APPLICATION FORMAT AND SUBMISSION INSTRUCTIONS

1.  Submission – General Instructions
This RFA and any future amendments can be downloaded from http://www.grants.gov.  If you have difficulty registering or accessing the RFA, please contact the Grants.gov Helpdesk at 1-800-518-4726 or via e-mail at support@usaid.gov for technical assistance.  Applicants may upload applications to www.grants.gov; however, hard copy submissions are still required.  It is the responsibility of the recipient of the application document to ensure that it has been received from Grants.gov in its entirety.  USAID bears no responsibility for data errors resulting from transmission or conversion processes.

All correspondence pertaining to this RFA must be addressed to: IFRP@amexdc.com
Applications shall be submitted with the name and address of the applicant and the RFA number (referenced above) inscribed thereon, via email, to IFRP@amexdc.com.   Applicants shall submit their applications by e-mail attachment formatted in Microsoft Word and Microsoft Excel (up to 2MB limit per email), with hard copies sent separately.  Faxed proposals are not acceptable.  Applicants may confirm that their e-mail submissions were successfully received by the required due date by contacting IFRP@amexdc.com.  

In addition to the submission of applications via email, an original and two (2) hard copies shall be sent to:


By U.S. Mail or Courier:

 
 





Office of Food for Peace via AMEX International

Attn: IFRP Commodity Applications

1300 Pennsylvania Avenue, N.W., 

Ronald Reagan Building, North Tower, Suite 270

Washington, DC  20004

Applicants should take account of the expected delivery time required by the proposal transmission methods, and are responsible to ensure that proposals are received by the due date and time specified above.  E-mail and hard copies must arrive by the closing date and time.  Both are required.  Applications will be accepted for consideration as long as they arrive by the time stipulated.  See below regarding late applications.  In the event of inconsistencies between the hard copy and email versions of the proposal, the email version shall prevail.
2.  Preparation Guidelines
All applications received by the deadline will be reviewed for responsiveness and programmatic merit in accordance with the guidelines herein.  Section C addresses the evaluation procedures for the applications.  
Applications must be received no later than the date and time indicated on the cover page of this RFA to the location stated above accompanying this RFA.  Applications which are received late or are incomplete run the risk of not being considered in the review process.  Such late or incomplete applications will be considered in USAID's sole discretion depending on the status of USAID's application review process as of the time of receipt and/or the quality of other applications received.

Applications are comprised of two components: technical applications and cost proposals.  Both technical applications and cost proposals should be specific, complete and presented concisely.  A lengthy application does not in and of itself constitute a well thought out proposal.  Technical applications shall demonstrate the applicant's capabilities and expertise with respect to achieving the goals of this program and should take into account the evaluation criteria found in Section C.  
Explanations to Prospective Recipients:  Any prospective applicant desiring an explanation or interpretation of this RFA must request it in writing to IFRP@amexdc.com.  All questions and comments must be received no later than fifteen (15) days after the issuance of the RFA.  The questions and answers (Q&A) will be posted as an amendment to the RFA on www.grants.gov.  Oral explanations or instructions given before award of a grant will not be binding.  Any information given to a prospective recipient concerning this RFA will also be furnished to all other prospective recipients as an amendment to this RFA, if that information is necessary in submitting applications or if the lack of it would be prejudicial to any other prospective recipients.
Applicants should retain for their records one copy of the full application and all enclosures which accompany their application.  Erasures or other changes on hard copies must be initialed by the person signing the application.  To facilitate the competitive review of the applications, applications should conform to the format prescribed below.

Submission of Applications by Email: Preferred software for email attachments: Microsoft Word (for narrative text) or Excel (for tables). Please convert your documents to one of these software programs before sending them to USAID.  Zipped files cannot be accepted due to firewall restrictions.  Applicants are responsible for confirming that their complete applications were received electronically by USAID. 

Hard copies of applications shall be submitted to the office specified above, with the RFA number, the name and address of the applicant.

Telegraphic or fax applications will not be considered.

Applicants are expected to review, understand, and comply with all aspects of this RFA.  Failure to do so will be at the applicant's risk.

Each applicant shall furnish the information required by this RFA.  On the hard copies of applications, the applicant shall sign the application and certifications and print or type its name on the Cover Page of the technical applications and cost proposals.  Applications signed by an agent shall be accompanied by evidence of that agent's authority, unless that evidence has been previously furnished to the issuing office.

