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Summary of Recent Changes to the Guide

Summary of Recent Changes

Changes included in version dated June 15, 2012

Part 11 1. System for Award Management (SAM) implementation language was updated.

Part lll 6.1 Checking Grants.gov Application Status was modified to include instructions about how
to view application manifest and what to do if issues are found.

PartlV1.9 SAM implementation language was updated.
Language was added about viewing manifest.

Part V2.18 SAM implementation language was updated.

Part V4.2 Added arequirement to include a felony and tax certification with the application.
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Introduction

l. INTRODUCTION
1. Background

The National Institute of Food and Agriculture (NIFA) is an agency within the U.S. Department of Agriculture (USDA),
part of the executive branch of the Federal Government. Congress created NIFA through the Food, Conservation, and
Energy Act of 2008. NIFA replaced the former Cooperative State Research, Education, and Extension Service
(CSREES), which had been in existence since 1994,

2. Purpose and Scope

This instruction document is intended to assist applicants in the preparation and submission of applications to
NIFA. ltis also the primary document for use in preparation of applications via Grants.gov. Where appropriate,
relevant sections of the Grants.gov User Guide have been incorporated by reference.

3. Intended Audience

Individuals, organizations, etc. that meet the eligibility requirements of a NIFA funding opportunity and are
interested in submitting an application to NIFA in response to a funding opportunity.

4, Document Symbols

The following symbols are used throughout this document to highlight information that is of particular interest or
importance:

USDA
= This symbol indicates NIFA-specific instructions.

B s symbol represents a link to an important reference material.
)

This symbol represents a required field. Required fields in application forms are further indicated by a
yellow highlight.

5. Referenced Documents

5.1 NIFA Funding Opportunity

A NIFA Funding Opportunity (e.g., request for applications, full announcement) provides information specific to an
opportunity for funding through NIFA. A request for applications (RFA) includes, among other things, eligibility
information and guidance for the preparation of applications for submission to NIFA. NIFA makes active funding
opportunities available via Grants.gov (http://www.grants.gov) or the NIFA web site.

El NIFA Funding Opportunities via the NIFA web site: http://www.nifa.usda.gov/fo/funding.cfm

e

5.2 Grants.gov User Guide

The Grants.gov User Guide is a comprehensive reference to information about Grants.gov. Applicants can
download the User Guide as a pdf document.

Bl Grants.gov User Guide: http://www.grants.gov/help/user_quides.jsp
)
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. GENERAL INSTRUCTIONS FOR SUBMISSION VIA GRANTS.GOV

1. Registration Process

Before using Grants.gov for the first time, each organization must register to create an institutional profile. Once
registered, the applicant’s organization can then apply for any government grant on the Grants.gov website,
including NIFA grants. Because of the time needed for the registration process, the process should be
initiated well in advance of the electronic submission of an application.

Grants.gov Registration: http://www.grants.gov/applicants/get registered.jsp

USDA

= The registration process includes the Central Contractor Registration (CCR). CCR is the official,
FREE on-line registrant database for the U.S. Federal Government. CCR collects, validates, stores and
disseminates data in support of agency acquisition and award missions. CCR validates the registrant
information and electronically shares the secure and encrypted data with the federal agencies’ finance
offices to facilitate paperless payments through electronic funds transfer (EFT). Registrants are required
to complete a one-time registration to provide basic information relevant to procurement and financial
transactions. Registrants must update or renew their registration at least once per year to maintain an
active status.

Entities (private non-profits, educational organizations, state and regional agencies, etc.) that apply for assistance
awards from the Federal Government through Grants.gov must register with CCR. Each entity that applies and
does not have an exemption under Sec. 25.110 of 2 CFR will: (1) Be registered in the CCR prior to submitting an
application or plan; (2) Maintain an active CCR registration with current information at all times during which it has
an active Federal award or an application or plan under consideration by an agency; and (3) Provide its DUNS
number in each application or plan it submits to the agency (the DUNS Number is assigned by Dun & Bradstreet,
Inc. (D&B) to identify unique business entities).

