APPLICATION INSTRUCTIONS
A.  How to Obtain Application Materials

All Office of Management and Budget standard forms necessary for application submission are posted on the following website: www.grants.gov/agencies/aapproved_standard_forms.jsp.  

B.  Application Content and Format

Applications must contain the information set forth below in order to receive consideration for a cooperative agreement. Applicants may submit either a written application accompanied by an electronic copy on compact disc (CD) or an electronic application through Grants.gov.

Applications must include all required forms and narrative sections described below.  Incomplete applications will not be considered.

1. Cover Sheet:  Applicants must use Standard Form 424 Application for Federal Assistance as the cover sheet for each project application.  Standard Form 424 can be downloaded from www.grants.gov/agencies/aapproved_standard_forms.jsp or obtained from the Maine NRCS State Office. 

2. Project Narrative:  Applicants must submit a Project Narrative (no more than twelve pages in length) that includes the listed information.  Project title

a. A description of the resources and experience of the individual/organization necessary to successfully perform these services.

b. A budget and detailed narrative in support of the form SF-424 for the overall project period.  Show all funding sources and itemized costs by the following line items on the budget form:  personnel, travel, all other costs, and indirect costs.  Funds may be requested under any of the line items listed above provided that the item or service for which support is requested is identified as necessary for successful conduct of the proposed project, is allowable under the authorizing legislation and the applicable Federal cost principles, and is not prohibited under any applicable Federal statute.  Salaries of project personnel who will be working on the project may be requested in proportion to the effort that they will devote to the project.  Show any costs that the applicant indicates will be contributed in support of this project.

c. The organization’s level of commitment in terms of the staff, equipment resources, and/or funding support necessary to leverage the project.

d. A description of the capabilities to fulfill the terms of the cooperative agreement, including a brief description of the organizational entity and of the qualifications, employment status, current responsibilities, and proposed level of effort for the project coordinator, and staff responsible for implementation.  Resumes for key personnel should be included in the appendix.

e. List of past experience with providing similar mapping services.

f. The application shall include an appendix.  Material should be included only when necessary to support information provided in the narrative.  Copies of documents, brochures, etc., are encouraged to demonstrate experience, knowledge, skills and abilities.

3. Budget Information:  Standard Form (SF) 424A Budget Information Non-Construction Programs must be used to document budget needs.  SF 424A is available at www.grants.gov/agencies/aapproved_standard_forms.jsp or can be obtained from the NRCS Maine State Office.
i. The project budget should include all funding sources and itemized costs by the following line items on the budget form: personnel, travel, total of all direct costs, total of indirect costs; and total project costs. 

4. Budget Narrative:  In addition to the SF424 A, all applicants must provide a detailed narrative (2 pages maximum) in support of the budget for the project.  Itemize the costs necessary for successful completion of the proposed project.  Indicate the total amount (both cash and in-kind) of non-Federal matching support that will be provided to the proposed project.  Identify and provide documentation of the source(s), the amount, and the nature (cash or in-kind) of the matching funds.  An indirect cost-rate agreement must be included if the applicant is claiming indirect costs.  Indirect costs can not exceed 10 percent.  
5. Certifications:  All applications must include a signed Standard Form (SF) 424B - Assurances, Non-construction Programs.  SF 424B may be found at: www.grants.gov/agencies/aapproved_standard_forms.jsp or contact a NRCS State Office.  Applicants, by signing and submitting an application, assure and certify that they are in compliance with the following from 7 Code of Federal Register (CFR):
a. Part 3017, Government wide Debarment and Suspension (Non-procurement);

b. http://www.access.gpo.gov/nara/cfr/waisidx_04/7cfr3017_04.htmlPart 3018, New Restrictions on Lobbying; and

c. Part 3021, Government wide Requirements for Drug Free Workplace (Financial Assistance).

6. DUNS Number:  A Dun and Bradstreet (D&B) Data Universal Numbering System (DUNS) number is a unique nine-digit sequence recognized as the universal standard for identifying and keeping track of over 70 million businesses worldwide.  A Federal Register notice of final policy issuance (68 FR 38402) requires a DUNS number in every application (i.e., hard copy and electronic) for a grant or cooperative agreement (except applications from individuals) submitted on or after October 1, 2003.  For information about how to obtain a DUNS number, go to http://www.grants.gov/RequestaDUNS or call 1-866-705-5711.  Please note that the registration may take up to 14 business days to complete.

7. Required CCR Registration:  The Central Contractor Registry (CCR) is a database that serves as the primary Government repository for contractor information required for the conduct of business with the Government.  This database will also be used as a central location for maintaining organizational information for organizations seeking and receiving grants from the Government.  CIG applicants must register with the CCR.  To register, visit http://www.ccr.gov.  Allow a minimum of 5 days to complete the CCR registration.

C.  How to Submit a Written Application

Applicants must submit one signed original copy of each project application.  Hard copies must be accompanied by an electronic copy on a compact disc (CD).  Electronic files must be either Microsoft Word or Adobe Acrobat (pdf) files.  Applications submitted via facsimile or e-mail will not be accepted.

Written applications should be typewritten or printed on 8½” x 11” white paper.  The text of the application should be in a font no smaller than 12-point, double spaced, with one-inch margins.  

The address for hand-delivered applications or applications submitted using mail or overnight courier service is:  

Maine Soil Mapping Project
c/o Patricia Pickett

USDA - Natural Resources Conservation Service

356 Mountain View Drive, Suite 105

Colchester, Vermont 05446

Contact phone number for hand-delivered applications is (802) 951-6796 X224.

D.  How to Submit an Application Electronically

Applicants may submit applications electronically through Grants.gov, the Federal Government’s e-grants portal.  Applications submitted through Grants.gov must contain all of the elements of a complete application and meet the requirements described above.  Instructions for electronically submitting the required standard forms, abstract, narrative, and declarations are posted on Grants.gov.  Instructions for adding attachments are available on Grants.gov.  Applications submitted electronically are date and time stamped by Grants.gov and must be received by the identified closing date.  Note that NRCS is not responsible for any technical malfunctions or website problems related to Grants.gov submissions.  Applicants should begin the Grants.gov process well before the submission deadline to avoid problems.

E.  Application Due Date

Applications must be received in the NRCS Vermont State Office by 4 p.m. Eastern Daylight Time (EDT), on Friday, June 18, 2010. A postmark date is NOT a factor in whether an application is received on time. The applicant assumes the risk of any delays in application delivery.  Applicants are strongly encouraged to submit completed applications via overnight mail or delivery service to ensure timely receipt by NRCS.
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