1.0 Grant Forms

The following sections indicate the forms and documents that are needed to complete your FY 2010 CVISN grant application package.  As in the past there are two separate components to the CVISN grant application package: Standard grants.gov forms that are applicable to any grant application; and CVISN-specific grant files, referred to as a Project Plan.

1.1 Standard Grants.gov Forms

The following are the standard forms that are required.  Note that these forms are in the Adobe “Portable Document Format” (.pdf).  To use these forms you will need to have the free Adobe Acrobat reader installed on your computer.  If you do not have Acrobat you can either go directly to the Adobe site or follow the links in grants.gov to download the latest version.
· SF-424 – This is the standard form used by agencies with mandatory grant programs, including Formula and Block grants.  This form is mandatory.
· SF-424B - This is the assurances information for non-construction programs.  This form is mandatory.

· Grants.gov Lobbying Form (SF-GG) –  This is the certification regarding lobbying activities.  This form is mandatory.

· Attachments – This is the standard form to which a state’s CVISN Project Plan and Division Administrator’s letter of endorsement must be attached for submission.  This form is mandatory.

· SF-LLL - This is the disclosure of lobbying activities.  This form is optional.

1.2 Project Plan Template

Project Plan
For FY 2010 four different templates are provided.  These templates are in MS Word format and must be uploaded to grants.gov in that format.  Only one of the templates should be filled in and submitted.  Please select the template appropriate to what you intend to do with your grant.  You should follow the sections and chapters as shown in the template.  Note that information on how to use the template is included in each file.
· CVISN_Project_Plan_TEMPLATE_FY2010.doc - This template must be used when applying to receive a FY 2010 CVISN Deployment Grant for a deployment/implementation project, as well as other general purposes.

· CVISN_fees_Project_Plan_TEMPLATE_FY2010.doc – This template should be used when requesting funds only to pay fees to entities such as the IFTA and IRP Clearinghouses.

· CVISN_OM_Project_Plan_TEMPLATE_FY2010.doc – This template should be used when requesting funds only to pay eligible CVISN operations and maintenance (O&M) expenditures.

· CVISN_planning_Project_Plan_TEMPLATE_FY2010.doc – This template should be used when requesting funds only to develop or update a CVISN Program Plan and Top-Level Design.
NOTE:  The first Project Plan template should be used if you are applying for a CVISN Grant that combines any of the following:  a CVISN deployment project, fees, operations and maintenance costs, or planning activities.
Completed CVISN Project Plans must be attached to the “Attachments” form from grants.gov and uploaded in MS Word format.

Example files are on the CVISN Collaboration SharePoint site: (https://partners.jhuapl.edu/BA/hp/cvisn/CVISNGrants/FY10_ApplicationExamples).
1.3 ACH Information

This is an MS Word version of the standard SF3881 form.  You should include a completed version of this form only if your State has never supplied its ACH information to FMCSA, or the information has changed.  The State must send an ACH form by U*.S. Mail or FedEx directly to FMCSA Accounts Payable, AMZ-150, 6500 South McArthur Blvd., Oklahoma City, OK  73169.  
2.0 Grant Form Instructions

As in the past, states must complete and submit two separate sets of forms as part of their CVISN grant application.  These forms include standard grants.gov forms that are applicable to any grant application, as well as a CVISN-specific grant Project Plan that also must be completed. In response to recent inquiries from several states regarding the location of instructions on how to complete the CVISN grant application forms, FMCSA is providing the following guidance to help states locate the appropriate instructions and submit their grant application:

1. Open your Internet browser and navigate to http://www.grants.gov.

2. Click Find Grant Opportunities on the left-hand navigation bar.  Under Find Grant Opportunities, click Basic Search to access the Search Grant Opportunities page.

3. In the textbox under Keyword Search, type “CVISN” and press Enter (or click Search).  

4. The “Federal CVISN Deployment Grant Program” grant opportunity should be listed in the search results.  Click on this grant opportunity to access the Opportunity Synopsis page.

Download grant application instructions

5. Click Application on the navigation bar under the title of the grant opportunity to access the Download Grant Applications page. 

6. In the table toward the bottom of the page, under Instructions and Applications, click download to access the Download Opportunity Instructions and Application page.

7. Click Download Application Instructions to view instructions on the forms that need to be submitted.  You can save the Word document to your local machine for further reference.

