[bookmark: _Toc389648447][bookmark: _Toc395769965]CHAPTER 4 - APPLICATION PROCESS
 

[bookmark: _Toc389648448][bookmark: _Toc395769966]Identify Your Tribe’s Grant Award Amount

Within 30 days of the annual HPF appropriation being signed in law, NPS calculates the individual THPO awards and emails the amounts to the tribe’s for budget planning purposes.  However, these amounts are not final/confirmed until the apportionment certificate (an official memo specifying the amount that NPS proposes to award each THPO) is signed by the Secretary of the Interior. This can take several weeks.   

As soon as NPS receives the signed apportionment certificate THPOs are provided with the final award amounts, along with application instructions.


[bookmark: _Toc389648449][bookmark: _Toc395769967]Complete an Application

Applications must be submitted through www.grants.gov.  Applications will not be accepted by mail, fax or email. 

Each year’s application will have a specific “grant opportunity number” that is used to identify the application package in Grants.gov.  Step-by-step instructions for downloading the application on Grants.gov begin on page 11.   

A complete grant application package consists of the following items:
· SF424, Application for Federal Assistance
· SF424a, Non-Construction Budget Form**
· SF424b, Non-Construction Assurances Form
· SF424c, Construction Budget Form (if applicable)
· SF424d, Construction Assurances Form (if applicable)
· Annual Anticipated Activities List or “Workplan”** 
· NEPA Compliance Documentation (explained in the Chapter on NEPA)

**Program-specific instructions for the Annual Workplan (with sample Workplan) begin on page 16 and SF424a - Non-Construction Budget begin on page 20 of this guide.  You must follow these program-specific instructions.

Application Signatures - The Grants.gov application contains electronic signature authorization for the THPOs; therefore, no hard copies of the application have to be submitted to NPS.  


Application Deadline - The grant opportunity summary on Grants.gov and the email with the grant announcement, sent to THPOs by NPS, will state the last day an application can be submitted.  

IMPORTANT NOTE:  THPOs who do not submit an acceptable application and/or resolve any other outstanding grant-related problems identified by NPS by the application end date will lose their annual funding.  These funds will be either reassigned to the Tribal Heritage Grant program or to other THPOs. 


[bookmark: _Toc389648450][bookmark: _Toc395769968]Application Review

Once the THPO submits the application through Grants.gov, NPS will download and review it.  If there are no errors or problems the application will be processed within a couple days.  If there are issues to be addressed, NPS will contact the THPO identifying the items that need to be corrected.


[bookmark: _Toc389648451][bookmark: _Toc395769969]Application Approval

As soon as the grant is processed, NPS will send an email approval to the THPO along with an attached copy of the grant agreement.  The tribe does not need to counter-sign or return the grant agreement as drawing funds down from the corresponding ASAP grant account constitutes the THPOs acceptance of all terms and conditions of the grant agreement.

Grant funds will be placed into the tribe’s ASAP grant account within 48 hours of receiving the approval email.
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Instructions for Downloading Applications from Grants.gov 


1.  Log onto Grants.gov.  Then, click on “Search Grants” at top of page.
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2.  Type the current fiscal year’s grant application “Opportunity Number” into the search field on the left. (This number will be emailed to you along with the notification of the amount of your grant awards.)
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3.  Click on the Opportunity Number under the blue “Matching Results” bar.
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4.  Click on the “Application Package” tab in the center of the screen.

[image: ]


5.  Click on “Download” under “Instructions and Application” in the lower right-hand corner of the screen.
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6.  Enter your email address in both field and click “Submit”.

[image: ]

7.  Click on “Download Application Instructions.”  The instructions will open in a separate window, and may take a couple of minutes to open.  Print and follow the program-specific instructions. Grant processing is often delayed because the instructions were not followed correctly.  Close the instructions window and click on “Download Application Package.”
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8.  The application will open in a separate window and will look like image below.

[image: ]

All required forms will be lined-up one after the other as you scroll down.  At any point, you can stop and click on the “Save” button (shown in the screen shot above), then return later to complete the rest of the application.

