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Executive Summary

All recipients of earmarked funding through the “Health Care and Other Facilities” (HCOF) program must submit an application in order for the funds to be officially awarded to the earmarked organization.  A submitted application must contain the items listed in the checklist below.  Additional information to assist you in completing the application documents can be found on the page numbers next to the listed items.  Incomplete applications may be delayed for review until all necessary components are received.  

HCOF Complete Application Checklist

	
	Application for Federal Assistance/Face Sheet SF-424 (Page 6)

	
	Project Abstract (Page 15)

	
	HHS Checklist Form PHS 5161 (Page 6)

	
	Program Narrative (Page 15)

	
	SF-424C Budget Information – Construction Programs (Page 7)

	
	Budget Justification (Page 15)

	
	SF-424D Assurances - Construction Programs (Page 15)

	
	EIN Information (Page 6)

	
	Non-Federal project funding discussion/information (Page 2)

	
	Itemized Equipment List (Page 18)

	
	Capitalization Policy Certification Statement (Page 18)

	
	Information Regarding the Property (Title/Lease) ¹ (Page 23)

	
	Environmental Review (Page 22)

	
	Schematic Drawings ¹   (Page 19)

	
	Published Notice² (Page 22)

	
	Cultural Resource Assessment, Historic Preservation Section 106 Review 2 (Page 23)

	
	1    Not needed for equipment only.

2    Not needed for equipment only projects (unless costs are indicated on line 9a of the SF- 424c Budget Page)
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I.  Funding Opportunity Description
ATTENTION:  This guidance is for the use of previously identified organizations that have been appropriated money by Congress for specific projects.  This announcement is not open to the public.

Purpose
This Congressional Special Initiative is a non-competitive program announcement that will be funded through the Healthcare Systems Bureau’s Health Care and Other Facilities (HCOF) awards.  This initiative is authorized by The Consolidated Appropriations Act, 2010 (P.L 111-117).  This funding opportunity announcement provides general information about the Program including funding amounts and limitations, administrative and National Policy Requirements, and other important information.  Please read the material before you begin writing your application.
Applications may be submitted for:
(1)  moveable equipment only; 

(2)  construction projects for which Federal assistance is limited to design (design only); and

(3)  new construction or renovation with or without equipment.

HCOF Federal Funding Requirements by Project Type

	*Moveable Equipment Only:
	Design Only:


	New Construction or Renovation With or Without Equipment:

	SF 424 Construction Forms
	SF-424 Construction Forms 
	SF-424 Construction Forms

	Itemized Equipment List
	
	Itemized Equipment List (if applicable)

	
	Review/documented approval from the State Historic Preservation Officer/ Tribal Historic Preservation Officer.
	Review/documented approval from the State Historic Preservation Officer/Tribal Historic Preservation Officer.

	
	Completion of an Environmental Analysis Checklist
	Completion of an Environmental Analysis Checklist

	
	
	Provide Title/Lease documentation

	
	Adhere to Federal Design and Construction Requirements.
	Adhere to Federal Design and Construction Requirements.

	
	
	Schematic Drawings

	
	
	Notice of Federal Interest (if applicable)


*Equipment items purchased through a construction contract, also known as permanently affixed equipment, cannot be considered as “equipment only.”  Projects that seek funding for equipment items purchased through a construction contract must fulfill all of the construction requirements in the application.

We highly recommend that an application be submitted for a moveable equipment only project as there are fewer requirements, as seen in the previous chart. 
Background

Since 1998, assistance provided under HHS appropriations has supported the construction, renovation and equipment needs at facilities such as hospitals, outpatient clinics, skilled nursing facilities, university academic programs, health departments, trauma care centers, drug abuse centers, research centers, etc., through an earmark program called “Health Care and Other Facilities ” (HCOF).  Funding is limited to earmarked entities and the purposes identified in the annual HRSA Appropriation.  
II.  Award Information
1.  Type of Award

Funding will be provided in the form of a grant.
2.  Summary of Funding
Approximately $274,000,000 in total funds will be available in one-time funding during Federal FY 2010 for approximately 600 awards.  Projects are specifically noted in the Consolidated Appropriations Act, 2010 (P.L. 111-117).  Funds will be available for a project period of up to five years.
III.  Eligibility Information
1.  Eligible Applicants
To be eligible to receive funds under this program, the organization must have been specified by Congress as a project to receive funding under The Consolidated Appropriations Act, 2010 (P.L. 111-117).  
2.  Cost Sharing/Matching
There are no matching requirements.  However, applicants must indicate the total cost of the project and the source of non-Federal funding, so that HRSA is aware of the full extent of the funding of the project.  Please reference the Budget Justification section, page 15 for more details regarding the non-Federal share requirement.

3.  Other 
Feasibility studies, program development, and operating costs are not allowable 

Applicants may not request more than the designated amount of funding identified in the Appropriations bill.  

IV.  Application and Submission Information
1. Address to Request Application Package

Application Materials and Required Electronic Submission Information
HRSA is requiring applicants for this funding opportunity to apply electronically through Grants.gov.  All applicants must submit in this manner unless the applicant is granted a written exemption from this requirement in advance by the Director of HRSA’s Division of Grants Policy or designee.  Applicants must request an exemption in writing from DGPWaivers@hrsa.gov, and provide details as to why they are technologically unable to submit electronically though the Grants.gov portal.  Make sure you specify the announcement number for which you are seeking relief, and include specific information, including any tracking or anecdotal information received from Grants.gov and/or the HRSA Call Center, in your justification request.  As indicated in this guidance, HRSA and its Grants Application Center (GAC) will only accept paper applications from applicants that received prior written approval.
Refer to Appendix A of this document, HRSA’s Electronic Submission Guide, for detailed application and submission instructions.  Pay particular attention to Sections 2 and 5, which provides detailed information on the application and submission process using this guidance in conjunction with Application Form SF-424.  These forms contain additional general information and instructions for grant applications, proposal narratives, and budgets.  The full application kit may be downloaded from www.grants.gov (select “Apply for Grants” in the left hand column, then select “Download a Grant Application Package” and enter Funding Opportunity Number “HRSA-10-041”).  
2.  Content and Form of Application Submission
Application Format Requirements
The total size of all uploaded files may not exceed the equivalent of 40 pages when printed by HRSA, and no more than 10 MB in total file size.  This 40-page limit includes the abstract, project and budget narratives, attachments, and letters of commitment and support.  Standard forms are NOT included in the page limit.  Historically, HCOF applications have averaged about 20-30 pages, not counting standard forms.  
Applications that exceed the specified limits (approximately 10 MB, or that exceed 40 pages when printed by HRSA) will be deemed non-compliant.  All non-compliant applications will have to be revised by the applicant and resubmitted.  This will result in a delay in issuing the Notice of Award.
Application Format

Applications for funding must consist of the following documents in the following order:
SF-424 Construction – Table of Contents

· It is mandatory to follow the instructions provided in this section to ensure that your application can be printed efficiently and consistently for assessment.

· Failure to follow the instructions may make your application non-compliant.  Non-compliant applications will have to be revised by the applicant.  Funding will be delayed.

· For electronic submissions, applicants only have to number the electronic attachment pages sequentially, resetting the numbering for each attachment, i.e., start at page 1 for each attachment.  Do not attempt to number standard OMB approved form pages.

· For electronic submissions no table of contents is required for the entire application.  HRSA will construct an electronic table of contents in the order specified.

	Application Section
	Form Type
	Instruction
	HRSA/Program Guidelines

	Application for Federal Assistance (SF-424)
	Form
	Pages 1, 2 & 3 of the SF-424 face page.
	Not counted in the page limit

	Project Summary/Abstract
	Attachment
	Can be uploaded on page 2 of SF-424 - Box 15
	Required attachment. Counted in the page limit. Refer to guidance for detailed instructions. Provide table of contents specific to this document only as the first page

	Additional Congressional District
	Attachment
	Can be uploaded on page 2 of SF-424 - Box 16
	As applicable to HRSA; not counted in the page limit.

	HHS Checklist Form PHS-5161
	Form
	Pages 1 & 2 of the HHS checklist.
	Not counted in the page limit

	Project Narrative Attachment Form
	Form
	Supports the upload of Project Narrative document
	Not counted in the page limit

	Project Narrative
	Attachment
	Can be uploaded in Project Narrative Attachment form.
	Required attachment. Counted in the page limit. Refer to guidance for detailed instructions. Provide table of contents specific to this document only as the first page

	SF-424C Budget Information - Construction Programs
	Form
	Supports structured budget for the request of construction related funds
	Not counted in the page limit

	SF-424D Assurances - Construction Programs
	Form
	Supports assurances for construction programs
	Not counted in the page limit

	Disclosure of Lobbying Activities (SF-LLL)
	Form
	Supports structured data for lobbying activities.
	Not counted in the page limit

	Other Attachments Form
	Form
	Supports up to 15 numbered attachments. This form only contains the attachment list
	Not counted in the page limit

	Attachment 1-9
	Attachment
	Can be uploaded in Other Attachments form 1-9
	Refer to the attachment table provided below for specific sequence.  Counted in the page limit


· Ensure that the order of the attachments is as specified below.

· Additional supporting documents, if applicable, can be provided using the available rows.  Do not use the rows assigned to a specific purpose in the program guidance.

· Merge similar documents into a single document.  Where several pages are expected in the attachment, ensure that you place a table of contents cover page specific to the attachment.  Table of contents page will not be counted in the page limit.

	Attachment Number
	Attachment Description (Program Guidelines)

	Attachment 1
	Copy of either the IRS letter identifying the EIN or a copy of the payroll tax report which displays the EIN

	Attachment 2
	Non-Federal project funding information/description

	Attachment 3
	Itemized Equipment List

	Attachment 4
	Capitalization Policy Certification Statement

	Attachment 5
	Information Regarding the Property (Title/Lease) – if appropriate

	Attachment 6
	Environmental Analysis Checklist, if applicable

	Attachment 7
	Published Notice – if appropriate

	Attachment 8
	Schematic Drawings – if appropriate


Note the following specific information related to your submission.

Application Format
i. Application Face Page 

Use the SF-424 provided with the application package.  Prepare according to instructions provided in the form itself.  The Catalog of Federal Domestic Assistance Number is 93.887.

DUNS Number

All applicant organizations are required to have a Data Universal Numbering System (DUNS) number in order to apply for a grant from the Federal Government.  The DUNS number is a unique nine-character identification number provided by the commercial company, Dun and Bradstreet.  There is no charge to obtain a DUNS number.  Information about obtaining a DUNS number can be found at http://www.hrsa.gov/grants/dunsccr.htm or call 1-866-705-5711.  Please include the DUNS number in item 8c on the application face page.  Applications will not be assessed without a DUNS number.  Note:  a missing or incorrect DUNS number is the primary reason for applications to be “Rejected for Errors” by Grants.gov.  
Additionally, the applicant organization is required to register annually with the Federal Government’s Central Contractor Registry (CCR) in order to do electronic business with the Federal Government.  It is extremely important to verify that your CCR registration is active.  Information about registering with the CCR can be found at http://www.CCR.gov. 
ii. Table of Contents

The application should be presented in the order of the Table of Contents provided earlier.  Again, for electronic applications no table of contents is necessary as it will be generated by the system.  (Note: the Table of Contents will not be counted in the page limit.)
iii. Application Checklist 

Use the HHS Checklist Form PHS 5161 is provided with the application package.

Part C - Program Director/Project Director/Principal Investigator Section – Provide information on the person who will be sending monitoring reports to the Program Office regarding the status of the project.  The Business Official Section on the left side refers to the responsible individual for the financial management of this award.  This individual should be the Chief Financial Officer, Accounting Director, or the Executive Director of the organization.  The Project Director is not the person who generally has financial responsibility for the organization.

On the last line of the Business Official Section there is a request for the “Applicant Organization’s 12-Digit DHHS EIN (if already assigned).”  Any organization that currently receives any DHHS award through the Payment Management System (PMS) already has a 12-digit DHHS EIN set up to draw down funds.  Your business or finance office will know if the organization has a PMS account and will be able to provide this number.  If your organization does not have an EIN, it will be established before the award is issued.
iv. Budget

Use Application Form SF-424C provided with the application package for all projects.  Note that equipment-only and design-only projects are considered construction for application purposes; therefore, all project types must use this form.  Do NOT use the non-construction forms, SF-424A and SF-424B.  The chart below lists the allowable and unallowable costs through the HCOF program.
	
	ALLOWABLE
	UNALLOWABLE

	Line 1 - Administrative and legal expenses
	· Salary of applicant’s staff and consultant fees that are directly related to the administration of the technical aspects of the proposed project.  Generally, administrative and legal expenses should be less than 10% of total project costs;

· Costs of obtaining required data for the environmental analysis report; and

· Bonding and insurance costs (for more details, visit website at www.hrsa.gov/hcofconstruction/bonding-insurance_ltr.htm).
	· Salary of applicant’s staff and consultant fees that are not related to the administration of the technical aspects of the proposed project;

· Bonus payments to construction contractors;

· Costs of groundbreaking and dedication ceremonies and items such as plaques;

· Indirect expenses such as general department operations and maintenance;

· Expendable office, medical, and laboratory supplies; and

· Fund-raising expenses.

	Line 2 - Land, structures, right-of-way, appraisals, etc.
	
	· Land or the cost of purchasing a building.

