[bookmark: _Toc249327497][bookmark: _GoBack]SECTION IV – APPLICATION AND SUBMISSION INFORMATION


A.	 POINT OF CONTACT

The point of contact for this RFA and any question during the RFA process is Christine Dwulet, Agreement Specialist:

USAID/Washington
Christine Dwulet
SA-44, Room 562-C
1300 Pennsylvania Avenue, NW
Washington, DC 20523
cdwulet@usaid.gov 

Any prospective applicant desiring an explanation or interpretation of this RFA must request it in writing by the date listed on the cover letter to allow a reply to reach all prospective applicants before the submission of their applications. Oral explanations or instructions given before award of a Cooperative Agreement will not be binding. Any information given to a prospective applicant concerning this RFA will be furnished promptly to all other prospective applicants as an amendment of this RFA, if that information is necessary in submitting applications or if the lack of it would be prejudicial to any other prospective applicants.

B.	APPLICATION FORMS

Applicants must submit their applications using the SF-424 form series, which includes:

SF-424, Application for Federal Assistance
SF-424A, Budget Information – Non construction Programs
SF-424B, Assurances – Non construction Programs

C.	THE REQUIRED CERTIFICATIONS, AS ESTABLISHED AT ADS 303.3.8

The following certifications are required: a) Certification Regarding Terrorist Financing in accordance with AAPD 04-14. (Please note that this certification requires the applicant to ensure that recipients of subcontracts and grants are not listed as Specially Designated Nationals and Blocked Persons by the
U.S. Treasury's Office of Foreign Assets Control.); b) Assurance of Compliance with Laws and Regulations Governing Nondiscrimination in Federally Assisted Programs; c) Restrictions of Lobbying
(See 22 CFR 227); and d) Prohibition on Assistance to Drug Traffickers for Key Individuals (See ADS
206). See Annex F for full text of the required certifications.

D.	THE REQUIRED FORMAT FOR THE APPLICATION

[bookmark: CL_URFASEA_PH000002]D.1	PREPARATION AND SUBMISSION GUIDELINES
 
All applications received by the date and time indicated in the cover letter will be reviewed for responsiveness to the specifications outlined in this RFA. Applications received after the deadline may not be considered. The application must be prepared in accordance with the structural format set forth below and should demonstrate the applicant’s capabilities and expertise with respect to achieving the goals of the program. While applicants are expected to follow the format and the instructions contained therein, they should also be aware of the Selection Criteria in the solicitation and ensure that their applications reflect and address these criteria. 

To facilitate the competitive review of the applications, USAID will consider only applications conforming to the format prescribed below: 

Page Limits: The application must address all items requested under the sections listed below. The technical application must not exceed twenty-five (25) pages. Pages in excess of stated limitation will not be considered. However, the list of items with no page limits below is not included in either count.

The technical application will include the following sections with page limits for each section as noted in parentheses.

Technical Application (25 pages)

1. Executive Summary 
1. Technical Approach 
0. Management Plan by Component
0. Mobilization and Year One Workplan
0. Institutional Capability/Management Approach 
1. Past Performance 
1. Staffing and Key Personnel 
0. Curriculum Vitae (CV) for Key Personnel (2 page maximum per candidate)

The items listed below will not count against the page limit:

- Cover Page
- Table of Contents
- Dividers

The hard copy application submitted will be used for the official page count. 
	
Cost Application (No page limit)

D.2.	OTHER INSTRUCTIONS

1. Applications must be prepared in English.
1. Narrative portions of the application must be prepared in Microsoft Word in Times New Roman font size 12. The budget portions of the cost application must be prepared in Microsoft Excel with formulas shown. Certifications and other signed pages may be submitted in Adobe Acrobat. 
1. Page size cannot exceed 8 ½ x 11” for the technical proposal and 8 ½ x 14” for the cost proposal. 
1. All pages except for the cover page must be numbered. Technical and cost applications must be numbered separately.
1. The technical application must have a table of contents following the cover page.






[bookmark: CL_URFASEA_PH000035]D.3.	TECHNICAL APPLICATION FORMAT

D.3.1  Cover Page: The cover page shall include the name of the lead applicant applying for the award. If any partner organizations are included in the proposal, they should be listed separately, and indicated as subordinate to the principal organization. A summary table should be included that lists the prime applicant and all partner organizations as well as the percentage of overall program activities that each partner will contribute. The cover page should also identify a point of contact, hereafter referred to as the “agent,” with the authority to negotiate and sign on behalf of the applicant. The individual's name (both typed and his/her signature), title or position in the organization, email and postal addresses, telephone and fax numbers should be included. 
D.3.2  Executive Summary:  This section shall provide a concise summary of the applicant’s proposed program description, program methodology and expected results. 
D.3.3  Technical Application: Applicants are expected to use their relevant expertise and capacities to meet the objective laid out in the Program Description (Section I.C). Within the proposal, applicants should describe their approach to the program, specifically addressing how they will achieve their proposed results in relation to the Program Description.  The Technical Application should include the following sections:

1. Program Strategy
2. Past Performance
3. Staffing and Key Personnel

D.3.3.1  Program Strategy: The Application should present a strategy for achieving long-term development impacts to achieve the Program objective (See Section I.C). The application should demonstrate how the program will draw on lessons learned and capabilities of other programs and institutions.  Applicants must briefly address AC&I’s assumptions, describing how their strategies for each component and their experience build on these assumptions.

