PAGE  
- 2 -

[image: image1.wmf] 

 

U.S. SMALL BUSINESS ADMINISTRATION

Washington, DC  20416
Congressional Earmark Program

59.000
Fiscal Year 2010
The U.S. Small Business Administration (SBA), Division of Financial and Administrative Operations (DFAO), is pleased to announce that it is requesting applications for its FY 2010 Congressional Earmark Program. 

This program provides grants authorized to organizations identified in Public Law No. 111-117, Div. C, Title V, § 523; 155 Cong. Rec. H14047-H14051.

Eligibility

Applicants are limited to agencies and organizations that have received an invitation to apply under this program.  Applicants should confirm that this program is the one listed on their invitation letter before applying.  All other applications will not be processed. (See “Eligibility,” page 3.) 

Nothing shall preclude a faith-based or community organization from being considered an eligible applicant for the Congressional Earmark Program, provided it meets all of the requirements listed.

Deadline 

Applications are due on August 10, 2010; 11:59 P.M. eastern standard time.  (See “Deadline for Applications,” page 3.) 

Contact Information 

For assistance with the requirements contained in this package, contact Ajoy K. Sinha, Chief, Division of Financial and Administrative Operations at 202-205-1904 or e-mail at ajoy.sinha@sba.gov.

For questions regarding matters related to your budget, contact Monica Butler, Grants Management Officer, Division of Procurement and Grants Management at 202-205-6111 or e-mail at monica.butler@sba.gov.


U.S. Small Business Administration

Office of Financial and Administrative Operations
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Section I.
A.
Program Overview

Applicants are not authorized to spend funds anticipated under grant awards prior to the award of the grant.

1. Eligibility:  Applicants are limited to agencies and organizations that have received an invitation to apply under this program and must be identified in Public Law No. 111-117, Div. C, Title V, § 523; 155 Cong. Rec. H14047-H14051. Applicants should confirm that this program is the one listed on their invitation letter before applying.  All other applications will not be processed. 

Nothing shall preclude a faith-based or community organization from being considered an eligible applicant for the Congressional Earmark Program, provided it meets all of the requirements listed.

2. Deadline for Applications:  Applications are due August 10, 2010; 11:59 P.M. eastern standard time.  
3. Catalog of Federal Domestic Assistance Number:  59.000
4. Authority:  Public Law Public Law No. 111-117, Div. C, Title V, § 523; 155 Cong. Rec. H14047-H14051.
5. Funding:  Funding is subject to the availability of Federal Fiscal Year 2010 appropriations.
6. Funding Instrument:  Grant
7. Funding Range:  Federal award amounts will not exceed the amounts authorized in Public Law No. 111-117, Div. C, Title V, § 523; 155 Cong. Rec. H14047-H14051 or any rescission issued thereafter.  

8. Match Requirement:  None

9. Project Duration:  Applicants must provide a pragmatic project start and end date.  The start date must be after the receipt of this grant application package and prior to October 1, 2010.  
Give careful consideration of the duration of your project period as SBA may only provide one (1) extension up to twelve (12) months.   

10. Proposal Evaluation:  Cost and Technical Proposals will undergo an internal review and approval process prior to award to ensure certain mandatory requirements are met.  Applicants may be requested to provide additional information and/or clarification in support of proposed activities and/or cost objectives.

B.
Faith-Based and Other Community Organizations 

Consistent with President George W. Bush’s Executive Order 13279, dated December 12, 2002, and 28 C.F.R. Part 38, nothing shall preclude a faith-based or community organization from being considered an eligible applicant for the Congressional Earmark Program, provided it meets all of the requirements listed in Section I. above. 
C.
Survey on Ensuring Equal Opportunity for Grant Applicants

The Federal government is committed to ensuring that all qualified applicants, small or large, non-religious or faith-based, have equal opportunity to compete for Federal funding.  In order for SBA to better understand the population of applicants for Federal funds, we are asking non-profit private organizations (not including private universities) to fill out and return the SF-424 supplement, "Survey on Ensuring Equal Opportunity for Grant Applicants."  (See "Survey," at Attachment C.)

Section II.

A.
Applicant's Project
Applicant's project must be in line with the intent and purpose described in Public Law No. 111-117, Div. C, Title V, § 523; 155 Cong. Rec. H14047-H14051. Where there is no description for the purpose of the grant, applicant's project may choose to meet SBA's mission of maintaining and strengthening the nation's economy by aiding, counseling, assisting and protecting the interests of small businesses or by helping families and businesses recover from national disasters.