Remember to attach your Annual Work Plan (previously saved on your computer in PDF or Word format) to the Attachments form.

Once you’ve completed the forms, click on the “Check Package for Errors” button (shown in the screen shot above).  If everything is okay, click on the “Save and Submit” button.  This will allow our office (NPS) to download your application.

[image: ]
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Instructions for the Anticipated Activities List 

The Anticipated Activities List (also known as the “Workplan  identifies the HPF-funded activities that the THPO will accomplish during the grant period (two Federal fiscal years) to help achieve the goals and objectives stated in the Tribe’s Historic Preservation Plan.  NPS also uses it to determine how the Tribe intends to use its HPF grant funds. 

The Workplan must include a list of all HPF funded program areas, and under each, a clear and descriptive title for each activity it proposes to undertake.  The HPF program areas are listed below.  
	
	Administration
	Planning
	Survey and Inventory
	Review and Compliance
	National Register
	Development/Acquisition/Covenants
	Tax Credits
	Local Government Certification
	Other or Education (optional program area)

Each Program Area must be included in the Workplan, even if only to indicate that no major projects/activities are planned. For example, if a Tribe plans only “Routine Review and Compliance activities,” it should state this in the Workplan.  

Each activity listed must reference the THPO’s Program Plan goal(s) and objective(s) that correspond to that project/activity, though there does not need to be a one-to-one correlation between every activity and the Tribe’s Program Plan. 

Project/activity titles must be descriptive rather than numeric.  For example, "Inventory Computerization" or "Pre-Historic Hunter’s Camp Archeological Survey," are good titles but , “14-BAL-42B10" is not.  

Projects consisting of multiple phases must identify the number of the phase that will be completed under the grant agreement, for example, “Archeological Survey of the Sully Basin, Phase 2”.

There must be enough information in the descriptive title to indicate the tangible nature of the project or activity. Multiple goals and objectives may be referenced for an activity, if that activity helps achieve more than one goal or objective. 

Grant Budget – The grant budget should not be part of the narrative Workplan.  The budget must be submitted on the SF424a, Non-Construction Budget Form, which is part of the application that is completed on Grants.gov.  Instructions for completing that form can be found on page XX.

. 

A sample Workplan is on the following page.
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Sample Anticipated Activities List 
Fiscal Year 2013 

The XXX Indian Tribal Community will utilize FY 2013 grant funding from the Historic Preservation Fund (HPF) in order to carry out on its Tribal lands the activities described below. The anticipated activities will, in turn, support the goals and objectives of the Tribe’s Program Plan as indicated. The Program Areas below are taken from the Historic Preservation Fund Manual and reflect the State Historic Preservation Officer (SHPO) responsibilities (in italics) as specified in Section 101(b)(3) of the National Historic Preservation Act (NHPA) and assumed by the Tribe pursuant to Section 101(d)(2) of the NHPA.

Program Areas and Anticipated Activities:

1) Administration (administer the Tribal program of Federal assistance for historic preservation within the Reservation)

Formulate Budget and Prepare Annual Workplan, Accomplishments Report and Grants Product Summary (GPS) Report: Prepare and submit the reports as required in the Memorandum of Agreement between the Tribe and the National Park Service (NPS) authorizing the Tribe to assume SHPO responsibilities.

Utilize NPS Financial Management System: Cultural Resource Office (CRO) staff will assist Accounting with the draw down of funds; the Grants Administrator reports that the Tribe has an active account in ASAP.

Prepare and Submit Single Audit Reporting Package: Complete and submit the single audit reporting package, including form SF-SAC, to the Federal Audit Clearinghouse as required.  

Goals/Objectives supported: Establish a sustainable CRO out of which the Tribal Historic Preservation Officer (THPO) operates; participate meaningfully in the national historic preservation program; protect cultural resources from adverse impacts.

2) Historic Preservation Planning (prepare and implement a comprehensive Reservation-wide historic preservation plan)

Preservation priorities: Finalize a list of the Tribe’s primary preservation priorities to guide the future work of the THPO. The initial version of the list will be revisited regularly and revised as needed.