Proposed Approach addressing each component: Applicants must provide their plans for managing the activities discussed in the Program Description for each AC&I component.  For Component 1 this will include (but not be limited to) plans addressing: (a) solicitation for FtF Commercialization Technologies process, (b) due diligence checklist, (c) commercialization award committee member selection, (d) disbursement target setting for commercialization grants; for Component 2, (e) management of partnership leads and (f) solicitation for partnerships  and (g) partnership start-up grants (h)  promotion of mission buy-in of partnerships; for Component 3 (i) partnership modeling and (j) technical/diagnostic responsiveness; and Component 4 (i) knowledge management process
Year One workplan: Applicants must provide a detailed year one workplan for implementing the Program.  These plans must show the tasks that will be completed, the milestones that will be reached and process indicators against which progress will be monitored.  The workplan must include provisions for development of a set of meaningful progress indicators and baseline to measure impact and should show how planning, reporting, and analysis will be efficiently managed across activities for year one and through the life of the program.

Institutional Capabilities: Evidence of the applicant’s ability to establish a sound management system that draws on appropriate institutional capacity (including relationships with any key partners/sub-contractors, networks for accessing sources of capital and linkages to sources of innovative technologies) to implement AC&I across FtF countries.  The Application should propose a management structure for the Program. The management structure should demonstrate a balance between the needs to minimize administrative costs while effectively implementing the Program.  The Application must show an organizational structure, including proposed lines of responsibility, authority and communication, and procedures to ensure productivity as well as cost and quality control. 

D.3.3.2  Past Performance:  Past performance is the degree to which the applicant has completed related work successfully, satisfied its customers/sponsors under past agreements, and complied with relevant laws and regulations. The Application should include description of past or current work undertaken by the Applicant and major sub-contractors or sub-grantees (responsible for 20 percent or more of the total budget) relevant to the proposed Program, with past performance references on those programs for current programs or those completed during the past five years.  The applicant should use the past performance references to demonstrate capacity for creativity and leadership, to deliver high-impact results, and to effectively partner with other organizations (may include USAID). 

The Application should list 3-5 past performance references with current phone numbers and email addresses. These should be listed in an attachment along with references for Key Personnel (Past Performance and Key Personnel references are not included in the 25 page limit). Any past performance references older than three years will not be evaluated.  As part of this review, USAID may contact some of the applicant’s past or current customers and partners to assess the applicant’s performance. [Note:  In addition to the references provided by the applicant, USAID may also contact other individuals knowledgeable about the applicant’s performance on specific programs and other sources of information, including, but not limited to other government agencies, better business bureaus, published media, and electronic data bases.]

D.3.3.3  Staffing and Key Personnel: The Application must propose each of the key positions that will be necessary to implement the AC&I Program.  These key positions will include a position description and proposed candidate.  One key position will be the Program Director; applicants will describe his/her role and responsibilities for Program leadership and implementation.  The Application must discuss the administration, management and implementation of other Key Personnel, explaining their roles and responsibilities, including the time allocation of any staff that is less than full time.  A Curriculum Vitae (2 pages or less) must be included that describes Key Personnel qualifications for these positions.  

The Application should list at least three references for each of the proposed candidates with current phone numbers and email addresses. These should be listed in an attachment for references for institutional past performance and key personnel.  As part of its review, USAID may contact some of the references.  [Note:  In addition to the references provided by the applicant, USAID may also contact other individuals knowledgeable about the proposed individual’s performance, technical qualifications, and leadership abilities and may draw on information from other sources, including, but not limited to other government agencies, published media, and electronic data bases.]

D.4.	COST APPLICATION FORMAT
			
The cost application shall include specific cost information for this program. Certain documents are required to be submitted by an applicant in order for an Agreement Officer to make a determination of responsibility. However, it is USAID's policy not to burden applicants with undue reporting requirements when the information is readily available through other sources. 

