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Grants 101

** This guide is designed to assist you with the initial steps to grant development, submission,
and guidance for communicating directly with the Federal level Contracting Officers through
email and other communication options. **

Step 1 — Active System for Award Management
(SAM) Registration

Your System for Award Management (SAM) Registration is the method in which your business
or nonprofit entity will get paid when you submit and win a grant with any Federal level
government entities, and some State level government entities.

Within the SAM registration there are supplemental registrations that need to be optimized.
These include: FEMA Disaster Recovery Relief Registration, Department of Defense (DOD)
Registration, and IRS Business Registration. These registrations are all databases that
Contracting and Grant Officers use on a daily basis to search for vendors for product or services,
as well as any type of set a side contracting that involves small business certifications. They also
verify the eligibility for the applicable grants when an entity applies through these various
database systems.

This registration will also include a valued piece of information for the next step your Marketing
Partner Identification Number (MPIN). This is a unique identifier that is created for the
purpose of IRS verification, and it is utilized in the setup and search queries for your grants
registration in step 2.

With all of these registrations optimized and complete, either by your own staff, or with the
assistance of a registration professional you are ready for the next step.

Step 2 — Getting Grants.gov Registration Active and Optimized

Your Grants.gov registration is the method in which your entity will field, research, get email
notifications, and submit open grant funding opportunities direct to the funding federal or state
entity that is funding the open grant opportunity.

You will use your MPIN as part of the initial Grants.gov registration process. This is taken
directly from your System For Award Management (SAM) registration.

With this and all registrations on a federal and state level they can be completed, either by your
own staff, or with the assistance of a registration professional. With this stage complete you are
ready to begin the preparation process for grant submission.

The following pages have the initial assistance for navigating and registering for the Grants.gov
Vendor portal.
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2.1 — Grants.gov Home Page

HELP  MAMAGE SUBSCRIPTIONS | REGISTER LOGIN

s TN
GRANTS.GOV

LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS EM-TO-SYSTEM FORMS OUTREACH SUPPORT

émts.goygmcast /

Ag grantors begin to use Grants.gov Forecast, applicants
can search for federal grants that are coming before
official funding opportunities are posted. HHS Forecasts

are now available.
‘ Grants.gov Notices

Leam more about Forecasts »  [E8
F|nd Gra nt Opportumues # For more information on upcoming changes with user
i LRI S LA A, impacts, please visit the Grants.gov notices page for the

+ latest information.

Grants.gov Updates
: Grants.gov Calendar
Check out our calendar to get the latest updates about our
1,\ upcoming releases, maintenance, and outages.

. Grants.gov Production Release:
October 15-17, 2016

////Iba\*

) Grants. %v Community Blog
Visit the Grants.gov Colmrunrty Blog to learn about the
latest in the grants community.

BROWSE NEWEST BROWSE CATEGORIES BROWSE AGENCIES BROWSE ELIGIBILITIES

;ﬂ - Grants.gov Releases
Vigw More » For information about recent changes and enhancements to
z : Opportunity Grants.gov, review the latest release notes.
Opportun Opportunity T Agency 4’
y Status

Fublic Heéffilth Actions to Prevent and®Control Diabetes, Tobacco HH3-COC- | Posted
Use, Heart Disease, and associated chronic Disease Risk Factors | NCCDPHP

and improve heafth in the US Affilated Pacific Islands, Virgin

Islands, and Puerto Rico

The Department of Health and Human Services (DHHS)
recently organized a webinar about the DATA Act Section 5

ﬁ DATA Act Section 5 Filot Program Presentation
Pilat Program

MNEAPS1604 NEA Poetry Out Loud: 2018 National Finals Competition WEA Posted
Financial Assistance

16-616 Spectrum Efficiency, Energy Efficiency, and Security (SpecEES): NSF Posted "= Grants.gov does nottpro‘,'ide persenal financial assistance.

Enabling Spectrum for &l Il Please visit our Grant Programs to learn where you may find
ki el personal financial assistance.

16-615 Transdisciplinary Research in Principles of Data Science MNSF Posted

CDC-RFA-GH15-156303CONT17  Strengthening Mozambican Capacity in Strategic Information HHS-COC- | Posted “ Suspect Fraudulent Activity?
S i zambi sdent’ The United States Government does not require payment,
Systems |.r| fv1o‘.w:b|q|.Je under The President's Emergency Plan for CGH \ of any kind. [0 receive federal grants, Learn more aéout
AIDS Relief (PEPFAR) v suspected fraudulent activity.