NOTE:  The following grant activities are not allowable and will not be funded unless or until the statutory authority provides express permission:

· Subgranting (not including general types of contracting out for services).  Please read the “Frequently Asked Questions” document carefully concerning subgranting.
· Lending

· Tradeshow Activities promoting the organization

· Pass-through.  Please read the “Frequently asked Questions” document carefully concerning pass-through. 
B.
Construction vs. Non-Construction
Applicants must determine whether its proposed project activities are Construction (to include renovation and modernization) or Non-Construction in nature.  Applicants must ensure the appropriate forms are completed for their respective project(s).  

1. "Construction" and "Modernization" are defined as follows:

"Construction" means the construction of new buildings or the modernization of, or completion of shell space in, existing buildings (including the installation of fixed equipment, but excluding the cost of land acquisition and off-site improvements).

"Modernization" means the alteration, renovation, remodeling, improvement, expansion, and repair of existing buildings and the provision of equipment necessary to make a building suitable for use for the purposes of a particular program. 
NOTE:  Construction projects are not projects that include work to an existing structure that are cosmetic in nature such as painting, wallpapering, installing carpet, assembling modular furniture, delivery of desks, etc. 

Applicants whose projects involve activities described in Paragraph #1 above, must complete the SF-424 Package for CONSTRUCTION PROJECTS.
2. "Non-Construction" projects are all other projects that do not meet the description in Paragraph #1 above.

Applicants whose projects involve activities that may not be described as construction must complete the SF-424 Package for NON-CONSTRUCTION PROJECTS.

     C.
   

CHECKLIST OF REQUIRED DOCUMENTS
FOR

CONSTRUCTION PROJECTS
Remove the Checklist from this package and check off (() each item as they are addressed.  All forms/documents must be submitted in the order of the Checklist for ease of review.  Items not addressed will significantly delay the award process.
Instructions and Helpful Hints

1.
(  SF-424, Application for Federal Assistance

See Attachment A for the SF-424 form and instructions for its completion.  If additional forms are needed, you must go to: 
http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424.
DUNS Number. The Office of Management and Budget requires that all businesses and non-profit applicants for Federal funds include a DUNS (Data Universal Numeric System) number in their application for a new award or renewal of an award.  Applications without a DUNS number are incomplete.  A DUNS number is an identifier used for tracking purposes and to validate address and point of contact information.  The DUNS number will be used throughout the grant life cycle.  Obtaining a DUNS number is a free, simple, one-time activity.  Obtain one by calling 1–866–705–5711 or by applying online at http://www.dunandbradstreet.com.  Individuals are exempt from this requirement. 
Line 17:  The starting date of your project must be prior to October 1, 2010.  The project and budget period must be for a minimum of one year and a maximum of five years.  You are eligible for a one-time, no-cost 12-month extension, bringing your total project to 5 years.  However, in order to guarantee that funds remain available for payment, projects should not exceed May 31st of the 5th year of the grant.
2.
(  SF-424C, Budget Information - Construction Programs

See Attachment A for the SF-424C form and instructions for its completion.
If additional forms are needed, you must go to:  http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424C.
Costs for "Contingencies" and "Miscellaneous" expenses are not allowed, therefore, no costs may be reflected on this form for expenses of this nature.

On lines 1 – 16 enter the total amount of this Federal” grant that you plan to spend during the length of this project.  Do not enter any information in column b. “Costs Not Allowable for Participation.”  The totals in column a. should be carried over to column c., and down to line 16.  Do not enter any information on line 17.

Note:  If you have costs associated with salaries, fringe benefits, travel, supplies, or other expenses, please include these expenses in the “Administrative and legal expenses” cost category and breakdown these expenses on the A-10 in the appropriate cost categories.
3.
(  Budget Detail Worksheet For Twelve Month Budget Period

and Narrative - Construction Programs
See Attachment A for the Budget Detail Worksheet for Twelve Month Budget Period.  You must detail all costs shown on the SF-424C on the A-9 – A-12.  If additional space is needed, a reasonable facsimile may be used or you may attach as many additional sheets necessary, however the format and details must be provided as requested by the worksheet.