Registration in no way guarantees that a contract or assistance award will be awarded. Please note that
any information provided in your registration may be shared with authorized federal government offices.

Beginning August 9, 2011, the Grants.gov validation process will include a check for an active CCR
registration (applicants with expired CCR registrations will be rejected).

In July 2012, the System for Award Management (SAM), a new system that was combines eight federal
procurement systems, including the Central Contractor Registry (CCR), and the Catalog of Federal Domestic
Assistance into one new system, is expected to be implemented. Once implemented, the CCR activities will be
conducted through SAM (the CCR website will redirect users to SAM). At that point, those organizations that
need to register will visit https://www.sam.gov/sam/. Those organizations that already have a CCR registration
will visit the SAM website and should note the following:

* You'll create a new SAM User ID and Password.

* Your CCR permissions will be verified via your email account.

* Your CCR registration information (Entity Information) will be waiting for you in SAM.

2. Software Requirements1

21 Adobe Reader

In order to access, complete and submit applications, applicants must download and install a version of Adobe
Reader compatible with Grants.gov. This software is essential to apply for NIFA Federal assistance awards.
For basic system requirements and download instructions, please see the Grants.gov User Guide.

To verify that you have a compatible version of Adobe Reader, Grants.gov established a test package that will
assist you in making that determination.

! Note: If the applicant has problems setting up software on their machine, the applicant may not have security permissions

to install new programs on their system. If that is the case, they should contact their organization’s system administrator.
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lll. NIFA-SPECIFIC INSTRUCTIONS FOR SUBMISSION VIA GRANTS.GOV

1. Comments on NIFA Instructions

To submit comments to NIFA regarding the content of the NIFA Grants.gov Application Guide send an e-mail to:
policy@nifa.usda.gov (this e-mail address is intended only for receiving comments). Please include “NIFA
Grants.gov Application Guide” in the subject line of the e-mail and detailed information regarding the comment.

2. Components of a NIFA Application

The documents listed in Table 1 are components that may be part of a NIFA application. The Grants.gov
Application Package for the funding opportunity will identify which forms are required (must be submitted to NIFA
as part of the application) and which one(s), if any, are optional (may, as necessary, be submitted to NIFA as part
of the application). Detailed instructions for completing the documents can be found on the page indicated in the
table.

Table 1. Components of a NIFA Application

Document Instructions
R&R SF424 Cover Sheet See Part V.
R&R Project/Performance Site Location(s) See Part V.
R&R Other Project Information See Part V.
R&R Senior/Key Person Profile See Part V.
(Expanded)
R&R Personal Data See Part V.
R&R Budget See Part V.
R&R Subaward Budget Attachment See Part V.
Supplemental Information See Part VI.
NRI Proposal Type Form See Part VL.
SBIR/STTR Information See Part VI.

3. Conformance with Application Preparation Requirements

It is imperative that all applications conform to the application preparation and submission instructions. All
attachments to an application must comply with NIFA font, spacing and margin requirements and MUST be in
pdf (portable document format) (see Part lll., 3.1) otherwise the application is at risk of being excluded from
NIFA consideration or handled otherwise. Please note that a NIFA RFA may include specific requirements;
therefore, it is critical to pay particular attention to any related language in the RFA. NIFA may exclude from
consideration applications that are not consistent with these instructions or those included in the applicable RFA.
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3.1 Attachments (Required to be in pdf)

A. Format of Contents: Attachments to an application should be a typed or word processed document
using no type smaller than 12 point font regardless of line spacing with at least one-inch margins.
Each page of an attachment should be numbered sequentially. These specifications apply unless
noted otherwise in a request for applications (RFA). If a page limitation applies to a specific
attachment it will be noted in this Guide or the RFA.

