
 
 

INSTRUCTIONS FOR ELECTRONIC APPLICATION SUBMISSIONS 

 Applications under this FOA must be submitted through www.Grants.gov.  
Applicants may not use any other electronic system for application submission under the 
FOA.  ACF will not accept applications submitted via fax or email. 

 Applicants should retain a hard copy of their application package.  

For more information on submitting your application, please make sure to thoroughly review 
the following sections of the Funding Opportunity Announcement (FOA): 

Application Requirements  Location in the FOA 
 
Application Disqualification Factors 

 
Section III.3. Other, Application 
Disqualification Factors 
 

 
Formatting the Application Submission and 
Application Page Limitations  
 

 
Section IV.2 Content and Form of 
Application Submission, Formatting the 
Application Submission 
 

 
Required Forms, Assurances and 
Certifications  

 
Section IV.2. Content and Form of 
Application Submission 
 

 
Submission Dates and Times 

 
Section IV.4. Submission Dates and Times, 
Explanation of Due Dates 
 

  



 
NAMING THE APPLICATION FILES 
Application file names are limited to 50 characters (letters and spaces) only.  

Please use only the following UTF-8 characters when naming your attachments: A-Z, a-z, 0-9, 
underscore, hyphen, space, period, parenthesis, curly braces, square brackets, 
ampersand, tilde, exclamation point, comma, semi colon, apostrophe, at sign, number sign, dollar 
sign, percent sign, plus sign, equal sign, and limit the file name to 50 or fewer characters. 
http://www.grants.gov/web/grants/applicants/submitting-utf-8-special-characters.html.  

 
ELECTRONIC APPLICATION SUBMISSION via http://www.Grants.gov 
 

ACF strongly recommends that applicants review and observe all Grants.gov application 
upload requirements. Please refer to Tips for Uploading an Application at 
http://www.grants.gov/web/grants/applicants/apply-for-grants/step-2-complete-your-
application-package.html.  

 
 It is to an applicant's advantage to begin submission of their application well ahead— 

at least 72 to 96 hours in advance—of the application due date and deadline.  
 
 Read and observe all application submission requirements provided at Apply for Grant 

Opportunities http://www.grants.gov/web/grants/applicants/apply-for-grants.html.  
 
 Electronic submission at www.Grants.gov is a two-step process:  

 
o Submission to Grants.gov by the due date and time.  
o Application validation check by Grants.gov. 

 
 The full FOA is available at http://www.acf.hhs.gov/grants/open/foa. A link to the FOA is 

available under “Link to Additional Information” in the FOA’s Grants.gov Synopsis.  

 Electronic applications must be submitted to www.Grants.gov by 11:59 p.m., ET, on the due 
date.  

 A DUNS Number (http://fedgov.dnb.com/webform) and current registration at the 
System for Award Management (SAM) (https://www.sam.gov) are required for all 
applicants.  

o Validation of DUNS Numbers and SAM registration is part of the www.Grants.gov 
registration and validation processes. See “Get Registered” at 
http://www.grants.gov/web/grants/applicants/organization-registration.html. 

o Applicants that do not have an active SAM.gov registration will fail the Grants.gov 
validation check so allow sufficient time to complete a new or renewed SAM.gov 
registration: 

 New registrations can take an average of 7 to 10 business days to process in SAM. 



 SAM registration must be renewed and revalidated at least every 12 months from 
the date it was last certified in SAM, and sooner, if your entity’s information 
changes. 

Please note if your update/renewal registration requires IRS or 
CAGE revalidation, it will take an additional 3 to 5 business days for 
it to become active and replace your previous registration. 

 For help with SAM.gov, please visit their support page at: 
https://www.fsd.gov/app/sam. 

o Applications will not pass the Grants.gov validation check if the Authorized 
Organization Representative (AOR) does not have a current SAM registration and 
electronic signature credentials. 

 IMPORTANT GRANTS.GOV APPLICATION UPLOAD REQUIREMENTS 

o GRANTS.GOV APPLICATION FILE SIZE LIMIT 

The total application submission size cannot exceed 200 MB. It is recommended that 
applicants keep individual attachments to fewer than 100 MB. It is up to the applicant 
to make sure that application submissions do not exceed these limits. Failure to keep 
the application submission file under the limit may cause an application package to be 
rejected by Grants.gov. 

o ADOBE COMPATIBILITY AT GRANTS.GOV 
Be sure to review the Adobe Compatibility information and verify your Adobe 
Software at http://www.grants.gov/web/grants/applicants/adobe-software-
compatibility.html.  

 Pay special attention to the “Security Settings” section. 

 

CONTACTING GRANTS.GOV SUPPORT  

 If applicants encounter technical difficulties in using Grants.gov, contact the Grants.gov 
Support through the Grants.gov Support page at 
http://www.grants.gov/web/grants/support.html, 

 To report a technical problem and obtain assistance. Hours of Operation: 24 hours a day, 7 
days a week. Grants.gov Support is closed on Federal holidays.  

 Contact with the Grants.gov Support prior to the listed due date and time does not 
ensure acceptance of an application under the submission or validation processes  

 Applicants should retain Grants.gov Support service ticket number(s) as they may be needed 
for future reference.  

 All questions concerning the content of the FOA must be directed to the Agency 
Contacts listed in Section VII. of the FOA. Please do not expect Grant.gov Support to 



help you with the FOA content. 

 

ACF POLICY FOR APPLICANTS EXPERIENCING ISSUES WITH FEDERAL 
APPLICATION SYSTEM:   

If difficulties are encountered with either of the federal systems used in application submission, 
Grants.gov or SAM.gov, the Grants Management Officer listed in Section VII. HHS Awarding 
Agency Contact(s) in the FOA will determine whether the submission issues are due to the 
federal system or to user error.  