DTNH2216R000%6 State Motification to Consumers of Motor Vehicle Recall Status DOT-NHTSA | Posted

kAAftA 17 € RAM I ana Danna Arnad Ananm Annaoncamant (RAAL far Mawne and [aTa alati]=] Dnetard i

~

PR -l d
Grants Learning Center Applicants Grantors
Learn more about the federal grants lifecycle, policies on grants Register with Grants.gov, search for federal grant epportunities, and Manage your agency profile, run reports, and retrieve submitted
management, and profiles on grant-making agencies. begin the application process. applications.
» Grants 101 » Grant Policies » Applicant Eligibility » Search Grants » Grantor Registration » Grantor FAQs
» Grant Eligibility » Grant Terminology » Individual Registration » Apply for Grants » Grantor Tools & Tips * GGranter Help
» Grant-Making Agencies » Grant Community » Qrganization Registration » Track My Application » Grantor Standard Language
» Grant Systems » Grant Programs » Applicant Tocls & Tips » Manage Subscriptions
» GGrant Reporting » Grant Fraud » Applicant FAQs » Mere

CONMECT WITH US: | Blog (W Twiter » YouTube [ Mleis [ RsS ) XML Extract Get Adobe Reader GRANTS.GOV Appiicant Support
HEALTH & HUMAN SERVICES: HHS.gov | EEOC / No Fear Act | Accessibility | Privacy | Disclaimers | Site Map

1-800-518-4726

The homepage of Grants.gov holds many fields of information. Following the image on the
previous page and the red arrows the following pages will detail out the different areas of the
website that are important to familiarize yourself with prior to your first attempt at grant
development and submission.
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**All of the following areas have detailed images within the following pages**

Learn Grants is an important resource that assists the newcomer with the grant development
and submission process with formal federal resources.

Search Grants is the resource that the interested entity uses to find and field grant
opportunities. The home page also has a quick search section identified in the light blue
headings in the middle of the homepage that title: Browse Newest, Browse Categories, Browse
Agencies, and Browse Eligibilities.

Applicants: This tab identified at the top of the home page is a wealth of resources for the new
applicant and the veteran applicant alike.

Browse Newest: This is the tab that will show all the newest grant opportunities posted.
Browse Categories: This tab shows the grant postings by category.
Browse Agencies: This tab shows grant opportunities by funding agency.

Browse Eligibilities: This tab shows the requirements that must be met for grants.
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2.2 — Grants Learning Center

HELP | MANAGE SUBSCRIPTIONS | REGISTER | LOGIN

LISl crant Opportunities *  Enter Keyword .. GO
GRANTS.GOV™

HOME LEARN GRANTS~  SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH

Family 5 \..
A \Q‘b&\flﬁ

O
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GRANTS LEARNING CENTER “

@ Grants 101

B Don'tlet the grant management process intimidate you! This section will help you successfully
S== navigate every key phase, from applying and reporting to the award closeout,

P Ay
Loy
5
£

= The Grant Lifecycle
» Getting Started Checklist

» Pre-Award Phase
» Award Phase
» Post Award Phase

Explore Grants 101 » €

.. Rules & Leqislation

oo ! w Policies governing the disbursement and use of federal award funds are always evolving. Get
smart fast with this overview of legislation, regulations, and policies.

Grats
Learnf4g

= A Short History of Grant Legislation

» Who's Who in the Grant Community
= Infographic: How Grant Policies Are Made

» Policies in the Mews

Explore Grant Policies »

Center

-
(=

GRANTS.GOV

>

—

~a Are You Eligible?
'2 Find out whether you or your
organization are eligible to a

ply for
and receive a Federal s\f.m?
Explore Grant Eligibility »

Grant Terminology

Become an expert in standard grant-
related terminology and acronyms.

Explore Grant Terminology »

Who Gives Grants?

v I Learn more about the federal
agencies that award grants and the
programs those funds advance.

Explore Grant-Making Agencies »

&%, Grant Community

Connect with others in the grant
community and access third-party
resources and training.