B. File Format: NIFA REQUIRES the electronic application attachments be in portable document
format (pdf). Using pdf format allows applicants to preserve the formatting of their documents. In
order to save a document as a pdf, the applicant will need to use pdf generator software. Grants.gov
has published the following web page on tools and software that the applicant can use:

assswwm Tools and software the applicant can use for portable document format:

http://www.grants.gov/help/download software.jsp#pdf conversion programs

C. FEile Name Restrictions: File names of pdf attachments must be limited to 50 characters, may not include
special characters (e.g., &,—,*,%,/,#), periods (.), blank spaces or accent marks, and must be unique (i.e., no
other attachment may have the same file name). An underscore (example:my_Attached_File.pdf) may be
used to separate a file name.

D. File Protections: The pdf attachment must NOT be password protected. This requirement includes
attachments that are submitted as part of a multi-organization application; therefore, the lead institution
should ensure, prior to application submission, that documents from collaborators are NOT password
protected.

ANY APPLICATION NIFA RECEIVES CONTAINING ATTACHMENTS THAT ARE
NOT COMPLIANT WITH A. THROUGH D. ABOVE ARE AT RISK OF BEING
EXCLUDED FROM NIFA CONSIDERATION.

ATTENTION: There is a paper clip icon on the left side of the page in every application. Do NOT attach
documents with this function. If you attach documents under this function your application will be
incomplete and cause errors.

4, Submission of Same Application to Multiple Agencies

Concurrent submission of an application to other organizations for simultaneous consideration will not prejudice
its review.

5. Submission of an Application for NIFA Review

An application may be submitted only once to NIFA. The submission of duplicate or substantially similar
applications concurrently for review by more than one program will result in the exclusion of the redundant
applications from NIFA consideration.

6. Application Status
6.1 Grants.gov Application Status and Viewing the Application Manifest

Within two days of submitting a grant application, Grants.gov will send two email messages to the applicant:

e The first will confirm receipt of the application by the Grants.gov system.
e The second will indicate that the application has either been successfully validated by the system prior to
transmission to the grantor agency OR has been rejected due to errors.
Page 10
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o |If the application was successfully validated then Grants.gov will send a third e-mail that the application
has been passed to the Agency. .

There are two ways to verify the status of an application submitted to Grants.gov. One way is to use the “Track
My Applications” under the Applicants section of Grants.gov. This does not require a user name or password.
The second way is to “Check My Application Status” under Applicant Login located under the Applicants section
of Grants.gov. This status requires a user name and password to be accessed and used. This latter option
provides the applicant the opportunity to view a “manifest” of submitted forms and files within Grants.gov. This
manifest will allow the applicant to review the list of forms and file attachments that were properly uploaded and
received by Grants.gov.

OPTION 1 - Check status of application

! Check Grants.gov Application Status on the Track My Application Page:

asmsssem https://apply07.grants.gov/apply/checkApplStatus.faces Once on the Track My Application page, enter
up to five Grants.gov tracking numbers (one per line) and select the Track button. The system will display
general information about the status of each application in a chart format as shown below.

Application status of tracking number(s) are listed below:

CFDA [Opportunity Number |Comp. ID|Grants.gov # |Date/Time Received|Status =~ |Status Date

10.310 USDA-MIFA-AFRI-003742 GRANT11149830 05-Jun-1201:01:58 PM  Rejected with Errors  05-Jun-12 01:03:21 PM
10.310 USDA-MIFA-AFRI-003742 GRANT11148685 05-Jun-1212:38:06 PM  Validated 05-Jun-12 12:41:23 PM
10.310 USDA-MIFA-AFRI-003742 GRANT11148360 05-Jun-12 11:39:36 AM  Rejected with Errors  05-Jun-12 11:40:22 AM
10.203 USDA-MIFA-HATCH-003724 GRANT11116291 23-Apr-12 08:47:13 AM  Received by Agency 23-Apr-12 09:02:51 AM
10.500 USDA-NIFA-SLBCD-003598 GRANT11116288 23-Apr-12 08:30:11AM  Received by Agency 23-Apr-12 08:32:42 AM

