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Grants.gov Application Submission and Receipt Procedures
This section provides the application submission and receipt instructions for the National Park Service American Battlefield Protection Program (ABPP) grant applications. Please read the following instructions carefully and completely.

1. Electronic Delivery. The ABPP is participating in the Grants.gov Initiative that provides the Grant Community a single site to find and apply for grant funding opportunities. The ABPP encourages applicants to submit their applications electronically through http://www.grants.gov/web/grants/applicants/apply-for-grants.html.

2. The following describes what to expect when applying online using Grants.gov/Apply:

a. Instructions. On the site, you will find step-by-step instructions which enable you to apply for ABPP funds. The Grants.gov/Apply feature includes a simple, unified application process that makes it possible for applicants to apply for grants online. There are five "Get Registered" steps for an Organization to complete at Grants.gov. The information applicants need to understand and execute the steps can be found at http://www.grants.gov/web/grants/applicants/organization-registration.html.

Applicants should read through the registration process carefully. The site also contains registration checklists to help you walk through the process. The ABPP recommends that you download the checklists and prepare the information requested before beginning the registration process. Reviewing and assembling required information before beginning the registration process will alleviate last minute searches for required information and save time.

b. DUNS Requirement. All applicants applying for funding, including renewal funding, must have a Dun and Bradstreet Universal Data Numbering System (DUNS) number. The DUNS number must be included in the data entry field labeled "Organizational DUNS" on the SF-424 form. Instructions for obtaining a DUNS number can be found at the following website:  http://www.grants.gov//web/grants/applicants/organization-registration/step-1-obtain-duns-number.html.

c. System for Award Management. In addition to having a DUNS number, applicants applying electronically through Grants.gov must register with the federal System for Award Management (SAM). Step-by-step instructions for registering with SAM can be found here: http://www.grants.gov/web/grants/applicants/organization-registration/step-2-register-with-sam.html. 
All applicants must register with SAM in order to apply online. Failure to register with the SAM will result in your application being rejected by Grants.gov during the submissions process.

d. Username and Password. The next step in the registration process is creating a username and password with Grants.gov to become an Authorized Organizational Representative (AOR). AORs will need to know the DUNS number of the organization for which they will be submitting applications to complete this process. To read more detailed instructions for creating a profile on Grants.gov visit: http://www.grants.gov/web/grants/applicants/organization-registration/step-3-username-password.html.

e. AOR Authorization. After creating a profile on Grants.gov, the E-Biz Point of Contact (E-Biz POC) a representative from your organization who is the contact listed for SAM will receive an email to grant the AOR permission to submit applications on behalf of their organization. The E-Biz POC will then log in to Grants.gov and approves an applicant as the AOR, thereby giving him or her permission to submit applications. To learn more about AOR Authorization visit:  http://www.grants.gov/web/grants/applicants/organization-registration/step-4-aor-authorization.html. To track an AOR status visit:  http://www.grants.gov/web/grants/applicants/organization-registration/step-5-track-aor-status.html.
Applicants are, therefore, encouraged to register early. The registration process can take up to four weeks to be completed. Therefore, registration should be done in sufficient time to ensure it does not impact your ability to meet required submission deadlines. You will be able to submit your application online anytime after you have been approved as an AOR.

f. Electronic Signature. Applications submitted through Grants.gov constitute a submission as electronically signed applications. The registration and account creation with Grants.gov with E-Biz POC approval, establishes an Authorized Organization Representative (AOR). When you submit the application through Grants.gov, the name of your AOR 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 (AOR); this step is often missed and it is crucial for valid submissions.