	Line 3 - Relocation expenses and payments
	· Relocation payments to be made to displaced persons, business concerns and nonprofit organizations for moving expenses and replacement housing; and

· Relocation advisory assistance and the net amounts for replacement (last resort) housing.  This line is limited to approved applicants whose project involves the displacement of persons and businesses that must comply with the provisions of the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 ((42 U.S.C. 4601 et seq.) 84 Stat.1894) and 49 CFR Part 24.
	· The cost of relocating the grantee’s office.



	Line 4 - Architectural and engineering fees
	· Fees associated with architectural and engineering professional services;

· Associated expenses for preparation of specifications and reproduction of design documents; and

· For construction projects, costs incurred before an award for architect’s fees and consultant’s fees necessary to the planning and design of the project if the project is approved and funded.
	· Architectural and engineering fees for work that is not within the scope of the approved project; 

· Costs of abandoned designs (costs associated with a design that will not be used to construct the building); and

· Elaborate or extravagant designs, materials, or projects that are above the known local costs for comparable buildings.

	Line 5 - Other architectural and engineering fees
	· Other architectural and engineering services, such as surveys, tests, and borings.

· Preliminary expenses associated with the approved award.
	

	Line 6 - Project inspection fees
	· Clerk-of-the-works, inspection fees, structural certification, etc., to be provided by architectural engineering firm or the applicant’s staff.
	· Fees not associated with the requested project.



	Line 7 - Site work
	· See line 9
	· Fees not associated with the requested project.

	Line 8 - Demolition and removal
	· Costs of demolition or removal of structures or improvements.  Reduce the costs on this line by the amount of expected proceeds from the sale of salvage.
	· Costs not associated with the requested award.

	Line 9 - Construction
	· Costs of fixed equipment necessary for the functioning of the facility.  FIXED EQUIPMENT is equipment that requires modification of the facility for its satisfactory installation or removal and is included in the construction contract.  Examples include: fume hoods, linear accelerator, laboratory casework, sinks, fixed shelving, built-in sterilizers, built-in refrigerators, and drinking fountains;

· Costs of constructing new building(s) to be used for the program.  This includes costs of materials and labor within the local range of comparable buildings;

· Construction costs for expansion, remodeling, and alteration of existing buildings, which will be used for the program;

· Sanitary sewer, storm sewer, and portable water connections, providing that such municipal utilities are located in streets, roads, and alleys contiguous to the site;

· Costs of connecting to existing central utility distribution systems contiguous to the site, such as steam and chilled water that service a campus from centrally located boiler and refrigeration plants.  Prorated costs for new boilers and chillers to serve the proposed facility are acceptable;

· Site clearance, grading, land improvement costs, including reasonable costs for landscaping, sidewalks, drives, and parking areas which are located on the site and are essential for the use and operation of an approved project;  

· Reasonable landscaping costs for seeding and sodding;
· Special features for earthquake resistance code requirements.  Use nationally recognized codes adopted by authorities having jurisdiction;
· Costs of eliminating architectural barriers to the handicapped; and

· Costs of pollution-control equipment for the facility’s boilers, incinerators, waste water treatment, etc., which may be required by local, State, or Federal regulations.  The facility must meet requirements of both current and future pollution abatement regulations as described in currently approved pollution plans.
	· Relocation of utilities that are off site and off-site improvements;

· Prorated cost of existing central utility plant and distribution systems, which serve the proposed facility;

· Works of art; and

· Fixed equipment if it is not part of the construction contract.



	Line 10 - Equipment
	· MOVABLE EQUIPMENT - defined as an article of non-expendable, tangible personal property having a useful life of more than 1 year and an acquisition cost which equals or exceeds the lesser of (a) the capitalization level established by the applicant for its financial statement purposes, or (b) $5,000.  Items with a unit cost less than $5,000 are allowable only if the applicant’s capitalization policy indicates that individual items or groups of items are capitalized at a level less than $5,000 (see page 18 for an additional documentation requirement if equipment items have a unit cost of less than $5,000).  Moveable equipment can be readily shifted from place to place without requiring a change in the utilities or structural characteristics of the space.  This equipment is usually purchased outside of any construction contract.  This category includes such items as video systems, moveable desks, chairs, operating and obstetrical tables, anesthesia apparatus, oxygen tents, wheeled equipment, computers with software and licenses, but does not include items that are expendable at the time of use (such as food, fuel, dressings, drugs).  All radiographic equipment, including CAT scanners and MRIs, is considered moveable;
· The cost to train individuals how to operate the equipment, if included in the purchase contract;

· Fixed equipment if it is not part of the construction contract;

· Sales tax (unless the applicant is otherwise exempt) and shipping costs on the equipment; and

· Service contract costs if it is included in the purchase contract.
	· Equipment that does not meet the moveable equipment definition; and

· Leased equipment, or equipment purchased through a conditional sales contract (lease purchasing).

	Line 11 - Miscellaneous
	· Enter amounts for items not specifically mentioned above that are directly related to the project.  If line 11c is more than 10% of line 16c (total cost), the applicant must explain what this line consists of in the Budget Narrative section; and

· The cost of alternate bid work up to the amount of the original bid submitted.
	· Additional expense resulting from the rejection of an alternate bid at the start of construction and later reinstating the bid at an increased cost due to escalation; and 

· Sales taxes, Federal excise taxes, and other taxes when the applicant is exempt from such taxes or is entitled to a refund by the State or Federal Government after payment.

	Line 12 – SUBTOTAL
	Enter the sum of Lines 1 through 11

	Line 13 - Contingencies
	· The contingency of this program is limited to 5% of Line 9c and line 10c.  However, if the facility has already awarded a construction contract, the contingency is limited to 2% of the construction line.  If the equipment is already purchased, there is no contingency for that line.
	

	Line 14 – SUBTOTAL
	Enter the sum of Lines 12 and 13

	Line 15 – Project (program) income
	
	· This is not applicable to this program

	Line 16 – TOTAL PROJECT COSTS
	Enter the amount in line 14

	Line 17
	Enter the amount you are receive under the HCOF Award Program


Column A – Total Cost

Indicate the total cost of the project as defined in your program narrative.  (For new construction or renovation projects, the entire cost of the project is usually shown in this column.  If you are only funding a specific phase of the project, only show the costs associated with that phase.)

Column B – Costs Not Allowable for Participation 

Only costs defined as non-allowable in the program guidance should be entered in Column B.  For example, contingency costs exceeding the 5% limit must be entered in Column B; however, most applications will have no costs entered in column B.  Do not include costs in Column B merely to reduce Column C to the award amount.   
Column C –Total Allowable Costs
Subtract Column B from Column A.  Please reference the SF-424C Budget Page examples provided on pages 12-14.

The entry in Line 17 is a calculated field based on the Federal share percentage.  The percentage is restricted to whole numbers (no decimals), which does not allow for the exact earmarked amount to be indicated in line 17 of the 424C.  Therefore, enter into the Federal share percentage the percentage that will result in an amount in line 17 that is as close as possible to the earmarked amount.

The total allowable cost for the project must either meet or exceed the Federal earmarked amount.  If the intent of the project is to use an amount less than the earmarked amount, written documentation must be submitted with application stating, “the difference between the earmarked amount and the total allowable cost of the project [include the amount] will not be needed, and should be returned to the Federal government.” 
SF-424C Budget Page Examples
EXAMPLE  INCLUDES COSTS NOT ALLOWABLE FOR PARTICIPATION
	OMB Approval No. 0348- 0041

BUDGET INFORMATION - Construction Programs

NOTE: Certain Federal assistance programs require additional computations to arrive at the Federal share of project costs eligible for participation. If such is the case you will be notified.

	COST CLASSIFICATION
	a. Total Cost
	b. Costs Not Allowable

for Participation
	c. Total Allowable Costs

(Column a- b)

	1. 
Administrative and legal expenses
	$
21000.00
	$           (1)
         500.00
	$
20500.00

	2. 
Land, structures, rights-of-way, appraisals, etc.
	$
38000.00
	$           (2)
38000.00
	$
0.00

	3. 
Relocation expenses and payments
	$
.00
	$
.00
	$
.00

	4. 
Architectural and engineering fees
	$
12000.00
	$            (3)
4000.00
	$
8000.00

	5. 
Other architectural and engineering fees
	$
.00
	$
.00
	$
.00

	6. 
Project inspection fees
	$
2000.00
	$            
.00
	$
2000.00

	7. 
Site work
	$
.00
	$             
.00
	$
.00

	8. 
Demolition and removal
	$
9000.00
	$
.00
	$
9000.00

	9. 
Construction
	$
200000.00
	$
.00
	$
200000.00

	10. 
Equipment
	$
35000.00
	$
.00
	$
35000.00

	11. 
Miscellaneous
	$
10000.00
	$
.00
	$
10000.00

	12.
SUBTOTAL (sum of lines 1- 11)
	$
327000.00
	$
42500.00
	$
284500.00

	13.
Contingencies
	$
17250.00
	$                 (4)
5500.00
	$
11750.00

	14.
SUBTOTAL
	$
344250.00
	$
48000.00
	$
296250.00

	15.
Project (program) income
	$
.00
	$
.00
	$
.00

	16.
TOTAL PROJECT COSTS (subtract #15 from #14)
	$
344250.00
	$
48000.00
	$
296250.00

	FEDERAL FUNDING

	17. 
Federal assistance requested, calculate as follows:


(Consult Federal agency for Federal percentage share). 

Enter the resulting Federal share.
	

	Enter eligible costs from line 16c Multiply X (include decimal point in number) 
	84%
	
	$
248850.00

	
	
	
	


Standard Form 42C (Rev. 7-97) 
Prescribed by OMB Circular A-102
Ineligible Examples Mentioned in the Program Guide                 
1. Bonus Payment to contractor







2. Land Purchase 

3. Cost of abandoned designs             


4. Maximum contingency of 5% allowed of lines 9 (if new construction) and 10 (equipment).        

EXAMPLE  AWARD REQUESTED FOR DESIGN ONLY




	OMB Approval No. 0348- 0041

BUDGET INFORMATION - Construction Programs

NOTE: Certain Federal assistance programs require additional computations to arrive at the Federal share of project costs eligible for participation. If such is the case you will be notified.

	COST CLASSIFICATION
	a. Total Cost
	b. Costs Not Allowable

for Participation
	c. Total Allowable Costs

(Column a- b)

	1. 
Administrative and legal expenses
	$

	$               
	$


	2. 
Land, structures, rights-of-way, appraisals, etc.
	$
.00
	$
.00
	$
.00

	3. 
Relocation expenses and payments
	$
.00
	$
.00
	$
.00

	4. 
Architectural and engineering fees
	$
1050000.00
	$
.00
	$
1050000.00

	5. 
Other architectural and engineering fees
	$
.00
	$
.00
	$
.00

	6. 
Project inspection fees
	$
.00
	$
.00
	$
.00

	7. 
Site work
	$
.00
	$
.00
	$
.00

	8. 
Demolition and removal
	$
.00
	$
.00
	$
.00

	9. 
Construction
	$
.00
	$
.00
	$
.00

	10. 
Equipment
	$
.00
	$
.00
	$
.00

	11. 
Miscellaneous
	$
.00
	$
.00
	$
.00

	12.
SUBTOTAL (sum of lines 1- 11)
	$
1050000.00
	$
.00
	$
1050000.00

	13.
Contingencies
	$
.00
	$
.00
	$
.00

	14.
SUBTOTAL
	$
1050000.00
	$
.00
	$
1050000.00

	15.
Project (program) income
	$
.00
	$
.00
	$
.00

	16.
TOTAL PROJECT COSTS (subtract #15 from #14)
	$
1050000.00
	$
.00
	$
1050000.00

	FEDERAL FUNDING

	17. 
Federal assistance requested, calculate as follows:


(Consult Federal agency for Federal percentage share).


Enter the resulting Federal share.
	

	Enter eligible costs from line 16c Multiply X (include decimal point in number) 
	91%
	
	$
955500.00

	
	
	
	


Standard Form 42C (Rev. 7-97) 
Prescribed by OMB Circular A-102
EXAMPLE  AWARD REQUESTED EQUIPMENT ONLY (NO CONSTRUCTION INVOLVED)
	OMB Approval No. 0348- 0041

BUDGET INFORMATION - Construction Programs

NOTE: Certain Federal assistance programs require additional computations to arrive at the Federal share of project costs eligible for participation. If such is the case you will be notified.

	COST CLASSIFICATION
	a. Total Cost
	b. Costs Not Allowable

for Participation
	c. Total Allowable Costs

(Column a- b)

	1. 
Administrative and legal expenses
	$

	$                
	$


	2. 
Land, structures, rights-of-way, appraisals, etc.
	$
.00
	$
.00
	$
.00

	3. 
Relocation expenses and payments
	$
.00
	$
.00
	$
.00

	4. 
Architectural and engineering fees
	$
.00
	$
.00
	$
.00

	5. 
Other architectural and engineering fees
	$
.00
	$
.00
	$
.00

	6. 
Project inspection fees
	$
.00
	$
.00
	$
.00

	7. 
Site work
	$
.00
	$
.00
	$
.00

	8. 
Demolition and removal
	$
.00
	$
.00
	$
.00

	9. 
Construction
	$
.00
	$
.00
	$
.00

	10. 
Equipment
	$
2787000.00
	$
.00
	$
2787000.00

	11. 
Miscellaneous
	$
.00
	$
.00
	$
.00

	12.
SUBTOTAL (sum of lines 1- 11)
	$
2787000.00
	$
.00
	$
2787000.00

	13.
Contingencies
	$
.00
	$
.00
	$
.00

	14.
SUBTOTAL
	$
2787000.00
	$
.00
	$
2787000.00

	15.
Project (program) income
	$
.00
	$
.00
	$
.00

	16.
TOTAL PROJECT COSTS (subtract #15 from #14)
	$
2787000.00
	$
.00
	$
2787000.00

	FEDERAL FUNDING

	17. 
Federal assistance requested, calculate as follows:


(Consult Federal agency for Federal percentage share).