Explore Grant Community »

Grant Systems
g Federal and third-party software:
applications are used to register,

apply for, and administer grants.
Explore Grant Systems »

Find Funding
q “trug&lln to identify the r\gln
opperunity on Grants.gov? Try these

other funding options.
Explore Grant Programs »

Reporting & Oversight

[
é Learn more about reporting and
= ~4 oversight procedures for federal
grants and prepare for success.

Explore Grant Reporting & Oversight »

“ Fraud & Abuse

Billions of dollars are allocated each
v {earfor federal grants. Help combat
raudulent behavior.

Explore Grant Fraud »

CONNECT WITH US: i Blog [ Twitter '» YouTube [@] Aleris [l RSS | ) *ML Extract [B Get Adobe Reader

GRANTS GOV Appicant Support

This page has hundreds of resources for the first time grant applicant. Everything you need to
know from eligibility requirements to federal and state compliance are within the data on this
set of pages. This page also explains the entire grant process. If you have the time this is the
page that you will use as a guide for the entire grant process. Most business or nonprofit

organizers or owners do not have the time to navigate through this section. That is where a
grant professional can be used.
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2.3 — Applicants

HELP | MANAGE SUBSCRIPTIONS = REGISTER | LOGIN

s R -
GRANTS.GOV™

LEARN GRANTS SEARCH GRANTS APPLICANTS ~ GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH

Check Your Eligibility Get Registered q Apply for Grants Track Your Application

Are you Dr‘;uur organization eligible ) To apply, you need to register as Read;(ua ply? Find mslrumcnsfor Enter your Grants gov tracking

for a grant Lem o fo check your 2 either an individual or erganization = the appnca on downlcad = number to follow the progress of up
eligibility het applcant. Begin registering today. submissicn process in Gmms gov. 1o five applications at a time.

CheckVﬂurApphnant Eligibility » Individual Registration » Apply for a Grant Opportunity To Track Your Application »
\ Organization Applicant Regi!!ratio\ Workspace Overview »

Adobe Compatibility i“q Tools & Tips Applicant FAQs Manage Subscriptions
Ensure your Adobe Reader or ' Access training materials, fi s snd If you have questions, you are not B Subscribe to targeted RSS feeds and

Acrobat software is compatible with other resources that will hel ou alone. Here are the answers to email notifications. Need o

Crants.gov successfully navigate Eraniey g frequently asked guestions. unsubscribe? That's easy, too.

Adobe Compatibility Tip Sheet » Applicant Tools & Tips » Applicant FAQs » Sign Up Now »
Grants.gov Online User Guide »

CONNECT WITH US: il Blog [W Twitter » YouTube [ Alerts . RSS | J}j XML Extract [l Get Adobe Reader ‘GRANTS.GOV Appiicant Support

HEALTH & HUMAN SERVICES: HHS.gov | EEOC / No Fear Act | Accessibiity | Privacy | Disclaimers | Site Map 1-800-518-4726

COMMUNITY: USA.gav | WhiteHouse.gov | USAspending.gov | SBA gov | CFDA.gov | SAM.gov | DUNS Request ['| Report Fraud supporiggrants gov

This page has many tools that can assist the applicant throughout the entire grant process.

Check Your Eligibility: This section will walk you through the different aspects to checking
your eligibility on a general basis that applies to most grants. For grant specific requirements
you will review the specific grant posting and requirements section of the opportunity.

Get Registered: This section will assist with the applicant getting registered through the
grants.gov portal to be eligible to field, evaluate, prepare, and submit specific grants.

Apply For Grants: This section will give information on the actual process of application for
specific grant opportunities that are open and posted.

Track Your Application: This section assists the applicant with tracking their submission
and any further requirements once submitted.

Tools & Tips — Applicant FAQs: These sections have resources to assist with any questions
that an applicant or registrant may have within the process of registering and submitting
grants.

Manage Subscriptions: This section allows you to customize the notifications you receive
from the new grants that are posted.
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HELF MAMNAGE SUBESCRIFTIONS REGISTER LOGIN

Grant Opportunit Enter Keyword....