3. Instructions on how to submit an electronic application to the ABPP via Grants.gov/Apply:
Grants.gov has a full set of instructions on how to apply for opportunities on its website at http://www.grants.gov/web/grants/applicants/grant-application-process.html. The following provides simple guidance on what you will find on the Grants.gov/Apply site. Applicants are encouraged to read through the page entitled, "Complete Application Package" before getting started.
Grants.gov allows applicants to download the application package, instructions and forms that are incorporated in the instructions, and work offline. In addition to forms that are part of the application instructions, there will be a series of electronic forms that are provided utilizing Adobe Reader.

a. Adobe Reader. Adobe Reader is available for free to download from on the Download Software page: http://www.grants.gov//web/grants/support/technical-support/recommended-software.html. Adobe Reader allows applicants to read the electronic files in a form format so that they will look like any other Standard or NPS form. The Adobe Reader forms have content sensitive help. This engages the content sensitive help for each field you will need to complete on the form. The Adobe Reader forms can be downloaded and saved on your hard drive, network drive(s), or CDs.
NOTE: for the Adobe Reader, Grants.gov is compatible with versions 8.1.1 and later versions. Always refer to the Download Software page for compatible versions. Please do not use lower versions of the Adobe Reader.

b. Mandatory Fields in Adobe Forms. In the Adobe Reader forms you will note fields that will appear with a background color on the data fields to be completed. These fields are mandatory fields and they must be completed to successfully submit your application.

c. Completion of SF-424 Fields First. The Adobe Reader forms are designed to fill in common required fields such as the applicant name and address, DUNS number, etc., on all Adobe Reader forms. To trigger this feature, an applicant must complete the SF-424 information first. Once it is completed the information will transfer to the other forms.

d. Customer Support. The Grants.gov website provides customer support via toll-free 1-(800)-518-GRANTS or through email at support@grants.gov. For grant opportunity related questions, contact the number listed in the application package of the grant you are applying for. If you are experiencing difficulties with your submission it is best to call the Contact Center and get a case number. The case number will assist the ABPP with tracking your issue and provide background information on the issue.

4. Timely Receipt Requirements and Proof of Timely Submission.

a. Electronic Submission. All applications must be received by 4 pm Eastern time on the due date established for each program. Proof of timely submission is automatically recorded by Grants.gov. An electronic time stamp is generated within the system when the application is successfully received by Grants.gov. The applicant will receive an acknowledgement of receipt and a tracking number from Grants.gov with the successful transmission of their application. Applicants should print this receipt and save it, along with facsimile receipts for information provided by facsimile, as proof of timely submission. When the ABPP successfully retrieves the application from Grants.gov, Grants.gov will provide an electronic acknowledgment of receipt to the email address of the AOR. Proof of timely submission shall be the date and time that Grants.gov receives your application. Applications received by Grants.gov, after the established due date for the program will be considered late and will not be considered for funding by the ABPP.
Applicants using dial-up connections should be aware that transmission should take some time before Grants.gov receives it. Grants.gov will provide either an error or a successfully received transmission message. The Grants.gov Contact Center reports that some applicants abort the transmission because they think that nothing is occurring during the transmission process. Please be patient and give the system time to process the application. Uploading and transmitting many files particularly electronic forms with associated XML schemas will take some time to be processed.





National Park Service
American Battlefield Protection Program Planning Grants 2016
How to Apply on Grants.gov
_______________________________________________________________________________
Please read the Application Guidelines to be certain your project complies with the general requirements of the American Battlefield Protection Program (ABPP) Planning Grant Program. Applicants have the option of submitting applications either electronically through Grants.gov or by mail to the ABPP office.  Applications submitted electronically through Grants.gov must be uploaded and submitted by 4:00 p.m. EST, January 14, 2016.  In order to help guide you through the process on Grants.gov, ABPP staff have compiled the following guidance:
ABPP proposal submittal in Grants.gov requires:
SF424 Application for Federal Assistance
AND
Attachments
1. Checklist and Five page Application Form
1. Project Map
1. Property Owner Letter(s)
1. Letters of Support
1. Letters from Matching Share Donors, if applicable
1. Photos, if applicable