OPTION 2 - Check status of application and view manifest of submitted forms and files

asssww  Check Grants.gov Application Status on the Check My Application Status Page:
https://apply07.grants.gov/apply/login.faces?cleanSession=1&userType=applicant

Once logged in using the above link you will be in the Applicant Center. In the applicant center choose the
“Check My Application Status” link. You will be given the option to search for your application(s) in several
different ways. Choose the one that best fits what you are searching for and how the information should be
displayed to you. Once you have made your selection(s) you will be presented with a chart as shown below.
One of the columns in the chart is entitled, Submission Name/Files. You may view the list of file(s) and
attachment(s) (i.e., the manifest) submitted for a particular application by selecting the link in the Submission
Name/Files column for that application.

CFDA Opportunity Number Comp. ID Grants.gov # Date/Time Received Status Status Date Agency Tracking # and Notes Submission Name/Files
Received 201112132

10500  USDA-NIFATRAIN-001234 GRANTO0551265  2011-12-13 15:14:37 Test Application
by Agency  15:18:21
Releded 50499214

10500  USDANIFATRAIN-001234 GRANTO0551290  2011-12-14 09:40:10 with Sa00 Test Application
Errars

10500  USDA-NIFATRAIN-001234 GRANTO0551291  2011-12-14 09'4316 FEEE R | 20 Test Application
byAgency  09:53:37 Testazplicaion
Rejeded 50494244

10500  USDA-NIFATRAIN-001234 GRANT00551292  2011-12-14 09:55:34 with e My Test Application
Errors T
Relected  5p94.92.14

10500  USDA-NIFA-TRAIN-D01234 GRANTO0551294  2011-12-14 09:56:28 with Satos Test Application

Emors
It is extremely important for the applicant to thoroughly review the manifest to ensure that required attachments
outlined in the RFA are included and follow PDF requirements (see Part Il Section 3.1 of this Guide for NIFA
attachment specifications). Submitted applications that do not contain the required forms and file attachments

will not be reviewed.
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If issues are found with the manifest, applicants are to submit the application:

PRIOR to the deadline - It is preferable that applicants correct the application and submit it prior to the
established deadline for the applicable funding opportunity. The applicant MUST notify the Agency Contact
(identified in Part VII of the applicable request for applications) via telephone or email so s/he is aware that there
are two applications and that one is to be accepted and the other removed from consideration. Without the
notification, both applications may be excluded from consideration per section 5. of this Part.

FOLLOWING the deadline — Applicants are advised to correct the application and submit it as soon as is
feasibly possible. Note, however, that this latter submitted application will be considered late (see “meeting the
deadline” under Part V, 1.9 of this Guide) and documentation of the extenuating circumstance (e.g., hurricane,
flood, fire) must be provided accordingly. The applicant MUST notify the Agency Contact identified in Part VII of
the applicable request for applications) via telephone or email so s/he is aware that there are two applications and
that one was submitted prior to the deadline with issues and a corrected version submitted following the deadline.
Without the notification, both applications may be excluded from consideration per section 5. of this Part. If the
late application is not accepted for consideration it is possible that the one submitted prior to the deadline may be
accepted for consideration if it meets Grants.gov and agency validation processes.

6.2 USDAV/NIFA Application Status

NIFA will send two email messages to the applicant.
e The first will confirm receipt of the application by NIFA.
e The second will indicate that the application has either been accepted OR declined for review by NIFA.

7. Grants.gov and NIFA Assistance
71 Grants.gov Contact Center

If help is needed with the Grants.gov registration process for the applicant organization, downloading or
navigating Adobe forms, or with the technical aspects of submitting to the Grants.gov system, check the
resources available on the Grants.gov web site first (http://www.grants.gov). The Grants.gov Help page
(http://www.grants.gov/help/help.jsp) contains useful information including answers to frequently asked questions

(FAQs).

