COMPLETING THE APPLICATION FOR FEDERAL ASSISTANCE

SF424, SF424A, AND SF424B

MLK, JR. SERVICE DAY INITIATIVE GRANT APPLICATION

3.1 Overview

All organizations requesting funds from the Corporation for National and Community
Service must complete the Application for Federal Assistance (SF424, SF424A, and
SF424B). The program to which you apply will determine the application requirements
and deadline. Refer to the MLK, Jr. Service Day Initiative Notice of Funding
Opportunity for specific application instructions and deadlines.

To access the Application for Federal Assistance (SF424):

1. Log into eGrants.

2. From the eGrants menu tree, click on the Applications node (plus sign next to the

folder).

3. Open the Application for Federal Assistance (SF424) (double click).
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There are several tabs within the Application for Federal Assistance. These include the
Applicant, Application, Assurances and Certification, Narratives, and Documents Tabs.
Clicking on each of these tabs will provide you with a screen for completing each portion
of the Application.

Note that there is no Budget Tab: The budget is accessed through the “Enter/Edit
Budget” button at the bottom of the Applicant Tab.

Following are instructions for completing each tab, entering the budget, and submitting
the application.

Applicant

Application  Assurances and Certifications  Harratives  Workplan/Performance Measures  Documents

Tabs m—

Prime Application

Application ID [13SR027558  Status |Grantee Intial Etry = DAES'L“:;“" o500 Application I
HOFA |HSVP April 2003 (Yeat 1 of single o mult year grant) LI Program Description ‘
Applicant
M 542777777 ~] Edit Qrganization
Legal Applicant |Tastorgamzatinn ﬂ

Street Address |BBDS Moreland Lane Type of Application |N9W

|Cupbuard under the Stairs If Amendment, select type |

City |Annandale

State VA Zip 22008 -

if no cost extension, |

specify reason
e e s -
Street Address |1 23 main street
[ DateRecemed by CHCS |
City [actackas sate [va zip 12134 - | Date Received by Prime
Project Director |Mct:\inluck“3herry ﬂ ErterEdit Contact Creation Date /11482002
Day Phone |617-365-7006 Created by |CROGERS
E Fax G617-565-8607 Grant
E-mail |smccl\mock@cns.gov Subapplication Type |N7 CRPP RSVP
::';‘;i&';‘"i‘v‘:i“d |cat, Hobkes D |~ | Telephone Humber |sss-555-5555 Title hairbsll prosuction spacialist
Create Application | Enter/Edit Bucyet erify | Submit &pplication ‘ Reports ‘ - Bun Report ‘
Information on Your Previous Grants from the Corporation
If your organization has had a previous grant with the Corporation, the information from
the old grant may have been pre-loaded into eGrants.
3.2 Creating an Application
To begin your new application, press the Create Application button at the bottom
left corner of the screen.
Hame of Authorized !
S Cat, Hobbes D + | Telephone Humber 555-555-5555 Ti
Creste Application | Ertter/Ecit Bucget Werify | Submit &pplication | Reporte

/
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A pop-up window is displayed. The Legal Applicant and EIN fields are filled in with
your organization’s information.

Legal Applicant Test Organization ﬂ EIN |54-2?????? Edit Organization

1. How are you applying to the Corporation?

® Directly to the Corporation " Az g subgrantee/site " Az g state commizsion creating a formuls grant

2. Select the Program and Hotice of Funds Availability (HOFA) under which you are applying.

a. Program |Nati0nal Senior Service Corps ﬂ

b. HOFA |RSVP April 2003 (ear 1 of single or multi year grant) ﬂ

3. Select the type of application you are creating.

® plewy " Cortinuation " Mew GrantPrevious Grantee
Hame of Authorized 7
Representative ﬂ Enter/Edit Rep
Reset/Start Over Broceed Cancel

The pop-up window asks for the following information:
1. How are you applying to the Corporation?

a) Directly to the Corporation — If you are applying directly to the Corporation,
select this option. (This option applies to all MLK Day applicants.)

b) As asubgrantee/site — If you are applying as a subgrantee or site, select this
option.

c) As a state commission creating a formula grant — If you are a state
commission creating a formula application, select this option.

