based health services as defined under Section 2614(c) of the PHS Act; (11) Mental health services; (12) Substance abuse outpatient care; and (13) Medical case management, including treatment adherence services. 

Support services must be needed by PLWH/A to achieve their medical outcomes as defined by the Ryan White HIV/AIDS Program  and include:  1) Case Management (non-medical); 2)Child care; 3) Emergency Financial Assistance; 4) Food bank/home-delivered meals; 5) Health education/risk reduction; 6) Housing; 7) Legal Services; 8) Linguistic Services; 9) Medical Transportation; 10) Outreach; 11) Psychological Support; 12) Referral for health care/supportive services; 13) Rehabilitation; 14) Respite Care; 15) Treatment Adherence Counseling; and 16) Residential substance abuse treatment.  Consistent with Section 2613(f), all services provided by or through consortia are considered as support services.

a. Table: FY 2010 Implementation Plan: 
The Part B program allows States and Territories to expend grant funds under five eligible program components — HIV Care Consortia, Home and Community-Based Care, Health Insurance Program, Provision of Treatments (including ADAP) and State Direct Services.  In light of the current shortfall in ADAP resources facing several Part B jurisdictions, HAB strongly encourages jurisdictions to prioritize Part B Supplemental funds to augment their ADAP program resources.  Supplemental applications should address ADAP and other medication needs within the jurisdiction.   
Provide a table that lists all Part B supplemental planned services for FY 2010.  The 75/25 Core Medical Services Requirement will apply to this funding opportunity.
The table must meet the 75/25 core medical services requirement.  The table should be placed in Attachment 4.
· In the table, list each program component and develop one or more service goals with time‑limited and measurable program objectives.  For each objective:

· define the service unit;

· provide the number of persons to be served; 

· define the units of service to be delivered, and 

· provide the estimated cost of meeting the objective. 

Note:  Program objectives should not include administrative processes. 
b. Narrative:  FY 2010 Implementation Plan  

Provide a narrative that describes the following:
· How the implementation plan reflects the 75/25 core medical services requirement?  If not, please explain.

· How the activities described in the plan will provide increased access to the HIV continuum of care for minority communities; 
· How the activities in the plan address unmet need and reduce the number of persons out of care;

· How the activities described in the plan will ensure geographic parity in access to HIV/AIDS services throughout the State or Territory;
· How the activities described in the plan will address the needs of any emerging populations, as identified in the demonstrated needs section; 

· How the activities described in the plan will ensure that PLWH/A remain engaged in HIV/AIDS primary medical care and adhere to HIV treatments; 

· How the State/Territory will ensure that resource allocations for services to women, infants, children, and youth (WICY) are in proportion to the percentage of the States/Territories HIV disease cases represented by each population; (WICY tables will be provided under a different cover)

· How the services and their goals and objectives relate to the goals of the Healthy People 2010 initiative, as outlined in Chapter 13 of the Healthy People 2010 document (see http://www.health.gov/healthypeople/document/.)

5)
Assessment of Emerging Populations with Special Needs
The Ryan White HIV/AIDS Program requires the State/Territory to determine the needs of emerging populations, incorporate them into the Implementation Plan and Comprehensive Plan, and identify service gaps so that Part B funds can be directed to PLWH/A who may have limited access or be disenfranchised from existing HIV/AIDS care services.  The cost of care associated with providing services to these populations will be considered as a factor in determining supplemental funding. 

Select no more than six (6) emerging populations and provide a narrative describing:

· Unique challenges that each population presents to the service delivery system;

· Service gaps; and 

· Estimated cost of care associated with delivering services to each of these populations.

NOTE:  The narrative discussion of the assessment of emerging populations should be consistent with the FY 2010 Implementation Plan in Attachment 2. 
6)  Service Delivery Challenges

Provide a clear and compelling narrative description of the need for HIV/AIDS emergency grant funds in the State/Territory based on factors not already discussed in the preceding demonstrated need narratives.  The narrative should describe any unique service delivery challenges specific to the State/Territory in terms of service costs and complexity of providing care as a result of these challenges. 
7) 
Unmet Need 

Submit a copy of the Unmet Need Framework you provided under HRSA-10-055.  If applicable, please provide an updated or refined estimate of unmet need in your jurisdiction, using the HRSA/HAB Unmet Need Framework that shows the: (1) values, (2) all data sources, and (3) calculations.  You may wish to use the automated Excel worksheets of the Framework to help calculate your estimates of unmet need, which you can download from the HAB Web site:  http://hab.hrsa.gov/tools/unmetneed.  Include a copy of the framework in Attachment 5 of this application.

Provide a narrative description of the: 

· Estimation methods:  The methods used to develop the unmet need estimates, reasons for choosing this method, revisions or updates from the FY 2008 estimate, any limitations, and any cross program collaboration that occurred.

· Assessment of unmet need:  Any activities your State/Territory has carried out or is planning to address unmet need.  Also, summarize the findings or results of any completed activities.  Include the following:
· Determination of the demographics and location of people who know their HIV/AIDS status and are not in care;

· Assessment of service needs, gaps, and barriers to care for people not in care;

· Efforts to find people not in care and get them into primary care; and 
· Use of the results of the Unmet Need Framework in planning and decision making about priorities, resource allocations, and adapting the system of care.  Examples include:  (1) outreach activities, (2) system of care and, (3) collaborations with Ryan White and non-Ryan White funded providers; and

8)  Early Identification of Individuals Living with HIV/AIDS

Note:  Applicants need to provide a strategy for developing a plan and how the State or Territory will:

· Describe how the State or Territory will estimate the number of unaware individuals;

· Describe activities by the State or Territory to find the unaware population and the number who test positive for HIV/AIDS;

· Of those who test positive, describe how they will learn of their status; and

· Describe activities or efforts to refer and link those who are positive with care and treatment services.

vii.  Attachments
Please provide the following items to complete the content of the application.  Please note that these are supplementary in nature, and are not intended to be a continuation of the project narrative.  Be sure each attachment is clearly labeled.

Attachment 1:
Staffing Plan, Personnel Requirements
Attachment 2:
HIV/AIDS Epidemiology Table
Attachment 3:
Co-morbidities Table
Attachment 4:
Implementation Table
Attachment 5:  
Unmet Need Framework

Attachment 6:
Budget Justification
3.  Submission Dates and Times
Application Due Date  
The due date for applications under this funding opportunity announcement is May 18, 2010 at 8:00 P.M. ET.  

Instructions on how to apply, tutorials and frequently asked questions (FAQs) are available on the Grants.gov Web site at www.grants.gov.  Assistance is also available 24 hours a day, 7 days a week (excluding Federal holidays) from the Grants.gov help desk at support@grants.gov or by phone at 1-800-518-4726.