GRANTS.GOV™

HOME LEARN GRANTS ‘SEARCH GRANTS APPLIGANTS *  GRANTORS SYSTEM-TO-SYSTEM

GRANTES.GOV Applicants » Apply For Grants

APPLY FOR GRANTS

- - ]
APPLICANT ACTIONS
= Apply for Grants
= Track My Application
APPLICANT RESCURCES
= Applicant Eligibility
= |ndividual Registration
= Onganization Applicant Registration
= Workspacs Overview

= Applicant Tools & Tips App[y for Grants
= Applicant FAQs 5 i i
= Adobe Software Compatibility 3 i 2
= Submitting UTF-& Special Characters
= Encountering Emor Messagss

\ J

Get Application Package

If you o

make sure you found a fundin

vidual or an onganiza

Befors you apply,
through Gi

npatible, you may chooss to create a workspacs in order to collaborate Grants.gov Online User Guide
g Werkspace. ch

Search Grants

HeRcY STEP 1: -
Dy load gln:ac'EL;pspgl‘._l 5;_E|:1_an@; rants.gov of visit
Application
Package

STEP 4
Track Application
Package Submission

CONNECTWITH US: ¥ Blag (8 Twiter  » YouTube (B Alers @l Rss 3 XMLEsact [ GetAdobe Reader GRANTS. GOV Applicant Support
HEALTH & HUMAN SERVICES: HHS gov | EEOC /Mo Fear Acl | Accessihiily | Pri Dischaimens = Sie Map 1-800-518-4726

COMMUNITY: USAgov  WhieHouse.gov | USAspendi ¢ SBAgov | CFDAgov SAMgov| DUNS Request [ ReportFraud support@grants. gov

Above is an example of the process flow for grant submission from beginning to end. This is an
example of one of the hundreds of resources available within the website.
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2.4 — Searching For Grant Opportunities

HELP | MANAGE SUBSCRIFTIONS REGISTER LOGIN

s IR -
[ GRANTS.GOV™

FIND. APPL UCCEED.