2. Select the Program and Notice of Funding Availability (NOFA) under which
you are applying.

To select the type of program, click on the inverted arrow (pull-down menu
button) and select Other.

The NOFA is the grant or funding to which you are applying. It s critical that
you select the appropriate Notice of Funding Availability (NOFA), otherwise you
will have to begin your application again.
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Click on the inverted arrow for a pull-down list and select Martin Luther King
Day Service Initiative (2004).

3. Select the type of application you are creating.

a. New — If you are applying for a new grant, select this option. (This option
applies to all MLK Day applicants.)

b. Continuation — If you are a grantee applying for a second or third year of
funding within a 3-year grant, select this option. You will be prompted to
select the current grant number.

c. New/Previous Grantee — This option is only available for Senior Corps
grantees. If you are an existing grantee and are beginning the first year of
funding for a 3-year grant, select this option.

4. Name of Authorized Representative. The authorized representative is the person
from your organization who will electronically sign the assurances for your grant
application. This person, along with others completing the grant application in
eGrants, will be required to obtain an account and access eGrants. If the
authorized representative already has an eGrants account, click on the inverted
arrow to get to the drop-down list and select the appropriate person. If the person
is not listed, click on the “Enter/Edit Rep” button to enter the person’s name.

To continue with your application, press the Proceed button on the bottom of the
pop-up window. You will receive an alert notifying you that your application has
been saved, and providing you with your Application ID number. You may
continue completing your application or return to it later.

Make a note of your Application ID number (also found in the top left of your screen).
This is a unique identifier that is helpful when retrieving your application later or
when contacting Corporation or other support staff about your application.

3.3 Applicant Tab

The first section (tab) of the Application for Federal Assistance (SF424) is the
Applicant Tab. Some of the information in this tab is completed when you press the
Start Application button on the bottom of screen and provide the requested
information (see Section 3.2). This section details how you complete the remainder
of this tab.

3.3.1 Applicant (Organization Information)
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This section will already be completed with your organization’s EIN and address.
If you need to make changes to the information, press the “Edit Organization”
button and make the necessary changes. Once the changes are made, save your
information before your proceed

Applicant
EIN 42777777 LI Edit Craanization
Leqal Applicant |Tes*t Organization ﬂ
Street Address |89E|5 Mareland Lane

|Cupboard under the Stairs

City |annandsle State A4 Zip 22005 -

3.3.2 Project/Project Director Information
This section is used to identify the specific project title and information for the
particular grant.

3.3.2.1 Project Title — If you have prior grant applications on file with the
Corporation under the current EIN, you may select the project name from
those on file. To do this, click on the arrow and select the project from the
drop down. If the project title is not listed or it is a new project, press the
“Enter/Edit Program” button. Enter the project information and save.

3.3.2.2 Project Director — If the project director is on file under the current
EIN, you may select the project director’s name from those on file. To do this,
click on the arrow and select the project from the drop down. If the project
director is not listed or it is a new project director, press the “Enter/Edit
Contact” button. Enter the project director’s information and save.

Project/Project Director Informstion

Project Title | LI Enter/Edit Program
Street Address |
Ci'tyl state | zip -
Project Director | ﬂ Enter/Edit Contact
Day Phone Ii
Fax Ii
E-mail |
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3.3.3 Program Initiative

This field is located to the right of the screen in the center and is a drop-down list.
If one of these Program Initiatives applies to your grant, please select it. I1f none
of the Initiatives listed apply to your project as a whole, disregard this field.

Type of Application |NE'-.I'I.-' v|
I Amendment, select type | b |
If no Fns‘t extension, |
specify reason
Original Grant Humber |
Program Initiative | ﬂ

3.3.4 Action Buttons
There are 5 action buttons on the applicant tab. Each is used at various points in
the application process to begin or complete an action.

Create Application | Enter/Edit Budget | Werify | Submit Application | Reports | v| Fun Report

3.3.4.1 Create Application — Click on this button to begin a new application.
See Section 3.2 “Starting an Application” for more details.