Enter the resulting Federal share.
	

	Enter eligible costs from line 16c Multiply X (include decimal point in number) 
	65%
	
	$
1811550.00

	
	
	
	


Standard Form 42C (Rev. 7-97) 
Prescribed by OMB Circular A-102
v. Budget Justification

The Budget Justification must provide a written description of each line item under columns A, B and C of the Budget Page (SF-424C).  Line item information must be provided to explain the costs entered in Application Form SF-424C.  The budget justification must clearly describe each cost element and explain how each cost contributes to meeting the project’s objectives/goals.  Be very careful about showing how each item in the “other” category is justified.  The budget justification MUST be concise.  Do NOT use the justification to expand the project narrative.
The Budget Justification must also discuss the non-Federal share being contributed to the project.  The non-Federal share is considered to be any funding other than the HCOF award.  If the HCOF award is not intended to cover the total project cost, describe, and provide by source, the dollar amount from the other sources of funding.  Include letters of commitment from all contributing funding sources to assure HRSA that the project can be successfully completed.  If a fund raising campaign is to be utilized, details of the campaign must be provided.  If letters of commitment covering all of the non-Federal project funding or details related to the funds raising campaign are not submitted with the application, a condition will be added to the Notice of Grant Award that states: “Documentation related to the non-Federal project funding that were not in the application must be submitted to HRSA’s Division of Grants Management Operations (DGMO) within 12 months of the award issue date, or funds may be withdrawn.”

vi. Assurances and Certifications
Use the SF-424D Assurances for Construction Program form and the SF LLL Disclosure of Lobbying Activities form or the Lobbying Certification Form provided with the application package.  (The Davis-Bacon Act listed in item #13 of the SF-424D does not apply to this program.)
vii. Project Abstract

Provide a summary of the application.  Because the abstract is often distributed to provide information to the public and Congress, please prepare this so that it is clear, accurate, concise, and without reference to other parts of the application.  It must include a brief description of the proposed grant project including the needs to be addressed, the proposed services, and the population group(s) to be served.

Please place the following at the top of the abstract:

· Project Title

· Applicant Name

· Address

· Contact Phone Numbers (Voice, Fax)

· E-Mail Address

· Web Site Address, if applicable

The project abstract must be single-spaced and limited to one page in length.
viii. Program Narrative

Use only the information provided below to complete this section.
Describe the project for which you are seeking earmarked funds.  The program narrative, which can be no more than eight (8) pages, must include the following:

Basic Information

· Applicant business name – If the legal name of the organization that is applying for the earmarked funds differs from the organization listed in either the Appropriations language or in the official earmark notification from the Program Office, a detailed explanation of the relationship between the organizations must be provided.
· Applicant location – city, county, State

· A brief mission statement (services provided)

· Description and exact location of the proposed project – If the earmarked funds have been restricted to a specific project, as noted in the Appropriations language and in the official earmark notification from the Program Office, the application must be submitted for that specific project.
· Timeframes (bid advertisement date, contract award date, estimated start and completion dates and occupancy) – If the project completion date was prior to December 16, 2009, please contact the Program Office immediately.

· Entity type – Indicate which entity classification best describes the organization receiving the earmark: for-profit, non-profit, private educational institution, public education institution, locality, State government, Federal, tribe, or other (please describe). 

· If the project will support Sustainable Design, describe major actions (see page 21).
Issues, if applicable

If there are any issues with the project (e.g., the property will be mortgaged, the project will affect a historic property), these must be discussed in the Program Narrative.
Agency Initiatives

To explain how your project may relate to Agency initiatives, please indicate by number, within the Program Narrative, those initiatives your project will address.  If applicable, briefly describe, in two or three sentences, how the funded project will address the initiative(s) below (also see the example description on page 18):

1. Enhance the Ability of the Health Care System to Respond to Public Health Emergencies

· Does the project enhance the ability to effectively detect and report bio-events and respond to bioterrorism and other public health emergencies?  Explain how.

· Does the project promote collaboration and establishment of comprehensive health care systems to plan for evacuations, triage and treatment of mass casualties?  Explain how.

2. Support development of electronic health records

· Does the project consist of equipment purchases related to the establishment of an electronic health records system?

3. Enhance the provision of clinical services at delivery sites

· Does the project consist of equipment purchases related to distance learning, electronic transmission of medical data, or electronic links with experts in distant communities?

4. Increase capacity of public health and health care systems in rural and/or border areas

· Is the project located in a designated rural area?  If so, how is the project increasing the capacity of the existing health care system (e.g., purchase of telehealth equipment and renovation of existing facility to allow for increased patient capacity)? 

5. Increase coordination among public health and private sector organizations

· Does the project require the collaboration between public and private entities?  Describe the relationship. 

6. Increase participation of eligible individuals in preventive and chronic disease management services

· Does the project specifically address preventive care and/or chronic disease management services needs?   Explain how.

7. Raise awareness about major health risks 

· Does the project establish outreach/partnering efforts related to raising awareness about major health risks and how to reduce those risks?  Explain how.

8. Partner with minority institutions, faith-based and other community-based organizations 

· Does the project promote partnership with minority institutions, faith-based and other community organizations to help reach diverse populations most affected by health disparities concerning major health risks and prevention in their communities?  Explain how.

9. Use of effective complementary and/or alternative therapies

· Does the project specifically support complementary and/or alternative therapies?  Explain how.

10. Utilize the Health Disparities Collaborative approach to disease management (see http://www.healthdisparities.net/hdc/html/home.aspx for more information)

· Does the project support the use of the Health Disparities Collaborative to diseases management?  Explain how.
11. Increase organ and blood stem cell donation and/or access to transplantation 

· Does the project support the promotion of organ transplantation and/or increase the capacity of the facility to accept organ and blood stem cell donations?  Explain how.

12. Increase the range of services at a facility
· Does the project support the expansion of services such as:  mental health, genetic, oral health, substance abuse, chronic disease management, and preventive services?

13. Does the project support the expansion of services such as:  mental health, genetic, oral health, substance abuse, chronic disease management, and preventive services?  Expand services to target populations

· Which of the following populations will the project serve:

· low income 

· specific racial or ethnic group

· specific age group

· persons living with HIV/AIDS

Please provide a comparison of the population of targeted group in the counties served versus the actual population served by the facility.  County and city population breakdowns can be found at: http://quickfacts.census.gov/qfd/states/

14. Identify and address health professions workforce shortages

· Does the project increase the capacity of the facility to educate individuals in the health professions?  Explain.

· Does the project support the promotion of health profession-related jobs?  Explain.

15. Implement and maintain a proactive system to identify, monitor and correct medical errors/sentinel events

· Will the project purchase updated equipment that will decrease medical errors/sentinel events?  Explain.

Example Description of Agency Initiatives
The HCOF funds will be used to construct a 5,000 square-foot addition to our existing community health center.  The addition will allow us to expand our mental health and substance abuse services (#12) to address the needs of the rural community (#4) we serve.  Funds will also be used to purchase equipment to transfer our current record system into an electronic-based record system (#2).
ix. Other

(a)
Itemized Equipment List
All requests for movable equipment must include itemization and unit price:

	Items                                        Cost
	Total Cost

	2 centrifuges                       @  $27,000
	$54,000

	2 freezers                            @  $30,000
	$60,000

	4 incubators                        @  $25,000
	$100,000

	TOTAL
	$214,000


Include the equipment list as Attachment 3.

(b)
Capitalization Policy Certification Statement  (Attachment 4)
To be considered eligible for the HCOF award program, equipment is an individual item with a useful life of one year or more, and a unit cost of either $5,000 or greater, or equal or greater than the capitalization threshold that the applicant uses for its own accounting records.  Supplies and items immediately expensed in the applicant’s accounting system are not eligible costs. 

The applicant must submit with the application a signed and dated statement from the head of its Accounting Department that states:

“I affirm that all items listed as equipment in the application are being treated as capital items under [Organization’s name] accounting system.”
Please note that equipment must be maintained, tracked, and disposed of in accordance with the grant regulations at 45 CFR Parts 74.34 and 92.32.  Grantees must maintain records in accordance with 74.53(b)(2) and 92.42(c)(2).
Additional Application Requirements for Construction-Related Projects
(c)
Schematic Drawings  (Attachment 8)
Consider the following when submitting your application:

Preliminary schematic drawings, which include estimated gross square footage, should be included as an attachment to the application package; otherwise provide an expected date for submission of the schematic drawings.  Schematic drawings are not detailed like blueprints, and an architect does not need to prepare these line drawings.  Before the drawings are prepared, the applicant may want to discuss the design, costs, and lead times with the HCOF Program Office.  

(d)
Notice of Federal Interest

NFI filings are required for all new construction, and for “major” renovations (total project costs of more than $500,000 excluding moveable equipment costs).  The NFI states that the approval of the Associate Administrator, Office of Federal Assistance Management (OFAM), Health Resources and Services Administration (HRSA), must be given before the property can be mortgaged, be sold, have interest subordinated to another party, be transferred, or be used for a purpose inconsistent with the application.  The effective period of the NFI is in perpetuity, or until the grantee requests disposition, at which time HHS will receive reimbursement representing its Federal Interest in the property.  See Appendix B for a sample NFI.  Contact the Grants Management Specialist for additional requirements for a leased building (see pages 30-31).  
In circumstances where Federal funding is being used towards construction on leased property, the owner of the property must file a Notice of Federal Interest and provide a lease long enough for the full value of the grant-supported improvements to benefit the grant activity (a minimum of 25 years).
The notarized NFI MUST be filed with the appropriate local land records office, and a copy of the recorded document must be submitted to DGMO before funds can be drawn down.  Questions regarding the NFI should be directed to the Grants Management Specialist. 

You are further advised to take the appropriate steps to maintain the documents as prescribed above that substantiate any and all subsequent capital improvements to the real property which was constructed, or for which funds for “major” renovation activities were provided under a HCOF award.  Doing so will be to your benefit as any subsequent improvements paid for with non-Federal funds will increase the non-Federal share of interest over that of the Federal share.  Before any property can be disposed of in accordance with 45 CFR parts 74 and 92, HRSA and the grantee must determine the current ratio of the Federal versus the non-Federal share in the property which may have changed over time as a result of additional improvements to the property. 

(e)
Construction Contract Deadline

The awardee must certify through the Electronic Handbook Progress Reporting process that they have entered into a construction contract within 12 months of the issuance of the Notice of Grant Award, or the award may be withdrawn.  Additional time can be provided, if needed, if the award recipient is making reasonable progress.  Contact your Grants Management Specialist.
The award may be terminated for cause if the awardee materially fails to comply with the terms and conditions of applicable HHS regulations and policies.
(f)
Design and Construction Requirements and Selection of an Architectural and Engineering (A/E) Firm
The awardee must follow the Federal construction requirements cited in this Program Guidance and specified on the HCOF Program website (www.hrsa.gov/hcofconstruction) before proceeding with the development of the project.  The HCOF Program Office will provide guidance pertaining to design and construction inquiries, monitoring, and surveillance on federally-assisted projects to ensure that the design, bidding documents, and construction comply with Federal requirements.  The HCOF Program Office contact information is listed on page 30.

The Architectural Barriers Act of 1968, as amended, the Federal Property Management Regulations 101-19.6 (41 CFR 101-19.6), and the Uniform Federal Accessibility Standards issued by the General Services Administration (41 CFR 101-19.6, Appendix A) set forth requirements to make facilities designed, built, altered, or leased with Federal funds accessible to, and usable by, the physically handicapped and include minimum design standards.  In addition, The Americans with Disabilities Act (42 U.S.C. 12101 et seq.) and Architectural Barriers Act Accessibility Requirements are available online at http://www.access-board.gov/ada-aba/final.pdf. 
The awardee must select a qualified team for site selection, building design, and construction inspection.  The Government is not involved in the selection process and does not require that the awardee select a certain firm or choose from a list of approved firms.  To assist with this process an awardee may contact the local chapter of the American Institute of Architects (AIA) or by searching at http://architectfinder.aia.org/. If the project is proposed to be Design-Build or has a Construction Manager, immediately call the HCOF Program Office to discuss special requirements.
It is suggested that you use the American Institute of Architects (AIA) Document B-141, “Standard Form of Agreement between Owner and Architect.”  When using this document in negotiations with an architectural/engineering firm, the awardee is advised to amend the terms and conditions to fit the specific needs of the project for professional services and other requirements.  Limit the contract to an individual project; open-ended agreements are not allowed.  Applicants must submit a copy of the proposed agreement, which services projects in the applicant’s State, if technical assistance is desired.