Applicants which include data that they do not want disclosed to the public for any purpose or used by the U.S. Government except for evaluation purposes should:

· Mark the title page with the following legend:

"This application includes data that shall not be disclosed outside the U.S. Government and shall not be duplicated, used, or disclosed - in whole or in part - for any purpose other than to evaluate this application.  If, however, a grant is awarded to this applicant as a result of - or in connection with - the submission of this data, the U.S. Government shall have the right to duplicate, use, or disclose the data to the extent provided in the resulting grant.  This restriction does not limit the U.S. Government's right to use information contained in this data if it is obtained from another source without restriction. The data subject to this restriction are contained in pages___."; and

· Mark each sheet of data it wishes to restrict with the following legend:

"Use or disclosure of data contained on this sheet is subject to the restriction on the title page of this application."

3.  Application Format
Applicants are strongly encouraged, but not required, to submit separate applications for each commodity that has a different nutritional content.  There are no limits to the number of applications an organization may submit.  

The Application should be specific, complete and presented concisely.  Applications that do not substantially meet the requirements of this RFA will not be considered for award.  The application shall be divided into the following sections, with the maximum number of pages given per section as follows:
(1) Cover Page (1 page maximum)

(2) Executive Summary (2 pages maximum)

(3) Organizational Capabilities (5 pages)

(4) Commodity (5 pages)

(5) Budget (no page limit)

(6) Annexes (no page limit)
Cover Page
The Cover Page should have the names of the organizations/institutions involved in the proposed application.  Proposed sub-awardees are to be listed separately, including a brief narrative describing the unique capacities/skills being brought to the program by each.  The Cover Page should include information about a contact person for the prime Applicant, including this individual’s name (both typed and his/her signature), title or position with the organization/institution, address and telephone and fax numbers.  Applicants are to acknowledge whether the contact person is the person with authority to contract for the Applicant, and if not, that person should also be listed.

Executive Summary
The Executive Summary should summarize the key elements of the applicant’s capabilities, commodity and budget.  The Executive Summary must be concise and accurate.

Organizational Capabilities

Applicants must provide evidence of their technical and managerial resources and expertise (or their ability to obtain such) to meet the program objectives. Information in this section should include (but is not limited to) the following:

(1) Brief description of organizational history/expertise;

(2) Experience in the production, packaging, stockpiling and maintenance of shelf-stable food stocks;

(3) Overall estimate of the maximum amount of metric tonnage of the product that can be produced, packaged, stockpiled and made readily available for distribution within the first six (6) months of award.

(4) Description of food processing facilities sufficient to demonstrate capacity to produce the above level of commodities.

(5) List of all applicable federal, state and local licenses and certifications with expiration dates, as well as quality control and inspection procedures (e.g., Hazard Analysis Critical Control Point, ISO or other recognized systems).  (Note: Prior to an award, the applicant will be required to submit appropriate documentation.)
If the applicant is proposing to make a sub-award, all of the information above should be provided with regard to that organization.
No information is required on key personnel.
Commodity

Applicants must provide the following information for the proposed commodity:

(1) Description of the commodity, including serving size (in grams), list of ingredients and components, specifications, sources and origins of ingredients and components by country, and any changes after reconstitution (if applicable);

(2) Technical nutritional information (per proposed serving in grams) to include, but not limited to: vitamins, micronutrients, and macronutrients (Note: A Certificate of Analysis should be included in the Annex of the application);
(3) Intended beneficiary group: general population, children under two, pregnant and lactating women, elderly, people living with HIV, and/or moderately malnourished children under five;

(4) Proportion of the daily macro and micronutrient requirements for the beneficiary group to be met per serving size in grams and per 100 grams of product;
(5) Preparation requirements per 1,000 servings to include, but not limited to: preparation and cooking times, human resources in terms of training or knowledge required of those providing the commodity, equipment, fuel and other inputs needed;

(6) Expected shelf-life under normal storage conditions and adverse conditions that might be expected in developing countries (i.e., specificity about the types of storage conditions required, such as temperature limitations);

(7) Proposed commodity packaging, demonstrating that the commodity will be packaged in a manner compatible with containerized shipment capacities and harsh environments with extreme heat and/or humidity; and

(8) Lists of places, beneficiary groups to whom the commodity has been provided, and commodity use and degree of success both inside and outside the United States.

Budget

Certain documents are required to be submitted by an applicant in order for the Agreement Officer to make a determination of responsibility.  However, it is USAID policy not to burden applicants with undue reporting requirements if that information is readily available through other sources.  The following sections describe the documentation that applicants for Assistance award must submit to USAID prior to award.  While there is no page limit for the cost proposal, applicants are encouraged to be as concise as possible, but still provide the necessary detail to address the items discussed herein.

A budget summary must include the following:

(1) Cost per 100 grams of the commodity (to include production, packaging and stockpiling);

(2) Cost per serving of the commodity (to include production, packaging and stockpiling);

(3) Cost per metric ton of the commodity (to include production, packaging and stockpiling);

Applicants must submit budgets using Standard Form 424, 424A, and 424 B as appropriate which can be downloaded from the USAID web site, http://www.usaid.gov/procurement_bus_opp/procurement/forms/sf424/.   

