APPLICATION INSTRUCTIONS
APPLICATION AND SUBMISSION INFORMATION

A.  Address to Request Application Package:  

This announcement contains all the information and electronic addresses necessary to obtain the required forms and submit an application.  If you are unable to access this information electronically you may request a paper copy of the announcement by submitting your request in writing to:  
B.  Content and Form of Application: 
The application package shall consist of all the required Standard Forms shown below AND a project narrative and budget narrative that must include the following information: 



1.  Required Standard Forms:

	SF Forms to Submit
	SF Form Information

	Application
	Form SF-424, Application for Federal Assistance.  Please include Funding Opportunity #NM-RFA08-0005 on the SF-424.  

	Budget Information
	Form SF-424A, Budget Information - Non-Construction Programs 

	Assurances
	Form SF-424B, Assurances - Non-Construction Programs 

	Disclosure of Lobbying
	Form SF-LLL, Disclosure of Lobbying Activities




2.  Detailed Narrative Proposal:

The Proposal Submission Format (Attachment A) can be used as an example when submitting your proposal.  The proposal technical text must be no longer than 10 pages, no smaller than font size 11, and have 1-inch margins.  The 10-page limit includes all text, figures, and references, but the vitae of all key personnel involved in the project may be attached and are not counted in the 10-page limit so long as there are no more than seven (7) total pages of vitae.  The text should include the following:




a. Introduction, Purpose, Objectives, and Relevance – (1) Describe the applicant’s understanding of the proposed projects and why the application is being submitted; (2) Define who will benefit from the project; (3) Describe the applicant’s objectives in wanting to receive this award and carry out funded project; (4) Describe the applicant’s ability to perform the work being funded, including describing collaboration and partnership with others on similar projects and the aspects of the applicant’s mission and organization that will ensure successful performance and accountability for the accomplishment of projects and for the federal funding.




b. Technical Approach – Applicants, in their proposal, should provide the following information and capability:  


1.   Provide crews in suitable numbers to complete work within allowed timeframes;


2.   Provide certification of safety or other training needed for the project;


3.   Provide transportation to and from the work sites;


4.   Provide workers compensation insurance for crews;


5.   Show procedures that would be used to complete the proposed work;

6.   Provide for the sharing of costs for implementing projects among their organization, other partners, 
or (if applicable) other landowners;


7.   Provide educational assistance to crew members upon successful completion of their work;


8.   Match funds from BLM with grants from other entities;


9.   Provide information on the type and amounts of insurance your organization carries.




c. Qualifications, Experience, and Past Performance - Describe your staffing plan and the personnel who will carry out the Project Activities.  List all project personnel, including consultants.  Provide vitae for key personnel.  Describe their roles and responsibilities and the amount of time each will dedicate to the project.  Briefly describe how their experience and qualifications are appropriate to successfully achieve the stated objectives from receipt of funding through completion and final inspection of a specific project.




d. Monitoring and Evaluation of Specific Projects – Describe your plan for monitoring specific projects developed and funded under this agreement, how each project will ensure accountability of the entity carrying out the project, and how the applicant will evaluate the success of the funded effort and take appropriate corrective action, if necessary.  

3.  Detailed Budget and Narrative:

Applicants must describe how your organization develops a budget for a project when requested.  Describe the categories their organization uses to provide a detailed budget/costs breakdown to support the information on the SF 424A, Budget Information for Non-Construction Programs. 

After award, when requested to provide a proposal and budget for a specific project, the Recipient shall include a detailed budget/cost breakdown and a narrative description of ALL items included in the project budget to support the SF 424 and SF-424A.  The budget narrative, for each budget category, provides a discussion of – or explanation for – items included in the proposed budget for the project.  Each cost item should clearly show how the total charge for that item was determined.  All major costs should be listed in budget categories similar to those listed below, and all cost items should be explained in the Budget Justification or Summary.  Include a breakdown of the costs and a description of the costs share (cash vs. in kind), if any.  Describe all partners who are participating in the project and their contribution for each budget element listed in the budget narrative.  The budget shall cover the project and should contain, if applicable, the following:  




a. Salaries and Wages.  Include all employees that will be working on the project, their titles, salary or wage and amount of estimated time.




b. Fringe Benefits.  Propose your rates/amounts.  If rates are audit approved, include a copy of the audit agreement and/or the name of the audit agency. If more than one rate is used, list each rate and the wage or salary base.




