COMPLETING THE APPLICATION FOR FEDERAL ASSISTANCE — SF424
LEARN AND SERVE AMERICA

3.1 Overview

All organizations requesting funds from the Corporation for National and Community Service
must complete the Application for Federal Assistance (SF424). The program to which you
apply will determine the application requirements and deadline. Refer to the program guidelines
for specific application instructions and deadlines.

To access the Application for Federal Assistance (SF424):
1. Log into eGrants.
2. From the eGrants menu tree, click on the Applications node (plus sign next to the
folder).

7 bpplications
Grant Avvards

TiFinancial Status Reports

= Erter/Revisw 424 Buriget
—ﬁ'ﬁ-’iEWJ’F‘rint 424 Application
—LE: iew/Print Budget Cover Sheet
[ wiewwPrint Budget Marrative

There are several tabs within the Application for Federal Assistance (e.g., Applicant,
Application, Assurances and Certification, Narrative, Performance Measures and Documents).
Clicking on each of these tabs will provide you with a screen for completing each portion of the
Application.
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3.2 Starting an Application

When the Application for Federal Assistance (424) screen opens, there may or may not be
data in the fields. The Corporation has moved information about current and former grantees
from its databases into eGrants. As a result, when you look at your own data from prior
years, you might see words like “Conversion” or “Conversion Data” in text boxes, incorrect
addresses or missing budget information. There is no need for you to go back and correct
this information.

If your organization has had a previous grant with the Corporation, the information from the
old grant may have been pre-loaded into eGrants. If this is the case, check the project
information displayed on the screen to make sure it is yours. If another project’s information
from your organization is displayed, use the blue arrows on the tool bar to scroll through the
records to find your project information.

To begin your new application, press the Create Application button at the bottom left corner
of the screen.

Hame of Authorized

Representative Cat, Hohbesz D + | Telephone Humber |555-555-5555 Ti

Create Application Enter/Edit Budcet Werify Submit &pplication Reports

A pop-up window is displayed with your organization name already filled in.

(=1 YT LT ek stional Monprofit on Civic Engagement, WVolunteerizm and Homeland SIS = | RecSececc) Edit Orojanization

1. How are you apphying to the Corporation?

® Directly to the Corporation A5 a subgrartesiste A5 a state commission creating a formula grant

2. Select the Program and Hotice of Funds Availability (HOFA) under which you are apphying.
a. Program w

b. HOFA x

3. Select the type of application you are creating.

1 hewy " Continuation

Hame of Authorized

Representative - (AT (e
ResetiStart Cver Procesd Cancel
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The pop-up window will ask for four pieces of information.

1. Areyou applying directly to the Corporation or are you applying for a subgrant to
another organization?

You have three options. All Learn and Serve applicants should select “Directly to the

Corporation.”

a) Directly to the Corporation — If you are applying directly to the Corporation, select
this option.

(the other two deal with AmeriCorps applicants)

b) As a subgrantee/site — If you are applying as a subgrantee or site (e.g., applying to a
state commission or under an AmeriCorps*National grant), select this option.

c) As a state commission creating a formula grant — If you are a state commission
creating a formula application, select this option.

2. Select the Program under which you are applying.

To select the Program click on the down arrow and select Learn and Serve America. To
select the Notice of Funding Availability (NOFA) click on the down arrow and select the
NOFA to which you are applying.

The NOFA is the grant or funding to which you are applying. It is critical that you select
the appropriate NOFA, otherwise you will have to begin your application again. Consult
the application guidelines for which NOFA to select.

Click on the down arrow (pull-down menu) to find the correct NOFA for your current
program and grant cycle. If you have a question on which NOFA to select, please contact
Learn and Serve America.

3. Select the type of application you are creating.
a. New — Since you are applying for a new grant in 2003, select this option.