3.3.4.2 Enter/Edit Budget — Click on this button to begin entering or editing
your budget. See Section 3.9 “Budget” for details on completing your
application budget.

3.3.4.3 Verify — This allows you to verify that your application has been
completed correctly. See Section 3.10 “Submitting Your Application”
for more details.

3.3.4.4 Submit Application — Click on this button to submit your application
to the Corporation. See Section 3.10 “Submitting Your Application”
for more details.

3.3.4.5 Run Report — This button allows you to view your application in its

entirety. See Section 3.10 “Submitting Your Application” for more
details.
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3.4 Application Tab

The Application Tab is the second tab of the Application for Federal Assistance
(SF424). Complete the following information for your application.

Organization Type [MNon-Profit Catalog of Federal Domestic Assistance Humber |34 004
Areas Affected by Project Cklahoma
{List Cities, Counties, States, etc)
Proposed Project Period Start Date 0655052002 End Date |0E/30/2005 Approved Start Date End Date
[ Application is Subject to Review by State Executive Order 12372 Process If yes, date
[ applicant is Delinquent on any Federal Debt If yes, explain

Program Website Address

3.4.1 Areas Affected by Project — List all the geographic areas that your project
will serve, using cities, counties, and/or states.

3.4.2 Proposed Project Period Start and End Dates — Enter the proposed start
and end dates for your project. For MLK Grants, please refer to the Notice of
Funding Opportunity for available project/budget period.

3.4.3 Whether your application is subject to review by State Executive Order
12372 Process — Indicate if this application is subject to review by the state
Executive Order 12372 Process.

Executive Order 12372, “Intergovernmental Review of Federal Programs,” was
issued with the desire to foster the intergovernmental partnership and strengthen
federalism by relying on state and local processes for the coordination and review
of proposed federal financial assistance and direct Federal development. The
Order allows each state to designate an entity to perform this function. A list of
these “Single Point of contact” entities can be found at:
http://www.whitehouse.gov/omb/grants/spoc.html. Contact the Single Point of
Contact to determine whether your application is subject to the state
intergovernmental review process.

If you indicate yes, you must enter the date a copy of your application was
submitted to the state for review under the 12372 Process.

3.4.4 Whether your organization is delinquent on any Federal debt — Indicate

whether your organization is delinquent on any Federal debt including federal tax
or non-tax debts. If you indicate yes, you must enter an explanation.
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3.4.5 Program Website Address — Enter your project’s website address, if
applicable.

3.4.6 Organization Characteristics — Enter one or more characteristics of your
organization by clicking on the arrow and selecting from the list of values.
Organization characteristics that have previously been entered will already be
displayed. If you have more than 6 characteristics, put your cursor in the last row
and press the green insert button at the top of the screen. This will enable you to
list additional characteristics. Repeat until all characteristics for your organization
are listed.

Crganization Characteristics

|0ther Mative American Organization ll =
|Se|f-|n|:|:nrp|:|rated Senior Carps Project LI

3.4.7 Estimated Funding

The Estimated Funding fields will remain blank until you have completed your
budget. Once the budget is final, come back to the Application Tab. You will see
that the Federal Funds and Applicant Share have automatically been totaled for
you.

All other fields in this section are automatically completed during the application
process.
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3.5 Assurances and Certifications Tab

The Assurances and Certifications Tab allows applicants to agree to perform all
actions and support all intentions in the Assurances and Certifications Documents.
Your authorizing and certifying official(s) must view and electronically sign the
assurances and certifications in this tab before the application can be submitted.

The person logged into eGrants at the time of the assurances and
certification must be the authorizing official.

3.5.1 Authorization

The name of the person selected as the Authorized Representative on the
Applicant tab automatically appears in the authorization section on this tab. The
name cannot be changed on this tab. If you need to change the name, you must
do so on the Applicant Tab.

To authorize the application, complete the following steps:

1. The person who will be authorizing the application must log into eGrants and
access the application.

2. On the Assurances and Certifications tab, read the statement in the Authorization
section, then click on the “I Agree” button directly below. The current date will
appear in the date field.