Late applications: 
Applications which do not meet the criteria above are considered late applications.  Health Resources and Services Administration (HRSA) shall notify each late applicant that its application will not be considered in the current competition.
V.  Application Review Information 

1.  Review Criteria

Procedures for assessing the technical merit of Part B Supplemental grant applications have been instituted to provide for an objective review of applications and to assist the applicant in understanding the standards against which each application will be judged.  Critical indicators have been developed for each review criterion to assist the applicant in presenting pertinent information related to that criterion and to provide the reviewer with a standard for evaluation.  Review criteria are outlined below with specific detail and scoring points.

Demonstrated Need (total of 100 points)

Criterion 1: Epidemiological DATA (19 points)
· The applicant provides a table that is complete and consistent with the information in the narrative.  Sources of the data are clearly indicated. 

· The applicant provides a thorough and comprehensive narrative description of current HIV disease prevalence in the State/Territory, which includes all of the following elements: 

· HIV/AIDS cases by demographic characteristics and exposure category in the State/Territory including (1) the number of people living with HIV (non-AIDS), (2) the number of people living with AIDS and (3) the number of new AIDS cases reported within the past two years (2007, 2008);

· Disproportionate impact of HIV/AIDS on certain populations in comparison to the impact on the general population, including disproportionately impacted minority communities; 

· Populations of PLWH/A in the State/Territory that are underrepresented in the Ryan White HIV/AIDS Program funded system of HIV/AIDS primary medical are; and

· Level of service gaps among PLWH/A in the State/Territory. 
Criterion 2:  IMPACT OF COMORBIDITIES (10 points)
· The applicant provides quantitative evidence in a table format on the impact of co-morbidities on the cost and complexity of providing care to PLWH/A.  The data on co-morbidities should compare:

· Numbers for the general population and the population of PLWH/A in the State/Territory; 

· STI rates; 

· Estimated number of homeless persons; 

· The number and percent of persons without insurance coverage (including those without Medicaid); and 

· The percent and number of person living at or below 300 percent of the 2007 Federal Poverty Level. 
· The applicant provides a narrative description of the impact of co-morbidities on the cost and complexity of care in the State/Territory that is consistent with the above mentioned table. 

· The applicant provides a narrative that clearly describes the impact on the service delivery system in the State/Territory of individuals who were released from Federal, state or local prisons during the preceding three years, and had HIV/AIDS on the date of their release.
Criterion 3: IMPACT OF DECLINE IN FORMULA FUNDING (5 points)
· The applicant provides a detailed description of the impact of the decline in funding including the number of services reduced or eliminated and what services were eliminated or reduced. 

· The applicant provides an analysis of the impact to the State/Territory regarding this reduction in formula funding, and any transitional planning for clients receiving services that were either eliminated or reduced.
Criterion 4:  PLANNED SERVICES AND IMPLEMENTATION PLAN (13 points)
· The applicant provides a table that lists all planned services that will be funded by supplemental funds.  The table meets the 75/25 core medical service requirement.

· The applicant included in the table that lists each program component, one or more service goals with time-limited and measurable program objectives.  

· Each objective included in the table includes the following:

· Definition of a service unit;

· Number of persons to be served;

· Defined units of service to be delivered; and

· The estimated cost of meeting the objective.
Criterion 5:  ASSESSMENT OF EMERGING POPULATIONS (10 points)
· The applicant fully documents the needs of no more than 6 emerging populations, including:

· Unique challenges that each population presents to the services delivery system; 

· Service gaps for each population; and

· Estimated costs of care associated with delivering services to each population. 

Criterion 6:  SERVICE DELIVERY CHALLENGES (12 points)
· The applicant provides a clear and compelling narrative description of the need for HIV/AIDS emergency grant funds in the State/Territory based on factors not already discussed.  The narrative describes the unique service delivery challenges in terms of service cost and complexity, as a result of those challenges. 

Criterion 7: UNMET NEED (13 points)
· The applicant includes the Unmet Need estimates using the specified framework and includes data sources and calculations (i.e., separate estimates of the total number and percent) of: 

· Population estimates;

· Estimates of people in care; and

· Estimates of unmet need.

· The applicant provides a thorough narrative description of the framework including methods used, revisions or updates based on feedback on the FY 2009 estimate, any limitations of the data sources and a description of any cross-title collaboration that occurred.

· The applicant provides a clear description of progress and plans for assessing Unmet Need.  This includes concrete plans or completed activities to learn who is out of care, assess their service needs and gaps, identify their barriers to care, and get them into primary care.

· The applicant clearly describes how the grantee has used or will use the results of the Unmet Need Framework in planning and decision making about priorities, resource allocations, and the system of care.  

Criterion 8:  EARLY IDENTIFICATION OF INDIVIDUALS LIVING WITH HIV/AIDS (18 points)
· The applicant provides a comprehensive plan that addresses the strategy to be used when providing the following:

· Description of how the State or Territory will estimate the number of unaware individuals;

· Description of activities by the State or Territory to find the unaware population  and the number who test positive for HIV/AIDS;

· Of those who test positive, a description of how they will learn of their status; and

· Description of activities or efforts to refer and link those who are positive with care and treatment services.

2.  Review and Selection Process
The Supplemental Part B portion of this program is subject to the Objective Review Committee review.  The Division of Independent Review is responsible for managing objective reviews within HRSA.  Applications competing for federal funds receive an objective and independent review performed by a committee of experts qualified by training and experience in particular fields or disciplines related to the program being reviewed.  In selecting review committee members, other factors in addition to training and experience may be considered to improve the balance of the committee, e.g., geographic distribution.  Each reviewer is screened to avoid conflicts of interest and is responsible for providing an objective, unbiased evaluation based on the review criteria noted above.  The committee provides expert advice on the merits of each application to program officials responsible for final selections for award.

Applications that pass the initial HRSA eligibility screening will be reviewed and rated by a panel based on the program elements and review criteria presented in relevant sections of this program announcement.  The review criteria are designed to enable the review panel to assess the quality of a proposed project and determine the likelihood of its success.  The criteria are closely related to each other and are considered as a whole in judging the overall quality of an application.

3.  Anticipated Announcement and Award Dates

HRSA expects to fund applicants for Part B Supplemental awards by August 1, 2010.
VI.  Award Administration Information
1.  Award Notices

Each applicant will receive written notification of the outcome of the objective review process, including a summary of the expert committee’s assessment of the application’s merits and weaknesses, and whether the application was selected for funding.  Applicants who are selected for funding may be required to respond in a satisfactory manner to Conditions placed on their application before funding can proceed.  Letters of notification do not provide authorization to begin performance. 
The Notice of Grant Award sets forth the amount of funds granted, the terms and conditions of the grant, the effective date of the grant, the budget period for which initial support will be given, the non-Federal share to be provided (if applicable), and the total project period for which support is contemplated.  Signed by the Grants Management Officer, it is sent to the applicant agency’s Authorized Representative, and reflects the only authorizing document.  It will be sent prior to the start date of August 1, 2010. 
2.  Administrative and National Policy Requirements

Successful applicants must comply with the administrative requirements outlined in 45 CFR Part 74 (non-governmental) or 45 CFR Part 92 (governmental), as appropriate.