Applicants must submit an accompanying budget narrative which provides in detail the total proposed costs for implementation of the proposed program.  The budget shall discuss and support the components of each SF-424 budget element, such as:  

(1) A breakdown of all direct costs to include cost elements (communications, office supplies, printer, vehicle, office rent, etc), unit of measure (monthly estimate, cost per unit), number of units, basis of the estimate and programmatic need for the expenditure;
(2) A breakdown of costs by inputs, production, packaging, and storage; and
(3) The breakdown of all costs according to each partner organization (e.g., sub-awardee) in the format described herein.

There is no specific maximum dollar amount allowed for administrative and management costs.  All proposed costs will be evaluated in accordance with applicable cost principles.

The awardee will only be required to produce and stockpile the commodities at the awardee’s facility. All costs for rapid transportation, delivery and distribution of the commodity shall be covered by distribution grants.

Applicants proposing a cost share should include the same form and a breakdown that shows which costs would be covered by USAID funds and which by the grantee.  If the cost share is an in-kind contribution, the budget should show the value of that contribution.

Note: When considering packaging and costs, please note that all packaging must conform to USAID’s Branding and Marking requirements, which can be found at: http://www.usaid.gov/our_work/humanitarian_assistance/ffp/branding_annex_f.pdf)

Annexes

Certificate of Analysis issued by the producer/processor or another entity for the nutritional components of the commodity.

Applicants shall include certifications and representations (as attached below in section E of this RFA).  

If the applicant proposes any sub-awards, applicants shall include signed “letters of commitment” from sub-awardees in this section.  The applicant may include additional information if deemed necessary, however, as stated above technical applications should be specific, complete and presented concisely.  A lengthy application does not in and of itself constitute a well thought out proposal.  Therefore, applicants must avoid unnecessary documentation.
Each applicant should include a copy of its organization’s most recent Negotiated Indirect Cost Rate Agreement (NICRA) issued by its organization’s cognizant audit agency or information to support any non-direct costs recovered by a percentage method.  Applicants who do not currently have a NICRA from their cognizant audit agency (USAID or another agency of the U.S. federal government) but request funding for indirect costs shall also submit the following information:

(1) Copies of the applicant's financial reports for the previous 3-year period, which have been audited by a certified public accountant or other auditor satisfactory to USAID;

(2) Projected budget, cash flow and organizational chart;

(3) A copy of the organization's accounting manual.

Certain documents are required to be submitted by the applicant in order for the Agreement Officer to make a determination of financial responsibility.  Applicants shall submit any additional evidence of responsibility to support this determination. The information submitted should substantiate that the applicant:

(1) Has adequate financial, management and personnel resources and systems or the ability to obtain such resources as required during the performance of the award.

(2) Has the ability to comply with the award conditions, taking into account all existing and currently prospective commitments of the applicant, non-governmental and governmental.

(3) Has a satisfactory record of performance.  Past relevant unsatisfactory performance is ordinarily sufficient to justify a finding of non-responsibility, unless there is clear evidence of subsequent satisfactory performance.

(4) Has a satisfactory record of integrity and business ethics; and

(5) Is otherwise qualified and eligible to receive a grant under applicable laws and regulations (e.g., EEO).

Applicants that have never received a grant, cooperative agreement or contract from the U.S. Government are required to submit a copy of their accounting manual, personnel policies, travel policies, and procurement policies, and audits received for the past three years.  If this material has already been submitted to the U.S. Government, the applicant should advise which Federal Agency has a copy.

Applicants should submit a copy of its Certificate of Compliance if its organization's systems have been certified by the USAID/Washington's Office of Acquisition and Assistance (M/OAA, formerly known as M/OP).  
SECTION C – ELIGIBILITY AND SELECTION CRITERIA
1.  Eligibility Requirements

To be considered for an award, the following minimum eligibility requirements must be met:

The applicant must:

(1) Be a U.S. based non-profit entity as described in Section 501(c)(3) of the Internal Revenue Code of 1986 and exempt from tax under Section 501(a) of  the Internal Revenue Code of 1986; and

(2) Have or be able to obtain the ability and capacity to produce a minimum of $1 million worth of metric tonnage of commodity within the first six (6) months of the award.

All sub-awardees must meet the eligibility criteria above.

The food commodity proposed must: 

(1) Be shelf stable, defined as processed (not raw) and encountering no degradation of nutritional content over eighteen (18) months;
(2) Be pre-packaged in a manner compatible with containerized shipment capacities; 
(3) Not resemble milk or breast milk substitution commodities if reconstituted with water;
(4) Not require refrigeration;

(5) Contain no ingredients known to be widely unacceptable on ethnic or religious grounds that would limit the countries in which programs could be implemented; and
(6) Be produced in the United States.