Download, fill-out, and submit forms at Grants.gov for opportunity number P15AS00175. An application package can be found by searching on the opportunity number or the CFDA number (15.926).
SF424 Application for Federal Assistance
Please enter the following information in the Application for Federal Assistance form, SF-424. Guidance for applicants can be found at http://www.grants.gov/web/grants/applicants/applicant-resources.html
1. Type of Submission: Mark Application box
2. Type of Application: Mark New box
3. Date Received: Leave this field blank. This date will be assigned by the Federal agency.
4. Application Identifier: Leave this field blank.
5. Federal Entity Identifier: Leave this field blank
6. Date Received by State: Leave this field blank.
7. State Application Identifier: Leave this field blank.
8. Applicant Information: Enter the following in accordance with agency instructions:
a. Legal Name: (Required) Enter the legal name of applicant that will undertake the assistance activity. This is the organization that has registered with the System for Award Management (SAM). Information on registering with SAM may be obtained by visiting www.SAM.gov.
b. Employer/Taxpayer Number (EIN/TIN): (Required) Enter the employer or taxpayer identification number (EIN or TIN) as assigned by the Internal Revenue Service.
c. Organizational DUNS: (Required) Enter the organization’s DUNS or DUNS+4 number received from Dun and Bradstreet. 
d. Address: Enter address: Street 1 (Required); city (Required); County/Parish, State (Required if country is US), Province, Country (Required), 9-digit zip/postal code (Required if country US).
e. Organizational Unit: Enter the name of the primary organizational unit, department or division that will undertake the assistance activity.
f. Name and contact information of person to be contacted on matters involving this application.

9. Type of Applicant: (Required) 
A. State Government
B. County Government
C. City or Township Government
D. Special District Government
E. Regional Organization
F. U.S. Territory or Possession
G. Independent School District
H. Public/State Controlled Institution of Higher Education
I. Indian/Native American Tribal Government (Federally Recognized)
J. Indian/Native American Tribal Government (Other than Federally Recognized)
K. Indian/Native American Tribally Designated Organization
L. Public/Indian Housing Authority
M. Nonprofit
N. Private Institution of Higher Education
O. Individual
P. For-Profit Organization (Other than Small Business)
Q. Small Business
R. Hispanic-serving Institution
S. Historically Black Colleges and Universities (HBCUs)
T. Tribally Controlled Colleges and Universities (TCCUs)
U. Alaska Native and Native Hawaiian Serving Institutions
V. Non-US Entity
W. Other (specify)
10. Name of Federal Agency: Enter National Park Service
11. Catalog Of Federal Domestic Assistance Number/Title: Enter 15.926 and American Battlefield Protection Program
12. Funding Opportunity Number/Title: (Required) Enter P15AS00175, American Battlefield Protection Program Planning Grants FY 16
13. Competition Identification Number/Title: Leave this field blank.
14. Areas Affected By Project: This data element is intended for use only by programs for which the area(s) affected are likely to be different than the place(s) of performance reported on the SF-424 Project/Performance Site Location(s) Form.
15. Descriptive Title of Applicant’s Project: (Required) The project title should include the name of the battle site and the proposed preservation-related activity.  The title must be 10 words or less (e.g. Little Blue River Battlefield National Register Nomination.)  This should be the same title noted in your Application Project Summary. 
16. Congressional Districts Of: 16a. (Required) Enter the applicant’s congressional district. 16b. Enter all district(s) affected by the program or project. Enter in the format: 2 characters state abbreviation – 3 characters district number, e.g., CA-005 for California 5th district, CA-012 for California 12 district, NC-103 for North Carolina’s 103 district. If all congressional districts in a state are affected, enter “all” for the district number, e.g., MD-all for all congressional districts in Maryland. If nationwide, i.e. all districts within all states are affected, enter US-all. If the program/project is outside the US, enter 00-000.
17. Proposed Project Start and End Dates: (Required) Enter the proposed start date and end date of the project. Grants are awarded in the summer; therefore, indicate 8/1/16 to 8/1/18.
18. Estimated Funding: (Required) Enter the amount requested, or to be contributed during the funding/budget period by each contributor. Value of in-kind contributions should be included on appropriate lines, as applicable.  
a. Federal - Indicate the amount you are requesting from ABPP.  Please note, total hourly rate for any personnel may not exceed $89.42. Administrative fees may not exceed 15% of the total amount of funding requested.  
b. Applicant - Indicate all matching funds from the applicant organization, and donors.  
While matching funds are not required, the ABPP prefers projects that leverage funds from several public and private entities.  The acquisition of matching funds is also an indicator of public support and participation.  Total hourly rate for any personnel may not exceed $89.42. 
c. State - Indicate project funding from agencies of state government.
d. Local - Indicate project funding from agencies of local government.
e. Other - Indicate all funds from sources not listed elsewhere.
f. Program Income - Indicate funds generated by the project.  Normally, this is none.
g. Total - Indicate the total cost of the project.
19. Is Application Subject to Review by State Under Executive Order 12372 Process? (Required) Applicants should contact the State Single Point of Contact (SPOC) for Federal Executive Order 12372 to determine whether the application is subject to the State intergovernmental review process. Select the appropriate box. If “a.” is selected, enter the date the application was submitted to the State.  Visit this website to learn more: (http://www.whitehouse.gov/omb/grants_spoc)
20. Is the Applicant Delinquent on any Federal Debt? (Required) Select the appropriate box. This question applies to the applicant organization, not the person who signs as the authorized representative. Categories of federal debt include; but, may not be limited to: delinquent audit disallowances, loans and taxes. If yes, include an explanation in an attachment.
21. Authorized Representative: To be signed and dated by the authorized representative of the applicant organization. Enter the first and last name (Required); prefix, middle name, suffix. Enter title, telephone number, email (Required); and fax number.