HRSA grant awards are subject to the requirements of the HHS Grants Policy Statement (HHS GPS) that are applicable to the grant based on recipient type and purpose of award.  This includes, as applicable, any requirements in Parts I and II of the HHS GPS that apply to the award.  The HHS GPS is available at http://www.hrsa.gov/grants/.  The general terms and conditions in the HHS GPS will apply as indicated unless there are statutory, regulatory, or award-specific requirements to the contrary (as specified in the Notice of Award).

3.  Reporting
The successful applicant under this guidance must comply with the following reporting and review activities:

The successful applicant under this guidance must comply with the following reporting and review activities:

a. Audit Requirements
Comply with audit requirements of Office of Management and Budget (OMB) Circular A-133.  Information on the scope, frequency, and other aspects of the audits can be found on the Internet at www.whitehouse.gov/omb/circulars;

b. Payment Management Requirements
Submit a quarterly electronic Federal Financial Report (FFR) Cash Transaction Report via the Payment Management System.  The report identifies cash expenditures against the authorized funds for the award.  The FFR Cash Transaction Reports must be filed within 30 days of the end of each quarter.  Failure to submit the report may result in the inability to access award funds.  Go to www.dpm.psc.gov for additional information.

c. Status Reports
1)  Submit a Financial Report.  An interim financial report is due within 120 days of the notice of award.  A final financial status report is required within 90 days of the end of the project period.  The report is an accounting of expenditures under the project that year.  More specific information will be included in the award notice;
2)  Submit a Progress Report(s).  Further information will be provided in the award notice.  Acceptance of this award indicates that the grantee assures that it will comply with data requirements of the Ryan White HIV/AIDS Program Data Report and that it will mandate compliance by each of its contractors and subcontractors.  Service providers receiving Ryan White HIV/AIDS Program funds to provide outpatient/ambulatory medical care and/or case management services (medical or non-medical) were required to submit semiannual client-level data reports for the first time in 2009.  All grantees and service providers will be required to submit aggregate data in 2010 as part of the Ryan White HIV/AIDS Program Annual Data Report.  

3) Submit Progress Report(s) and quarterly ADAP Reports.  Further information will be provided in your award notice.

VII.  Agency Contacts

Applicants may obtain additional information regarding business, administrative, or fiscal issues related to this grant announcement by contacting:

Shonda Gosnell
Grants Management Specialist

Division of Grants Management Operations/HRSA

5600 Fishers Lane, Room 11A-02
Rockville, Maryland 20857

Telephone: (301) 443-4238
Fax: (301) 594-6096
E-mail: sgosnell@hrsa.gov

Additional information related to the overall program issues may be obtained by contacting:

Douglas Morgan, M.P.A.

Director, Division of Service Systems

HIV/AIDS Bureau, HRSA

5600 Fishers Lane Room 7A-55

Rockville, Maryland 20857

Telephone: 301-443-6745

Fax: 301-443-8143

Email: DMorgan@hrsa.gov
Grantees may need assistance when working online to submit their application forms electronically.  Assistance is available 24 hours a day, 7 days a week (excluding Federal holidays) from the Grants.gov help desk:
Grants.gov Contact Center
Phone: 1-800-518-4726
E-mail: support@grants.gov
For assistance with submitting the remaining information in HRSA’s EHBs, contact the HRSA Call Center, Monday-Friday, 9:00 a.m. to 5:30 p.m.

HRSA Call Center

Phone: (877) Go4-HRSA or (877) 464-4772

TYY: (877) 897-9910

Fax: (301) 998-7377

Email: Callcenter@HRSA.GOV

VIII.  Tips for Writing a Strong Application
A concise resource offering tips for writing proposals for HHS grants and cooperative agreements can be accessed online at:  http://www.hhs.gov/asrt/og/grantinformation/apptips.html.  

Appendix A:  HRSA Electronic Submission Guide
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1.
Introduction
1.1.
Document Purpose and Scope

The purpose of this document is to provide detailed instructions to help applicants and grantees submit new competing, competing continuation, competing supplements, and most noncompeting continuation applications electronically to HRSA through Grants.gov (and HRSA EHBs, where applicable).  All applicants must submit in this manner.  This document is intended to be the comprehensive source of information related to the electronic grant submission processes and will be updated periodically.  This document does not replace program guidance provided in funding opportunity announcements.

(
NOTE:  In order to view, complete and submit an application package, you will need to download the compatible version of Adobe Reader software.  All applicants must use the Adobe Reader version 8.1.1 or later version to successfully submit an application.

1.2.
Document Organization and Version Control

This document contains SEVEN (7) sections.  Following is the summary:

	
	Section
	Description

	1.
	Introduction
	Describes the document’s purpose and scope.

	2. 
	Process Overview- 

· New Competing Application through Grants.gov only
(no verification required within HRSA EHBs) 

· New Competing, Competing Continuation, and Competing Supplement Applications (submitted using both Grants.gov and HRSA EHBs (with HRSA EHBs Verification)

· Noncompeting Continuation Application
	Provides detailed instructions to applicant organizations and institutions submitting a new competing application using Grants.gov that does not require HRSA EHBs verification. 

Provides detailed instructions for those grantees submitting new competing, competing continuation, and competing supplement applications through Grants.gov and HRSA EHBs that require HRSA EHBs verification.

Provides detailed instructions to existing HRSA Grantees on submitting a noncompeting continuation application through Grants.gov and HRSA EHBs; verification required within EHBs.

	3. 
	Registering and Applying through Grants.gov


	Provides detailed instructions to enable applicants/grantees to register and apply electronically using Grants.gov in the submission of grant applications. 

	4. 
	HRSA Electronic Handbooks


	Provides detailed instructions and important guidance on registering an individual and/or organization, verifying the status of applications, validating grants.gov application in the EHB, managing access to the application, checking and correcting validation errors, completing and submitting the application.

	5
	General Instructions for Application Submission
	Provides instructions and important policy guidance regarding application format requirements and submission.  

	6.
	Customer Support 

Information 
	Provides contact information to address technical and programmatic questions.

	7.
	Frequently Asked Questions (FAQs)
	Provides answers to frequently asked questions by various categories


This document is under version control.  Please visit http://www.hrsa.gov/grants to retrieve the latest published version.
2.
Process Overview
2.1
New Competing Applications (Entire Submission Through Grants.gov; no verification required within HRSA EHBs)

(
NOTE:  Use the program guidance to determine if verification in HRSA EHBs is required.  If verification is required, you should refer to Section 2.2.  If verification is not required, continue reading this section.