Autharization

To the best of my knowledge and belief, all data in this application/preapplication are true and correct, the document has been
duly authorized by the governing body of the applicant and the applicant will comply with the attached assurances if the
assistance is awarded.

Authorized by éKramer,Cosmo Title EExecutive Dorector Date

| Agree

3.5.2 Assurances

The name of the person selected as the Authorized Representative on the
Applicant tab automatically appears as the certifying official for the Assurances.
The name cannot be changed on this tab. If you need to change the name, you
must do so on the Applicant Tab.

To electronically sign the Assurances, complete the following steps:

1.The authorized certifying official must log onto eGrants and access the
application.
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2. Inthis tab, press the “View/Print Assurances” button. This will open a new
window containing the text of the Assurances. You may print the
Assurances or read them on the screen. When you are finished, close the
window.

3. Click on the “I agree” button. | Agree

4. An assurances window will appear. Click on the “Accept” button.

will comply with relevant statutes as referenced inthe
assurances and wil meet the requirements of the grant
awvard and have the legal authority to apply for federal
asszistance.

Accept Cancel

5. The date field will be automatically filled with the current date.

Agsurances

Authorized Certifying Official “‘(achoris, Thea Title Project Director Date 09/ 0/2002

“iew Print Assurances | | &gree

3.5.3 Certifications

The name of the authorized certifying official for the Certifications can be the
same person as the authorizing certifying official for the Assurances or a different
person. This person can be selected here by clicking on the arrow and selecting a
person on file. If the person needed is not on file, he/she must create his/her own
eGrants account.

To electronically sign the Certifications, complete the following steps:
1. The authorized certifying official must log onto eGrants and access the
application.
2. In this tab, press the “View/Print Certifications” button. This will bring up
a new window. You may print the Certifications or read them on your
computer screen. When you are finished, close the window.

3. Click on the “I agree” button. | Agree
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4. A certifications window will appear. Click on the “Accept” button.

%4 Certifications

5. The date field will be automatically filled with the current date.

hocros. e[ b Ll

__ VewFreenitcatons | _1#gtes |
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3.6 Narrative Tab

Use the Narrative Tab to enter your application narratives.

On the left of the screen you will see the Narrative categories that are required for a
MLK Day grant application. On the right you will see the Narrative Text field. For
each Narrative category, enter your information into the Narrative Text field that is next
to it. You will see that when you highlight each of the categories, the text field changes
depending on what you have entered.

G Rl

%

Applicant  Application  Assurances and Certifications  Harratives | WorkplanPerformance Measures Documents

Harratives Harrative Text
|Sirangihanmg Communities The Jefferson County Retired & Senior Yolunteer Program otfers & varisty of volunteer oppartunities for the Senior Cizen. Some -
opportunitiss are: working at the local hospital, schools, library with blood drives and with the Salvation Army. Cther opportunities are
= - working with the Historical Society as docents in the local museums. The latest museumn that one of our volunteers works at has offered
Program Managsment training to learn how tree saddles were made. it also included a Blacksmith shop. Each of the workstetions train the voluntesrs for

particular jobs. Whether it be volurtesing at the Rairoad Museum or Lanier Mansion our volurtesrs receive newr and unique skils.
Organizational Capacity

Other The volunteers lives are touched and enhanced as they see that they are a viable and very useful person who can make a difference in their
— community, By giving te others it in turn helps them. The volunteer opportunities offered help the senior feel mportant and useful.

B The Jetferson County RSV recrults volurtesrs in various ways: the voluntesr themselves recrutt frisnds, RSV displays information st
booths st differert community eventsto welcome others such as:  Community Welcome Days,
4-H Fair, and art fairs etc.Recruiting is also done by the director who address and speaks to many senior ciizen groups in the ares. Retired

,7 Federal Employess, Retired Teachers' Associstion, and different Senior luncheons

Fetaining volunteers iz zometimes a difficult task but not impossiole. Sometimes retaining can be difficult because of the heafth or demize of 2
volunteer

Recruitment ai

The best way to retain volurtesrs is to treat them as you would ke to be trested and show them that you appreciate what they do.