4. Name of Authorized Representative. The authorized representative is the person from
your organization who will electronically sign the assurances for your grant application.
This person along with others completing the grant application in eGrants will be
required to obtain an account and access eGrants. If the authorized representative
already has an eGrants account, click on the down arrow (pull-down menu) and select the
appropriate person. If the person is not listed, click on the “Enter/Edit Rep” button to
enter the person’s name.

To continue with your application, press the Proceed button on the bottom of the pop-up
window. You will receive an alert notifying you that your application has been saved, and
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providing you with your Application ID number. You may continue completing your
application or return to it later.

Make a note of your Application ID number (also found in the top left of your screen). This
is a unique identifier that is helpful when retrieving your application later or when
contacting Corporation or other support staff about your application.

3.3 Applicant Tab

The first section (tab) of the Application for Federal Assistance (SF424) is the Applicant
Tab. Some of the information in this tab is completed when you press the Create
Application button on the bottom of screen and provide the requested information (see
Section 3.2). This section details how you complete the remainder of this tab.

3.3.1 Applicant (Organization Information)

This section will already be completed with your organization’s EIN and address. If you
need to make changes to the information, press the “Edit Organization” button and make
the necessary changes. Once the changes are made, save your information before you
proceed.

Applicant
EIH 542777777 LI Edit Organization |
Legal Applicant |Test Organization LI
Street Address |BEIIZIS Moreland Lane

|Cupbu:uard under the Stairs

City | Annandale State V&  Zip 22003 - |

3.3.2 Project/Project Director Information

This section is used to identify the specific project title and information for the particular

grant.
3.3.2.1 Project Title — If you have prior grant applications on file with the
Corporation under the current EIN, you may select the project name from those on
file. To do this, click on the arrow and select the project from the pull-down menu.
If the project title is not listed or it is a new project, press the “Enter/Edit Program”
button. Enter the project information and save.
3.3.2.2 Project Director — If the project director is on file under the current EIN, you
may select the project director’s name from those on file. To do this, click on the
arrow and select the project from the pull-down menu. If the project director is not
listed or it is a new project director, press the “Enter/Edit Contact” button. Enter the
project director’s information and save.
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3.3.3 Program Initiative
This field is located to the right of the screen in the center and is a drop-down list.
If you are applying for either a higher education grant, or a school-based competitive

grant, you must select the program initiative that applies to the competition within that
major group of funding. See below:

Frograrm Initiatives
ind g
Digital Divide

Homeland Security
LSA - Trihes and Territaries

LSA - Civics/HistorgService-Learning
L=a- CHESP

LSA - Higher Education Consortia
LSA - Higher Education Individual
L5A - Federal Work Study

Statewide Initiative Flan
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3.3.4 Action Buttons
There are 5 action buttons on the applicant tab. Each is used at various points in the
application process to begin or complete an action.

Start Application Enter/Edit Budget “erify Submit Application Reports REun Repoart

3.3.4.1 Create Application — Click on this button to begin a new application. See
Section 3.2 “Starting an Application” for more details.

3.3.4.2 Enter/Edit Budget — Click on this button to begin entering or editing your
budget. See Section 3.9 “Budget” for details on completing your application
budget.

3.3.4.3 Verify — This allows you to verify that your application has been completed
correctly. See Section 3.10 “Submitting Your Application” for more details.

3.3.4.4 Submit Application — Click on this button to submit your application to the
Corporation. See Section 3.10 “Submitting Your Application” for more
details.

3.3.4.5 Run Report — This button allows you to view your application in its entirety.
See Section 3.10 “Submitting Your Application” for more details.

3.4 Application Tab

The Application Tab is the second tab of the Application for Federal Assistance (SF424).
Complete the following information for your application.

Organization Type [MNon-Profit Catalog of Federal Domestic Assistance Humber |34 004

Areas Affected by Project Cklahoma
{List Cities, Counties, States, etc)

Proposed Project Period Start Date 0655052002 End Date |0E/30/2005 Approved Start Date End Date
[ Application is Subject to Review by State Executive Order 12372 Process If yes, date
If yes, explain

[ applicant is Delinquent on any Federal Debt

Program Website Address
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3.4.1 Areas Affected by Project — List all the geographic areas that your project will
serve, using cities, counties, and/or states.