The Budget Detail Worksheet for Twelve Month Budget Period and narrative must provide a clear correlation between the costs and activities to be performed under the grant. Narratives must support all costs shown on the A-9 – A-12 Budget Detail Worksheet for Twelve Month Budget Period. Costs for "Miscellaneous" and "Petty Cash" are not allowed, therefore, no costs may be reflected on this worksheet for expenses of this nature.  You will be requested to remove all expenses in any category not applicable to your budget.
Note:  If your budget period is longer than 12-18 months, please submit two sets of forms A-9 - A-12.  The first set is for year 1 (or up to 18 months); the second set is cumulative for years 2+.   The total of both sets of A-9 – A-12 will add up to the totals that you listed on your SF 424C.  Please be sure to note the budget year on the top of each set of forms.  

a.
⁭  A-9 – Budget Detail Worksheet For Twelve Month Budget Period (Construction Programs)

Please complete this form providing budget information for year 1 (or up to 18 months).  

b.
⁭  A-10 – Budget Detail Worksheet For Twelve Month Budget Period (Construction Programs)

Personal Services – if you have expenses associated with salaries for key personnel please include that amount in this cost category.  The total of all salaries listed on your A-12 must be listed in this cost category.
Fringe Benefits – if you have expenses associated with fringe benefits for key personnel please include that amount in this cost category.
c.
⁭  A-11 – Budget Detail Worksheet For Twelve Month Budget Period (Construction Programs)
If you have Indirect Costs please enter that information on this form. The Total Allowable Budget will be the amount of this Federal grant.

d.
⁭  A-12 – Budget Detail Worksheet For Twelve Month Budget Period (Construction Programs)

Key Personnel List - Key personnel is anyone in a management position (e.g., a director or supervisor) or any individual who’s job is "vital" to the performance of the project (e.g., a researcher or trainer).  
You must provide a resume and a job description for each key personnel listed on this A-12 form.  You must also list the “Project Investigator//Project Manager” for the project whether or not he//she is being paid with these grant funds.  If he//she is not being paid with grant funds, enter a zero in column (4) “Total Federal Amount Required.”  

Non-key personnel assisting with the project and being paid with these grant funds should also be listed on this form.  Do not submit resumes and job descriptions for non-key personnel.  Resumes and job descriptions of Board Members and contractors//consultants are not necessary unless they are key personnel.  If a position is vacant, please list the title and make a notation that the position is vacant.  List the expected salary, and if this position is vital to the project, please submit a job description.

Be sure to indicate on this form whether they are key or non-key personnel.  If you plan to hire part-time employees, provide the number of hours and the hourly rate that you are proposing for this project.  Contractors and Consultants that will be working on the project should not be listed on this form.  They must be listed under “Contractual” and you can provide further details in your contractual narrative.  

Written Budget Narratives - You must submit written budget narratives for each cost category.  Fringe Benefits – provide detailed information as to what your fringe benefits package includes.  Consultants//Contractors – provide details concerning your consultants and contractors.  How many consultants//contractors will you need?  What is the expected cost for each contract?  What services will they provide?  Travel - who will travel, how many trips will be taken, where, and the purpose of the travel.  Equipment – provide us with a list of equipment that you plan to purchase over $5,000.  If the purchase price of your equipment is less than $5,000, it is considered a supply.  Supplies – provide us with a list of the supplies that you plan to purchase.  Other – provide us with a list of “Other” items that you will need to perform your project.  Overhead – provide details as to how your indirect costs are broken down.   

4.
(  SF-424D, Assurances - Construction Programs

See Attachment A for the SF-424D form and instructions for its completion.  

Applicants must return the signed form to certify compliance with all provisions.
If additional forms are needed, you must go to:  http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424D.
5.
(  Technical Proposal  

Applicants must submit a Technical Proposal (program narrative) that presents a detailed description of the purpose, goals, objectives, strategies, design, and management of the proposed program.* The Technical Proposal should be prepared in double spaced format and, when read separately from the rest of the application, serve as a succinct and accurate description of the proposed work.  Applicants should concisely describe the goals and objectives, and method for achieving the goals and objectives and provide a clear measurable "end result" to be achieved.  
Summaries of past accomplishments should be avoided, and proprietary/confidential information is not to be included.

*Assistance with the preparation of your Technical Proposal may not be provided by the contacts listed in this information package.

6.
(  Chart of Project Milestones

Applicants must provide a chart of monthly projections for all activities to be performed under this grant project.  Your chart of project milestones must be begin and end with the dates that you provided to us on your SF 424 in block 17. 