In addition to stipulating the basic fee (usually 5 to 15 percent of the estimated construction cost), the agreement with the architectural/engineering firm should provide for the following professional services:

i. Preparing a design management plan as soon as possible after the contract is executed which includes: how the firm will accomplish the work, preferably by task, with a schedule for each task; and a design development schedule setting forth target dates for completion of the various design phases;

ii. Performing a computer analysis to select a design which reduces energy consumption for heating and cooling (recommended although optional at this time);

iii. Obtaining a list of prime contractors and subcontractors to secure clearance for construction competitive bidding.  This clearance is necessary to ensure that the contractors and subcontractors shown on the Excluded Parties List System (www.epls.gov) are not awarded contracts;

iv. Preparing a list of points of critical inspection and all points required by State and local authorities;

v. Attending a pre-construction conference;
vi. Conducting periodic site visits during construction.  The visits should be at least monthly, depending upon the nature and complexity of the project; and

vii. Coordinating a joint final inspection of construction with the contractor and the HCOF Program Office representative (if necessary).
The Contract Documents, and project reviews for all construction and renovation projects must conform to the most current version of the requirements found at our website, www.hrsa.gov/hcofconstruction, or to the State and local codes if they exceed our requirements.

Sustainable Design

For information regarding design practices for hospital and medical facilities, refer to the latest edition of the document “Guidelines for Design and Construction of Health Care Facilities.”  The specifics of Sustainable Design are discussed in Appendix A3 to the document’s Environment of Care section (1.2.3).  The appendix references the U.S. Green Building Council’s LEED Green Building Rating System (www.usgbc.org) and the Green Guide for Health Care (www.gghc.org).  This document can be purchased from the American Institute of Architects (AIA) Order Department, PO Box 60, Williston, Vermont 05495-0060; (1-800-365-ARCH).

Sustainable Design should be considered when planning any building, and Sustainable Design considerations should be included to the maximum extent feasible in new construction/renovation grants that will be funded at $1 million or more.
If Sustainable Design practices were/will be used in project planning, please briefly discuss in the Program Narrative.
(g)
Force Account Labor 

If in-house personnel are selected in accordance with the applicant organization’s own policies for design work done in-house and for construction work done in-house, maintain documentation justifying their use in terms of economy and qualifications.  The total cost for in-house personnel plus the fee for the architect and engineer must not exceed the prevailing architectural and engineering fee costs (usually 5 to 15 percent of the construction bid cost).  If an applicant chooses to use its architectural and engineering staff in lieu of selecting a private firm, the applicant must obtain approval from the HCOF Program Office prior to beginning the design phase.  The applicant must also show that it is more cost effective in comparison to outsourcing the work, the need for record keeping, time constraints, and other reasons for doing the work in-house.  The applicant should state who takes final responsibility for design and/or construction.  A licensed architect must stamp drawings and specifications.  The facility must be able to obtain a building permit and a certificate of occupancy upon completion from local authorities.
(h)
Environmental Review
The National Environmental Policy Act of 1969 (NEPA), 42 U.SC 4321 (P.L. 91-190, Sec. 2, Jan. 1, 1970, 83 Stat., 852), including Public Disclosure, Section 102 of NEPA, and EO 11514, requires Federal agencies to assess the environment impacts of major Federal actions, including construction projects supported in whole or in part through Federal contracts, grants, subsidies, loans, or other forms of funding assistance. 

HRSA requires that applicants provide information on anticipated environmental impact as part of their applications.  APPLICANTS MUST SUBMIT WITH THEIR APPLICATION an Environmental Information and Documentation (EID) Checklist (seeftp://ftp.hrsa.gov/hcofconstruction/HCOFEnvironmentalChecklist.doc), and a published notice describing the project for all projects EXCEPT equipment only projects where THERE ARE NO PLANNED PERMANENT OR TEMPORARY ALTERATIONS OF THE FACILITY TO ACCOMMODATE THE EQUIPMENT.  

If the project has received a NEPA compliant environmental assessment at the Federal, State or local level, a copy of the assessment must be sent to the HCOF Program Office.  Please contact the HCOF Program Office (see page 30) to determine how to submit this information. 
If it has been determined by HRSA, after reviewing the EID, that the project may have a significant impact on the environment, the HRSA will contact the applicant and request that they initiate and prepare an Environmental Assessment (EA).  Based on the review of the draft EA, HRSA will determine if there is a Finding of No Significant Impact (FONSI) or additional review is required.

If the EA finds no significant impact on the environment, HRSA will prepare a FONSI document briefly presenting the reasons why an action, not otherwise excluded, will not have a significant effect on the environment.  The FONSI will be provided to the recipient with instructions for providing a Public Notice of HRSA’s determination.
If, HRSA determines that there is a potentially significant impact on the environment for which it may be necessary to prepare an EIS, HRSA will consult with the recipient. The HCOF Program Office will: provide advice and assistance to the applicant, as necessary, concerning review procedures; evaluate the results of the review; and make the final decision on environmental impact as required by NEPA.  
(i)
Property Information

Discuss whether the applicant has possession of the project site or intends to acquire the site through eminent domain, negotiated purchase, or other means.  

i. If the applicant has a title to the property:
· Attach the title and plot plan survey; or
· Attach an opinion from counsel describing the interest that the applicant has in the site and certifying that the estate or interest is legal and valid. A plot plan must be attached as well; and

· Identify potential issues, such as procurement issues, e.g., property ownership is not at arm’s length. 
ii. If the applicant is leasing the project space, these requirements must be met:  
· The lease must be renewable to meet the 25 years of possession requirement;
· The property owner must agree in writing to the renovation of the property;

· The property owner must agree in writing to the filing of a NFI; 

· Attach a copy of the lease.
If neither is available at the time of the application, describe steps taken to obtain title or lease.  The awardee will not be allowed to draw down funds until this information is available.
(j)
Cultural Resource Assessment and Historic Preservation (HP) Section 106 Review

Grant applications for Health Care and Other Facilities (HCOF) funds for facility construction and renovation-related projects must be reviewed under the terms of section 106 of the National Historic Preservation Act (NHPA).  Under section 106, prior to the expenditure of funds, an assessment must be made of the potential effects of undertakings on historic properties (which include any prehistoric or historic district, site, building, structure, or object), that are eligible for listing or are listed on the National Register of Historic Places (NRHP).  HRSA has determined that the following activities constitute an undertaking: 1) all new construction and expansion projects (including demolition of existing buildings); 2) alteration and renovation projects where exterior changes to the building façade or surroundings (such as grading, fencing, or additional parking) may be made (including roof, windows and parking lots), and 3) where interior renovations may be made to a building that is over fifty (50) years old, or is historically, architecturally, or culturally significant.  Under Section 106, prior commencing work outside of architectural and engineering services, or acquiring necessary licenses, permits and other approvals for the project, an assessment must be made of the potential effects of undertakings on historic properties, and a notification/ consultation must take place with all interested parties.  Pursuant to the regulations at 36 CFR Part 800, HRSA determines the project’s effect on historic properties in consultation with the State Historic Preservation Officer (SHPO), Tribal Historic Preservation Officers (THPO), representatives of the local government, and other affected Indian tribes and interested parties.
  
Working with the State Historic Preservation Officer
The NHPA regulations provide for applicants or their authorized representatives to initiate the section 106 compliance consultations when authorized to do so by the Federal agency.  All HCOF applicants and their authorized representatives are hereby authorized to initiate the section 106 process directly with the State Historic Preservation Officer (SHPO).  HRSA has notified the involved SHPOs that the applicant will be so authorized.  The applicant will present its initial finding related to historic preservation status to the SHPO and the SHPO will concur or disagree in writing with the finding.  HCOF funds may be used to hire consultants to complete the applicant’s section 106 and other related historic preservation responsibilities.  An applicant should discuss with the SHPO whether to hire a consultant to assist with the section 106 review.  In most cases, it would be advantageous to the applicant.  The SHPO should have a list of qualified consultants in the area.  When consulting with SHPOs, the applicant/authorized representative should identify the organization they are representing, include an appropriate contact person within the organization, and describe the undertaking needing the section 106 review.   

WORKING WITH PROJECTS LOCATED ON TRIBAL LANDS
In accordance with 36 CFR Section 800.2(c)(2), HRSA shall ensure that all consultations with THPOs/Indian Tribes are conducted in a manner respectful of Tribal sovereignty and the government-to-government relationship between the Federal government and Indian Tribes.  This policy, therefore, is not intended to modify or limit such requirements.  HRSA recognizes its Tribal consultation responsibility.  Only if the THPO/Tribe decides to forgo its government-to-government relationship in this instance, and the THPO/Tribe agrees to work with the applicants directly, will the applicant/authorized representative contact the THPO/Tribe.  (For information on THPOs, see www.nathpo.org).
 
Ensuring Timely Consultation
Until the applicant/authorized representative discusses the project with the SHPO, it should be assumed that construction or renovation of structures may potentially impact cultural and historic properties.

 
If HRSA determines that additional review by the SHPO is necessary, HRSA will authorize applicable recipients to initiate consultation with the SHPO.  For projects that require additional review, HCOF project funds may not be drawn down until HRSA receives documentation from the SHPO/THPO concurring whether the property:
− is not historic; or
− is historic, with the project causing no potential adverse effects; or
− is historic and the project may cause adverse effects and provide a resolution to the adverse effects through a fully executed MOA finalized by all parties.
EQUIPMENT ONLY PROJECTS DO NOT REQUIRE A SECTION 106 REVIEW IF THERE ARE NO PLANNED ALTERATIONS OF THE FACILITY TO ACCOMMODATE THE EQUIPMENT.

A General Outline of The National Historic Preservation Act Section 106 Process

Note, the steps below provide guidance as to the general flow of the NHPA section 106 process but do not contain all of the specific details and, therefore, are not intended to supplant the NHPA requirements. 

	Activity
	Guidance

	1.  The applicant must determine if any portion of the project for which grant assistance is requested may include activities that affect a historic property.  Such activities typically include acquisition, construction, and/or alteration of real property.  If the answer is “yes,” then the additional activities must be completed. 
	Note:  If the HRSA determines that there is no undertaking or there is an undertaking but it does not present a type of activity that has the potential to cause effects on historic properties, there are no further obligations under section 106.

	2.  Identify the appropriate SHPO and/or THPO with jurisdiction in the area where the project will be performed.
	Listings of all State and Tribal Historic Preservation Programs and Officers are available on the Web at:  http://www.achp.gov/programs.html

	3.  In consultation with the SHPO/THPO, identify whether any National Register historic properties (or those eligible for inclusion) are within the project’s Area of Potential Effect (APE).  If the answer is “yes,” then continue with the process, which includes involving the public and other appropriate consulting parties in the section 106 process.
	Note that the APE can include areas outside of the project’s boundaries. For example constructing a building may not affect a historic resource on the property itself, but may affect the view/setting of a nearby historic resource.

If the answer is “no,” then there are no further obligations under section 106; however, the affected SHPO/THPO must agree* that there are no historic or historic eligible properties within the project’s APE.

	4.  Determine if the undertaking will result in any adverse effects on a historic property. If the answer is “yes,” then continue with the process.
	If the answer is “no,” then there are no further obligations under section 106; however, the SHPO/THPO must agree* that there will not be any adverse effects from the undertaking.

	5.  Consult with the SHPO/THPO and other appropriate parties (e.g., Indian tribes, Native Hawaiian organizations, and local preservation organizations) to develop measures that mitigate adverse effects on historic properties. Such consultation may result in a Memorandum of Agreement which outlines each party’s responsibilities for implementing such mitigation measures.  Each party would sign such a MOA.
	Applicants are NOT authorized to sign a MOA on HRSA’s behalf.  At this point in the process, HRSA will work with the applicant and the SHPO/THPO to develop a MOA

If the parties are unable to agree and execute a MOA, then proceed to the next step below.

	6.  Any party terminating consultation shall notify (in writing) the other parties.  36 CFR 800.7 then outlines the procedures to follow depending upon who terminates consultation.
	If there is a failure to reach resolution, the Administrator of HRSA may decide to approve continuing with the undertaking after following the applicable requirements in 36 CFR 800. 


* The SHPO/THPO may explicitly agree or, alternatively, the applicant may provide written notice to the SHPO/THPO stating the findings.   If the SHPO/THPO fails to respond within 30 days, the applicant may assume agreement.  

(k)
Equipment Energy Standards
Applicants are encouraged to employ the standards established by either the Electronic Product Environmental Assessment Tool (EPEAT) or Energy Star, where practicable, in the procurement of IT equipment.  Following these standards will mitigate many of the negative effects on human health and the environment from the proliferation, rapid obsolescence, low recycling rate, high energy consumption, and potential to contain hazardous materials, and increased liability from improper disposal.  Additional information for these standards can be found online at the following sites:

1) For EPEAT at http://www.epeat.net
2) For Energy Star at http://www.energystar.gov
x.  Attachments  
Please provide the following items to complete the content of the application.  Please note that these are supplementary in nature, and are not intended to be a continuation of the project narrative.  Be sure each attachment is clearly labeled.

1)
Attachment 1:  Copy of either the IRS letter identifying the EIN or a copy of the payroll tax report which displays the EIN.