The Jefferson Co. RSYP recognizes ts volumteers by having a recognition dinner as wel as other holiday get togethers. Certificates and
oifts are also distributed. Birthday cards are also sent out to recoonize the volurteer .

The RSVP Director and volurnteers are always sager to assist and help the workstations and communtty groups. RSVP voluntesrs help
United Way during their fund drive and with office assistance by typing pledge cards thet are mailed 10 businesses as well as help with the
fund drive:

#of Unduplicated Volunteers 130

e

3.6.1 Entering Text
There are two methods for entering text into the Narrative field:

Method #1:

Double click on the white space and open the Editor Box. Begin typing your
narrative directly into the Editor. When you are finished, click on OK and the
text will appear in your Narrative Field.
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Method #2:

Compose your narrative in a Microsoft Word (or other word processing)
document and then “Cut and Paste” it into the Narrative Text field. To do this,
follow these steps:

Compose your narrative in a Word document.

Log into eGrants and click on the Narratives Tab.

Open the Word document that contains your narrative

Highlight the text you want to copy

Go to the Edit menu and select “Copy”

Go to eGrants and put your cursor in the appropriate narrative field

N g s~ w e

Go to the Edit menu again and select “Paste.”

Helpful Hints:

If eGrants does not accept your information, you may be trying to put too
much text into the field. Try the Cut and Paste operation again, but move a
smaller amount of information at a time.

Be sure to Spell Check your document while it is in Word. eGrants cannot
perform this function.

eGrants does not accept most Word formatting features. To ensure that
your information is copied correctly, do not use Bold, Italics, Bullets,
Underlines or other formatting tools.

3.8 Documents Tab

The Documents Tab includes a list of the documents that are required for your
application, but must be submitted separately from eGrants. There are no required
documents for the MLK Day application.

Section 3. MLK 424
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3.9 Entering a Budget

1. Open the Enter Budgets Screen

To enter your budget, click on the “Enter/Edit Budget” button at the bottom of
the Applicant Tab on the Application for Federal Assistance 424 screen.

hMeclintock, Sherry [_

ST
| EdeEdtbuiget | very |

This will take you in the Enter Budgets screen (seen below for a Senior Corps
grant application). Note that most of the screened is grayed out. This will
change as soon as you highlight a budget category or sub-category.

IG-Faster Grandparent Program

é}Sedion |. Wolurteer Support Expenses
(—&. Project Personnel Expenses
—B. Personnel Fringe Benefits
Z-C. Project Staff Travel

t\_uca\ Travel

Long Distance Travel

—D. Equipment
—E. Supplies
(—F. Contractual and Consuftant Serv
1. Cther Yolunteer Support Costs
—J. Indirect Costs

(Z-Zection II. Volunteer Expenses

|:A. Stipends
B. Other Yolunteer Costs

Section 3. MLK 424 14



2. Select a Budget Category

On the left side of the Enter Budgets screen, you will see a menu tree with a list
of budget categories appropriate for your program. To enter your budget details,
put your cursor on each of the budget categories or sub-categories. You will
notice that the fields to the right change depending on which category or sub-
category you have highlighted. (If your cursor is on a main heading and/or
section title, the screen to the right will appear entirely gray.)

File Edit Commands Vind oy

eIl E4 ]

%8 Enter Budgets (ent_hgtic Do

Grant Detailz

Application ID 03SF026402 Project ‘FGP TEST [ walidated Yalidste
Grant # Legal Applicant ‘Tes‘l Organization
E— puget =&
Original Grant # Corporate Program ‘Fos‘ter Grandparents Reports m W
[G-Foster Grandparent Program Details for A. Project Personnel Expenses
é}Sadion I Wolurteer Support Expenses
= = Annual Total CHCS Grantee Excess
= ¥ Line Position/Title Qty  Salary % Time Amount Share Share Amount
e | | I e g
=-C. Project Staff Trawvel =
|:anal Travel r ‘ [t ’7| | | | | |
Long Distance Travel .
—D. Equiptment |— ‘ = ’_| | | | | |
-
E. Supplies
[—F . Cortractual and Consuttant Sery |— ‘ % ’_| | | | | |
1. Other Yolunteer Support Costs
—J. Indirect Costs |7 ‘ % ’7| | | | | |
S-Section Il Yolunteer Expenses |— ‘ [x] ’_| | | | | |
|:A Stipends byl
B. Cther Volunteer Costs |— ‘ (bl ’_| | | | | |
-
B ‘ Al | | | | | | _
- -
n —_ Totale | | 50/ 50| $0