Grants.gov assistance is also available as follows:

Grants.gov customer support

1-800-518-4726 Toll-Free or 606-545-5035

Business Hours: 24 hours a day, 7 days a week. Closed on Federal Holidays.
Email: support@grants.gov

If the Authorized Representative (AR) has not received a confirmation message from Grants.gov within 48 hours
of submission of an application, please contact Grants.gov customer support.

When Grants.gov is contacted, a ticket number is issued to track the response. The applicant should maintain
the ticket number as documentation of electronic issues associated with the application.

Grants.gov Help Desk Operations Process is described below

Tier 1: Grants.gov Contact Center Operator

e Handles the initial contact and attempts to resolve the call.

e If not, files a research request (escalation).
Tier 2: Research Analyst

e Escalations go to the research analyst who does further research on the issue.

e Unable to resolve, issue escalated to Grants.gov Program Management Office (PMO).
Tier 3: Grants.gov PMO

Page 12


http://www.grants.gov/
http://www.grants.gov/help/help.jsp
http://www.grants.gov/aboutgrants/Federal_Holidays_2011.jsp
mailto:support@grants.gov

National Institute of Food and Agriculture, USDA USDA
Grants.Gov Application Guide
——

A Guide for Preparation and Submission of NIFA Application via Grants.gov ‘_‘_‘__..-—l—

June 15, 2012
NIFA-Specific Instructions for Submission via Grants.gov

e Research Analyst works with PMO to resolve issue.
e Typical escalations: Policy questions/System bugs/Training or Meeting requests.

7.2 NIFA Help

Useful information is available via the NIFA web site (http://www.nifa.usda.gov/funding/application_info.html). If
after reviewing the NIFA Grants.gov Application Guide and the applicable request for applications, assistance is
still needed for preparing application forms, contact:

e Email: electronic@nifa.usda.gov
e Phone: 202-401-5048
e Business hours: Monday through Friday, 7:00 am — 5:00 pm Eastern Time, excluding Federal holidays.

7.3 Application File Update — Post Submission

Applications submitted through Grants.gov are considered official submissions to the Federal government.
Applicants wishing to change or correct a previously submitted application should immediately contact the
appropriate NIFA agency contact that is identified in the applicable RFA.
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IV. GRANT APPLICATION PACKAGE INSTRUCTIONS

1. Grant Application Package

A Grant Application Package is tied to a particular funding opportunity. Applications prepared using the Grant
Application Package may ONLY be submitted to the particular funding opportunity to which the Grant Application
is associated. In other words, an application prepared using a Grant Application Package may not be submitted
to a different funding opportunity; one must access the Grant Application Package associated with said funding
opportunity and prepare and submit the application to that funding opportunity.

1.1 Verify Grant Information

Verify that the information shown corresponds to the grant for which the applicant wishes to apply. Grants.gov
will auto-populate the following information:

° Opportunity Title
° Offering Agency
o Catalog of Federal Domestic Assistance (CFDA) Number
I CFDA Description
° Opportunity Number
° Competition ID (NIFA does not utilize this field, therefore, no information will be pre-populated in
the field; the field will be blank. Do not enter any information in the field.
. Opportunity Open Date
° Opportunity Close Date
° Agency Contact
Save & Submit | | Save | | Print | | Cancel | |Check Package for Err|:|r5|
F ]
T AT Grant Application Package

B Opportunity Titia: This electronic grants applica_ﬁnn is hbended_tu
Offering Agsncy: :e usedﬂrﬁpgme;eﬁ:{-:lﬁn Federal funding
CFDA Humber:
CFDA Dagcription: If the Federal funding opportunity listed is not

> the oppertunity for which you want to apply.
Opportunity Humber: close this application package by clicking on the
Compstition 10: "Cancel” button at the top of this screen. You
. will then need to locate the correct Federal

Opportunity Opan Date: =l funding opportunity, download its application
Opportunity Close Date: - and then apply.
agency Contact:

N

This electronic grants application is intended to be used to apply for the specific Federal funding
opportunity referenced here.

