Instructions for LITC Grant Application
The following instructions are designed to assist applicants with completing the 2012 Low Income Taxpayer Clinic (LITC) grant.  The official grant funding opportunity number is TREAS-GRANTS-052012-001.  All online applications for this grant opportunity should be submitted via www.grants.gov by 11:59 p.m. Eastern Standard Time (EST) on Friday, July 15, 2011.

To complete the LITC online application package, applicants should first visit www.grants.gov and complete the full registration process.  The registration process information is located at Grants.gov - Get Registered. Please be sure to read all the instructions and complete the full registration process.  The registration process may take up to 7 business days to complete.  Applicants only have to complete the registration process at Grants.gov once to apply to all funding opportunities available through the website.  An incomplete registration will prevent an applicant from successfully submitting their application online.  Applications received after the announcement closing date due may not be considered for an award.

Grants.gov uses Adobe Reader and here is the link to the Adobe Tutorial on grants.gov http://www07.grants.gov/flash/AdobeReaderApplicationTutorial_skin.swf. This will walk you through the process of applying for a grant using Adobe. If you do not currently have Adobe Reader, you can download a free version via the grants.gov website.
Applicants should download and save the application package for this funding opportunity to their local computer directory.  Applicants do not have to remain in the grants.gov system while completing the application.

There are three addition forms that are not included in the grants.gov application package that must be completed and submitted as attachments. Those additional forms are linked in these instructions and can be saved to your desk top for completion or you can link to them to them by clicking on the following on the following links: Form 13424, Form 13424-I, and Form 13424-J.  The Form 13424-I must be printed, manually signed, scanned, and attached to the application package.
In order to do attach documents to the application package in grants.gov, you must do it through the “attachments” tab within the Form 424.
Once the entire the application package is ready for submission including all attachments, the applicant should revisit www.grants.gov and submit the entire completed package with all appropriate attachments.  Please see below for specific details of information is required in the grant application:
New or Returning Grant Applicants
1. SF-424, Application for Federal Assistance
2. SF-424A, Budget Information (for instructions see Publication 3319 58-62)
3. Lobbying Certification LLL, Disclosure of Lobbying Activities
4. Attachments: 

· Background Information (see Publication 3319 page 53)
· Experience

· Financial responsibility

· Copy of determination letter issued by IRS recognizing organization as exempt under IRC Section 501(c) (if applicable)

· Copy of letter of academic accreditation for college, university or other institution of higher learning (if applicable)

· Determination of Program Performance (see Publication 3319 page 54-57) (a program plan must be submitted for each program applying for, if applicable)
· Program Staff

· Volunteers

· Training and Resources

· Clinic Operations

· Program Plan

· Program Monitoring and Evaluation

· Geographic and Demographic Information

· Other Information
· Budget/Financial information (see Publication 3319 page 57-58)
· Form 13424-J, Detailed Budget Worksheet and Narrative
· Copy of the most recent audited or unaudted financial Statement

· Copy of the applicant’s most recent Single Audit Data Collection Form, or a statement that the applicant is exempt from A-133 audit. 

· Copy of the Applicant’s indirect cost rate agreement, if applicable.

· Completed Form 13424, IRS Low Income Taxpayer Clinic (LITC) Program Grant Application Sheet.
· Form 13424-I, Tax Information Authorization Form(if applicable)
· Civil Rights Statement (see Publication 3319 page 39-40)
Continuing Multi-Year Grant Applicants

1.
SF-424, Application for Federal Assistance
2. SF-424A, Budget Information
3. Lobbying Certification LLL, Disclosure of Lobbying Activities
4. Attachments: 

· Budget/Financial information (see Publication 3319 page 57-58)

· Form 13424-J, Detailed Budget Worksheet and Narrative

· Copy of the most recent audited or unaudited financial Statement

· Copy of the applicant’s most recent Single Audit Data Collection Form, or a statement that the applicant is exempt from A-133 audit. 

· Copy of the Applicant’s indirect cost rate agreement, if applicable.

· Completed Form 13424, IRS Low Income Taxpayer Clinic (LITC) Program Grant Application Sheet.
· Form 13424-I, Tax Information Authorization (if applicable)

· Civil Rights Requirements (see Publication 3319 page 39-40)
The grants.gov system will notify the submitter when the application is moving forward processing. This may take several days from the initial submission. Please, do not submit the application more than once in the grants.gov system, unless you are requested to do so or you do not receive the confirmation e-mail from grants.gov.

If the applicant has any questions relating to the grant program or the instructions for completing the application package, please contact the LITC Program Office at, 202-622-4711, or via e-mail at LITCProgramOffice@irs.gov.  If the applicant has any questions regarding the Grants.gov registration process or online application submission problems, please contact the Grants.gov Contact Center, 1-800-518-4726.  The Grants.gov Contact Center hours of operation are Monday-Friday from 7:00 a.m. to 9:00 p.m. Eastern Standard Time.
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