Community TAA Preapplication Instructions

Step 1: Determining whether you need to submit a Preapplication

Community TAA Preapplication Requirements 

Please note:  To be eligible for assistance under the Community TAA Program, applicants must have a Cognizable Certification under one or more of the following three trade adjustment assistance (TAA) programs:  TAA for Workers, TAA for Firms, or TAA for Farmers.  In addition, EDA must make an Affirmative Determination that the community is an Impacted Community that has been significantly affected by the threat to or loss of jobs associated with one or more Cognizable Certifications.  

The Trade Act requires that applicants submit certain information so that EDA can make an Affirmative Determination within a specific timeframe to preserve their eligibility.  Grandfathered Communities, which are communities with their most recent Cognizable Certification made on or after January 1, 2007 and before August 1, 2009, must submit this information by February 1, 2010.  Standard Date Communities, which are communities with their most recent Cognizable Certification made on or after August 1, 2009, must submit their information within 180 days of their most recent Cognizable Certification.  Because EDA is holding a single competition with a deadline of April 20, 2010 under the program, EDA has split the Standard Date Communities category into two groups: Group A and Group B.
· Group A Standard Date Communities have their most recent Cognizable Certifications made on or after August 1, 2009 and through October 21, 2009.

· Group B Standard Date Communities have their most recent Cognizable Certification made on or after October 22, 2009. 

Preapplications under the Community TAA Program may only be submitted by Grandfathered and Group A Standard Date Communities that cannot submit a full application by February 1, 2010 or within the 180-day Affirmative Determination deadline, respectively, and need to preserve their eligibility.  You may submit a preapplication if:

1. Your community is a Grandfathered Community.  In this case, preapplications (or full applications) must be submitted by February 1, 2010.  
2. Your community is a Group A Standard Date Community.  In this case, preapplications (or full applications) must be submitted within 180 days of your community’s most recent Cognizable Certification.  Please research your community’s Cognizable Certifications carefully to ensure you submit on time.  

A Group B Standard Date Community does not need to submit a preapplication as the April 20, 2010 deadline for full applications is within Group B communities’ 180 day window to submit information for an Affirmative Determination.  Group B communities should see the Strategic Plan or Implementation Grant application packages under the Community TAA Grants.gov posting.  
Note also that any county that is listed on EDA’s TAA for Workers Significantly Impacted County List does not need to provide information for EDA’s Affirmative Determination.  Since EDA has conducted a significance analysis on the front end, a county on the list will be deemed to have suffered a significant trade impact and to be an Impacted Community.  Such counties may proceed to apply for an implementation grant by April 20, 2010 in accordance with sections III.C. and IV. of the FFO.  Such counties should see the Strategic Plan or Implementation Grant application packages under the Community TAA Grants.gov posting.

A Grandfathered or Group A Standard Date Community’s preapplication must include the necessary information for EDA’s Affirmative Determination.  Please see section III.B.4. of the  FFO.  A preapplication must include:
· Form SF-424 (Application for Federal Assistance).  Check the box for “Preapplication” in item 1 of the form and complete all numbered items on Form SF-424 except for items 17, 18, and 19.  You may type “not applicable” if Grants.gov requires an answer in these items.  Note that if a community submits a Form SF-424 as part as a preapplication, it also must submit a second Form SF-424 with all numbered items completed as part of a full grant application.
· Attachments at Item 15 of Form SF-424 or within the optional “Attachments” document.  For a complete preapplication, communities must include information and attach it at Item 15 of Form SF-424.  If, however, Item 15 is not functioning properly or does not have enough room for the necessary information, communities may include this information on the optional “Attachments” section of the preapplication.  Please see section III.B.4. of the FFO for information on the necessary information.  
PLEASE NOTE:  if a community submits a timely preapplication, the community also must submit a full application package to be considered for funding under the Community TAA Program.  The Community TAA posting on Grants.gov contains both preapplication and application packages, and you may return to the Community TAA posting on Grants.gov to complete and submit a full application package.  
Step 2: Submit the Preapplication
The two options for submitting a completed preapplication package are as follows:

1) Electronic submission.  The steps are as follows:
a) Select “Apply for Grants” from the left-hand menu on www.grants.gov.

b) Ensure that you have installed Adobe Acrobat Reader 8.1.3 on your computer as other versions of Adobe Acrobat Reader may cause errors, whether those versions are older or newer. 

c) Select the link “Download a Grant Application” package at Step 1 of the page.  
d) Enter the appropriate CFDA number or Funding Opportunity Number and click on [Download Package].  Select the option for the “Preapplication” under the Competition Title.  
e) Click on the “download” link.

f) Click on “Download Application Package.”

g) Save the application package to your computer or network drive.  Note that the application package file can be shared among multiple users; however, they all must have Adobe Acrobat 8.1.3 installed to save changes to the application package.

h) Click on the document in the “Mandatory Documents” box and click on the arrow to move it into the “Mandatory Documents for Submission” box.

i) In the “Optional Documents” box, click on “Attachments” and move this to the “Optional Documents for Submission” box.  The Attachments Form allows applicants to attach information for EDA’s Affirmative Determination and other documents required for a preapplication.  Note that if the applicant is not submitting electronically, required attachments must be printed separately and submitted to the applicable regional office contact in hardcopy. 

j) The preapplication package should pre-populate with all selected forms embedded. 

k) Complete all mandatory fields (highlighted in yellow) on the forms.  Note that you must select “Preapplication” of Item 1 of Form SF-424.  Save the preapplication package at regular intervals to avoid losing work.

l) Attach any attachments, as necessary.  EDA will accept attachments in PDF, WordPerfect, Microsoft Excel, or Microsoft Word. (Note: Applicants will only be able to do so if they selected “Attachments” as one of the optional documents for submission in step (i)).
m) When all mandatory fields have been completed, scroll to the top and click on [Check Package for Errors].

n) Click [Save].

o) Click [Save and Submit].  At this point, you must be connected to the Internet and you will be asked to enter your www.grants.gov logon in order to submit via www.grants.gov.

2) Electronic download of the entire screen-fillable preapplication package followed by submission of a submission of a hardcopy application package. The steps are as follows:

a) Select “Apply for Grants” from the left-hand menu on www.grants.gov.

b) Ensure that you have installed Adobe Acrobat Reader 8.1.3 installed on your computer.  Select the option for the “Preapplication” under the Competition Title.  
c) Select the link “Download a Grant Application” package.

d) Enter the appropriate CFDA number or Funding Opportunity Number and click on [Download Package].

e) Click on the “download” link.

f) Click on “Download Application Package.”

g) Save the application package to your computer or network drive.  Note that the application package file can be shared among multiple users; however, they all must have Adobe Acrobat 8.1.3 installed in order to save changes to the application package.

h) Click on the document in the “Mandatory Documents” box and click on the arrow to move it into the “Mandatory Documents for Submission” box.
i) In the “Optional Documents” box, click on “Attachments” and move this to the “Optional Documents for Submission” box.  The Attachments Form allows applicants to attach information for EDA’s Affirmative Determination and other documents required as attachments for a preapplication.  Note that if the applicant is not submitting electronically, the required attachments must be printed separately and submitted to the applicable regional office contact in hardcopy. 
j) The preapplication package should pre-populate with all selected forms embedded. 

k) Complete all mandatory fields (highlighted in yellow) on the forms.  Note that you must select “Preapplication” of Item 1 of Form SF-424.  You may type “not applicable” for items 17, 18, and 19.  Save the application package at regular intervals to avoid losing work.

l) Print the preapplication package.

m) Print and include any attachments as necessary.  

n) Mail the completed preapplication package to the appropriate EDA regional office listed in section VIII. of the FFO.  For a list of EDA regional offices, please see http://www.eda.gov/AboutEDA/Regions.xml .

Applicants should note that all fully completed preapplications, regardless of the method of submission, will be considered.  Incomplete preapplications will not be considered.

As noted above, if a community submits a timely preapplication, the community also must submit a full application package to be considered for funding under the Community TAA Program.  The Community TAA posting on Grants.gov contains both preapplication and application packages, and you may return to the Community TAA posting on Grants.gov to complete and submit a full application package.