For more information, please review the “ACF Policy for Applicants Experiencing System 
Issues” available in these instructions and on the ACF Website at 
https://www.acf.hhs.gov/sites/default/files/assets/systems_issue_policy_final.pdf  
 
 
ACCESSIBILITY AND COMPLIANCE 
 
The Grants.gov website complies with Section 508 of the U.S. Rehabilitation Act of 1973, as 
amended (29 U.S.C. § 794d). Grants.gov web pages are designed to work with assistive 
technologies such as screen readers.  

If an applicant uses assistive technology and is unable to access any material on the site, contact 
the Grants.gov Contact Center at support@grants.gov or call 1-800-518-4726 for assistance.  

 











Objective Work Plan (OWP)
OMB Number: 0970-0452

Expiration Date: 12/31/2020

Project Title:

Project Goal:

Project Year:

Objective # :

Outcome:

Activities Outputs Project Staff Start
Date

End
Date



2018 Objective Work Plan (OWP) Guidance

The OWP organizes and presents project elements to highlight connections, and support monitoring of
project progress and achievement.  The alignment of Objectives and Outcomes serves to highlight the
relationship between the two elements.  Identification of key activities and the alignment to project Outputs
(tangibles that must be accomplished in order to achieve objectives), provides a blueprint for
implementation and benchmarks to mark progress.

A maximum of three objectives may be proposed throughout the entire project period. In multi-year
projects, some objectives may continue for multiple budget periods. A separate OWP form should be
completed for each objective for each budget period of the project year.

Each section of the OWP should be completed according to the following instructions:

1.   Project Title: Identify the project title. The same title appears in box 15 of the SF-424 form and will
be used throughout the entire project period.

3.   Project Year: Identify the project year for the OWP form (e.g., 1, 2, or 3). The Objective Work Plan
should be organized by project year not objective. For example, if your project has 3 objectives for 3
years than you should organize your OWP listing all of year 1's objectives then start on year 2, and
complete the form with year 3's objectives.

2.   Project Goal: Identify the goal of the project as stated in the project narrative.  The project goal is a
statement describing what role the project will play in the enhancing the current community
condition.

4.   Objectives: Include the objective as stated in the project narrative. Each objective must include the
following four elements: a timeline by which the objective will be achieved; a target measurement for
the intended change; an indicator; and the target population.  Each form should have only one
objective. Objectives should be consistently stated between project years. For example, a two year
project with three objectives will have the following OWPs:

•   Year 1: Objective 1, Objective 2, Objective 3.
•   Year 2: Objective 1, Objective 2, Objective 3.

5.   Outcomes: One outcome must be identified for each objective to describe the most significant
change the objective will produce. Include the Outcome for the objective as stated in the project
narrative.

6.   Milestone Activities: Milestone Activities are key project activities needed to successfully achieve
each output. It is likely that more than one Milestone Activity will be needed in order to produce an
output. A maximum of 25 Milestone Activities should be listed for each year of an objective.

7.   Outputs: Outputs are the direct, tangible results of activities, including who will be reached and how
many. This is often expressed as a target number of activities completed and/or people served.
Because multiple Milestone Activities may result in a single output, activities should be listed
chronologically by output to demonstrate the logical connection between activities and outputs.



•    Documents produced, curricula or education materials developed, research, ordinances or
laws developed;

•    The number of classes taught, meetings held, or materials produced and distributed;
•    Program participation rates; or
•    Hours of each type of service provided. Please note, no outputs are required to be listed for

Administrative Activities.

8.   Project Staff: List all staff members directly working on an activity.

10. End Date: Enter the date within the budget period when work the activity will be completed. If an
activity will continue into the next budget period, please indicate the last day of the current budget
period for the activity. Use absolute dates. September 30, 2020 should be written 9/30/2020.

11. Administrative Activities: The following Administrative activities should be included under only
one objective for each year of project implementation. They should be listed after all Milestone
Activities, and must include the following:

•   Reporting (OPR, ADR, 425, DPM)
•   Post Award Training (1st year of project only)
•   Grantee Meeting
•   Project staff orientation
•   Data collection and evaluation
•   Establish federal system account access and official grant file

For electronic submission of your application, please review the guidance below on how to fill out the
OWP on Grants.gov Visit disclaimer page.

1.   Fill out the SF-424 with the official title of your project which will then transfer to the Objective
Work Plan “title” field. The “title” field is not editable as it pulls directly from the SF-424.

2.   All open fields are required and an error message will pop up for fields left blank in the form.

3.   Use complete dates including the month/day/year (for example: 00/00/0000). There is a calendar
option as well in which you can choose a date on the pop up option. If the applicant is inputting
future years, the manual entry is usually the faster option for entering the start and end dates.

For example, if the output is a workshop, the key activities needed to implement the worship should be
listed in chronological order and the workshop should be listed as the output for each activity. Example
Outputs include the following:

9.   Start Date: Identify realistic dates within the budget period when work on each activity will begin.
Use absolute dates. September 30, 2020 should be written 9/30/2020.



4.   Please ensure that the start date is before the end date. Please also ensure that the start and end
dates are not the same exact date.

5.   Applicants should add only one activity at a time. If the applicant adds many activity fields without
filling in the information, there will be multiple pop ups due to incomplete fields.

6.   The Objective Work Plan should be organized by project year not objective. For example, if your
project has 3 objectives for 3 years than you should organize your OWP listing all of year 1’s
objectives then start on year 2, and complete the form with year 3’s objectives.

7.   When you add a project year to the form, the objectives from the previous year will automatically
pre-populate to the new project year added. Applicants will have the ability to edit and subtract
these objectives and objective statements if they are not necessary for the final work plan. As a
reminder, you can only have 3 objectives for the entire project period.






