2)
Attachment 2:  Non-Federal project funding information/description

3)
Attachment 3:  Itemized Equipment List
4)
Attachment 4 Capitalization Policy Certification Statement
5)
Attachment 5:  Information Regarding the Property (Title/Lease) – if appropriate
6)
Attachment 6:  Environmental Analysis Checklist – if appropriate
7)
Attachment 7:  Published Notice – if appropriate

8) 
Schematic Drawings – if appropriate
9)
Cultural Resource Assessment, Historic Preservation Section 106 Review – if appropriate

3.  Submission Dates and Times
Application Due Date
The due date for applications under this grant announcement is April 30, 2010 at 8:00 P.M. ET.  Please consult Appendix A, Section 2 for detailed instructions on submission requirements.

The Chief Grants Management Officer (CGMO) or designee may authorize an extension of published deadlines when justified by circumstances such as natural disasters (e.g. floods or hurricanes) or other disruptions of services, such as a prolonged blackout.  The CGMO or designee will determine the affected geographical area(s).
Applicants that wish to request an extension to the due date should contact the Program at hcof2010@hrsa.gov.  Due to the statutory requirement to obligate funds prior to the end of the Federal fiscal year, approval of extension requests may not be possible.
Late applications: 
Applications which do not meet the criteria above are considered late applications.  Funding will be delayed
4.  Intergovernmental Review
The Health Care and Other Facilities program is not subject to the provisions of Executive Order 12372, as implemented by 45 CFR 100.  

5.  Funding Restrictions
Funds under this announcement must be used for the purposes outlined by Congress or officially approved at a later date.  
Costs of organized fund raising, including financial campaigns, endowment drives, solicitation of gifts and bequests, and similar expenses incurred solely to raise capital or obtain contributions are unallowable.  

Pre-Award Costs
In general, these grants are intended to support costs incurred after the start date.  Due to the complex issues involved with construction projects, an applicant/recipient must seek prior approval for any costs to be incurred before the start date of an award.  Costs incurred more than 90-days prior to the enactment of the Appropriations Bill (before September 16, 2009), are not eligible for reimbursement.  To request prior approval to incur costs before the start date of the initial budget period, please follow the following procedures:
1)   Submit a letter or e-mail to the grants management specialist assigned to your award as identified in the Program Guidance.

2)   Include the following information:

· a breakdown of allowable and allocable pre-award costs incurred (use the budget format/cost categories included in the original application), 
· the time period during which the costs were incurred, and
· a justification for your request.
3)   The letter needs to be signed by an authorized official of the grantee institution.

Approval is not guaranteed, and grantees incur pre-award costs at their own risk.  
6.  Other Submission Requirements 
As stated in Section IV.1, except in rare cases HRSA will no longer accept applications for grant opportunities in paper form.  Applicants submitting for this funding opportunity are required to submit electronically through Grants.gov.  To submit an application electronically, please use the http://www.Grants.gov apply site.  When using Grants.gov you will be able to download a copy of the application package, complete it off-line, and then upload and submit the application via the Grants.gov site.
It is essential that your organization immediately register in Grants.gov and become familiar with the Grants.gov site application process.  If you do not complete the registration process you will be unable to submit an application.  The registration process can take up to one month, so you need to begin immediately.  To be able to successfully register in Grants.gov, it is necessary that you complete all of the following required actions:

•
Obtain an organizational Data Universal Number System (DUNS) number

•
Register the organization with Central Contractor Registry (CCR)

•
Identify the organization’s E-Business Point of Contact (E-Biz POC)

•
Confirm the organization’s CCR “Marketing Partner ID Number (M-PIN)” password

•
Register an Authorized Organization Representative (AOR)

•
Obtain a username and password from the Grants.gov Credential Provider

Instructions on how to register, tutorials and FAQs are available on the Grants.gov web site at www.grants.gov.  Assistance is also available 24 hours a day, 7 days a week (excluding Federal holidays) from the Grants.gov help desk at support@grants.gov or by phone at 1-800-518-4726.  
Formal submission of the electronic application:  Applications completed online are considered formally submitted when the application has been successfully transmitted electronically by your organization’s AOR through Grants.gov and validated by Grants.gov on or before the deadline date and time.

It is incumbent on applicants to ensure that the AOR is available to submit the application to Grants.gov by the published due date.  You are urged to submit your application in advance of the deadline.  If your application is rejected by Grants.gov due to errors, you must correct the application and resubmit it to Grants.gov before the deadline date and time. 

V. APPLICATION Internal REVIEW INFORMATION 
1.  Review Process 
Applications are reviewed by grants management officials (business and financial review) and program staff (technical review and analysis of proposal).  The following criteria are used during the review process:
i. The appropriateness of the project objectives and time frames for initiation through completion of the project;

ii. The reasonableness and justification for the itemized costs noted in the SF-424C budget page; and

iii. The adequacy and completeness of the description of scope of services and/or activities to be provided with the requested HCOF funding.
2.  Anticipated Announcement and Award Dates
Award notification will be made on or about September 1, 2010.
VI.  Award Administration Information
1. Award Notices
Applicants may be required to respond in a satisfactory manner to Conditions placed on their application before funding can proceed.  The Notice of Grant Award sets forth the amount of funds granted, the terms and conditions of the grant, the effective date of the grant, the budget period for which initial support will be given, and the total project period for which support is contemplated.  Signed by the Grants Management Officer, it is sent to the applicant agency’s Authorized Representative, and reflects the only authorizing document.  It will be sent prior to the one-time funding date of September 1, 2010.  If you have not received a Notice of Grant Award by September 15th, 2010, please contact DGMO.
2.  Administrative and National Policy Requirements
Successful applicants must comply with the administrative requirements outlined in 45 CFR Part 74 (non-governmental) or 45 CFR Part 92 (governmental), as appropriate.

HRSA grant awards are subject to the requirements of the HHS Grants Policy Statement (HHS GPS) that are applicable to the grant based on recipient type and purpose of award.  This includes, as applicable, any requirements in Parts I and II of the HHS GPS that apply to the award.  The HHS GPS is available at http://www.hrsa.gov/grants/.  The general terms and conditions in the HHS GPS will apply as indicated unless there are statutory, regulatory, or award-specific requirements to the contrary (as specified in the Notice of Award).

Trafficking in Persons

Awards issued under this guidance are subject to the requirements of Section 106 (g) of the Trafficking Victims Protection Act of 2000, as amended (22 U.S.C. 7104).  For the full text of the award term, go to http://www.hrsa.gov/grants/trafficking.htm.  If you are unable to access this link, please contact the Grants Management Specialist identified in this guidance to obtain a copy of the Term.

Smoke-Free Workplace
The Public Health Service strongly encourages all award recipients to provide a smoke-free workplace and to promote the non-use of all tobacco products.  Further, Public Law 103-227, the Pro-Children Act of 1994, prohibits smoking in certain facilities (or in some cases, any portion of a facility) in which regular or routine education, library, day care, health care or early childhood development services are provided to children.
3.  Reporting
Grantees under this guidance must comply with the following reporting activities:
a. Audit Requirements
Comply with audit requirements of Office of Management and Budget (OMB) Circular A-133.  Information on the scope, frequency, and other aspects of the audits can be found on the Internet at www.whitehouse.gov/omb/circulars;
b. Payment Management Requirements
Awards under this Program will be paid using the DHHS Payment Management System (PMS).  Funds can only be drawn down as project costs are incurred, in the same proportion as the award is to the projected total cost.  For instance, consider a renovation project in which the drawdown percentage is 80 percent ($400,000 award/$500,000 total costs).  The amount of funds that can be requested for each draw request cannot be more than 80 percent of the cost incurred.  Therefore, when $50,000 of cost is incurred, $40,000 may be drawn from the award.  The balance must be paid for by the awardee’s non-Federal share.
For awardees that currently use PMS, the payment process is the same as for other awards; submit periodic cash requests to be reimbursed for allowable costs.  Do not submit construction vouchers or other such documents to PMS.  Awardees that do not currently have an account with PMS must establish one to access funds.  Contact PMS for information about the process of establishing a PMS account.  Please recognize that PMS will not create an account for your organization until an award notice has been issued.  Contact the Division of Payment Management for detailed drawdown information (www.dpm.psc.gov).
Grantees must also submit a quarterly electronic Federal Financial Report (FFR) Cash Transaction Report via the Payment Management System.  The report identifies cash expenditures against the authorized funds for the grant.  The FFR Cash Transaction Reports must be filed within 30 days of the end of each quarter.  Failure to submit the report may result in the inability to access award funds.  Go to www.dpm.psc.gov for additional information.

c. Status Reports
1)  Submit a Financial Report.  A financial status report is required within 90 days of the end of each budget period.  The report is an accounting of expenditures under the project that year.  More specific information will be included in the award notice;
2)  Submit a Progress Report(s).  Further information will be provided in the award notice.
3)
A/E Oversight Requirements.  Further information can be found at http://www.hrsa.gov/hcofconstruction/.
For additional information related to all of the reporting requirements once the funds have been awarded, please visit our website at: http://www.hrsa.gov/hcofconstruction/. 

VII.  Agency Contacts

Applicants may obtain additional information regarding this funding announcement or overall program issues by contacting:

HCOF PROGRAM OFFICE
301-443-3665

Email: HCOF2009@hrsa.gov

Fax: 301-443-0619
Additional information regarding business, administrative, or fiscal issues related to this grant announcement may be obtained by contacting:
DIVISION OF GRANTS MANAGEMENT OPERATIONS (DGMO)
	Neal Meyerson, Lead Grants Management Specialist
	nmeyerson@hrsa.gov
	301 443-5906
	

	Natasha Booker
	nbooker@hrsa.gov
	301-443-4236
	IL

	LaToya Ferguson
	lbowie@hrsa.gov
	301-443-1440
	PA (Mi-Z)

	Denise Boyer
	dboyer@hrsa.gov
	301-594-4256
	NY (A-L), PR

	Carolyn Cobb
	ccobb2@hrsa.gov
	301-443-0829
	AL, GA, KY, MS

	Janene Dyson
	Jdyson@hrsa.gov
	301 443-8325
	CA (A-L) 

	Nancy Gaines
	ngaines@hrsa.gov
	301-443-5382
	CA (M-Z), HI

	John Gazdik
	jgazdik@hrsa.gov
	301 443-6962
	OH, MN, IN

	Donna Giarth
	dgiarth@hrsa.gov
	301 443-9142
	NJ, VI, AK, WA, ID, OR

	Dee Gibson
	dgibson@hrsa.gov
	301 443-3243
	AZ, NV, Samoa

	Tammy Jeffs
	tjeffs@hrsa.gov
	301 443-5419
	MT, WY, CO, SD, ND, UT

	Linda Kittrell
	lkittrell@hrsa.gov
	301-594-4461
	IA, KS, MO, NE

	Phyllis Lawson
	plawson@hrsa.gov
	301-443-2855
	DE

	Karen Mayo
	kmayo@hrsa.gov
	301-443-3555
	AR, LA, OK, NM

	Sarah Morgan
	smorgan1@hrsa.gov
	301-443-4584
	MI, WI

	Tonya Randall
	trandall@hrsa.gov
	301-594-4259
	NC, SC, TN

	Mickey Reynolds
	mreynolds@hrsa.gov
	301-443-0724
	DC, MD, VA

	LaShawna Smith
	lsmith3@hrsa.gov
	301 443-4241
	WV, TX, PA (A-Me)

	Mary Worrell
	mworrell@hrsa.gov
	301-443-5181
	FL

	Belinda Bedran
	bbedran@hrsa.gov
	301-443-1565
	ME, NH, VT, MA, CT, RI

	Joanne Galindo
	jgalindo@hrsa.gov
	301-443-7374
	PA (Mi-z)

	Devon Cumberbatch
	dcumberbatch@hrsa.gov
	301-443-7532
	NY (M-Z)

	
	
	
	

	Fax: 301-594-4073
	
	
	


Technical assistance with Payment Management System issues can be obtained by contacting: PAYMENT MANAGEMENT SYSTEM (PMS) at 1-877-614-5533 (http://www.dpm.psc.gov/grant_recipient/shortcuts/shortcuts.aspx?explorer.event=true).
Grantees may need assistance when working online to submit their application forms electronically.  For assistance with submitting the application in Grants.gov, contact Grants.gov Contact Center, 24 hours a day, 7 days a week (excluding Federal holidays):

Grants.gov Contact Center
Phone: 1-800-518-4726
E-mail: support@grants.gov
VIII.  Other Information
1. FREQUENTLY ASKED QUESTIONS

For Frequently Asked Questions related to the HCOF Program, please visit our website at: http://www.hrsa.gov/hcofconstruction/default.htm.
2.  LIST OF COMMON ACRONYMS IN PROGRAM GUIDANCE

A/E -
Architectural/Engineering
ACHP -
Advisory Council on Historic Preservation
AIA - 
American Institute of Architects

BPHC -
Bureau of Primary Health Care

CFDA -
Catalog of Federal Domestic Assistance

DFCR -
Division of Facilities Compliance and Recovery
DGMO - 
Division of Grants Management Operations


DHHS - 
Department of Health and Human Services

DUNS -  
Data Universal Numbering System

EID - 
Environmental Information and Documentation

GAC - 
Grants Application Center

HRSA -
Health Resources and Service Administration
NEPA - 
National Environmental Policy Act
NFI -
Notice of Federal Interest
NFPA - 
National Fire Protection Association

NHPA - 
National Historic Preservation Act
OFAM -
Office of Federal Assistance Management

OMB -
Office of Management and Budget

PHS - 
Public Health Service

PMS - 
Payment Management System

PSC -  
Program Support Center

SHPO -
State Historic Preservation Officer

HSB - 
Healthcare Systems Bureau

SPOC - 
State Single Point of Contact

THPO -   
Tribal Historic Preservation Officer
IX.  TIPS TO WRITING A STRONG APPLICATION

A concise resource offering tips for writing proposals for HHS grants and cooperative agreements can be accessed online at:  http://www.hhs.gov/asrt/og/grantinformation/apptips.html.
APPENDIX A:  HRSA ELECTRONIC SUBMISSION GUIDE
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1.
Introduction

1.1.
Document Purpose and Scope

The purpose of this document is to provide detailed instructions to help applicants and grantees submit new competing, competing continuation, competing supplements, and most Non-Competing Continuation applications electronically to HRSA through Grants.gov (and HRSA EHBs, where applicable).  All applicants must submit in this manner.  This document is intended to be the comprehensive source of information related to the electronic grant submission processes and will be updated periodically.  This document does not replace program guidance provided in funding opportunity announcements.