If the Federal funding opportunity listed is not the opportunity for which you want to apply, close
this application package by clicking on the “Cancel” button at the top of this screen. You will then
need to locate the correct Federal funding opportunity, download its application and then apply.
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USDA

= An application may only be submitted in response to the Federal funding opportunity from
which it is obtained. For example, you may NOT utilize a grant application package downloaded
for a funding opportunity in one fiscal year to submit an application to another funding opportunity
in the following year even if it is the same program.

1.2 Enter a Name for the Application

A. Check the box indicating that the applicant will be submitting applications on their own behalf (if applicable).
The check box will only be shown on funding opportunities that are open to individuals.

B. Enter a name for the application in the * Application Filing Name field. This field is required. This name is
for use solely by the applicant for you to track through the Grants.gov submission process. It is not used by the
receiving agency. Any combination of letters and/or numbers may be used in the naming of the application file.

i_ | will be submitting applications on my behalf, and not on behalf of a company, state, local or trikal government, academia, or other type of
organization.

* Application Filing Name: | |

1.3 Open and Complete Mandatory Documents

Open and complete all of the documents listed in the “Mandatory Documents” box. Complete the SF-424 (R&R)

first. Data entered on the SF-424 (R&R) will populate other mandatory and optional forms where possible.

Mandatory Documents M Faete  Mandatory Documents for Submisaion
EF424 |R and Rl e

Information
d Related Senlor/HEey Faraon Profile II'
d Related Other Froject Information
And Related Ferscnal Data
And Related Budget

Hovm Farm ke
L

=1
Oipen Fol
To access a form or document, click the form/document name to select it, and then click the => button. This will
move the form/document to the “Mandatory Documents for Submission” box. To open an item to complete it,
simply click on it to select the item and then click on the “Open Form” button. To remove a form/document from
the “Mandatory Documents for Submission” box, click the form/document name to select it, and then click the <=
button. This will return the form/document to the “Mandatory Documents” or “Optional Documents” box.

14 Open and Complete Optional Documents

These documents can be used to provide additional support for the application or may be required for specific
types of funding opportunities.

Optional Documents W Faete  Optional Documents for Submisslon
Hoand M Subaward Sudget ATCachment(s] Sorm Sutarboen Lt
Moww Fonr o
Uwlabn

1.5 Navigating the Forms

The SF-424 (R&R) Cover Sheet and R&R Budget forms/documents are two or more pages in length. The
applicant must complete the mandatory fields on each page of the form/document. To navigate to the next page
of a form/document, simply scroll down the screen.

To go back to the first page of the form/document or to the Grant Application Package screen, simply scroll up the
screen. The application package must be saved from the Grant Application Package screen. More information
on saving the application package is available in Section 1.7, Saving the Application.
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On the R&R Budget form/document, the applicant may enter up to 5 budget periods. To add a new budget
period, the applicant must first complete Budget Period 1 including attaching a budget narrative. The “Next
Period” button at top of page 3 of the R&R Budget form/document will become active once all the
required fields in Budget Period 1 are completed.

RESEARCH & RELATED BUDGET - SECTION F-K, BUDGET PERIOD 1 E Mext Parod i
+ ORGANIZATIONAL DUNS: | |

* Budget Type: [ | Project [] subawardiConsartum

Enter mame of Organization: | |

Many of the forms/documents in the application package require the applicant to attach files. As stated in
Section 3.1, Portable Document Format (pdf), NIFA REQUIRES that ALL attachments be submitted in pdf
format. All attachments also must have a unique name to identify the attachment. Attachment file names should
indicate the file contents (e.g., Project Summary).

1.6 Accessing Help Tips

To access help tips scroll over a field on the form/document to reveal the help text for that field. Not every field
has a help tip.