Monthly projections for activities must be measurable.  Your quarterly performance reports must provide detailed information as to the status of your project milestones.
7.
(  Resume and Position Description for all Key Personnel Providing Services 

You must provide a resume and job description for all key employees listed on your A-12.  If a key position is vacant, list the position and indicate that the position is vacant, and you must provide a position description for that position.  All salaries proposed must be reasonable and in line with salaries of similar positions in other organizations in the area.  Do not submit resumes and position descriptions for Board Members or Contractors//Consultants unless they are Key Personnel and are being paid with these grant funds.

8.
(  Organizational Chart and List of Board of Directors

9.
(  CPA Certification (or person of comparable expertise)

All applications must include certification (e.g., a written statement from a certified public accountant or person of comparable expertise) to verify that it has an established organizational infrastructure with an internal financial management system that meets the standards prescribed in 2 CFR Part 215, "Uniform Administrative Requirements for Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations.  A copy of the letter that accompanied your most recent financial statement audit is not acceptable.  Please submit a current original signed and dated certification on letterhead.

10.
(  Tax Identification Documentation issued by the Internal Revenue Service

Please submit a copy of your EIN//taxpayer ID information.  If you do not have this information, please request a copy from the Department of the Treasury – Internal Revenue Service.
11.
(  SF-LLL, Disclosure of Lobbying Activities 

See Attachment C for the SF-LLL form and instructions for its completion.  
If nothing to disclose in block 10 a.-b., complete only blocks 1-9.  Sign and date form.   You must submit a signed and dated form for your application to move forward.  Federal funds under this award may not be used for lobbying activities.
If additional copies of the SF-LLL form are needed, they may be obtained at:

http://apply07.grants.gov/apply/FormLinks?family=15
12.
(  Copy of Contractual/Consultant Agreement(s) 

Provide a copy of all contractual/consultant agreements.  If not available at time of submission of application, please provide us with a statement as such.  All agreements must be provided to SBA prior to receiving services under award.

13.
(  SF-3881, ACH Vendor/ Miscellaneous Payment Enrollment Form
See Attachment C for the SF-3881 form and instructions for its completion.  

All applicants must submit the SF-3881 as all grant funds are disbursed electronically.

Complete the "Payee/Company Information" and the "Financial Institution Information" sections of this form only.  Leave the "Agency Information" section blank as it will be completed by SBA upon receipt of your application.

If additional copies of the SF-3881 are needed, they may be obtained at:  

http://fms.treas.gov/pdf/3881.pdf
14.
(  Approved Indirect Cost Rating from Cognizant Agency (new one if expired).
15.
(  Cost Policy Statement

A cost policy statement must describe all accounting policies and narrating in detail your proposed cost allocation plan.  This plan must identify the procedures used to identify, measure, and allocate all costs to each benefiting activity.  This policy should be signed by an authorized official.  See Attachment E. 
16.
(  Copy of Previous Year's Financial Audit  

Provide a copy of your organization's previous year financial audit.

If any instance involving non-compliance with the types of compliance requirements referred to in the OMB Circular A-133 were cited applicant must include a statement describing how it addressed the discrepancy.  You may provide SBA with website information or a link to your financial audit, as long as you also provide the appropriate page number where your financial audit may be found.

17.
(  Survey for Ensuring Equal Opportunity for Applicants
See Attachment C for the Survey for Ensuring Equal Opportunity for Applicants.  

Place the completed survey in an envelope labeled “Applicant Survey.”  Seal the envelope and include it along with your application package.   
If additional copies of the survey are needed, they may be obtained at:  

http://apply07.grants.gov/apply/forms/sample/FaithBased_SurveyOnEEO-V1.2.pdf
D.
              FY 2010 CHECKLIST OF REQUIRED DOCUMENTS
FOR NON-CONSTRUCTION
PROJECTS
Remove the Checklist from this package and check off (() each item as they are addressed.  All forms/documents must be submitted in the order of the Checklist for ease of review.  Items not addressed will significantly delay the award process.
Instructions and Helpful Hints