Download CVISN specific grant application

8. Navigate to the Opportunity Synopsis page – to do this, follow steps 1 through 4.
9. Click Full Announcement on the navigation bar under the title of the grant opportunity to access the Opportunity Announcement page.  This is where the CVISN-specific grant templates can be found.
10. Four MS Word Project Plan templates (deployment, fees, O&M, planning) and ACH form 3881 are available for grantees to download.  You will have the option of downloading a zip file containing all of the CVISN grant templates or you can choose to download a single template.  Use the corresponding template descriptions to determine which template should be completed.  Click on the name of the template that is most appropriate to what you intend to do with your grant.  Open the CVISN grant template in MS Word.  The instructions for the CVISN-specific grant template are embedded within the Word document.  The specific directions for each section are provided under a subtitle labeled either "Instructions" or “Instructions to Preparer.”  Save the completed grant Project Plan to your computer.  [NOTE:  If your application will include more than one project and the projects are of different types (e.g., fees and planning), you may put both projects in the deployment template.]  
11. You may need to complete ACH form 3881 if you have never provided ACH information to FMCSA or if your state’s ACH information has changed.  The instructions are as follows:  Do NOT fill in the first box, “Agency Information,” which is already filled in.  The second box, “Payee/Company Information,” refers to you, the grantee; please fill it out.  Please also fill out the last box, “Financial Institution Information.”  The last line of this box must be signed by someone in your agency – it is NOT signed by your financial institution.

Download grants.gov standard forms

12. Navigate to the Download Opportunity Instructions and Application page – to do this, follow steps 1 through 6.
13. Click Download Application Package to download the CVISN grant application package (in .pdf format), which includes grants.gov standard forms SF-424, SF-424B, SF-LLL and the Grants.gov Lobbying Form, as well as an “Attachments” form that will be used to append your CVISN grant application to the standard forms.  At any time, you will have the option to save this document to your local machine and may choose to complete the application at a later date.
14. Before you begin completing the standard forms, you will need to enter an “Application Filing Name.”  You will find this field, highlighted in yellow, in the middle of page 1.  This field is required in order to be able to submit your grant application.
15. Instructions are embedded at the bottom of the first page of the grant application package.  These instructions are designed to help you complete each of the standard forms.  Follow these steps for each of the required forms:
a) Click on the form name, which can be found in the list of Mandatory Documents on page 1.  Click on the => button to move it to the Mandatory Documents for Submission window.
b) Click on the form name in the Mandatory Documents for Submission window.  Click Open Form.  You will need to complete all required fields that are highlighted in yellow.  ALL other fields can be left blank or untouched.  For example, “Consolidate Application/Plan/Funding Request Explanation” on page 5 of the SF-424 Mandatory Form is NOT in yellow and may be left blank.

[Steps a) and b) above are used to complete any of the standard forms.]

Attach CVISN Grant Project Plan
16. You will need to attach your state’s CVISN Grant Project Plan and your FMCSA Division Administrator’s letter of endorsement to the CVISN grant application package prior to submitting the application.  Follow these steps to attach your document to the grant application package:
a) Click on the form labeled “Attachments” that can be found in the list of Mandatory Documents on page 1.  Click on the => button.  This form will now be listed under Mandatory Documents for Submission. 
b) Click on the form labeled “Attachments” and click Open Form.  Follow the instructions on the form to attach a document to your grant application package.  Attachments do not need to be added in any particular order.

Submit grant application

17. When you have properly completed all of the mandatory forms and have included all of the necessary attachments, click Save (at the top of page 1 of the .pdf) to save the completed application package.
18. Click Check Package for Errors.  Correct reported errors, if any are found.  Then click Save to save the completed application.
19. The Save & Submit button will become active; click Save & Submit to begin the application submission process.  You will be taken to the applicant login page to enter your grants.gov username and password. Follow all on-screen instructions for submission.

3.0 Help

For assistance in constructing and submitting the CVISN grant forms, please contact one of the following:

· Customer Support – For assistance with using the grants.gov site and submitting the grant application, grants.gov provides customer support via (800) 518-GRANTS (this is a toll-free number) or through e-mail at support@grants.gov.  The customer support center is open from 7:00 a.m. to 9:00 p.m. Eastern time, Monday through Friday, except federal holidays.  Program-related questions should be directed toward one of the FMCSA contacts below.
· Cambridge Systematics – For further assistance with constructing and submitting the CVISN grant application forms, please contact one the following:

Steve Capecci

Cambridge Systematics

(617) 354-0167

scapecci@camsys.com
Anthony Velez

Cambridge Systematics

(617) 354-0167

avelez@camsys.com
· FMCSA – For assistance with match questions or technical CVISN project questions regarding your CVISN grant application, please contact one of the following:

Quon Kwan

Federal Motor Carrier Safety Administration

Tel: (202) 385-2389
E-mail: Quon.Kwan@dot.gov 
Magdalene Skretta

Federal Motor Carrier Safety Administration

E-mail: Magdalene.Skretta.CTR@dot.gov
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