(
NOTE:  In order to view, complete and submit an application package, you will need to download the compatible version of Adobe Reader software.  All applicants must use the Adobe Reader version 8.1.1 or later version to successfully submit an application.

1.2.
Document Organization and Version Control

This document contains SEVEN (7) sections.  Following is the summary:

	
	Section
	Description

	1.
	Introduction
	Describes the document’s purpose and scope.

	2. 
	Process Overview- 

· New Competing Application through Grants.gov only
(no verification required within HRSA EHBs) 

· New Competing, Competing Continuation, and Competing Supplement Applications (submitted using both Grants.gov and HRSA EHBs (with HRSA EHBs Verification)

· Non-Competing Continuation Application
	Provides detailed instructions to applicant organizations and institutions submitting a new competing application using Grants.gov that does not require HRSA EHBs verification. 

Provides detailed instructions for those grantees submitting new competing, competing continuation, and competing supplement applications through Grants.gov and HRSA EHBs that require HRSA EHBs verification.

Provides detailed instructions to existing HRSA Grantees on submitting a Non-Competing Continuation application through Grants.gov and HRSA EHBs; verification required within EHBs.

	3. 
	Registering and Applying through Grants.gov


	Provides detailed instructions to enable applicants/grantees to register and apply electronically using Grants.gov in the submission of grant applications. 

	4. 
	HRSA Electronic Handbooks


	Provides detailed instructions and important guidance on registering an individual and/or organization, verifying the status of applications, validating grants.gov application in the EHB, managing access to the application, checking and correcting validation errors, completing and submitting the application.

	5
	General Instructions for Application Submission
	Provides instructions and important policy guidance regarding application format requirements and submission.  

	6.
	Customer Support 

Information 
	Provides contact information to address technical and programmatic questions.

	7.
	Frequently Asked Questions (FAQs)
	Provides answers to frequently asked questions by various categories.


This document is under version control.  Please visit http://www.hrsa.gov/grants to retrieve the latest published version.

2.
Process Overview

2.1
New Competing Applications (Entire Submission Through Grants.gov; no verification required within HRSA EHBs)

(
NOTE:  Use the program guidance to determine if verification in HRSA EHBs is required.  If verification is required, you should refer to Section 2.2.  If verification is not required, continue reading this section.

Following is the process for submitting a New Competing Application through Grants.gov: 

1.
HRSA will post all New Competing announcements on Grants.gov (http://www.grants.gov).  

2.
Once the program guidance is available, applicants should search for the announcement in Grants.gov ‘Find Grant Opportunities.’ (http://www.grants.gov/applicants/find_grant_opportunities.jsp) or ‘Apply for Grants’ (http://www.grants.gov/Apply). 

3.
Download the application package and instructions from Grants.gov.  The program guidance is also part of the instructions that must be downloaded.

4.
Save a copy of the application package on your computer and complete all the forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).
6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.

2.2
New Competing, Competing Continuation, and Competing Supplement Applications (Submitted Using Both Grants.gov and HRSA EHBs; verification required within HRSA EHBs)

(
NOTE: You should review program guidance to determine if verification in HRSA EHBs is required.  If verification is NOT required, you should refer to Section 2.1 above.  If verification is required, continue reading this section.

Following is the process for submitting a Competitive Application through Grants.gov with verification required within HRSA Electronic Handbooks (EHBs):

1.
HRSA will post all Competing Continuation and Competing Supplemental announcements on Grants.gov (http://grants.gov/search).  Announcements are typically posted at the beginning of the fiscal year.  However, program guidances are not generally available until later.  New Competing applications that require verification within EHBs are posted throughout the year.  For more information, visit http://www.hrsa.gov/grants.

2.
When a program guidance becomes available, applicants should search for the announcement in Grants.gov under ‘Apply for Grants’ (http://www.grants.gov/Apply).  Since eligibility for Competing Continuation and Competing Supplemental funding is limited to current grantees, those announcements will not appear under Grants.gov ‘Find Grant Opportunities.’

3.
Download the application package and instructions from Grants.gov.  The program guidance is also part of the instructions that must be downloaded.  Note the Announcement Number as it will be required later in the process.
4.
Save a copy of the application package on your computer and complete all the standard forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).  Note the Grants.gov Tracking Number as it will be required later in the process.

6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.

7.
HRSA EHBs software pulls the application information into EHBs and validates the data.
8.
HRSA notifies the Project Director, Authorizing Official (AO), Business Official (BO) and application point of contact (POC) by email to check HRSA EHBs for results of HRSA validations and enter supplemental information required to process the competing continuation or supplemental application.  Note the HRSA EHBs tracking number from the email.

9.
The application in HRSA EHBs is validated by a user from the grantee organization by providing three independent data elements--Announcement Number, Grants.gov Tracking Number and HRSA EHBs Tracking Number.

10.
The AO verifies the pending application in HRSA EHBs, fixes any validation errors, and makes necessary corrections.  Supplemental forms are completed.  AO submits the application to HRSA. 

2.3.
Non-Competing Continuation Application 

The following is the process for submitting a Non-Competing Continuation application through Grants.gov and HRSA EHBs; verification required within HRSA EHBs:

1.
HRSA will communicate the Non-competing announcement number to the Project Director (PD) and authorizing official (AO) listed on the most recent Notice of Grant Award (NGA) via email.  The announcement number will be required to search for the announcement/funding opportunity when applying in Grants.gov.

2.
Search for the announcement/funding opportunity in Grants.gov under ‘Apply for Grants.’  Since eligibility is limited to current grantees, the announcement will not appear under Grants.gov ‘Find Grant Opportunities.’

3.
Download the application package and instructions from Grants.gov.  The program guidance is part of the instructions that must be downloaded.

4.
Save a copy of the application package on your computer and complete all the forms based on the instructions provided in the program guidance.

5.
Submit the application package through Grants.gov (requires registration).

6.
Track the status of your submitted application using Track My Status at Grants.gov until you receive email notifications that your application has been received and validated by Grants.gov and received by HRSA.

7.
The HRSA Electronic Handbooks (EHBs) software pulls the application information into EHBs and validates the data.  HRSA sends an email to the PD, AO, business official (BO), and application point of contact (POC) to review the application in the HRSA EHBs for validation errors and enter additional information, including in some cases, performance measures, necessary to process the Non-Competing Continuation.

8.
The PD logs into the HRSA EHBs to enter all additional information necessary to process the application.  The PD must also provide the AO submission rights for the application.

9.
The AO verifies the application in HRSA EHBs, fixes any remaining validation errors, makes necessary corrections, and submits the application to HRSA (requires registration in EHBs).

3.
Registering and Applying Through Grants.gov

Grants.gov requires a one-time registration by the applicant organization and annual updating.  If you do not complete the registration process and update it annually, you will not be able to submit an application.  

The five-step registration process must be completed by every organization wishing to apply for a HRSA grant opportunity.  The process will require some time (anywhere from five business days to a month).  Therefore, first-time applicants or those considering applying at some point in the future should register immediately.  Registration with Grants.gov provides the representatives from the organization the required credentials necessary to submit an application.  
3.1.
REGISTER – Applicant/Grantee Organizations Must Register With Grants.gov (if not already registered)

If an applicant/grantee organization has already completed Grants.gov registration for HRSA or another Federal agency, skip to the next section. 

For those applicant organizations still needing to register with Grants.gov, detailed registration information can be found on the Grants.gov “Get Registered” Web site (http://www.grants.gov/applicants/get_registered.jsp).  These instructions will walk you through the following five basic registration steps:

Step 1:  Obtain a Data Universal Number System (DUNS) number

A DUNS number is a unique number that identifies an organization.  It has been adopted by the Federal government to help track how Federal grant money is distributed.  Ask your grant administrator or chief financial officer to provide your organization’s DUNS number.  If your organization does not have a DUNS number, you may request one online at http://fedgov.dnb.com/webform or call the special Dun & Bradstreet hotline at 1-800-705-5711 for the US and US Virgin Islands (1-800-234-3867 for Puerto Rico) to receive one free of charge.  Note:  A missing or incorrect DUNS number is the primary reason for applications being “Rejected for Errors” by Grants.gov.

Step 2:  Register with the Central Contractor Registration (CCR)

The CCR is the central government repository for organizations working with the Federal government.  Check to see if your organization is already registered at the CCR Web site.  If your organization is not registered, identify the primary contact who should register your organization.  Visit the CCR Web site at http://www.ccr.gov to register online or call 1-888-227-2423 to register by phone.  CCR Registration must be renewed annually.  

· Designate the organization’s E-Business Point of Contact (E-BIZ POC) 

· Create the organization’s CCR “Marketing Partner ID Number (MPIN)” password.  The E-BIZ POC will use the MPIN to designate Authorized Organization Representatives (AORs) through Grants.gov

The CCR Registration must become active before you can proceed to step 3.

Step 3:  Creating a Username & Password

· AORs must create a short profile and obtain a username and password from the Grants.gov Credential Provider

-
AORs will only be authorized for the DUNS number with which they registered in the Grants.gov profile

Step 4:  AOR Authorization

· The E-Business POC uses the DUNS number and MPIN to authorize your AOR status

· Only the E-BIZ POC may authorize AORs

Step 5:  Track AOR Status

-
Using your username and password from Step 3, go to Grants.gov’s ‘Applicant Login’ to check your AOR status at https://apply07.grants.gov/apply/loginhome.jsp.

In addition, allow for extra time if an applicant does not have a Taxpayer Identification Number (TIN) or Employer Identification Number (EIN).  The CCR validates the EIN against Internal Revenue Service records, a step that will take an additional one to five business days.

Additional assistance regarding the complete registration process is available at Grants.gov at http://www.grants.gov/applicants/get_registered.jsp.  Grants.gov provides a variety of support options through online Help including Context-Sensitive Help, Online Tutorials, FAQs, Training Demonstrations, User Guides (http://www.grants.gov/assets/ApplicantUserGuide.pdf), and Quick Reference Guides. 

Please direct questions regarding Grants.gov registration to the Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are 24-hours a day, 7 days a week, excluding Federal holidays. 

(
NOTE:  It is highly recommended that this registration process be completed at least two weeks prior to the submittal date of your organization’s first Grants.gov submission.
3.2.
APPLY - Apply through Grants.gov

The Grants.gov/Apply feature includes a simple, unified application process to enable applicants to apply for grants online.  The information applicants need to understand and execute the steps can be found at Grants.gov Apply for Grants (http://www.grants.gov/applicants/apply_for_grants.jsp).  Step 2 ‘Complete the Grant Application Package’ includes a narrated online tutorial on how to complete a grant application package using Adobe.  The site also contains an Applicant User Guide at http://www.grants.gov/assets/ApplicantUserGuide.pdf.  

3.2.1.
Find Funding Opportunity

If you are submitting a new competing application, search for the announcement in Grants.gov Find Grant Opportunities (http://www.grants.gov/applicants/find_grant_opportunities.jsp) and select the announcement for which you wish to apply.  Refer to the program guidance for eligibility criteria. 

(
NOTE:  All new competing announcements should be available in Grants.gov FIND!  When funding opportunities are released, announcements are made available in Grants.gov APPLY.

If you are submitting a competing continuation, competing supplement, or Non-Competing Continuation application, search for the announcement in Apply For Grants (http://www.grants.gov/Apply).  Enter the announcement number communicated to you in the field Funding Opportunity Number.  (Example announcement number: 5-S45-10-001)

(
NOTE:  Non-Competing Continuations and announcements with restricted eligibility are not available under the Find Grant Opportunities function in Grants.gov.
3.2.2.
Download Application Package

Download the application package and instructions.  Application packages are posted in Adobe Reader format.  To ensure that you can view the application package and instructions, you should download and install the Adobe Reader application.

For more information on using Adobe Reader, please refer to Section 7.1.2.  

(
NOTE: Please review the system requirements for Adobe Reader at http://www.grants.gov/help/download_software.jsp.
3.2.3.
Complete the Grant Application Package

Complete the application using both the built-in instructions and the instructions provided in the program guidance.  Ensure that you save a copy of the application on your computer.  For assistance with program guidance related questions, please contact the program officer listed on the program guidance.