The cost application must cover the budget for all core funds. While the yearly funding levels are unknown, the five-year budget can use indicative levels and correspondingly should identify illustrative Program activities. The application will be assessed for cost effectiveness, and applications that minimize management costs in order to maximize research, outreach, and capacity building activities will generally be considered a better value.  For bidding purposes, applicants should provide the following budget estimates (plug figures), consistent with the Program Description:

FtF Commercialization Grants (Including Mission Buy-In):      $22,500,000 (Component 1)
Commercialization Seed Grants:		                                    $  3,750,000 (Component 1)
Partnership Start-Up Funding:		                    	          $  3,750,000 (Component 2)
Partnerships Funding (Including Mission Buy-In):   	          $ 22,500,000 (Component 2)
Short Term Studies- Partnership Modeling & Analyses 	          $      800,000 (Component 3)

The cost application must include the following:
 
1. Description of Costs
1. A completed SF-424 form in which the applicant provides a summary and detailed budget for the Leader award budget only. Please reference page 2 of the Cover Letter for the Government Estimate of funding available.  Budgets must be submitted using Standard Form 424 which is included in this RFA package. 
1. Detailed breakdown of each line item captured in SF-424; including a budget narrative.
1. Breakdown of all costs according to each partner organization involved in the program;
1. Separate and joint summary budgets (in Excel) of the Management Office and any partner organizations. The Excel spreadsheet must be submitted electronically and text accessible.  
1. The budget must have an accompanying detailed budget narrative that provides in detail the total costs for implementation of the program your organization is proposing. The budget narrative must be written in the third person. 
1. The budget must provide a breakdown of the financial and in-kind cost share contributions, converted to dollar value, of all organizations involved in implementing this Cooperative Agreement. Please indicate clearly if the cost share will be in-kind or cash in the budget and budget narrative. 
1. Proposed cap on Indirect rates.
1. A current Negotiated Indirect Cost Rate Agreement (NICRA) with USAID, an Indirect Rate Agreement with another federal agency, or financial statements as described below for the Management Office and proposed partner organizations must be submitted. Applicants that do not currently have a Negotiated Indirect Cost Rate Agreement (NICRA) from their cognizant agency shall also submit the following information:
0. 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; and
0. Projected budget, cash flow and organizational chart

1. Required certifications and assurances (See Annex F of this RFA):
1. Applicants must submit any additional evidence of responsibility so that the Agreement Officer may make a determination of responsibility. The information submitted must be provided in third-person and substantiate that the Applicant:
1. has adequate financial resources or the ability to obtain such resources as required during the performance of the award;
1. has the ability to comply with the award conditions, taking into account all existing and currently prospective commitments of the applicant - nongovernmental and governmental;
1. 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;
1. has a satisfactory record of integrity and business ethics; and
1. is otherwise qualified and eligible to receive a grant under applicable laws and regulations (e.g., EEO).

1. Applicants that have never received a grant, cooperative agreement, or contract from the US Government are required to submit a copy of their accounting manual and personnel and policy manual. If a copy has already been submitted to the US Government, the applicant must advise which Federal Office has a copy, and provide a point of contact with contact information (i.e., phone number).

D.4.	OTHER IMPORTANT INFORMATION

1. Acknowledgement of Amendments to the RFA. By submitting an application in response to this RFA, applicants acknowledge receipt of any amendments to the RFA.
1. Preparation of Applications:
1. 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.
1. Each applicant shall furnish the information required by this RFA. The applicant shall sign the application and print or type its name on the Cover Page of the technical and cost applications. Erasures or other changes must be initialed by the person signing the application. 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.
1. Applicants who include data that they do not want disclosed to the public for any purpose or used by the US Government  except for evaluation purposes, should:
 
       (a) Mark the title page with the following legend:
 
 "This application includes data that shall not be disclosed outside the US 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 cooperative agreement is awarded to this applicant as a result of, or in connection with, the submission of this data, the US Government shall have the right to duplicate, use, or disclose the data to the extent provided in the resulting cooperative agreement. This restriction does not limit the US 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 sheets marked”; and
 



       (b) 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."
 												