Site sensitivity model: Implement the work plan for creating an archaeological site sensitivity model that will be used to inform the preservation planning and land use processes. Consult with technical advisors, including a neighboring THPO who has developed a site sensitivity model and the contract archaeologist. Work tasks will include the GIS Specialist in preparation for expressing the model as a map or series of maps.

Cultural resource management plan: Begin drafting the Cultural Resource Management Plan, or CRMP, which will be based on the preservation priorities list (above). Continue research of existing CRMPs and Historic Preservation Plans and conversations about the CRMP’s content.

Goals/Objectives supported: Prepare and implement an historic preservation plan in accordance with the priorities of the Senate and CRO and based upon the Tribe’s unique worldview and values; protect cultural resources from adverse impacts.

3) Survey and Inventory (direct and conduct a comprehensive Reservation-wide survey of historic properties and maintain inventories of such properties)

Survey: Draft a culturally appropriate, achievable research design that includes objectives, past research, and a clear methodology; the methodology shall include background research, field survey, and reporting. Consult with the contract archaeologist, as archaeological sites will be emphasized in the first phase.

Inventory: Design in collaboration with the GIS Specialist a database and Geographic Information System (GIS) to serve as the Cultural Resources Register; begin entering known historic properties from sources such as Tribal records and the Washington Information System for Architectural and Archaeological Records Data (WISAARD). Work with the contract archaeologist to produce summaries of all archaeological site forms and cultural resource survey reports for the Reservation. We expect to inventory 14 sites on the west side of the Reservation.

Goals/Objectives supported: Direct and conduct a survey/inventory in accordance with the priorities of the Senate and CRO; create an inventory of the location/condition of historic properties that can be used during land use planning processes; protect cultural resources from adverse impacts.

4) National Register [not assumed in the Tribe’s Program Plan]

5) Development, Acquisition, and Covenants [from the HPF manual “the material conservation, protection, and preservation (both physical and legal) of properties listed in the National Register of Historic Places”]

No major activities anticipated

6) Preservation Tax Incentives [not assumed in the Tribe’s Program Plan]

7) Review and Compliance (advise and assist Federal and State agencies and local governments in carrying out their historic preservation responsibilities; ensure that historic properties are taken into consideration at all levels of planning and development; and consult with appropriate Federal agencies in accordance with this Act on i) Federal undertakings that may affect historic properties, and ii) the content and sufficiency of any plans developed to protect, manage, or to reduce or mitigate harm to such properties).

Section 106 review: Consult with federal agencies or their designees on undertakings that may affect historic properties and on plans developed to address impacts to such properties in accordance with the regulations at 36 CFR 800 implementing Section 106 of the NHPA (i.e. actively participate in the Section 106 process). Actively monitor regulatory changes, both proposed and actual, in order to understand and advise others on implementation of the most current versions of the regulations.

Tribal, state, local review: Consult with Tribal, state, and local agencies on projects that may affect historic properties and on plans developed to address impacts to such properties in accordance with relevant cultural resource regulations (i.e. actively participate in Tribal, state, and local regulatory processes). Actively monitor regulatory changes, both proposed and actual, in order to understand and advise others on implementation of the most current versions of the regulations.  We project 80 consultations.

Training program: Design an agency training program for explaining the Tribe’s Preservation Program (e.g. CRO, THPO, cultural resource review process) to Tribal, Federal, state, and local agencies. Circulate introductory letter to department heads upon completion of the archaeological site sensitivity model. Attend project meetings (e.g. pre-construction meetings, site visits), which are viewed as opportunities for agency training.

Goals/Objectives supported: Protect cultural resources from adverse impacts; participate in regulatory processes in accordance with the priorities of the Senate and CRO and in a manner that upholds the Tribe’s unique worldview and values; promote relationships based on mutual respect and understanding.