1.
(  SF-424, Application for Federal Assistance
See Attachment B for the SF-424 form and instructions for its completion.  If additional forms are needed, you must go to:  
http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424.
DUNS Number. The Office of Management and Budget requires that all businesses and non-profit applicants for Federal funds include a DUNS (Data Universal Numeric System) number in their application for a new award or renewal of an award.  Applications without a DUNS number are incomplete.  A DUNS number is an identifier used for tracking purposes and to validate address and point of contact information.  The DUNS number will be used throughout the grant life cycle.  Obtaining a DUNS number is a free, simple, one-time activity.  Obtain one by calling 1–866–705–5711 or by applying online at http://www.dunandbradstreet.com.  Individuals are exempt from this requirement. 
Line 17:  The starting date of your project must be prior to October 1, 2010.  The project and budget period must be for a minimum of one year and a maximum of 5 years.  You are eligible for a one-time, no-cost 12-month extension, bringing your total project to 5 years.  However, in order to guarantee that funds remain available for payment, projects should not exceed May 31st of the 5th year of the grant.
2.
(  SF-424A, Budget Information - Non-Construction Programs
See Attachment B for the SF-424A form and instructions for its completion.  

Costs for "Miscellaneous" or "Petty Cash" expenses are not allowed, therefore, no costs may be reflected for expenses of this nature.

If additional forms are needed, you must go to:  http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424A.
Section A – Budget Summary – Line 1. , Column (a) enter “Congressional Earmark Grant;” column (b) enter 59.XXX; column (e) enter the amount of our grant.

Section B – Budget Categories – Line 6.  Enter the amount you plan to put into each cost category in columns (1) a-k.  The amounts that you enter must add up to the total amount of your grant.  Be sure to carry over the amounts in the Total column (5).

Section C – Non-Federal Resources – leave blank as these funds are Federal funds.  

Section D – Forecasted Cash Needs – Line 13.  Enter the amount that you plan to spend during the first year of your grant in the block “Total for 1st Year; then break that amount out into quarters.  If your grant is 12–18 months enter what you plan to spend in those 12–18 months here.  If your grant is longer than 18 months, only enter what you plan to spend in 12 months here.  Do not enter any amounts on Line 14.  Line 15 – carry the totals across this row.  If you plan to spend all grant funds within 12-18 months you are finished with this form.  If your project is longer than 12–18 months, please complete Section E.

Section E – Budget Estimates of Federal Funds Needed For Balance of the Project.  Complete this section only if your project is longer than 12–18 months.  Line 16 column (a) enter “Congressional Earmark Grant.”  Column (b); enter the total amount that you plan to spend during year 2+ of your project.  Column (c); enter the total amount that you plan to spend during year 3 of your project.  Column (d); enter the amount that you plan to spend during year 4 of your project.  Column (e); enter the amount that you plan to spend during year 5 of your project.

3.
(  Budget Detail Worksheet For Twelve Month Budget Period and Narrative (Non-Construction Programs) 
See Attachment B for the Budget Detail Worksheet for Twelve Month Budget Period.  You must detail all costs shown on the SF-424A on the A-9 – A-12 forms. If additional space is needed, a reasonable facsimile may be used or you may attach as many additional sheets necessary, however the format and details must be provided as requested by the worksheet. 
Note:  If your budget period is longer than 12- 18 months, please submit two sets of forms A-9 - A-12.  The first set is for year 1 (or up to 18 months); the second set is cumulative for years 2+.  The total of both sets of A-9 – A-12 will add up to the totals that you listed on your SF 424A Section B – Budget Categories.  Please be sure to note the budget year on the top of each set of forms.  

The Budget Detail Worksheet for Twelve Month Budget Period and narrative must provide a clear correlation between the costs and activities to be performed under the grant. Narratives must support all costs shown on the Budget Detail Worksheet for Twelve Month Budget Period. Costs for "Miscellaneous" and "Petty Cash" are not allowed, therefore, no costs may be reflected on this worksheet for expenses of this nature.  Any category of expense not applicable to your budget will be deleted by the SBA reviewer.

a.
⁮  A-9 – Budget Detail Worksheet For Twelve Month Budget Period (Non-Construction Programs) – Supplementary Instructions.
b.
⁮  A-10 – Budget Detail Worksheet For Twelve Month Budget Period (Non-Construction Programs)

Key Personnel List - Key personnel is anyone in a management position (e.g., a director or supervisor) or any individual who’s job is "vital" to the performance of the project (e.g., a researcher or trainer).  
You must provide a resume and a job description for each key personnel listed that will be paid with grant funds.  You must also list the “Project Investigator//Project Manager” for the project whether or not he//she is being paid with grant funds.  If he//she is not being paid with grant funds, enter a zero in column (4) “Total Federal Amount Required.”  