Following is the process for submitting a New Competing Application through Grants.gov: 

1.
HRSA will post all New Competing announcements on Grants.gov (http://www.grants.gov).  
2.
Once the program guidance is available, applicants should search for the announcement in Grants.gov ‘Find Grant Opportunities.’ (http://www.grants.gov/applicants/find_grant_opportunities.jsp) or ‘Apply for Grants’ (http://www.grants.gov/Apply). 

3.
Download the application package and instructions from Grants.gov.  The program guidance is also part of the instructions that must be downloaded.

4.
Save a copy of the application package on your computer and complete all the forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).
6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.
2.2
New Competing, Competing Continuation, and Competing Supplement Applications (Submitted Using Both Grants.gov and HRSA EHBs; verification required within HRSA EHBs)

(
NOTE: You should review program guidance to determine if verification in HRSA EHBs is required.  If verification is NOT required, you should refer to Section 2.1 above.  If verification is required, continue reading this section.

Following is the process for submitting a Competitive Application through Grants.gov with verification required within HRSA Electronic Handbooks (EHBs):

1.
HRSA will post all Competing Continuation and Competing Supplemental announcements on Grants.gov (http://grants.gov/search).  Announcements are typically posted at the beginning of the fiscal year.  However, program guidances are not generally available until later.  New Competing applications that require verification within EHBs are posted throughout the year.  For more information, visit http://www.hrsa.gov/grants.

2.
When a program guidance becomes available, applicants should search for the announcement in Grants.gov under ‘Apply for Grants’ (http://www.grants.gov/Apply).  Since eligibility for Competing Continuation and Competing Supplemental funding is limited to current grantees, those announcements will not appear under Grants.gov ‘Find Grant Opportunities.’

3.
Download the application package and instructions from Grants.gov.  The program guidance is also part of the instructions that must be downloaded.  Note the Announcement Number as it will be required later in the process.
4.
Save a copy of the application package on your computer and complete all the standard forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).  Note the Grants.gov Tracking Number as it will be required later in the process.

6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.
7.
HRSA EHBs software pulls the application information into EHBs and validates the data.
8.
HRSA notifies the Project Director, Authorizing Official (AO), Business Official (BO) and application point of contact (POC) by email to check HRSA EHBs for results of HRSA validations and enter supplemental information required to process the competing continuation or supplemental application.  Note the HRSA EHBs tracking number from the email.

9.
The application in HRSA EHBs is validated by a user from the grantee organization by providing three independent data elements--Announcement Number, Grants.gov Tracking Number and HRSA EHBs Tracking Number.

10.
The AO verifies the pending application in HRSA EHBs, fixes any validation errors, and makes necessary corrections.  Supplemental forms are completed.  AO submits the application to HRSA. 
2.3.
Noncompeting Continuation Application 

The following is the process for submitting a Noncompeting Continuation application through Grants.gov and HRSA EHBs; verification required within HRSA EHBs:

1.
HRSA will communicate the Noncompeting announcement number to the Project Director (PD) and authorizing official (AO) listed on the most recent Notice of Grant Award (NGA) via email.  The announcement number will be required to search for the announcement/funding opportunity when applying in Grants.gov.

2.
Search for the announcement/funding opportunity in Grants.gov under ‘Apply for Grants.’  Since eligibility is limited to current grantees, the announcement will not appear under Grants.gov ‘Find Grant Opportunities.’
3.
Download the application package and instructions from Grants.gov.  The program guidance is part of the instructions that must be downloaded.

4.
Save a copy of the application package on your computer and complete all the forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).
6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.

7.
The HRSA Electronic Handbooks (EHBs) software pulls the application information into EHBs and validates the data.  HRSA sends an email to the PD, AO, business official (BO), and application point of contact (POC) to review the application in the HRSA EHBs for validation errors and enter additional information, including in some cases, performance measures, necessary to process the noncompeting continuation.

8.
The PD logs into the HRSA EHBs to enter all additional information necessary to process the application.  The PD must also provide the AO submission rights for the application.

9.
The AO verifies the application in HRSA EHBs, fixes any remaining validation errors, makes necessary corrections, and submits the application to HRSA (requires registration in EHBs).

3.
Registering and Applying Through Grants.gov

Grants.gov requires a one-time registration by the applicant organization and annual updating.  If you do not complete the registration process and update it annually, you will not be able to submit an application.  

The five-step registration process must be completed by every organization wishing to apply for a HRSA grant opportunity.  The process will require some time (anywhere from five business days to a month).  Therefore, first-time applicants or those considering applying at some point in the future should register immediately.  Registration with Grants.gov provides the representatives from the organization the required credentials necessary to submit an application.  
3.1.
REGISTER – Applicant/Grantee Organizations Must Register With Grants.gov (if not already registered)

If an applicant/grantee organization has already completed Grants.gov registration for HRSA or another Federal agency, skip to the next section. 

For those applicant organizations still needing to register with Grants.gov, detailed registration information can be found on the Grants.gov “Get Registered” Web site (http://www.grants.gov/applicants/get_registered.jsp).  These instructions will walk you through the following five basic registration steps:
Step 1:  Obtain a Data Universal Number System (DUNS) number

A DUNS number is a unique number that identifies an organization.  It has been adopted by the Federal government to help track how Federal grant money is distributed.  Ask your grant administrator or chief financial officer to provide your organization’s DUNS number.  If your organization does not have a DUNS number, you may request one online at http://fedgov.dnb.com/webform or call the special Dun & Bradstreet hotline at 1-800-705-5711 for the US and US Virgin Islands (1-800-234-3867 for Puerto Rico) to receive one free of charge.  Note:  A missing or incorrect DUNS number is the primary reason for applications being “Rejected for Errors” by Grants.gov.

Step 2:  Register with the Central Contractor Registration (CCR)

The CCR is the central government repository for organizations working with the Federal government.  Check to see if your organization is already registered at the CCR Web site.  If your organization is not registered, identify the primary contact who should register your organization.  Visit the CCR Web site at http://www.ccr.gov to register online or call 1-888-227-2423 to register by phone.  CCR Registration must be renewed annually.  

· Designate the organization’s E-Business Point of Contact (E-BIZ POC) 

· Create the organization’s CCR “Marketing Partner ID Number (MPIN)” password.  The E-BIZ POC will use the MPIN to designate Authorized Organization Representatives (AORs) through Grants.gov

The CCR Registration must become active before you can proceed to step 3.
Step 3:  Creating a Username & Password

· AORs must create a short profile and obtain a username and password from the Grants.gov Credential Provider
-
AORs will only be authorized for the DUNS number with which they registered in the Grants.gov profile
Step 4:  AOR Authorization

· The E-Business POC uses the DUNS number and MPIN to authorize your AOR status
· Only the E-BIZ POC may authorize AORs
Step 5:  Track AOR Status

-
Using your username and password from Step 3, go to Grants.gov’s ‘Applicant Login’ to check your AOR status at https://apply07.grants.gov/apply/loginhome.jsp.