(
NOTE:  Competing continuations, competing supplements, and Non-Competing Continuations should provide their 10-digit grant number (box 4b from NGA) in the Federal Award Identifier field (box 5b in SF424 or box 4 in SF424 R&R).  You may complete the application offline – you are not required to be connected to the Internet.
3.2.4.
Submit Application

Once you have downloaded the application package, completed all required forms, and attached all required documents—click the “Check Package for Errors” button and make any necessary corrections.  

· In Adobe Reader, click on the ‘Save and Submit’ button when you have done all of the above and are ready to send your completed application to Grants.gov.

Review the provided application summary to confirm that the application will be submitted to the program for which you wish to apply.  To submit, the AOR must login to Grants.gov and enter their user name and password.  Note:  the same DUNS number, AOR user name, and password must be used to complete and submit your application.  Once you have logged in, your application package will automatically be uploaded to Grants.gov.  A confirmation screen will appear once the upload is complete.  Note that a Grants.gov Tracking Number will be provided on this screen (GRANTXXXXX).  Please record this number so that you may refer to it for all subsequent help. 

Please direct questions regarding application submission to the Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are Monday-Friday from 7:00 a.m. to 9:00 p.m. Eastern Time, excluding Federal holidays.

(
NOTE:  The AOR must be connected to the Internet and must have a Grants.gov username and password tied to the correct DUNS number in order to submit the application package.
3.2.5.
Verify Status of Application in Grants.gov

Once Grants.gov has received your submission, Grants.gov will send email messages to the PD, AO, and the POC listed in the application advising of the progress of the application through the system.  You should receive up to four emails.  The first will confirm receipt of your application by the Grants.gov system (“Received”), and the second will indicate that the application has either been successfully validated (“Validated”) by the system prior to transmission to the grantor agency or has been rejected due to errors (“Rejected with Errors”).  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

If your application has been rejected due to errors, you must correct the application and resubmit it to Grants.gov before the closing date.  If you are unable to resubmit because the opportunity has since closed, you must contact the Director of the Division of Grants Policy, within five (5) business days from the closing date, via email at DGPWaivers@hrsa.gov and thoroughly explain the situation.  Your email must include the HRSA Announcement Number, the name, address, and telephone number of your organization, and the name and telephone number of the project director, as well as the Grants.gov Tracking Number (GRANTXXXXXX) assigned to your submission, along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  HRSA is very strict in adhering to application deadlines and electronic submission requirements.  Extensions for competitive funding opportunities are only granted in the rare event of a natural disaster or validated technical system problem on the side of either Grants.gov or the HRSA Electronic Handbooks (EHBS) that prevented a timely application submission.
You can check the status of your application(s) anytime after submission by logging into Grants.gov and clicking on the ‘Track My Application’ link on the left side of the page.  This link will also be included in the confirmation email that you receive from Grants.gov.

If there are no errors, the application will be downloaded by HRSA.  Upon successful download to HRSA, the status of the application will change to “Received by Agency” and the contacts listed in the application will receive a third email from Grants.gov.  Once your application is received by HRSA, it will be processed to ensure that the application is submitted for the correct funding announcement, with the correct grant number (if applicable), and applicant/grantee organization.  Upon this processing, which is expected to take up to two to three business days, HRSA will assign a unique tracking number to your application.  This tracking number will be posted to Grants.gov and the status of your application will be changed to “Agency Tracking Number Assigned.”  You will receive the fourth email in which Grants.gov will relay the Agency Tracking Number.  Note the HRSA tracking number and use it for all correspondence with HRSA.

4.
Validating and/or Completing an Application in the HRSA Electronic Handbooks

Learn how to register, verify data, validate information, manage access to your application, fix errors, and complete your application in EHBs.  For assistance in registering with, or using HRSA EHBs, call the HRSA Call Center at 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.  

4.1.
Register - Project Director and Authorizing Official Must Register with HRSA EHBs (if not already registered)

In order to access a Non-Competing Continuation, a competitive continuation, or a competitive supplement in HRSA EHBs, existing grantee organizations must register within the EHBs.  The purpose of the registration process is to collect consistent information from all users, avoid collection of redundant information, and allow for the unique identification of each system user. 

· Note that registration within HRSA EHBs is required only once for each user. 

· Note that HRSA EHBs now allow the user to use his/her single username and associate it with more than one organization.  

Registration within HRSA EHBs is a two-step process.  In the first step, individual users from an organization who participate in the grants process must create individual system accounts.  In the second step, the users must associate themselves with the appropriate grantee organization.  To find your organization record, use the 10-digit grant number from the Notice of Grant Award (NGA) belonging to your grant.  Note that since all existing grantee organization records are already in EHBs, there is no need to create a new one. 

To complete the registration quickly and efficiently we recommend that you have the following information readily available:

1. Identify your role in the grants management process.  HRSA EHBs offer the following three functional roles for individuals from applicant/grantee organizations:

· Authorizing Official (AO), 

· Business Official (BO), and

· Other Employee (for Project Directors, assistant staff, AO designees and others). 

For more information on functional responsibilities, refer to the HRSA EHBs online help. 

2. Ensure you have the 10-digit grant number from the latest NGA belonging to your grant (Box 4b on NGA).  You must use the grant number to find your organization during registration.  All individuals from the organization working on the grant must use the same grant number to ensure correct registration.
In order to access a Non-Competing Continuation, competitive continuation, or a competitive supplement application, the Project Director and other participants must register the specific grant and add it to their respective portfolios.  This step is required to ensure that only authorized individuals from the organization have access to grant data.  Project Directors will need the latest Notice of Grant Award (NGA) in order to complete this additional step.  Again, note that this is a one-time requirement.

The Project Director must give the necessary privileges to the AO and other individuals who will assist in the submission of grant applications using the administer feature in the grant handbook.  The Project Director should also delegate the “Administer Grant Users” privilege to the AO.

Once you have access to your grant handbook, use the appropriate link under the deliverables section to access your application.

Note that registration with HRSA EHBs is independent of Grants.gov registration.

For assistance in registering with HRSA EHBs, call the HRSA Call Center at 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.  

(
IMPORTANT:  You must use your HRSA EHBs Tracking Number or your 10-digit grant number (box 4b from NGA) to identify your organization.  
4.2.
Verify Status of Application

HRSA will send an email to the PD, AO, POC, and the BO – all listed on the submitted application, to confirm that the application was successfully received.  The PD listed on the most recent NGA, if different from the PD listed on the application will also receive an email notification.  Therefore, it is important to ensure that email addresses are correct. 

(
NOTE:  Grantees should check HRSA EHBs within two to three business days from submission within Grants.gov for availability of your application.
4.3.
Validate Grants.gov Application in the HRSA EHBs

The HRSA EHBs include a validation process to ensure that only authorized individuals from an organization are able to access the organization’s competing applications.  The first user who seeks access to any competing application needs to provide the following information: 

	Data Element
	Source
	Example

	Announcement Number
	From submitted Grants.gov application
	HRSA-10-061 or 10-016

	Grants.gov Tracking Number
	From submitted Grants.gov application
	GRANT00059900

	HRSA EHBs
Application Tracking Number
	From email notification sent to PD, AO, BO, and POC listed on application.
	25328


Note that the source of each data element is different and knowledge of the three numbers together is considered sufficient to provide that individual access to the application.

To validate the grants.gov application, log in to the EHBs and click on the ‘View Applications’ link, then click on the ‘Add Grants.Gov Application’ link (this is only visible for grant applications that require supplemental forms).

At this point, you will be presented with a form, which will require the numbers specified in the table above in order to validate your grants.gov application.

(
NOTE:  The first individual who completes this step should use the ‘Peer Access’ feature to share the application with other individuals from the organization.  It is recommended that the AO complete this step. 
4.4.
Manage Access to the Application

You must be registered in HRSA EHBs in order to access the application.  To ensure that only authorized individuals from the organization gain access to the application, you must follow the process described earlier.

The PD, using the Administer Users feature in the grant handbook, must give the necessary privileges to the AO and other individuals who will assist in the submission of applications.  Project Directors must also delegate the ‘Administer Grant Users’ privilege to the AO so that future administration can be managed by the AO.

The individual who validated the application must use the ‘Peer Access’ feature to share this application with other individuals from the organization.  This is required if you wish to allow multiple individuals to work on the application in HRSA EHBS.

Once you have access to your grant handbook, use the appropriate link under the deliverables section to access your grant application.

4.5.
Check Validation Errors

HRSA EHBs will validate the application received through Grants.gov.  All validation errors are recorded and displayed to the applicant.  To view the validation errors use the ‘Grants.gov Data Validation Comments’ link on the application status page in HRSA EHBs.

4.6.
Fix Errors and Complete Application

Applicants must review the errors in HRSA EHBs and make necessary corrections.  If so noted in the funding opportunity announcement, applicants must also complete the detailed budget and other required forms in HRSA EHBs and assign an AO who must be a registered user in the HRSA EHBs.  HRSA EHBs will show the status of each form in the application package and the status of all forms must be “Complete” in the summary page before the HRSA EHBs will allow the application to be submitted.

4.7.
Submit Application in HRSA EHBs
4.7.1.
Non-Competing Continuations - When completing and submitting a Non-Competing Continuation, you must have the ‘Submit Non-Competing Continuation’ privilege.  The Project Director must give this privilege to the AO or a designee.  Once all forms are complete, the application must be submitted to HRSA.

(
NOTE:  You will have two weeks from the date the application was due in Grants.gov for submission of the remaining information in HRSA EHBs.  The new due date will be listed in HRSA EHBs.
Performance Measures for Non-Competing Continuation Applications – For applications that require submittal of performance measures electronically through the completion of program specific data forms, instructions will be provided both in the program guidance and through an email notifying grantees of their responsibility to provide this information; and providing instruction on how to do so. 

4.7.2.
New Competing, Competing Continuation, and Competing Supplement Applications Submitted Using Both Grants.gov and HRSA EHBs - After the Grants.gov application is pulled into EHBs and validated, the AO verifies the pending application in HRSA EHBs, fixes any validation errors, and makes necessary corrections.  Supplemental forms are completed.  The application must then be submitted by the AO assigned to the application within HRSA EHBs.  (The designee of the AO can also submit the application.)  The completed application must be submitted to HRSA by the due dates listed within the program guidance.

(
NOTE:  You must submit the application by the due date listed within the program guidance.  There are two deadlines within the guidance – one for submission within Grants.gov and the second for submission within HRSA EHBs.
Performance Measures for All Competitive Applications - Many HRSA guidances include specific data forms and require performance measure reporting.  If the completion of performance measure information is indicated in this guidance, successful applicants receiving grant funds will be required, within 30 days of the Notice of Grant Award (NGA), to register in HRSA’s Electronic Handbooks (EHBs) and electronically complete the program specific data forms that appear in this guidance.  This requires the provision of budget breakdowns in the financial forms based on the grant award amount, the project abstract and other grant summary data, and objectives for the performance measures.

5.
General Instructions for Application Submission

The following guidelines are applicable to all submissions unless otherwise noted.  Failure to follow the instructions may make your application non-compliant.  Non-compliant applications will not be given any consideration and the particular applicants will be notified.  It is mandatory to follow the instructions provided in this section to ensure that your application can be printed efficiently and consistently for review.

5.1.
Narrative Attachment Guidelines

5.1.1.
Font 

Please use an easily readable typeface, such as Times Roman, Arial, Courier, or CG Times.  The text and table portions of the application must be submitted in not less than 12- point and 1.0 line spacing.  Applications not adhering to 12-point font requirements may be returned.  For charts, graphs, footnotes, and budget tables, applicants may use a different pitch or size font, not less than 10 pitch or size font.  However, it is vital that when scanned and/or reproduced, the charts are still clear and readable.

Please do not submit organizational brochures or other promotional materials, slides, films, clips, etc. 

5.1.2.
Paper Size and Margins

For duplication and scanning purposes, please ensure that the application can be printed on 8 ½” x 11” white paper.  Margins must be at least one (1) inch at the top, bottom, left and right of the paper.  Please left-align text.

5.1.3.
Names

Please include the name of the applicant and 10-digit grant number (if competing continuation, competing supplement, or Non-Competing Continuation) on each page.

5.1.4.
Section Headings

Please put all section headings flush left in bold type.

5.1.5.
Page Numbering

Do not number the standard OMB approved forms.  Please number each attachment page sequentially.  Reset the numbering for each attachment.  (Treat each attachment/document as a separate section.)

5.1.6.
Allowable Attachment or Document Types

The following attachment types are supported in HRSA EHBs.  Even though grants.gov may allow you to upload various types of attachments, it is important to note that HRSA only accepts the following types of attachments.  Files with unrecognizable extensions may not be accepted or may be corrupted, and will not be considered as part of the application:

.DOC - Microsoft Word 

.RTF - Rich Text Format 

.TXT - Text 

.WPD - Word Perfect Document 

.PDF - Adobe Portable Document Format 

.XLS - Microsoft Excel

File Attachment Names 

· Limit file attachment name to under 50 characters

· Do not use any special characters (e.g., -, %, /, #, ) or spacing in the file name or for word separation 

-- The exception is underscore ( _ )

Note- your application will be ‘rejected’ by Grants.gov if you use special characters or attachment names greater than 50 characters

5.2.
Application Content Order (Table of Contents)

HRSA uses an automatic numbering approach that will ensure that all applications will look the same when printed for objective review.

