- GRANT APPLICATION FORMAT

  PREPARATION GUIDELINES – INSTRUCTIONS

  PREPARATION GUIDELINES

Applicants should submit applications electronically - internet email with up to 3 attachments (6 MB limit) per email compatible with MS WORD, Excel, PDF, in a MS Windows environment.  There has been a problem with the receipt of *.zip files due to the anti-virus software. Therefore, applicants are discouraged from sending files in this format as we cannot guarantee receipt by the internet server.  

The application should not exceed 40 pages in length.

Please submit your applications to the following e-mail addresses: syacoubi@usaid.gov no later than January 15, 2010 at 2:00 p.m. Local Moroccan Time.  The subject line of the email should include the RFA number (xxx-xx-xxx) and the name of your firm.  You will receive an email confirming receipt of the applications.   

Applicants are reminded that e-mail transmission is not instantaneous.  In some cases, delays of several hours occur from transmission to receipt.  For this RFA, the initial point of entry to the government infrastructure is USAID’s Washington mail server.   

Applicants are also requested to submit one original and four paper copies of their application in notebooks with tabs.  Whatever method of delivery is used, it is requested that the hard copies be in the Contracting Officer’s possession no later than 2:00 p.m. January 15, 2010.  
Regular Mail:





Hand Delivery/Commercial Courier:

Ms. Salya Yacoubi




Same

Acquisition Specialist

USAID/Morocco



        

10, Avenue Mehdi Ben Barka


B.P. 120, Souissi

Rabat, Morocco

The original and hard copies must be one-sided. 
All applications received by the deadline will be reviewed for responsiveness to the specifications outlined in these guidelines and the application format.  Section B addresses the technical evaluation procedures for the applications.  Applications which are submitted late or are incomplete run the risk of not being considered in the review process.  "Late applications will not be considered for award" or "Late applications will be considered for award if the Agreement Officer determines it is in the Government's interest."

 Applications shall be submitted in two separate parts: (a) technical and (b) cost or business application. Technical portions of applications should be submitted in 1 original and 4 copies cost portions of applications in 1 original and 1 copy.

 The application should be prepared according to the structural format set forth below.  Applications must be submitted no later than the date and time indicated on the cover page of this RFA.

 Technical applications should be specific, complete and presented concisely.  The applications should demonstrate the applicant's capabilities and expertise with respect to achieving the goals of this program.  The applications should take into account the technical evaluation criteria found in Section B.

Any prospective  applicant desiring an explanation or interpretation of this RFA must request it in writing within three weeks of receipt of the application to allow a reply to reach all prospective applicants before the submission of their applications.  Oral explanations or instructions given before award of a Grant will not be binding.  Any information given to a prospective  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.
  The Government will award one Grant resulting from this RFA to the applicants  whose application conforming to this RFA Applications the greatest value. The Government may (a) reject any or all applications, (b) accept other than the lowest cost application, (c) accept alternate applications, and (d) waive informalities and minor irregularities in applications received.

Authority to Obligate the Government - The Grant Officer is the only individual who may legally commit the Government to the expenditure of public funds.  No costs chargeable to the proposed Grant may be incurred before receipt of either a fully executed Grant or a specific, written authorization from the Grant Officer.

  COST APPLICATION FORMAT

 The Cost or Business Application is to be submitted under separate cover from the technical application.  Certain documents are required to be submitted by an applicant in order for an Grant 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 this portion, applicants are encouraged to be as concise as possible, but still provide the necessary detail to address the following:

A. Include a budget with an accompanying budget narrative which provides in detail the total costs for implementation of the program your organization is proposing.  The budget must be submitted using Standard Form 424 and 424A which can be downloaded from the USAID website: http://www.usaid.gov/forms/; 

- the breakdown of all costs associated with the program according to costs of, if applicable, headquarters, regional and/or country offices;

     

- the breakdown of all costs according to each partner organization involved in the program;

- the costs associated with external, expatriate technical assistance and those associated with local in-country technical assistance;

 
- the breakdown of the financial and in-kind contributions of all organizations involved in

      
 implementing this Cooperative Agreement;

- potential contributions of non-USAID or private commercial donors to this Cooperative Agreement;

- your procurement plan for commodities.

   C.  
A current Negotiated Indirect Cost Rate Agreement;

   D.  
Required certifications and representations (as attached):

   E.  
Cost share has been recommended to be 20% of the total estimated amount.  If the  applicant proposes a cost share of less than 20%, it will be deemed as not responsive, and will be removed from further consideration.

   F.  
Applicants who do not currently have a Negotiated Indirect Cost Rate Agreement (NICRA) from their cognizant agency shall also submit the following information:

     1.  
copies of the '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.

   G.   
Applicants should submit any additional evidence of responsibility deemed necessary for the Grant Officer to make a determination of responsibility.  The information submitted should substantiate that the applicant:

      -.   Has adequate financial resources or the ability to obtain such resources as required during the performance of the award.

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

     -.   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.

     -.   Has a satisfactory record of integrity and business ethics; and

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

   H.  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.  If a copy has already been submitted to the U.S. Government, the applicant should advise which Federal Office has a copy.

  I.   In addition to the aforementioned guidelines, the applicant is requested to take note of the following:

 Unnecessarily Elaborate Applications - Unnecessarily elaborate brochures or other presentations beyond those sufficient to present a complete and effective application in response to this RFA are not desired and may be construed as an indication of the applicant's lack of cost consciousness.  Elaborate art work, expensive paper and bindings, and expensive visual and other presentation aids are neither necessary nor wanted.

  J.  Receipt of Applications - Applications must be received at the place designated and by the date and time specified in the cover letter of this RFA.
END OF SECTION