In addition, allow for extra time if an applicant does not have a Taxpayer Identification Number (TIN) or Employer Identification Number (EIN).  The CCR validates the EIN against Internal Revenue Service records, a step that will take an additional one to five business days.

Additional assistance regarding the complete registration process is available at Grants.gov at http://www.grants.gov/applicants/get_registered.jsp.  Grants.gov provides a variety of support options through online Help including Context-Sensitive Help, Online Tutorials, FAQs, Training Demonstrations, User Guides (http://www.grants.gov/assets/ApplicantUserGuide.pdf), and Quick Reference Guides. 

Please direct questions regarding Grants.gov registration to the Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays. 

(
NOTE:  It is highly recommended that this registration process be completed at least two weeks prior to the submittal date of your organization’s first Grants.gov submission.
3.2.
APPLY - Apply through Grants.gov

The Grants.gov/Apply feature includes a simple, unified application process to enable applicants to apply for grants online.  The information applicants need to understand and execute the steps can be found at Grants.gov Apply for Grants (http://www.grants.gov/applicants/apply_for_grants.jsp).  Step 2 ‘Complete the Grant Application Package’ includes a narrated online tutorial on how to complete a grant application package using Adobe.  The site also contains an Applicant User Guide at http://www.grants.gov/assets/ApplicantUserGuide.pdf.  
3.2.1.
Find Funding Opportunity

If you are submitting a new competing application, search for the announcement in Grants.gov Find Grant Opportunities (http://www.grants.gov/applicants/find_grant_opportunities.jsp) and select the announcement for which you wish to apply.  Refer to the program guidance for eligibility criteria. 

(
NOTE:  All new competing announcements should be available in Grants.gov FIND!  When funding opportunities are released, announcements are made available in Grants.gov APPLY.

If you are submitting a competing continuation, competing supplement, or noncompeting continuation application, search for the announcement in Apply For Grants (http://www.grants.gov/Apply).  Enter the announcement number communicated to you in the field Funding Opportunity Number.  (Example announcement number: 5-S45-10-001)

(
NOTE:  Noncompeting continuations and announcements with restricted eligibility are not available under the Find Grant Opportunities function in Grants.gov.
3.2.2.
Download Application Package

Download the application package and instructions.  Application packages are posted in Adobe Reader format.  To ensure that you can view the application package and instructions, you should download and install the Adobe Reader application.

For more information on using Adobe Reader, please refer to Section 7.1.2.  
(
NOTE: Please review the system requirements for Adobe Reader at http://www.grants.gov/help/download_software.jsp.
3.2.3.
Complete the Grant Application Package

Complete the application using both the built-in instructions and the instructions provided in the program guidance.  Ensure that you save a copy of the application on your computer.  For assistance with program guidance related questions, please contact the program officer listed on the program guidance.

(
NOTE:  Competing continuations, competing supplements, and noncompeting continuations should provide their 10-digit grant number (box 4b from NGA) in the Federal Award Identifier field (box 5b in SF424 or box 4 in SF424 R&R).  You may complete the application offline – you are not required to be connected to the Internet.
3.2.4.
Submit Application

Once you have downloaded the application package, completed all required forms, and attached all required documents—click the “Check Package for Errors” button and make any necessary corrections.  

· In Adobe Reader, click on the ‘Save and Submit’ button when you have done all of the above and are ready to send your completed application to Grants.gov.

Review the provided application summary to confirm that the application will be submitted to the program for which you wish to apply.  To submit, the AOR must login to Grants.gov and enter their user name and password.  Note:  the same DUNS number, AOR user name, and password must be used to complete and submit your application.  Once you have logged in, your application package will automatically be uploaded to Grants.gov.  A confirmation screen will appear once the upload is complete.  Note that a Grants.gov Tracking Number will be provided on this screen (GRANTXXXXX).  Please record this number so that you may refer to it for all subsequent help. 

Please direct questions regarding application submission to the Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays.
(
NOTE:  The AOR must be connected to the Internet and must have a Grants.gov username and password tied to the correct DUNS number in order to submit the application package.
3.2.5.
Verify Status of Application in Grants.gov

Once Grants.gov has received your submission, Grants.gov will send email messages to the PD, AO, and the POC listed in the application advising of the progress of the application through the system.  You should receive up to four emails.  The first will confirm receipt of your application by the Grants.gov system (“Received”), and the second will indicate that the application has either been successfully validated (“Validated”) by the system prior to transmission to the grantor agency or has been rejected due to errors (“Rejected with Errors”).  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

If your application has been rejected due to errors, you must correct the application and resubmit it to Grants.gov before the closing date.  If you are unable to resubmit because the opportunity has since closed, you must contact the Director of the Division of Grants Policy, within five (5) business days from the closing date, via email at DGPWaivers@hrsa.gov and thoroughly explain the situation.  Your email must include the HRSA Announcement Number, the name, address, and telephone number of your organization, and the name and telephone number of the project director, as well as the Grants.gov Tracking Number (GRANTXXXXXX) assigned to your submission, along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  HRSA is very strict in adhering to application deadlines and electronic submission requirements.  Extensions for competitive funding opportunities are only granted in the rare event of a natural disaster or validated technical system problem on the side of either Grants.gov or the HRSA Electronic Handbooks (EHBS) that prevented a timely application submission.
You can check the status of your application(s) anytime after submission by logging into Grants.gov and clicking on the ‘Track My Application’ link on the left side of the page.  This link will also be included in the confirmation email that you receive from Grants.gov.
If there are no errors, the application will be downloaded by HRSA.  Upon successful download to HRSA, the status of the application will change to “Received by Agency” and the contacts listed in the application will receive a third email from Grants.gov.  Once your application is received by HRSA, it will be processed to ensure that the application is submitted for the correct funding announcement, with the correct grant number (if applicable), and applicant/grantee organization.  Upon this processing, which is expected to take up to two to three business days, HRSA will assign a unique tracking number to your application.  This tracking number will be posted to Grants.gov and the status of your application will be changed to “Agency Tracking Number Assigned.”  You will receive the fourth email in which Grants.gov will relay the Agency Tracking Number.  Note the HRSA tracking number and use it for all correspondence with HRSA.
4.
Validating and/or Completing an Application in the HRSA Electronic Handbooks

Learn how to register, verify data, validate information, manage access to your application, fix errors, and complete your application in EHBs.  For assistance in registering with, or using HRSA EHBs, call the HRSA Call Center at 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.  
4.1.
Register - Project Director and Authorizing Official Must Register with HRSA EHBs (if not already registered)

In order to access a noncompeting continuation, a competitive continuation, or a competitive supplement in HRSA EHBs, existing grantee organizations must register within the EHBs.  The purpose of the registration process is to collect consistent information from all users, avoid collection of redundant information, and allow for the unique identification of each system user. 
· Note that registration within HRSA EHBs is required only once for each user. 