ATTACHMENTS
Please keep your attachments in this order and name the attachment file the same as each is named below.
1. Checklist and Five (5) Page Application
Please download our checklist and application from the Funding Opportunity or the ABPP website (http://www.nps.gov/abpp/grants/battlefieldgrants/2016grants.html).  Fill out the Checklist Cover Page and Application using our Application Guidelines.  Do not change the margins, allotted spacing or exceed the 5 pages.  Please attach as a Microsoft Word document or PDF. 
2. Project Map
For each battlefield included in the project, you must attach an 8½” x 11” copy of a modern USGS topographic map. That map must show the approximate boundaries of the historic battlefield and the proposed project area.  Please attach as a Microsoft Word document, PDF, or JPEG. See Application Guidelines for further instructions on labeling the Project Map. 
3. Property Owner Letter(s)
Provide letters from each Project Area Landowner, whose property is involved in the project, giving the applicant permission to undertake the proposed project on their property if access is required. Please attach as a Microsoft Word document or PDF. See Application Guidelines for further instructions. 
4. Letters of support 
Provide letters of support from involved and interested Partners, SHPOs, and THPOs. The ABPP encourages applicants to develop preservation projects in cooperation with other interested groups and organizations. Applicants working with battle sites where native peoples fought or were otherwise involved must notify and consult the concerned tribe about the proposed project. If applicable, applicants must include letters from tribes indicating their level of support for, and participation in, the proposed project.  Please attach as a Microsoft Word document or PDF.  See Application Guidelines for further instructions. 
5.  Letters from Matching Share Donors, if applicable 
Provide letters from Matching Share Donors confirming their contribution(s) to the project. Please attach as a Microsoft Word document or PDF.  See Application Guidelines for further instructions. 
  
6. Photos, if applicable
Provide up to four (4) 5” x 7” photographs/graphics of project site (two [2] images per 8 ½” x 11” page). ABPP encourages photos/graphics that illustrate the threat(s) noted in the Application. Please attach as a Microsoft Word document or PDF.  See Application Guidelines for further instructions. 

7-15. Additional Attachments
Please use these attachment areas ONLY if your Property Owner Letters, Letters of Support, or Letters from Matching Share Donors do not fit on areas 4, 5, and 6 of the Attachments Form.  Any additional attachments beyond what is specifically asked for above will be discarded.  

SUBMITTING YOUR PACKAGE

· Upon completion of your forms and attachments, go to the top of the application page, and click “check package for errors.” The program will highlight issues on the forms that can be corrected. Click the “check package for errors” button again.
· Once the forms have passed, you will go to the save button on top of the application package and save a copy on your computer.
· The “Save and Submit” button will become active after you have saved your form to your computer.
· Submit the package by clicking on “Save and Submit.” You will receive a confirmation on your computer screen when the package is successfully submitted.

For more information contact:
Kristen McMasters, Archeologist and Grants Manager
kristen_mcmasters@nps.gov
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