Non-key personnel assisting with the project and being paid with grant funds should also be listed on this form.  You are not required to submit a resume or a job description for non-key personnel.  Resumes and job descriptions of Board Members is not necessary unless they are key personnel.

Be sure to indicate on this form whether they are key or non-key personnel.  If you plan to hire part-time employees, provide the number of hours and the hourly rate that they will be paid for this project.  Contractors and Consultants who will be working on the project should not be listed on this form.  They must be listed under “Contractual” and you can provide further details in your contractual narrative.  

c.
⁮  A-11 – Budget Detail Worksheet For Twelve Month Budget Period (Non-Construction  Programs)
The amounts that you list in each cost category of this form A-11 should add up to the total amount that you listed on your 424A in Section D – Forecasted Cash Needs for year 1 (Line 13 – four quarters).  If your project is longer than 18 months please submit two.  The second set of forms should be cumulative totals for year 2+ (Line 16, columns (b) – (e).  A-12 - Budget Detail Worksheet For Twelve Month Budget Period.

Written Budget Narratives - You must submit written budget narratives for each cost category.  Fringe Benefits – provide us a list of what is in your fringe benefits package.  Consultants//Contractors – provide us with details concerning your consultants and contractors.  How consultants//contractors will you need?  What is the expected cost for each contract?  What services will they provide?  Travel - who will travel, how many trips will be taken, where, and the purpose of the travel.  Equipment – provide us with a list of equipment that you plan to purchase above $5,000.  If the amount of the equipment is less than $5,000, it is considered a supply.  Supplies – provide us with a list of the supplies that you plan to purchase.  Other – provide us with a list of “Other” items that you will need to perform your project.  Overhead – provide details as to how your indirect costs are broken down.   

d.
⁮  A-12 – Budget Detail Worksheet For Twelve Month Budget Period

If you have Indirect Costs please enter that information on this form. The Total Allowable Budget will be the amount of your grant.

4.
(  SF-424B, Assurances - Non-Construction Programs

See Attachment B for the SF-424B form and instructions for its completion.  
Applicants must return the original signed form to certify compliance with all provisions.
If additional forms are needed, you must go to:  http://apply07.grants.gov/apply/FormLinks?family=15.  Click on the SF-424 Mandatory Family to complete and print the SF-424B.
5.
(  Technical Proposal

Applicants must submit a Technical Proposal (program narrative) that presents a detailed description of the purpose, goals, objectives, strategies, design, and management of the proposed program.* The Technical Proposal should be prepared in double spaced format and, when read separately from the rest of the application, serve as a succinct and accurate description of the proposed work.  Applicants should concisely describe the goals and objectives, and method for achieving the goals and objectives and provide a clear measurable "end result" to be achieved.  
Summaries of past accomplishments should be avoided, and proprietary/confidential information is not to be included.

*Assistance with the preparation of your Technical Proposal may not be provided by the contacts listed in this information package.

6.
(  Chart of Project Milestones
Applicants must provide a chart of monthly projections for all activities to be performed under the grant.  Your chart of project milestones must be begin and end with the dates that you provided to us on your SF 424 in block 17. 

Monthly projections for activities must be measurable.  Your quarterly performance progress reports must provide detailed information as to the status of your project milestones.
7.
(  Resume and Position Description for all Key Personnel Providing Services 
You must provide a resume and position description for all key employees listed on your A-10.  If a key position is vacant, list the position and indicate that the position is vacant, and you must provide a position description for that position.   All salaries proposed must be reasonable and in line with salaries of similar positions in other organizations in the area.  Do not submit resumes and position descriptions for Board Members, or Contractors//Consultants unless they are Key Personnel and are being paid with these grant funds.
8.
(  Organizational Chart and List of Board of Directors
9.
(  CPA Certification (or person of comparable expertise)
All applications must include certification (e.g., a written statement from a certified public accountant or person of comparable expertise) to verify that it has an established organizational infrastructure with an internal financial management system that meets the standards prescribed in 2 CFR Part 215, "Uniform Administrative Requirements for Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations.  A copy of the letter that accompanied your most recent financial statement audit is not acceptable.  Please submit a current original signed and dated certification on letterhead.