· Note that HRSA EHBs now allow the user to use his/her single username and associate it with more than one organization.  

Registration within HRSA EHBs is a two-step process.  In the first step, individual users from an organization who participate in the grants process must create individual system accounts.  In the second step, the users must associate themselves with the appropriate grantee organization.  To find your organization record, use the 10-digit grant number from the Notice of Grant Award (NGA) belonging to your grant.  Note that since all existing grantee organization records are already in EHBs, there is no need to create a new one. 

To complete the registration quickly and efficiently we recommend that you have the following information readily available:

1. Identify your role in the grants management process.  HRSA EHBs offer the following three functional roles for individuals from applicant/grantee organizations:
· Authorizing Official (AO), 
· Business Official (BO), and
· Other Employee (for Project Directors, assistant staff, AO designees and others). 

For more information on functional responsibilities, refer to the HRSA EHBs online help. 

2. Ensure you have the 10-digit grant number from the latest NGA belonging to your grant (Box 4b on NGA).  You must use the grant number to find your organization during registration.  All individuals from the organization working on the grant must use the same grant number to ensure correct registration.
In order to access a noncompeting continuation, competitive continuation, or a competitive supplement application, the Project Director and other participants must register the specific grant and add it to their respective portfolios.  This step is required to ensure that only authorized individuals from the organization have access to grant data.  Project Directors will need the latest Notice of Grant Award (NGA) in order to complete this additional step.  Again, note that this is a one-time requirement.

The Project Director must give the necessary privileges to the AO and other individuals who will assist in the submission of grant applications using the administer feature in the grant handbook.  The Project Director should also delegate the “Administer Grant Users” privilege to the AO.

Once you have access to your grant handbook, use the appropriate link under the deliverables section to access your application.

Note that registration with HRSA EHBs is independent of Grants.gov registration.

For assistance in registering with HRSA EHBs, call the HRSA Call Center at 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.  

(
IMPORTANT:  You must use your HRSA EHBs Tracking Number or your 10-digit grant number (box 4b from NGA) to identify your organization.  
4.2.
Verify Status of Application

HRSA will send an email to the PD, AO, POC, and the BO – all listed on the submitted application, to confirm that the application was successfully received.  The PD listed on the most recent NGA, if different from the PD listed on the application will also receive an email notification.  Therefore, it is important to ensure that email addresses are correct. 

(
NOTE:  Grantees should check HRSA EHBs within two to three business days from submission within Grants.gov for availability of your application.
4.3.
Validate Grants.gov Application in the HRSA EHBs

The HRSA EHBs include a validation process to ensure that only authorized individuals from an organization are able to access the organization’s competing applications.  The first user who seeks access to any competing application needs to provide the following information: 

	Data Element
	Source
	Example

	Announcement Number
	From submitted Grants.gov application
	HRSA-10-061 or 10-016

	Grants.gov Tracking Number
	From submitted Grants.gov application
	GRANT00059900

	HRSA EHBs
Application Tracking Number
	From email notification sent to PD, AO, BO, and POC listed on application.
	25328


Note that the source of each data element is different and knowledge of the three numbers together is considered sufficient to provide that individual access to the application.

To validate the grants.gov application, log in to the EHBs and click on the ‘View Applications’ link, then click on the ‘Add Grants.Gov Application’ link (this is only visible for grant applications that require supplemental forms).

At this point, you will be presented with a form, which will require the numbers specified in the table above in order to validate your grants.gov application.
(
NOTE:  The first individual who completes this step should use the ‘Peer Access’ feature to share the application with other individuals from the organization.  It is recommended that the AO complete this step. 
4.4.
Manage Access to the Application

You must be registered in HRSA EHBs in order to access the application.  To ensure that only authorized individuals from the organization gain access to the application, you must follow the process described earlier.

The PD, using the Administer Users feature in the grant handbook, must give the necessary privileges to the AO and other individuals who will assist in the submission of applications.  Project Directors must also delegate the ‘Administer Grant Users’ privilege to the AO so that future administration can be managed by the AO.
The individual who validated the application must use the ‘Peer Access’ feature to share this application with other individuals from the organization.  This is required if you wish to allow multiple individuals to work on the application in HRSA EHBS.
Once you have access to your grant handbook, use the appropriate link under the deliverables section to access your grant application.
4.5.
Check Validation Errors

HRSA EHBs will validate the application received through Grants.gov.  All validation errors are recorded and displayed to the applicant.  To view the validation errors use the ‘Grants.gov Data Validation Comments’ link on the application status page in HRSA EHBs.

4.6.
Fix Errors and Complete Application

Applicants must review the errors in HRSA EHBs and make necessary corrections.  If so noted in the funding opportunity announcement, applicants must also complete the detailed budget and other required forms in HRSA EHBs and assign an AO who must be a registered user in the HRSA EHBs.  HRSA EHBs will show the status of each form in the application package and the status of all forms must be “Complete” in the summary page before the HRSA EHBs will allow the application to be submitted.
4.7.
Submit Application in HRSA EHBs

4.7.1.
Noncompeting Continuations - When completing and submitting a Noncompeting continuation, you must have the ‘Submit Noncompeting Continuation’ privilege.  The Project Director must give this privilege to the AO or a designee.  Once all forms are complete, the application must be submitted to HRSA.

(
NOTE:  You will have two weeks from the date the application was due in Grants.gov for submission of the remaining information in HRSA EHBs.  The new due date will be listed in HRSA EHBs.
Performance Measures for Noncompeting Continuation Applications – For applications that require submittal of performance measures electronically through the completion of program specific data forms, instructions will be provided both in the program guidance and through an email notifying grantees of their responsibility to provide this information; and providing instruction on how to do so. 

4.7.2.
New Competing, Competing Continuation, and Competing Supplement Applications Submitted Using Both Grants.gov and HRSA EHBs - After the Grants.gov application is pulled into EHBs and validated, the AO verifies the pending application in HRSA EHBs, fixes any validation errors, and makes necessary corrections.  Supplemental forms are completed.  The application must then be submitted by the AO assigned to the application within HRSA EHBs.  (The designee of the AO can also submit the application.)  The completed application must be submitted to HRSA by the due dates listed within the program guidance.