HOME LEARN GRANTS SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

GRANTS.GOV ) Search Grants R
BASIC SEARCHCRITERIA: Search Tips | Export Detailed Data
Keywiords): | Q) SORT BY: [Fosted Dete [Descending) pdate Sort | DATE RANGE: [Al Avaisble v || Update Date Range |
Opportunity Number:
CFDA 1-250F 2156 MATCHING RESULTS: «Previous 23456 .. 87 Neds
A
SEARCH : i
Opportunity Number Opportunity Title Agency ng&?:'gw Posted Date | | Close Date
OPPORTUNITY STATUS: h
¥ Forecasted (115) CDC-RFA-DP14-140604CONT17  Public Health Actions to Prevent and Control Diabetes, | HHS-CDC- Posted 097282016 | 11/30/2016
DA ) Tobacco Use, Heart Disease, and associated chronic NCCDPHP
7 Posted (2,041) Disease Risk Factors and improve heath in the US
Closed (2,173) Affiliated Pacific Islands, Virgin Islands, and Puerta Rico
Archived (35,777] NEAPS1604 NEA Poetry Out Loud: 2018 National Finals Competition NEA Posted 092872016 | 01052017
16-616 Spectrum Efficiency, Energy Efficiency, and Security NSF Posted 097282016 0192017
; (SpecEES): Enabling Spectrum for All
':”:?'F”Gd‘,” STR;ME“T t“PE' 16-618 Transdiscipinary Research in Principles of Data Scence | HGF Posted | 00287016 | 03/182047
SR CDC-RFA-GHIS-156303CONTIT  Strengihening Mozambican Capacity i Stralegic HHS.COC- | Posted | 09282016 | 11302016
Cooperative Agreement (703) Information Systems in Mozambigue under The CGH
Grant (1,552) President's Emergency Plan for AIDS Relief (PEPFAR)
Other (56) NO0014-17-5-B001 Leng Range Broad Agency Announcement (BAA) for DOD-ONR Posted 097282016 09/302017
Procurement Contract (48] Navy and Marine Corps Science and Technology
i DTHHZZ16RO0096 State Nofification to Consumers of Motor Vehicle Recall | DOT-NHTSA | Posted 09282016 | 11/30/2016
Status
~ELIGIBILITY: HHS-2017-ACF-I0AS-OTIP-ZV-1210 Lock Beneath the Surface Regional Ant-Traflicking HHS-ACF- | Forecasted — 09/27/2016
¢ Ml Elighilties Program oTe
City or township governments (359 RFA-DP-17-003 MNatural Experiments of Policy and Buit Enviranment HH5-CDC- | Forecasted = 09272016
County governments (967) ¢ Impact on Diabetes Risk HHSCDCERA
For proft organizations other than smal HHS-2017-ACF-ACYF-CX-1233 Transttional Living Program and Maternity Group Homes| HHS-ACF- | Forecasted 09/27/2016
businesses |948) - i
Independent schg A v DE-FOA-0001665 Topics for Advanced Combustion Systems of the Future | DOE-NETL Posted 090272016 | 107212016
CDC-RFA-GH13-130305CONT17  Building Systems and Capacity within the Cambodian HHS-COC- Posted 0972712016 11/30/2016
~ CATEGORY: Ministry of Health to Prevent New HIV Infections and CGH
= AlDS-Related Deaths in Cambodia through PEPFAR
o A Cabenores Supportto the National Center for HIVIAIDS,
Agricutture (19) Dermatelogy, and STDS (NCHADS) under the
Arts (see ‘Cultural Affairs'in CFDA) (10) President's Emer..
Business and Commerce (6) CDC-RFA-GH15-133703CONT17  Technical Assistance to Provide High-Qualty Voluntary | HHS-CDC- Posted 09272016 117282016
Community Develo : Medical Male Circumcision (VMMC) Services for CGH
By s M P16AS00663 Natice of Intent to Award Applicaitons Will Mot Be DOI-NPS Posted 0902772016 | 1000712016
Accepted For This Announcement. Fort Jefferson Ciuil
- AGENCY: War Era Living History
¢ Al Agencies . NOIP1BACO0S00 Upgrade G-WOW Curriculum - APIS DOl-NPS Posted 097272016 | 10/072016
[ [ All Agency for International Development HR3A-17-083 National Genetics Education and Family Support Center | HHS-HRSA Posted 097272016 | 121132016
[USAID] (61) RFA-440-16-000002 Enhanced Community HIV Link - Northern USAID-THA Posted 09272016 11072016
! Al Corporation for Nationzl and Communty PD-16-1266 Applied Mathematics HSF Posted 097272016 | 111502016
Senice [CNCS] (1) PD-17-1638 Infrastructure Management and Extreme Events NSF Posted 092772016 | 01/132017
N A A Al \
Bl L All Department of Agricufure [USDA] (18] PD-17-1637 Structural and Architectural Engineering and Materials NSF Postsd | 09272016 | DM32017
5 @ a
Bl L Al Department of Commerce [DOC] (33) PO-17-163 Geotechnical Engineering and Materials NSF Posted | 091272016
N A 1l i1
Bl All Department of Defense [DOD] (118) PD-17-014Y Enginesring for Natural Hazards NSF Posted | 09272016 | 01H32017
A 103
All Department of Education [ED] (3) PD-17-7569 Dynamics, Control and Systems Diagnostics NSF Posted | 09272016 | 017132017
5 @ a " 1135)
8 L All Department of Energy [DOE] (35} 16-614 Plant Genome Reszarch Program NSF Posted | 091272016
B i )
& oy Y Depariment of Energy - Offie of Scenice | |CDC_RFA-GHIS-154703CONTI7  Supportthe Ministry of Healh (MOH) to Scaleupand | HHS.CDC- |  Posted 0812772016 | 11/302016
[PRMS] (7) Improve HIVIAIDS Prevention, Care, and Treatment CGH
Services in the Kingdom of Lesotho under the
Firmiclnmtin Enmrrmmoms Filam fe APV Finfinf {BEREAM

This page shows the different discriminators that you can use to search for grants. This is more
in-depth and detailed searching than the basic search found on the home page.
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Basic Search Criteria: You can search here for a simplified search with Keywords, a grant or
opportunity number if known, or CFDA criteria if known for a specific grant opportunity.

Funding Instrument Type: You can select different types of grant opportunities here for
whatever your needs may require.

Eligibility: You can filter the search further by eligibility type using this search section.
Category: This section allows you to search by grant opportunity category.
Agency: This filter allows you to select the funding agency as a discriminator.

Opportunity Number: This section shows carious details about the grant search results. The
blue link under Opportunity Number heading, if clicked, will bring the user directly to the grant
posting. This is where you can download the grant package and all the requirements are posted.

Opportunity Title: This is the official title of the grant opportunity.
Agency: This is the coding for the funding agency that posted and is funding the grant.

Opportunity Status: This is the current status of the grant. This will let you know if it is open
for submission, pending funding, or awarded.

Posted Date: This is the date that the grant was posted to the system.

Close Date: This is the date that all grant submission must be uploaded and finalized for
review.