10.
(  Tax Identification Documentation issued by the Internal Revenue Service
Please submit a copy of your EIN//taxpayer ID information.  If you do not have this information, please request a copy from the Department of the Treasury – Internal Revenue Service.
11.
(  SF-LLL, Disclosure of Lobbying Activities
See Attachment C for the SF-LLL form and instructions for its completion.  
If nothing to disclose in block 10 a.-b., complete only blocks 1-9.  Sign and date form.   You must submit a signed and dated form for your application to move forward.  Federal funds under this award may not be used for lobbying activities.
If additional copies of the SF-LLL form are needed, they may be obtained at:

http://apply07.grants.gov/apply/FormLinks?family=15.
12.
(  Copy of Contractual/Consultant Agreement(s) 
Provide a copy of all contractual/consultant agreements.  If not available at time of submission of application, please provide us with a statement as such.  All agreements must be provided to SBA prior to receiving services under award.

13.
(  SF-3881, ACH Vendor/ Miscellaneous Payment Enrollment Form
See Attachment C for the SF-3881 form and instructions for its completion.  

All applicants must submit the SF-3881 as all grant funds are disbursed electronically.

Complete the "Payee/Company Information" and the "Financial Institution Information" sections of this form only.  Leave the "Agency Information" section blank as it will be completed by SBA.

If additional copies of the SF-3881 are needed, they may be obtained at:  

http://fms.treas.gov/pdf/3881.pdf
14.
(  Approved Indirect Cost Rating from Cognizant Agency (new one if expired).
15.
(  Cost Policy Statement

A cost policy statement must describe all accounting policies and narrating in detail your proposed cost allocation plan.  This plan must identify the procedures used to identify, measure, and allocate all costs to each benefiting activity.  This policy should be signed by an authorized official.  See Attachment E. 
16.
(  Copy of Previous Year's Financial Audit 
Provide a copy of your organization's previous year financial audit.

If any instance involving non-compliance with the types of compliance requirements referred to in the OMB Circular A-133 were cited applicant must include a statement describing how it addressed the discrepancy.  You may provide SBA with website information or a link to your financial audit, as long as you also provide the appropriate page number where your financial audit may be found.

17.
(  Survey for Ensuring Equal Opportunity for Applicants
See Attachment C for the Survey for Ensuring Equal Opportunity for Applicants.  

Place the completed survey in an envelope labeled “Applicant Survey.”  Seal the envelope and include it along with your application package.   

If additional copies of the survey are needed, they may be obtained at:  

http://apply07.grants.gov/apply/forms/sample/FaithBased_SurveyOnEEO-V1.2.pdf
ATTACHMENT A

FORMS

 FOR

 CONSTRUCTION PROJECTS

· SF-s424; SF-424C

· Supplemental Instructions

· Detailed Budget for Twelve Month Budget

· SF-424D-Assurances

ATTACHMENT B

FORMS

 FOR

NON-CONSTRUCTION PROJECTS

· SF-424; SF-424A

· Supplemental Instructions

· Detailed Budget for Twelve Month Budget 

· SF-424B-Assurances

ATTACHMENT C

OTHER REQUIRED FORMS

 FOR

ALL PROJECTS

· DUNS Information

· SF-LLL

· SF-3881

· Survey on Ensuring Equal Opportunity for Applicants

ATTACHMENT D

OMB 

GUIDANCE

FOR

GRANTS

· 2 CFR Title 2, Subtitles A and B


Government-wide Guidance for Grants and Agreements; 
Federal Agency Regulations for Grants and Agreements; Final 
Rule

· 2 CFR Part 215


Uniform Administrative Requirements for Grants and 
Agreements With Institutions of Higher Education, 
Hospitals, and Other Non-Profit Organizations (OMB Circular 
A-110); Final Rule

· 2 CFR Part 1, et al. 


Grants Policy Streamlining Overview and Guidance on Non-


procurement Debarment and Suspension;


and 

      2 CFR Part 220

Cost Principles for Educational Institutions (OMB Circular A-21) 

      2 CFR Part 225

Cost Principles for State, Local, and Indian Tribal Governments (OMB Circular A-87)

      2 CFR Part 230

Cost Principles for Non-Profit Organizations (OMB Circular A-122)

· Circular A-133 Compliance Supplement


Audits of States, Local Governments, and Non-Profit 
Organizations

ATTACHMENT E
Cost Policy Statement
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