(
NOTE:  You must submit the application by the due date listed within the program guidance.  There are two deadlines within the guidance – one for submission within Grants.gov and the second for submission within HRSA EHBs.
Performance Measures for All Competitive Applications - Many HRSA guidances include specific data forms and require performance measure reporting.  If the completion of performance measure information is indicated in this guidance, successful applicants receiving grant funds will be required, within 30 days of the Notice of Grant Award (NGA), to register in HRSA’s Electronic Handbooks (EHBs) and electronically complete the program specific data forms that appear in this guidance.  This requires the provision of budget breakdowns in the financial forms based on the grant award amount, the project abstract and other grant summary data, and objectives for the performance measures.
5.
General Instructions for Application Submission

The following guidelines are applicable to all submissions unless otherwise noted.  Failure to follow the instructions may make your application non-compliant.  Non-compliant applications will not be given any consideration and the particular applicants will be notified.  It is mandatory to follow the instructions provided in this section to ensure that your application can be printed efficiently and consistently for review.
5.1.
Narrative Attachment Guidelines

5.1.1.
Font 

Please use an easily readable typeface, such as Times Roman, Arial, Courier, or CG Times.  The text and table portions of the application must be submitted in not less than 12- point and 1.0 line spacing.  Applications not adhering to 12-point font requirements may be returned.  For charts, graphs, footnotes, and budget tables, applicants may use a different pitch or size font, not less than 10 pitch or size font.  However, it is vital that when scanned and/or reproduced, the charts are still clear and readable.

Please do not submit organizational brochures or other promotional materials, slides, films, clips, etc. 
5.1.2.
Paper Size and Margins

For duplication and scanning purposes, please ensure that the application can be printed on 8 ½” x 11” white paper.  Margins must be at least one (1) inch at the top, bottom, left and right of the paper.  Please left-align text.
5.1.3.
Names

Please include the name of the applicant and 10-digit grant number (if competing continuation, competing supplement, or noncompeting continuation) on each page.
5.1.4.
Section Headings

Please put all section headings flush left in bold type.
5.1.5.
Page Numbering

Do not number the standard OMB approved forms.  Please number each attachment page sequentially.  Reset the numbering for each attachment.  (Treat each attachment/document as a separate section.)
5.1.6.
Allowable Attachment or Document Types

The following attachment types are supported in HRSA EHBs.  Even though grants.gov may allow you to upload various types of attachments, it is important to note that HRSA only accepts the following types of attachments.  Files with unrecognizable extensions may not be accepted or may be corrupted, and will not be considered as part of the application:

.DOC - Microsoft Word 

.RTF - Rich Text Format 

.TXT - Text 

.WPD - Word Perfect Document 

.PDF - Adobe Portable Document Format 

.XLS - Microsoft Excel
File Attachment Names 

· Limit File Attachment Name to Under 50 Characters

· Do not use any Special Characters (e.g., -, %, /, #, ) or Spacing in the File Name or for Word Separation 

-- The Exception is Underscore ( _ )

Note- your application will be ‘rejected’ by Grants.gov if you use special characters or attachment names greater than 50 characters

5.2.
Application Content Order (Table of Contents)

HRSA uses an automatic numbering approach that will ensure that all applications will look the same when printed for objective review.

HRSA uses two standard packages from Grants.gov. 

•
SF 424 (otherwise known as 5161) – For service delivery programs

•
SF 424 R&R – For research and training programs
For each package, HRSA has defined a standard order of forms and that order is available within the program guidance.  The program guidance also provides applicants with explicit instructions on where to upload specific documents.

5.3.
Page Limit

When your application is printed, the narrative documents may not exceed 80 pages in length unless otherwise stated in the funding opportunity announcement.  These narrative documents include the abstract, project and budget narratives, and any other attachments such as letters of support required as a part of the guidance.  This 80 page limit does not include the OMB approved forms.  Note that some program guidances may require submission of OMB approved program specific forms as attachments.  These attachments will not be included in the 80 page limit.

Applicants must follow the instructions provided in this section and ensure that they print out all attachments on paper and count the number of pages before submission.

(
NOTE:  Applications that exceed the specified limits will be deemed non-compliant.  Non-compliant competing applications will not be given any consideration and the particular applicants will be notified.  Non-compliant noncompeting applications will have to be resubmitted in order to comply with the page limits. 

6.
Customer Support Information

6.1.
Grants.gov Customer Support

Please direct ALL questions regarding Grants.gov to Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays.

Please visit the following URL for additional support on the Grants.gov Web site: http://www.grants.gov/help/help.jsp.

6.2.
HRSA Call Center

For assistance with or using HRSA EHBs, call 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.

Please visit HRSA EHBs for online help. Go to:  https://grants.hrsa.gov/webexternal/home.asp and click on ‘Help’ 

6.3.
HRSA Program Support

For assistance with program guidance related questions, please contact the program contact listed on the program guidance.  Do not call the program contact for technical questions related to either Grants.gov or HRSA EHBs.
7.
FAQs

7.1.
Software

7.1.1.
What are the software requirements for using Grants.gov?

Applicants will need to download Adobe Reader. For information on Adobe Reader, go to http://www.grants.gov/help/download_software.jsp#adobe811. 
7.1.2.
Adobe Reader

The Adobe Reader screen is shown in Figure 1 below.
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Figure 1:  Adobe Reader Screen
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Figure 2:  The Adobe Reader Toolbar

1. Submit – Click to submit the application package to Grants.gov (not available until all mandatory documents have been completed and the application has been saved).

2. Save – Click to save the application package to your local computer.

3. Print – Click to print the application package.
4. Check Package for Errors – Click prior to submitting the application package to ensure there are no errors.

Documents that you must include in your application package are listed under Mandatory Documents.  Refer to Figure 3 below.
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Figure 3:  Working with Mandatory Documents (Adobe Reader)

1. Under Mandatory Documents, select the document you want to work on.

2. Click on the ‘Move Form to Complete’ button.

3. Select the document under Mandatory Documents for Submission and click on the ‘Open Form’ button.  (Note:  depending on your version of Adobe Reader, the forms may open automatically when you click on the document name.)
When you open a document for viewing or editing, Adobe Reader opens the document at the bottom of the main application page.  Refer to Figure 4 below.
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Figure 4:  An Open Form in Adobe Reader

Note that the buttons are attached to the top of the page and move with the page.  Click on the ‘Close Form’ button to save and close the form.

Special Note:  Working with Earlier Versions of Adobe Reader

It is highly recommended that you remove all earlier versions of Adobe Reader prior to installing the latest version of Adobe Reader.  Do this by using ‘Add or Remove Programs’ from Control Panel in Windows.

If it is necessary that you keep older versions of Adobe Reader on your computer, you should be aware that the program will unsuccessfully attempt to open application packages with the earlier, incompatible version.  Use the following workaround to avoid this problem.
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Figure 5:  Downloading from Grants.gov

1. From the Grants.gov download page, right-click on the Download Application Package link and select ‘Save Target As…’ from the menu.