1.7 Saving the Application

The application package can only be saved from the Grant Application Package screen. It is recommended that
after the applicant completes each form/document that they save the application package by clicking on the
“Save” button at the top of the Grant Application Package Screen. It is important to note that the application
package will be saved to the last active directory on the applicant’s computer. Therefore, the applicant should
save the application package to their hard drive where it can be easily accessed. The applicant may save their
application package at any time and should save the application package with the same file name each time.

1.8 Check Package for Errors

To initiate the Grants.gov edit check process, simply click on the “Check Package for Errors” button at the top of
the screen.

This process will identify all mandatory fields that have not been completed by the applicant. These errors will be
displayed one at a time.

USDA
== No checks against NIFA business rules will take place at this time (e.g., no checks will occur to
ensure compliance with the pdf attachment requirement, formatting requirements). Beginning
August 9, 2011, the Grants.gov validation process will include a check for an active Central Contract
Registry (CCR) registration (applicants with expired CCR registrations will be rejected) (see section 1.9
below for further information about the submission process). In July 2012, the CCR registration
activities will be conducted through the System for Award Management (SAM). See Part Il.1. for
more detailed information.

ATTENTION: There is a paper clip icon on the left side of the page in every application. Do NOT attach
documents with this function. If you attach documents under this function your application will be incomplete and
cause errors.

1.9 Submitting an Electronic Application
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The

REMINDER: See Part lll, 3.1 for pdf attachment requirement information. ANY APPLICATION
NIFA RECEIVES WITH ATTACHMENTS THAT ARE NOT COMPLIANT WITH ITEMS
A. THROUGH D. OF PART 111, 3.1 IS AT RISK OF BEING EXCLUDED FROM NIFA
CONSIDERATION. Partial applications will be excluded from NIFA consideration.

AR must open the browser, open the application and then press the Submit button. To

submit the application:

gabhwnN PP

6
7.
8

. Close all open browser(s) and running applications.

. Open the internet browser.

. Navigate to the physical location where the application file is located. Select the application to open.

. The internet browser will open the application. This may take a few moments. Please be patient.

. Once the application is completely open, click the Save button. (The Save and Submit button will not
become active until all mandatory documents have been properly completed and there are no errors in the
application, and you have saved the file after opening the internet browser.) The Save and Submit button
will now be active.

. Click Save and Submit.

A dialog box will appear and you will need to enter your Grants.gov username and password.

. Lastly, click Login.

Once you have saved the application using the Save & Submit button, a dialog box will appear and you will need
to enter your Grants.gov username and password. Follow all onscreen instructions for submission.

Only the AR has the authority and user rights to Sigh and Submit an application to Grants.gov. Additional
submission tips may be found at the Grants.gov website.

asssew Grants.gov Submission Tips: http://www.grants.gov/applicants/submit_application fags.isp

USDA

step

= Described below are the requirements for successful submission of an application, all of the following

s must be met for an application to be considered for competitive peer review:

1) Meeting the deadline: To electronically send the application to Grants.gov the submit button is hit, which

triggers a date and time stamp on the application. The date and time stamp is used to determine whether
the application was received by Grants.gov before the deadline, which is prior to close of business (5:00
p.m. Eastern Time) on date as identified in the applicable request for applications. An application
submitted or resubmitted after the deadline is late. Consideration of late applications is only given in
extenuating circumstances (e.g., natural disasters, confirmed Grants.gov outage) with proper
documentation and support of the Agency Contact (see Part VII of the request for applications; for the
Small Business Innovation Research program (SBIR) the Program Contacts are specified under
subsection 1.5 of the SBIR Program Solicitation). The occurrence of one of these situations does not
automatically ensure that a late application will be accepted. If an applicant wants a late application
considered under an extenuating circumstance, the applicant should contact the Agency Contact
accordingly.

Successful Grants.gov validation: The Gran