c. Consultant/Contracting Fees.  Include payments for professional and technical consultants and contractors participating in the project.  This does not include contractors performing specific noxious weed eradication projects designed and developed pursuant to this agreement.  See paragraph i below.     




d. Travel and Per Diem.  Include the purpose of the trip, destination, number traveling, and length of stay for all travel.  If costs for travel are identified, be sure the purpose/need for the travel is discussed in the budget narrative.  Costs include airfare (basis for rate used), per diem, lodging, and miscellaneous travel expenses.  For local travel include mileage and rate of compensation.



e. Supplies and Materials.  Include consumable supplies and materials to be used in the project, listing each item and quantity individually.  Include items of expendable equipment, i.e., equipment costing less than $500 or with an estimated useful life of less than two years.  Equipment costing more than $500 should be listed in the Other Costs category (Category G, below).




f. Services.  This should include the cost of duplication and printing, long distance telephone calls, equipment rental, postage, and other services not previously listed.




g. Other Costs.  List equipment items in excess of $500 and other items not previously listed.  Note that equipment items costing less than $500 or that have a useful life of less than 2 years must be listed in the Supplies and Materials category.



h. Indirect Charges.  If indirect costs will be charged to the grant, complete the information requested in Attachment A, Section H, Indirect Costs, and include a copy of your current approved indirect cost rate and the direct costs it will be applied to.  A copy of your most recent indirect cost rate must be attached if indirect costs will be requested.  See paragraph 4 below.




i. Project Award Funds.  Include both amounts to be requested from BLM and matching funds expected to be received from the Recipient, and from third party partners and others, to fund the specific projects designed and developed by the Recipient with the substantial involvement of BLM.  Explain the basis for assumptions and/or assurances about the amount of matching funds to be obtained.  



4.  Indirect Charges (If applicable).  
Most States, Universities and larger non profits have a negotiated indirect cost rate agreement with the Federal Government.  This agreement provides the rates approved for use on cooperative agreements, grants, contracts and other agreements with the Federal Government.  A copy of the current rate agreement must be submitted with any proposed project. Smaller organizations may not have an agreement with the Federal Government.  In these cases the indirect cost rate must be accompanied by a determination from an independent auditing firm.  This determination will include the indirect cost rate, the calculations of the indirect cost rate including the base and indirect costs pools and the associated dollar figures for both.  Proposals that fail to document their indirect costs will have those costs disallowed.
C.  Submission Dates and Times:

Electronic submission into grants.gov is due by September 30, 2009 at 4:00 p.m. Mountain Standard Time. A proposal received after the closing date and time will not be considered for award.  If it is determined that a proposal will not be considered due to lateness, the applicant will be so notified immediately.  
D.  Submission Instructions and Information:

Applications/proposals may be submitted by the following methods only:  


1.  On-Line Submittal – The Bureau of Land Management (BLM) is participating in the Grants.gov Initiative that provides the grant community with a single site to find and apply for grant funding opportunities.  BLM encourages applicants to submit their applications/proposals electronically through: http://www.grants.gov/Apply; however, the use of http://www.grants.gov/Apply to submit proposals is NOT REQUIRED but highly encouraged at this time.  


2.  The registration process is a separate process from submitting an application.  Note that you must register with Grants.gov prior to submitting an application through Grants.gov.  The registration process may take from 7 to 21 days to complete, therefore, you are encouraged to start registration early.  Registration should be done in sufficient time to ensure it does not impact your ability to meet required submission deadlines.  To get registered go to the Grants.gov website and click on “Get Registered”.  In addition, Grants.gov has an “Applicant Users Guide” available at: http://www.grants.gov/help/user_guides.jsp that will answer most if not all your questions. 


3.  Electronic Signature.  Applications submitted through Grants.gov constitute submission as electronically signed applications.  The registration and e-authentication process establishes the Authorized Organization Representative (AOR).  When you submit the application through Grants.gov, the name of your authorized organization representative on file will be inserted into the signature line of the application.  Applicants must register the individual who is able to make legally binding commitments for the applicant organization as the Authorized Organization Representative.


4.  Unnecessarily elaborate brochures or other presentations beyond those sufficient to present a complete and effective response to this Funding Opportunity are not desired. Elaborate art work, expensive paper and bindings, expensive visual and other presentation aids, newspaper articles or excessively long proposals are neither necessary nor wanted.