The next section will bring you through the steps you should be taking after the initial
registrations are complete and you are ready to meet internally to determine if you are going to
bid on a specific grant opportunity identified as obtainable within your organization.

Step 3 — Grant Process 3.1 Applying for a grant
Step 1: Download an Application Package

How to Download an Application Package (Single- or Multi-Project)
Everyone will complete steps one through nine, but from that point the process diverges based
on whether you are downloading a single-project or a multi-project application package.

1. Access the View Grant Opportunity page by clicking the Funding Opportunity
Number link in the Search Grants results.

2. Click the Package tab on the View Grant Opportunity page.

3. Click the Select Package link under the Actions column for the application package
you wish to download.

4. Review the on-screen information to confirm that you are downloading the correct
application package.
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5. Decide whether to enroll in automated email notifications. These emails notify you,
the applicant, when the application package was changed and republished on
Grants.gov by the grant-making agency.

6. A message will appear on-screen confirming your decision either to register for the
notifications or to elect not to receive the change notifications.

7. Click on the Download Instructions link.

8. Thoroughly review the Application Instructions to ensure you are eligible and meet
all other requirements before applying.

9. Follow the instructions based on whether you are downloading a single-project or
multi-project application package.

Step 2: Complete an Application Package

After downloading the application package, you, the applicant, can complete the application
offline and share the document within the office. Before beginning the process of entering
information into the application package, please read the grant-making agency's application
instructions. The agency's instructions include all the necessary information on what is required
to submit the application.

Step 3: Submit an Application Package

The following instructions explain how to submit your application to Grants.gov. Once you have
completed all the required documents and attached any required or optional documentation, be
sure to use the Save button to save your package. Please note that you can only submit a
complete application and may not send it in parts.

Check for Errors Button

The Check for Errors button searches your application for errors that prevent your application
from being processed. If there are errors identified, clicking this button will direct you to the
error in the current application. These issues may prevent the Save & Submit button from
activating.

Submission Confirmation

After you submit your grant application package, a confirmation screen will appear on your
computer screen. This screen confirms that you have submitted an application to Grants.gov.
This page also contains a tracking number that is used to identify the status of your submission
in the Track My Application feature.

Once Grants.gov has received your submission, Grants.gov will send email messages to advise
you of the progress of your application through the system.

Step 4: Track My Application Package

To track and check the status of your submitted applications, enter up to five Grants.gov
tracking numbers, one per line and click the Submit Tracking Number(s) button. The tracking
number for a submitted application will be provided in the confirmation email that you receive
within two business days after you submit the application.
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Examples of Application status:

Application Statuses
The following are descriptions of the application statuses used to describe the progression of an
application after submission through the Grants.gov system.

Status Description
o The application is has not yet been received by Grants.gov, but is processing normally,
Receiving and is waiting in the queue to be received by Grants.gov.
Received Grants.gov has received the application, but the application is awaiting validation.
ved The application has been received by Grants.gov and is in the beginning stages of being
FIF Receive either validated or rejected with valid errors.
Packaging The application is still being processed and will be validated within the next 48 hours by
Process Grants.gov.
Processing The application has been received by Grants.gov and has begun checking the
Status Description
application for errors.
Validated Grants.gov validated the application and it is available for the agency to download.
Grants.gov was unable to process your application because of an error(s) and cannot
Rejected with  |accept the application until you correct the error(s) and successfully resubmit the
Errors application. You will receive email notification with information on how to address the
error(s).
Received by . . L
Agency The agency has confirmed receipt of the application package.
The agency has assigned an internal tracking number to your application. This is the last
Agency status that Grants.gov tracks. Updates beyond this must be checked with the agency
Tracking directly. Note: All agencies do not assign tracking numbers. If you do not see an agency
Number tracking number, this does not infer that the agency did not receive or process your
Assigned application. The assignment of tracking numbers is based on the policy of a particular
agency.
The application has been on the system for 3 years or more and has been purged from the
System.
Note: The application purge period was increased from 180 days to 3 years on October
Purged 20, 2015, so all applications submitted on or after April 22, 2015 will be stored for 3

years. All applications submitted before April 22, 2015 have been deleted under the
previous 180 day purge period.
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3.2 Grant Cycle

Grants.gov brings together Federal awarding agencies and applicants, helping to streamline the
grant process. Read below to learn more about the roles of Grantors and Applicants in the
Federal grant lifecycle.