2. Save the target on your computer (preferably to the Desktop) as an Adobe Acrobat Document.
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Figure 6:  Selecting Open with Adobe Reader

3. Right-click the icon.

4. Select ‘Open With’ > ‘Adobe Reader 8.1’ from the menu.
7.1.3
Can I download Adobe Reader onto my computer?

There are software applications that allow you to successfully navigate the Grants.gov pages and complete your application.  These applications can be found at: http://www.grants.gov/help/download_software.jsp#811#adobe811.  However, depending on your organization’s computer network and security protocols you may not have the necessary permissions to download software onto your workstation.  Contact your IT department or system administrator to download the software for you or give you access to this function.
7.1.4.
Is Grants.gov Macintosh compatible?

Yes.  For details, please visit http://www.grants.gov/help/general_faqs.jsp.

7.1.5.
What are the software requirements for HRSA EHBs?

HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape 4.72 and above.  IE 6.0 and above is the recommended browser.  HRSA EHBs are 508 compliant.

HRSA EHBs use pop-up screens to allow users to view or work on multiple screens.  Ensure that your browser settings allow for pop-ups. 

In addition, to view attachments such as Word and PDF, you will need the appropriate viewers.
7.1.6.
What are the system requirements for using HRSA EHBs on a Macintosh computer?

Mac users are requested to download the latest version of Netscape for their OS version.  It is recommended that Safari v1.2.4 and above or Netscape v7.2 and above be used.

Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE for Mac. HRSA EHBs do not work on IE for Mac. 

7.2.
Application Receipt

7.2.1.
When do I need to submit my application?

Competing Submissions:

Applications must be submitted to Grants.gov by 8:00 p.m. ET on the due date.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.
For applications that require verification in HRSA EHBs (refer to program guidance), Verification must be completed and applications submitted in HRSA EHBs by 5:00 p.m. ET on the due date mentioned in the guidance.  This supplemental due date is different from the Grants.gov due date.

Noncompeting Submissions:

Applications must be submitted to Grants.gov by 8:00 p.m. ET on the due date.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.
7.2.2.
What is the receipt date (the date the application is electronically received by Grants.gov or the date the data is received by HRSA)?

Competing Submissions:

The submission/receipt date is the date the application is electronically received by Grants.gov.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.
For applications that require verification in HRSA EHBs (refer to program guidance), the submission/receipt date will be the date the application is submitted in HRSA EHBs. 

Noncompeting Submissions:

The submission/receipt date will be the date the application is submitted in HRSA EHBs.
Applications must be verified and submitted in HRSA EHBs by 5:00 p.m. ET on the due date. (Two (2) weeks after the due date in Grants.gov.)  Refer to the program guidance for specific dates.
7.2.3
Once my application is submitted, how can I track my application and what emails can I expect from Grants.gov and HRSA? 

You can check the status of your application(s) anytime after submission by logging into Grants.gov and clicking on the 'Track My Application’ link on the left side of the page.  This link will also be included in the confirmation email that you receive from Grants.gov.
When you submit your competing application in Grants.gov, it is first received and then validated by Grants.gov.  Typically, this takes a few hours but it may take up to 48 hours during peak volumes.  You should receive four emails from Grants.gov.

The first will confirm receipt of your application by the Grants.gov system (“Received”), and the second will indicate that the application has either been successfully validated (“Validated”) by the system prior to transmission to the grantor agency or has been rejected due to errors (“Rejected with Errors”).  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.
Subsequently, the application will be downloaded by HRSA.  This happens within minutes of when your application is successfully validated by Grants.gov and made available for HRSA to download.  On successful download at HRSA, the status of the application will change to “Received by Agency” and you will receive a third email from Grants.gov.

After this, HRSA processes the application to ensure that it has been submitted for the correct funding announcement, with the correct grant number (if applicable) and grantee/applicant organization.  This may take up to 3 business days.  Upon this processing HRSA will assign a unique tracking number to your application.  This tracking number will be posted to Grants.gov and the status of your application will be changed to “Agency Tracking Number Assigned;” you will receive a fourth email from Grants.gov. 

For applications that require verification in HRSA EHBs, you will also receive an email from HRSA confirming the successful receipt of your application and asking the PD and AO to review and resubmit the application in HRSA EHBs.

If is suggested that you check the respective systems if you do not receive any emails within the specified timeframes.

(
NOTE: Refer to FAQ 7.2.5 below for a summary of emails. 

7.2.4.
If a resubmission is required due to technological problems encountered using the Grants.gov system and the closing date has passed, what should I do?
You must contact the Director of the Division of Grants Policy, within five (5) business days from the closing date, via email at DGPWaivers@hrsa.gov and thoroughly explain the situation.  Your email must include the HRSA Announcement Number, the Name, Address, and telephone number of the Organization, and the Name and telephone number of the Project Director, as well as the Grants.gov Tracking Number (GRANTXXXXXXXX) assigned to your submission, along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  Extensions for competitive funding opportunities are only granted in the rare event of a natural disaster or validated technical system problem on the side of either Grants.gov or the HRSA Electronic Handbooks (EHBS) that prevented a timely application submission.  An application for HRSA funding must be both received and validated by the application deadline.
7.2.5
Can you summarize the emails received from Grants.gov and HRSA EHBs and identify who will receive the emails?

	Submission Type
	Subject
	Timeframe
	Sent By
	Recipient

	Noncompeting Continuation
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

OR

“Rejected with Errors”
	Within 48 hours


	Grants.gov
	AOR 

	
	“Grantor Agency Retrieval

Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number

Assignment”
	Within 3 business days
	Grants.gov
	AOR

	
	“Application Ready for Verification”
	Within 3 business days
	HRSA
	AO, BO, SPOC, PD

	Competing Application (without verification in HRSA EHBs)
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

     OR

“Rejected with Errors”
	Within 48 hours


	Grants.gov
	AOR

	
	“Grantor Agency Retrieval Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number

Assignment”
	Within 3 business days
	Grants.gov
	AOR

	Competing Application (with verification in HRSA EHBs)
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

     OR

“Rejected with Errors”
	Within 48 hours
	Grants.gov
	AOR

	
	“Grantor Agency Retrieval Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number Assignment”
	Within 3 business days
	Grants.gov
	AOR

	
	“Application Ready for Verification”
	Within 3 business days
	HRSA
	AO, BO, SPOC, PD


7.3.
Application Submission

7.3.1
How can I make sure that my electronic application is presented in the correct order for objective review?

Follow the instructions provided in Section 5 to ensure that your application is presented in the correct order and is compliant with all the requirements.
7.4
Grants.gov

For a list of frequently asked questions and answers maintained by Grants.gov, please visit the following URL: http://www.grants.gov/applicants/applicant_faqs.jsp. 

Grants.gov offers several tools and numerous user guides to assist applicants that are interested in applying for grant funds.  To view the many applicant resources available through grants.gov please visit the following URL:   http://www.grants.gov/applicants/app_help_reso.jsp.
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