8) Local Government Certification [not assumed in the Tribe’s Program Plan]

9) Other Program Activities (provide public information, education and training, and technical assistance in historic preservation)

Outreach (Tribal community): Provide oral and written reports on current activities and additional needs at the annual General Council meeting; the General Council is made up of the entire Tribal community. Provide periodic briefings to the Senate and Cultural Committee.
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THPO HPF Instructions for the Application SF424-A (on Grants.gov)


PLEASE READ THROUGH ALL DIRECTIONS BEFORE BEGINNING TO COMPLETE THE BUDGET

SECTION A - Budget Summary 		 
1.e. Enter the total amount of Federal THPO grant award funds going toward Administration Costs.  
2.e. Enter the total amount of Federal THPO grant award funds going toward Operations Costs.
3 e. Enter the total amount of Federal THPO grant award funds going toward Contracts/Subgrants.

1.f. THPOs are not required to commit matching share (applies to SECTION C as well); however, if matching share is included in the application, the amount of planned matching share must be reported in this field.

Matching share used under this grant is subject to all of the same Federal regulations and audit requirements as Federal share.

SECTION B - Budget Categories (Columns 1, 2 and 3)	 

Planned budget for grant

All costs must be correctly broken down under columns 1, 2 and 3 based on the type of cost, as described below. 

1. [bookmark: _Ref395094211]Column 1 - Administrative Costs
Costs not related to specific HPF program area activities (national register, survey and inventory, education, review and compliance, etc), but rather related to general office administration or
“overhead” activities such as:

a. Formulating the grant budget;
b. Preparing the grant application or Annual Reports;
c. Financial administration of the grant/payroll;
d. Property management.  

2. Column 2 - Operation Costs 
Costs related to specific HPF program area activities such as national register, survey and inventory, education, review and compliance, etc.  These are activities that directly contribute to the accomplishments of the THPO responsibilities, such as: 

a. Personnel/Payroll costs for work related to THPO project goals;
b. Equipment/supplies needed for specific THPO projects;
c. Travel expenses for THPO goal-related meetings/conferences.

3. Column 3 - Contracts and Subgrants
Costs paid through contracts and/or funds given as subgrants to entities other than THPO/tribal staff. 

Some costs may be split between columns.  For instance, if a staff person will spend time performing both “administrative work” and “operations work,” their salary should be divided between the two columns 1 and 2 based on the percentage of time spent doing each type of work.

No more than 25% of the entire budget may be applied towards administrative costs listed under Column 1, and “indirect costs” listed under all three columns of line j.  


Budget Object Class Definitions


1. Personnel. Direct employees of the THPO/Tribe. Honoraria for Elders providing consultation should go under “other costs.”

2. Fringe Benefits.  Compensation given in addition to direct wages or salaries, such as medical insurance, paid holidays, etc.  This may not exceed what is typically awarded to other Tribal staff.

3. Travel.  All costs related to travel.  Costs must be based on the current Federal fiscal year’s per diem and mileage rates.

4. Equipment: Tangible, non-construction, non-expendable personal property, charged directly to the award which has a useful life of more than one year and an acquisition cost of $5,000 or more per unit.  *All equipment purchases must be submitted to NPS by email or letter, and approved by NPS permission prior to purchase.

List all equipment included in budget in (SECTION F)

5. Supplies. Non-construction items costing less than $5,000 per unit that do not meet the definition of equipment.

6. Consultants/Subgrants. Individuals/businesses/organizations providing professional advice or services on the basis of a written agreement for a fee.  All consultants must be competitively selected unless written approval is provided by NPS. 

7. Construction.  Construction includes all predevelopment work (plans, studies), construction equipment/supplies/materials/ labor and any other construction-related fees such as inspections, reviews, etc.  The total amount in this line item will be further broken down on the SF424c, Construction Budget Form. 

8. Other.  All expenses that do not fit into any of the above categories such as honoraria for Elder’s consultations, printing, dues, conference fees.

9. Indirect Charges: Indirect costs are eligible for reimbursement and must be based on the THPO’s approved indirect cost rate agreement.  Indirect costs are costs that are not directly attributable to a specific project or grant. 

The total of all indirect costs plus all administration costs (Column 1) may not be more than 25% of the grant award.

10. Program Income. Gross income earned by a grantee that is directly generated by a grant supported activity, during the period of the grant agreement (or received by a contractor/subgrantee during the period of their HPF funded agreement).  