HRSA uses two standard packages from Grants.gov. 

•
SF 424 (otherwise known as 5161) – For service delivery programs

•
SF 424 R&R – For research and training programs

For each package, HRSA has defined a standard order of forms and that order is available within the program guidance.  The program guidance also provides applicants with explicit instructions on where to upload specific documents.

5.3.
Page Limit

When your application is printed, the narrative documents may not exceed 80 pages in length unless otherwise stated in the funding opportunity announcement.  These narrative documents include the abstract, project and budget narratives, and any other attachments such as letters of support required as a part of the guidance.  This 80 page limit does not include the OMB approved forms.  Note that some program guidances may require submission of OMB approved program specific forms as attachments.  These attachments will not be included in the 80 page limit.

Applicants must follow the instructions provided in this section and ensure that they print out all attachments on paper and count the number of pages before submission.

(
NOTE:  Applications that exceed the specified limits will be deemed non-compliant.  Non-compliant competing applications will not be given any consideration and the particular applicants will be notified.  Non-compliant non-competing applications will have to be resubmitted in order to comply with the page limits. 

6.
Customer Support Information

6.1.
Grants.gov Customer Support

Please direct ALL questions regarding Grants.gov to Grants.gov Call Center at: 1-800-518-4726.  Call Center hours of operation are 24 hours a day, 7 days a week, excluding Federal holidays.

Please visit the following URL for additional support on the Grants.gov Web site:  http://www.grants.gov/help/help.jsp.

6.2.
HRSA Call Center

For assistance with or using HRSA EHBs, call 1-877-464-4772 between 9:00 am to 5:30 p.m. ET or email callcenter@hrsa.gov.

Please visit HRSA EHBs for online help.  Go to:  https://grants.hrsa.gov/webexternal/home.asp and click on ‘Help’ 

6.3.
HRSA Program Support

For assistance with program guidance related questions, please contact the program contact listed on the program guidance.  Do not call the program contact for technical questions related to either Grants.gov or HRSA EHBs.

7.
FAQs

7.1.
Software
7.1.1.
What are the software requirements for using Grants.gov?

Applicants will need to download Adobe Reader. For information on Adobe Reader, go to http://www.grants.gov/help/download_software.jsp#adobe811. 

7.1.2.
Adobe Reader

The Adobe Reader screen is shown in Figure 1 below.


[image: image1]
Figure 1:  Adobe Reader Screen
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Figure 2:  The Adobe Reader Toolbar

1. Submit – Click to submit the application package to Grants.gov (not available until all mandatory documents have been completed and the application has been saved).

2. Save – Click to save the application package to your local computer.

3. Print – Click to print the application package.

4. Check Package for Errors – Click prior to submitting the application package to ensure there are no errors.

Documents that you must include in your application package are listed under Mandatory Documents.  Refer to Figure 3 below.


[image: image3]
Figure 3:  Working with Mandatory Documents (Adobe Reader)

1. Under Mandatory Documents, select the document you want to work on.

2. Click on the ‘Move Form to Complete’ button.

3. Select the document under Mandatory Documents for Submission and click on the ‘Open Form’ button.  (Note:  depending on your version of Adobe Reader, the forms may open automatically when you click on the document name.)

When you open a document for viewing or editing, Adobe Reader opens the document at the bottom of the main application page.  Refer to Figure 4 below.
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Figure 4:  An Open Form in Adobe Reader

Note that the buttons are attached to the top of the page and move with the page.  Click on the ‘Close Form’ button to save and close the form.

Special Note:  Working with Earlier Versions of Adobe Reader

It is highly recommended that you remove all earlier versions of Adobe Reader prior to installing the latest version of Adobe Reader.  Do this by using ‘Add or Remove Programs’ from Control Panel in Windows.

If it is necessary that you keep older versions of Adobe Reader on your computer, you should be aware that the program will unsuccessfully attempt to open application packages with the earlier, incompatible version.  Use the following workaround to avoid this problem.
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Figure 5:  Downloading from Grants.gov

1. From the Grants.gov download page, right-click on the Download Application Package link and select ‘Save Target As…’ from the menu.

2. Save the target on your computer (preferably to the Desktop) as an Adobe Acrobat Document.
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Figure 6:  Selecting Open with Adobe Reader

3. Right-click the icon.

4. Select ‘Open With’ > ‘Adobe Reader 8.1’ from the menu.

7.1.3
Can I download Adobe Reader onto my computer?

There are software applications that allow you to successfully navigate the Grants.gov pages and complete your application.  These applications can be found at:  http://www.grants.gov/help/download_software.jsp#811#adobe811.  However, depending on your organization’s computer network and security protocols you may not have the necessary permissions to download software onto your workstation.  Contact your IT department or system administrator to download the software for you or give you access to this function.

7.1.4.
Is Grants.gov Macintosh compatible?

Yes.  For details, please visit http://www.grants.gov/help/general_faqs.jsp.

7.1.5.
What are the software requirements for HRSA EHBs?

HRSA EHBs can be accessed over the Internet using Internet Explorer (IE) v5.0 and above and Netscape 4.72 and above.  IE 6.0 and above is the recommended browser.  HRSA EHBs are 508 compliant.

HRSA EHBs use pop-up screens to allow users to view or work on multiple screens.  Ensure that your browser settings allow for pop-ups. 

In addition, to view attachments such as Word and PDF, you will need the appropriate viewers.

7.1.6.
What are the system requirements for using HRSA EHBs on a Macintosh computer?

Mac users are requested to download the latest version of Netscape for their OS version.  It is recommended that Safari v1.2.4 and above or Netscape v7.2 and above be used.

Note that Internet Explorer (IE) for Mac has known issues with SSL and Microsoft is no longer supporting IE for Mac. HRSA EHBs do not work on IE for Mac. 

7.2.
Application Receipt
7.2.1.
When do I need to submit my application?

Competing Submissions:

Applications must be submitted to Grants.gov by 8:00 p.m. ET on the due date.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

For applications that require verification in HRSA EHBs (refer to program guidance), Verification must be completed and applications submitted in HRSA EHBs by 5:00 p.m. ET on the due date mentioned in the guidance.  This supplemental due date is different from the Grants.gov due date.

Non-competing Submissions:

Applications must be submitted to Grants.gov by 8:00 p.m. ET on the due date.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

7.2.2.
What is the receipt date (the date the application is electronically received by Grants.gov or the date the data is received by HRSA)?

Competing Submissions:

The submission/receipt date is the date the application is electronically received by Grants.gov.  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

For applications that require verification in HRSA EHBs (refer to program guidance), the submission/receipt date will be the date the application is submitted in HRSA EHBs. 

Non-competing Submissions:

The submission/receipt date will be the date the application is submitted in HRSA EHBs.

Applications must be verified and submitted in HRSA EHBs by 5:00 p.m. ET on the due date. (Two (2) weeks after the due date in Grants.gov.)  Refer to the program guidance for specific dates.

7.2.3
Once my application is submitted, how can I track my application and what emails can I expect from Grants.gov and HRSA? 

You can check the status of your application(s) anytime after submission by logging into Grants.gov and clicking on the 'Track My Application’ link on the left side of the page.  This link will also be included in the confirmation email that you receive from Grants.gov.

When you submit your competing application in Grants.gov, it is first received and then validated by Grants.gov.  Typically, this takes a few hours but it may take up to 48 hours during peak volumes.  You should receive four emails from Grants.gov.

The first will confirm receipt of your application by the Grants.gov system (“Received”), and the second will indicate that the application has either been successfully validated (“Validated”) by the system prior to transmission to the grantor agency or has been rejected due to errors (“Rejected with Errors”).  An application for HRSA funding must be both received and validated by Grants.gov by the application deadline.

Subsequently, the application will be downloaded by HRSA.  This happens within minutes of when your application is successfully validated by Grants.gov and made available for HRSA to download.  On successful download at HRSA, the status of the application will change to “Received by Agency” and you will receive a third email from Grants.gov.

After this, HRSA processes the application to ensure that it has been submitted for the correct funding announcement, with the correct grant number (if applicable) and grantee/applicant organization.  This may take up to 3 business days.  Upon this processing HRSA will assign a unique tracking number to your application.  This tracking number will be posted to Grants.gov and the status of your application will be changed to “Agency Tracking Number Assigned;” you will receive a fourth email from Grants.gov. 

For applications that require verification in HRSA EHBs, you will also receive an email from HRSA confirming the successful receipt of your application and asking the PD and AO to review and resubmit the application in HRSA EHBs.

If is suggested that you check the respective systems if you do not receive any emails within the specified timeframes.

(
NOTE: Refer to FAQ 7.2.5 below for a summary of emails. 

7.2.4.
If a resubmission is required due to technological problems encountered using the Grants.gov system and the closing date has passed, what should I do?

You must contact the Director of the Division of Grants Policy, within five (5) business days from the closing date, via email at DGPWaivers@hrsa.gov and thoroughly explain the situation.  Your email must include the HRSA Announcement Number, the Name, Address, and telephone number of the Organization, and the Name and telephone number of the Project Director, as well as the Grants.gov Tracking Number (GRANTXXXXXXXX) assigned to your submission, along with a copy of the “Rejected with Errors” notification you received from Grants.gov.  Extensions for competitive funding opportunities are only granted in the rare event of a natural disaster or validated technical system problem on the side of either Grants.gov or the HRSA Electronic Handbooks (EHBS) that prevented a timely application submission.  An application for HRSA funding must be both received and validated by the application deadline.

7.2.5
Can you summarize the emails received from Grants.gov and HRSA EHBs and identify who will receive the emails?

	Submission Type
	Subject
	Timeframe
	Sent By
	Recipient

	Non-Competing Continuation
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

OR

“Rejected with Errors”
	Within 48 hours


	Grants.gov
	AOR 

	
	“Grantor Agency Retrieval

Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number

Assignment”
	Within 3 business days
	Grants.gov
	AOR

	
	“Application Ready for Verification”
	Within 3 business days
	HRSA
	AO, BO, SPOC, PD

	Competing Application (without verification in HRSA EHBs)
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

OR

“Rejected with Errors”
	Within 48 hours


	Grants.gov
	AOR

	
	“Grantor Agency Retrieval Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number

Assignment”
	Within 3 business days
	Grants.gov
	AOR

	Competing Application (with verification in HRSA EHBs)
	“Submission Receipt”
	Within 48 hours
	Grants.gov
	AOR

	
	“Submission Validation Receipt” 

OR

“Rejected with Errors”
	Within 48 hours
	Grants.gov
	AOR

	
	“Grantor Agency Retrieval Receipt”
	Within hours of second email
	Grants.gov
	AOR

	
	“Agency Tracking Number Assignment”
	Within 3 business days
	Grants.gov
	AOR

	
	“Application Ready for Verification”
	Within 3 business days
	HRSA
	AO, BO, SPOC, PD


7.3.
Application Submission
7.3.1
How can I make sure that my electronic application is presented in the correct order for objective review?

Follow the instructions provided in Section 5 to ensure that your application is presented in the correct order and is compliant with all the requirements.

7.4
Grants.gov

For a list of frequently asked questions and answers maintained by Grants.gov, please visit the following URL:  http://www.grants.gov/applicants/applicant_faqs.jsp. 

Grants.gov offers several tools and numerous user guides to assist applicants that are interested in applying for grant funds.  To view the many applicant resources available through grants.gov please visit the following URL:  http://www.grants.gov/applicants/app_help_reso.jsp.

Appendix B:  SAMPLE NOTICE OF FEDERAL INTEREST

On (insert date), the Health Resources and Services Administration awarded Grant No. ____________ to (insert name of recipient).  The grant provides funds for (describe purpose of grant, e.g., construction of a building), which is located on the land described below in __________County, State of____________:

(INSERT LEGAL DESCRIPTION OF PROPERTY—Land and Buildings within the scope of the grant project.)

The Notice of Award for this grant includes conditions on use of the aforementioned property and provides for a continuing Federal interest in the property for a period of one year following the completion of the project.  Specifically, the property may not be (1) used for any purpose inconsistent with the statute and any program regulations governing the award under which the property was acquired; (2) mortgaged or otherwise used as collateral without the written permission of the Associate Administrator, Office of Federal Assistance Management (OFAM), Health Resources and Services Administration (HRSA); or (3) sold or transferred to another party without the written permission of the Associate Administrator, OFAM, HRSA.  These conditions are in accordance with the statutory provisions set forth in [insert the name of the appropriations bill authorizing the award of the construction/major alterations and renovations projects for the particular year –see program guidance], Title 45 CFR part 74 or 92 as applicable, the HHS Grants Policy Statement, and other terms and conditions of award.

These grant conditions and requirements cannot be nullified or voided through a transfer of ownership.  Therefore, advance notice of any proposed change in usage or ownership must be provided to the Associate Administrator, OFAM, HRSA.

Signature: ____________________________

Typed Name: _________________________

Title: ________________________________

Date: ________________________________

(EXAMPLE OF NOTARIZED AFFIRMATION)

STATE OF___________________
COUNTY OF_________________
On this ___day of____________, 20__, before me, the undersigned, a Notary Public for the County of_______________, (State), personally appeared before me and is known to be the person who executed this instrument on behalf of said_____________________, and acknowledged to me that he/she executed the same as the free act and deed of said Corporation.
Witness my hand and official seal.

Notary Public in and for the County of _____________________________, State of_________________.
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