Enter Budget Information

For each budget category, enter the budget details, according to the Notice of Funding
Opportunity. You must enter a value for the CNCS share and the Grantee share. The
total of CNCS share and grantee share must equal the Total Amount.

Save
Remember to save often! You can return to this screen at any time to
continue working on your budget. {E‘;:

Validate the Budget
Before you can submit your application to the Corporation, you must have a valid
budget that follows the guidelines for the program to which you are applying. For
example, the grantee share may need to be a minimum percentage of the total
amount. Before you can validate the budget, you must Save. To verify that your
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budget meets program guidelines, click the Validate button at the top right of the

screen.
™ Validated Walidate R

If there are any problems with the budget, a window listing the problems will be
displayed. Note all of the corrections that are needed.

s Budget Validation Errors

Line # Budget Level Error Level Entry Description Message
F ttem = - Ecpipment Equipment must have & unit cost over $5000. Use "Suplies

) S :

1 e -  —
I [ — - —
[0 [

D

KD DD KD KD

£}

s}
S
2
g

Goto Error

Click on “Go to Error” and make the adjustments to the budget and attempt to
validate again. If your budget is valid, a message will confirm this:

‘ Budget validated without errors I validated Walidste
Reports | Budget | BunReport

Notice that the “Validated” checkbox is now checked. If you make any changes
to the budget after validating, you will need to validate again.

The information that you enter in this screen becomes both
your budget cover sheet and your budget narrative. A
separate form is not required for the budget narrative.
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3.10 Submitting Your Application

3.10.1 Validating and Verifying Your Application
In order to submit your application, your budget must be validated and your
application must be verified. If there are any errors, you will not be able to
submit your application.

» To validate the budget, click on the “Enter/Edit Budget” button from the

Application for Federal Assistance (SF424). Click on the “Validate” button from
the Enter Budgets screen.

[ Validated Validate | < —
Reports |Budget | Run Repart

If there are no errors, you will receive a
message: Budget validated without erors

If there are errors in your budget, a box will be displayed with each error.
Correct the errors and re-validate the budget until there are no errors.

The system indicates that the budget has 7 Validated Walidate
been validated in the upper right of the

screen with a check mark in the
y _ » Reports | Budget | Run Report
validated” box. | | Q

» To verify the Application for Federal Assistance (SF424), click on the “Verify”
button from the Application for Federal Assistance (SF424).

Creste Application EnterEcit Budget | “erify | Submit Application Reports i vJ Run Report
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If there are no errors, you will receive a message that there are no errors.
If there are errors in your application, a box will be displayed with each
error. Correct the errors and re-verify the application until there are no
errors.

3.10.2 Submitting Your Application
When the application is verified, submit your application to the Corporation by
clicking the “Submit Application” button from the Application for Federal
Assistance (SF424) Applicant Tab.

Creste Application EnterEcit Budget “erify Submit Application Reports v| Run Report

You will receive a pop-up window that says your application has been
successfully submitted to the Corporation. In addition, you will note that:

1. The status of your application changed from “Grantee Initial Entry” to “Submitted
to CNCS” in the Application for Federal Assistance screen.

Application 1D Status |Subm'rl'ted to CHCS LI
HOFA |Learn and Serve Community-Bazed Mews [Test - 2002 LI

2. The date the application was submitted is entered in the “Received by CNCS”
date field in the Application for Federal Assistance screen.

Date Received by CHCS 040272002
Date Received by Prime

Creation Date 040272002

Created by BGRAMTEE

Once an application has been submitted to the Corporation you cannot make any
changes to the application.

Section 3. MLK 424 18