Pre-Award Phase

Grantor Actions Lifecycle Steps Applicant Actions
In the early stages of the grant process, Planning an
the grant-making agency plans and Opportunity

develops a funding program based on its
mission, the Administration, and
congressional initiatives.

Next, the grant-making agency Announcing an
formally announces the funding Opportunity
opportunity, advertising it to applicant

Grantor Actions Lifecycle Steps Applicant Actions

communities and inviting proposals
tailored to address the program mission.
The grant-making agency will publish
details of the funding opportunity on
Grants.gov.

Searching for Potential applicants will use the
Opportunities Grants.gov search tool to find funding
opportunities that they are eligible for and
are a mission match for their organization.
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Registering on
Grants.gov

Completing an
Application

When an application has been submitted, Retrieving the
the application is retrieved by the Application
grantmaking agency and screened for
compliance. If it passes initial screening,
the application is routed to the appropriate
agency program for consideration.

Staying in the
Loop

Grantor Actions Lifecycle Steps

SIMPLIFIED.

When potential applicants have
identified an opportunity to apply for,
they need to register with Grants.gov as
an organization or individual. Applicants
should also check the funding
opportunity for additional registration
requirements specified by the grant-
making agency.

Completing a grant application can take
weeks. The application package can be
downloaded from Grants.gov in the form
of a PDF, and progress can be saved as
form fields are filled in. These fields
require everything from basic
organizational information, to
explanations of proposed work and
financial data. When an application
package has been completed per the
opportunity instructions and checked for
errors, it can be submitted through
Grants.gov.

Once an application has been retrieved by
the agency from Grants.gov, the applicant
is automatically notified via email. At this
point, the grantor application processing
begins.

Applicants can track the status of their
application by communicating with the
grant-making agency. The application

status process is handled differently by

Applicant Actions

each agency.
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As the funding agency reviews Finishing the
applications, a range of program Review Process
stakeholders will participate. The review
process takes time and varies based on
grant type. As the review process takes
place, grant-making agencies may update
applicants on the status of their
application.
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Award Phase

Grantor Actions Lifecycle Steps Applicant Actions

When the review process has been Notifying the
completed, the funding agency notifies the BE:NTETE B EIGT) 1
applicants whether or not they have been
awarded a grant. The agency also begins
working with the award recipient to
finalize the legal framework for the
funding agreement. Following this, the
funds are disbursed.

Beginning the After an applicant receives a Notice of

Hard Work Award and the funds have been disbursed,
they will begin their project. The award
recipient is responsible for meeting the
administrative, financial, and
programmatic reporting requirements of
the award.
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Post Award Phase

Grantor Actions Lifecycle Steps Applicant Actions

After an award has been disbursed, a Providing Support
grants management officer at the funding e el
agency oversees an

awardee's reporting compliance. This
process extends across the life of the
grant award and involves reviewing
reports submitted by the awardees.
Representatives from the grantor agency
may perform on-site visits with the project
director and implementation staff.
Oversight may also occur in the form

of auditing.

Reporting Your
Progress

Award recipients conduct two primary
types of reporting to the funding agency
on a regular basis: financial reporting and
programmatic reporting. These reports
provide information about the overall
financial status and program performance
of the grant project. Recipients must also
respond to any audit requests that pertain
to the grant.

As reports and financial data are passed Award
Closeout
along to the grantor agency, the program
stakeholders ensure that all requirements
are being met. Upon completing all

the closeout requirements, including a
review of the final financial and technical
reports from the awardee, the grant

lifecycle comes to an end.

Break down of Pre-Award Phase
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The pre-award phase represents the beginning of the grant lifecycle, which includes announcing
opportunities, submitting applications, and reviewing applications. Below are explanations of
what generally occurs during the preaward phase.

Funding Opportunity Announcement
Both the grant-making agencies and prospective applicants conduct their planning processes.

The awarding agencies prepare and publish Funding Opportunity Announcements (FOA) based
on the related legislation and their budget.

An FOA includes all the pertinent information and requirements for an applicant to assess their
eligibility, competency, and interest in the funding opportunity. How do you find these
opportunities? That's where Grants.gov comes in.

Registering to Apply
Registering to apply for grants on Grants.gov includes several steps and types of registration,
including DUNS, SAM.gov, and Grants.gov accounts.