1. Explanation to Prospective Applicants. Any prospective applicant desiring an explanation or interpretation of this RFA must request it in writing by the date listed on the cover letter to allow a reply to reach all prospective applicants before the submission of their applications. Oral explanations or instructions given before award of a Cooperative Agreement will not be binding. Any information given to a prospective applicant concerning this RFA will be furnished promptly to all other prospective applicants as an amendment of this RFA, if that information is necessary in submitting applications or if the lack of it would be prejudicial to any other prospective applicants.
1. Authority to Obligate the Government. The Agreement Officer is the only individual who may legally bind the Government for the expenditure of public funds. No costs chargeable to the proposed Cooperative Agreement may be incurred before receipt of either a fully executed Cooperative Agreement t or a specific, written authorization from the Agreement Officer.
1. The Applicant is reminded that US Executive Orders and US law prohibits transactions with, and the provision of resources and support to, individuals and organizations associated with terrorism. It is the legal responsibility of the Applicant/Recipient to ensure compliance with these Executive Orders and laws. This provision must be included in all subcontracts/subawards issued under this contract/agreement. 
1. Foreign Government Delegations to International Conferences - Funds in this agreement may not be used to finance the travel, per diem, hotel expenses, meals, conference fees or other conference costs for any member of a foreign government's delegation to an international conference sponsored by a public international organization, except as provided in ADS Mandatory Reference "Guidance on Funding Foreign Government Delegations to International Conferences [http://www.info.usaid.gov/pubs/ads/300/refindx3.htm] or as approved by the AO.
1. Branding Requirements. In an effort to more accurately credit the American people for the foreign assistance they finance, USAID has engaged in a branding campaign. Effective January 2, 2006, all USAID-sponsored assistance awards are required to adhere to branding policies and revised marking requirements for grants and cooperative agreements in accordance with AAPD 05-11. This includes visibly displaying the USAID Standard Graphic Identity that clearly communicates assistance is, “From the American people” on all programs, projects, activities, publications, public communications, and commodities provided or supported through USAID assistance awards. AAPD 05-11 requires that, after the evaluation of the applications, the USAID Agreement Officer will request the Apparently Successful Applicant to submit a Branding Strategy that describes how the program, project, or activity is named and positioned, how it is promoted and communicated to beneficiaries and cooperating country citizens, and identifies all donors and explains how they will be acknowledged. USAID will not competitively evaluate the proposed Branding Strategy. http://www.usaid.gov/business/business_opportunities/cib/pdf/aapd05_11.pdf 
1. Geographic Codes. In accordance with the limitations on USAID’s ability to procure goods and services outside of the United States (see the Foreign Assistance Act of 1961 and 22 CFR 228), source and origin of goods and nationality of suppliers of goods and services under the project will be from the United States, Geographic Code 000. Some local procurement is also allowed. Please reference Standard Provision C.16 Local Procurement for thresholds for 935, Local Procurement.

1. Initial Environmental Examination (IEE). Because of the potential for adverse impacts if the activities are not properly managed an IEE for AC&I concluded that a Negative Determination with Conditions is warranted, with the following specific conditions: 

1. All activities under this program, whether technical assistance, consultations, or recommendations for program designs will include Best Practices regarding sustainable use, including principles of environmental protection, impact mitigation and environment sustainability.
1. All proposed innovation awards and partnership awards will require preparation of a separate Initial Environmental Examination.  No award will be made until an Environmental Threshold Decision, as defined in 22 CFR 216.3(a)(2), has been reached for that activity and documented in a Request for Categorical Exclusion (RCE), Initial Environmental Examination (IEE), or Environmental Assessment (EA) signed by the Bureau Environmental Officer (BEO). Calls for innovations will stipulate that all awards will be individually assessed for their potential environmental impacts through an IEE Amendment. 

D.5	THE DEADLINE FOR SUBMISSION OF APPLICATION

Applications must be received by the closing date and time indicated at the top of the RFA cover letter via http://www.Grants.gov following the instructions on the website. The application must also be submitted via e-mail to Christine Dwulet at cdwulet@usaid.gov and Natalie Thunberg, Agreement Officer, at nthunberg@usaid.gov. The date and time the e-mailed submission is received by the USAID contact person indicated below will be used as a measure of timeliness. 

In addition, five hard copies must be submitted, one copy must be unbound and unstapled and must include original signatures. The remaining technical and cost applications shall be submitted in a single volume three ring binder with a divider separating the two. Hard copies must be submitted in a package with the name and address of the applicant and RFA number inscribed, to:



Via US Postal Service/UPS/ FedEx:
US Agency for International Development
Office of Acquisition and Assistance, 
Attention: Christine Dwulet
M/OAA/EGAT
SA-44, Room 562-C
1300 Pennsylvania Ave., NW
Washington, DC  20523-7900

Or Hand-carried:
US Agency for International Development
Attention: Christine Dwulet
M/OAA/EGAT
301 C St., SW
Washington, DC  20547
From lobby call extension 4191


Applicants should retain for their records one copy of the application and all enclosures which accompany their application. Erasures or other changes must be initialed by the person signing the application. If there is a conflict between the hard copy of the application and the electronic version of the application, the hard copy version will be used as the official application. Applications which are incomplete may not be considered in the review process. 

It is the responsibility of the applicant to ensure that the application is received in hard copy, via email and that it has been submitted in Grants.gov in its entirety. USAID strongly recommends applicants to deliver hard copy applications in person at USAID. USAID bears no responsibility for data errors resulting from transmission or conversion processes.

D.6	FUNDING RESTRICTIONS

Funding for the Agricultural Commercialization and Innovation Activity may be affected by future budget levels.  Any and all funding is subject to the availability of funds to USAID.