SECTION D and E – THPOs do not have to complete these sections

SECTION F – Other Budget Information

Fields 21 and 22 - Enter the total amount of Direct Charges and Indirect Charges.

Field 23 - List all equipment planned for purchase under the grant. 
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Sample Completed Application SF424a 
(as formatted on GRANTS.GOV)

Page 1 of SF424a
[image: ]

Page 2 of SF424a
[image: ]The total of these to fields (red boxes) may not be more than 25% of the total grant award
(green box)

Page 3 of SF424a
[image: ]Sections C, D and E do not have to be completed for THPO HPF grants.
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F13AS00285

G13AS00108
NPS-13-NERO-0082

Opportunity Title
Kiholo Fishponds Estuary Restoration Project

Southeast Alakai Conservation
Maui Invasive Species Committee ED RR Project Support

Cooperative Ecosystem Studies Unit, Rocky Mountain CESU
Essex National Heritage Area

'SCAKAB-13-CA-037-SCA-07312013|Kabul University Faculty of Engineering: Supporting the Teaching of

L13AS00158

L13AS00156

L13AS00155

NPS-13-NERO-0103
NPS-13-NERO-0104
USDA-NRCS-PR-002

NNH13ZDA001N-OPR
L13AS00157

Engineering Principles in English

CESU Central Great Basin Rapid Ecological Assessment Review
Team

BLM CA Panoche Plateau Leopard Lizard Shrub Habitat Study
BLM CA Desert Lizards in Panoche Region

Oil Region Alliance of Business, Industry, and Tourism
Wheeling National Heritage Area
FY 2013 Plants

ROSES 2013: Outer Planets Research

CESU Managing Federal Lands and Human Health Preventing Human
Exposure to Carcinogenic Minerals in Southern Nevada

Search Tips | Export Results

DATE RANGE: [All Available

«Previous @ 23456

Agency
Fish and Wildife | 07/31/2013
Service
Fish and Wildife | 07/31/2013
Service
Fish and Wildife | 07/31/2013
Service
Geological Survey | 07/31/2013
National Park Service | 07/31/2013
US. Missionto | 07/31/2013
Afghanistan
Bureauof Land | 07/30/2013
Management
Bureauof Land | 07/30/2013
Management
Bureauof Land | 07/30/2013
Management
National Park Service | 07/30/2013
National Park Service | 07/30/2013
Puerto Rico State | 07/30/2013
Office
NASA Headquarters | 07/30/2013
Bureauof Land | 07/30/2013
Management
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08/05/2013

08/05/2013,
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08/05/2013
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08/08/2013,

08/03/2013
08/03/2013
08/23/2013

11/01/2013
08/09/2013
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FY2013 THPO Historic Preservation Fund Grants in Aid
National Park Service — Department of the Interior
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The synopsis for this grant opportunity is detailed below, following this paragraph. This synopsis contains all of the updates to this document that have been posted as of 2/5/2013. If updates have been made to the
‘opportunity synopsis, update information is provided below the synopsis.
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I you would like to receive notifications of changes to the grant opportunity click send me change notification emails. The only thing you need to provide for this service is your email address. No other information is
requested

Any inconsistency between the original printed document and the disk or electronic document shall be resolved by giving precedence to the printed document.

—General Information

Document Type: Grants Notice Posted Date: Feb5,2013

Funding Opportunity Number: P13AS00003 Creation Date: Feb 5, 2013
Funding Opportunity Title: FY2013 THPO Historic Preservation Fund Grantsin Aid  Original Closing Date for Applications: Sep 30, 2014

Opportunity Category: Discretionary Current Closing Date for Applications: Sep 30, 2014

Funding Instrument Type: Grant Archive Date:

Category of Funding Activity: Other (see text field entitled "Explanation of Other Estimated Total Program Funding: $8,500,000
Category of Funding Activity" for clarification) "
Award Ceiling: $0

Award Floor: $0

Category Explanation: Cultural and Historic Preservation
Expected Number of Awards: 143
CFDA Number(s): 15.904 — Historic Preservation Fund Grants-In-Aid

Cost Sharing or Matching Requirement: No
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