Completing Your Application
Before jumping into the process of filling out the application, you (i.e., an organization or

individual) should spend time analyzing your own capabilities as compared to the specific
eligibility and technical requirements detailed in the application instructions. The application
planning process is lengthy, but it is critical when considering the importance of carrying out
government-related work and the competition you may face for funding. While the specific
steps vary widely depending on the type of grant you are applying for, major components of the
planning process includes developing your ideas, conducting research, writing your proposal,
and completing the application in Grants.gov.

Initial Screening of Application
In the initial screening, sometimes called a basic minimum requirements review, the agencies

will check each proposal to ensure it includes all the required elements to qualify for the grant.
What the specific requirements are will vary for each grant, but common elements are
eligibility, program narrative, and budget attachment. The key for the initial screening is that
the agencies are looking for the presence of the required element, not the quality of the element.
If your application does not meet all of these basic requirements, then your application is likely
to be rejected.

Programmatic Review and Assessment of Applications
The remaining applications undergo a thorough review and assessment for their technical and

programmatic quality and competency. Again, this varies depending on the type of grant you
applied for. For discretionary grants, the review is conducted by independent experts who
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assess the applications using the uniform rating or scoring system established by each awarding
agency.

A common format is a peer review panel of at least three people, who assess and score each
application independently. Then, the peer review panel will convene to discuss the merits of the
applications. A series of policies and assurances are in place to maintain a fair, objective process
based on material facts in the applications and without conflicts of interest (COI) for the peer
reviewers. The federal agency staff monitor and participate in this review process.

Financial Review
While an application may have technical and programmatic quality, your budget also needs to

be well-documented and reflect the requirements of the grant program. The federal agencies
conduct a cost analysis, reviewing each line item and the overall proposed budget to ensure
compliance with statutory and financial regulations. Additionally, the financial review also
factors in the total budget for the grant program in relation to how much money each
application requests.

Award Phase Breakdown

Once the Federal agency completes the application review process, the Award Phase begins. The
final award decisions rest solely in the hands of the federal agency staff with fiduciary
responsibility and legal authority to enter binding agreements. Federal staff review and make
award recommendations based on the programmatic and financial reviews of the applications.
These recommendations are reviewed by a series of levels in the agencies to ensure high-
quality, fair, and unbiased decisions.

Notice of Award
Once the final award decisions are made, the awarding agency sends a Notice of Award (NOA)

to the entities selected for funding. The NOA is the official, legally binding issuance of the
award. When you or your organization accepts the grant (i.e., by signing the grant agreement or
by drawing down funds) you become legally obligated to carry out the full terms and conditions
of the grant.

As an award recipient, you are also subject to federal statutory and regulatory requirements and
policies

Break down of Post Award Phase
The post award phase comprises a significant amount of work over the duration of the award

dates, which includes implementing the grant, reporting progress, and completing the closeout
requirements. The federal agency that makes the award to you is also there to assist and ensure
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you or your organization complies with the grant terms and conditions. Your job is to faithfully
and diligently carry out the grant program.

Reporting

The agency monitors your progress and expenditures through various programmatic and
financial reporting procedures, as well as using performance metrics per the grant agreement.
While the majority of award recipients carry out the grants ethically and efficiently, these
monitoring procedures are necessary to maintain transparency and to prevent fraud and abuse.

The awarding agency typically has a grants management officer and program officer designated
to each grant, both of which you will work with throughout the life of the grant. They are the
ones who will review reports and conduct site visits, so we recommend you build an effective
line of communication with these staff members. It is better to prevent issues by talking to your
grant and program officers to clarify grant terms or expectations than it is to submit a report
and wait for problems to be identified and recourse initiated.

Auditing

Federal grant-making agencies and grant recipients are audited. The Government
Accountability Office (GAO), Office of Inspector General (OIG), and various departments within
each Federal agency monitor and analyze policies, expenditures, and more activities within each
grant-making agency. These same entities, as well as others, also monitor and analyze the
performance of grant recipients.

Closeout
The closeout step is where the grant process ends. In order to complete a closeout, you, the

award recipient, must submit the final financial and programmatic reports. According to the
OMB Uniform Grants Guidance §200.343, the receipt must submit all financial, performance,

and other reports required under the grant within 9o days after the grant award expires or is
terminated. The awarding agency will review these reports to ensure compliance will all the
grant terms and conditions as well as to make sure you spent all the funds appropriately.
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