3.4.2 Proposed Project Period Start and End Dates — Enter the proposed start and end
dates for your project. Refer to the guidelines.

3.4.3 Whether your application is subject to review by State Executive Order 12372
Process — Indicate if this application is subject to review by the state Executive Order
12372 Process. Executive Order 12372, “Intergovernmental Review of Federal
Programs,” was issued with the desire to foster the intergovernmental partnership and
strengthen federalism by relying on state and local processes for the coordination and
review of proposed federal financial assistance and direct Federal development. The
Order allows each state to designate an entity to perform this function. A list of these
“Single Point of contact” entities can be found at:
http://www.whitehouse.gov/omb/grants/spoc.html. Contact the Single Point of Contact
to determine whether your application is subject to the state intergovernmental review
process.

If you indicate yes, you must enter the date a copy of your application was submitted to
the state for review under the 12372 Process.

3.4.4 Whether your organization is delinquent on any Federal debt — Indicate
whether your organization is delinquent on any Federal debt including federal tax or non-
tax debts. If you indicate yes, you must enter an explanation.

3.4.5 Program Website Address — Enter your project’s website address, if applicable.

3.4.6 Organization Characteristics — Enter one or more characteristics of your
organization by clicking on the arrow and selecting from the list of values. Organization
characteristics that have previously been entered will already be displayed. If you have
more than 6 characteristics, be sure the cursor is on the last line in the list you are asked
to fill in. Click on the “Insert Record” option on Commands pull-down menu, or hit the
toolbar button below. This will allow you to add as many lines as you need.

Crganization Characteristics

|0ther Mative American Organization ll = __1
|Se|f-|n|:|:nrp|:|rated Senior Carps Project LI =
Repeat until all characteristics for your organization are listed.
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All other fields in this section are automatically completed during the application process.

3.4.7 Estimated Funding

The Estimated Funding fields will remain blank until you have completed your budget. Once the
budget is final, come back to the Application Tab. You will see that the Federal Funds and Applicant
Share have automatically been totaled for you.

3.5 Assurances and Certifications Tab

The Assurances and Certifications Tab allows applicants to agree to perform all actions
and support all intentions in the Assurances and Certifications Documents. Your authorizing
and certifying official(s) must view and electronically sign the assurances and certifications
in this tab before the application can be submitted.

The person logged into eGrants at the time of the assurances and
certification must be the authorizing official.

Applicant Application Assurances and Certifications [ Harratives Workplan Documents

Azsurances

3.5.1 Assurances

The name of the authorized certifying official for the Assurances is automatically copied
from the Applicant Tab to this tab when you first start the application. It cannot be
changed here. If you need to update the certifying official, go back to the Applicant Tab
and make the appropriate change.

To sign off on the Assurances, complete the following steps:
1. The authorized certifying official must log onto eGrants and access the application.
2. Inthis tab, press the “View/Print Assurances” button. This will bring up a new
window. You may read the Assurances on-line or print them off. When you are
finished, close the window.
3. Click on the “I agree” button.

| &gree
4. An Assurances window will appear. Click on the “Accept” button.
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| will comply with relevant statutes az referenced inthe
azzurances and will meet the requirements of the grant
awvard and have the legal authority to apply for federal

assiztance.
Acoept Cancel

5. The date field will be automatically filled with the current date.

Azzurances
Authorized Certifying Official "{achnris, Thea Title Project Directaor Date |09/10/2002
“iewPrint Assurances | | Agree |

3.5.2 Certifications

The name of the authorized certifying official for the Certifications can be the same
person as the authorizing certifying official for the Assurances or a different person. This
person can be selected here by clicking on the arrow and selecting a person on file. If the
person needed is not on file, he/she must create his/her own eGrants account.

To sign off on the Certifications, complete the following steps:
1. The authorized certifying official must log onto eGrants and access the application.
2. In this tab, press the “View/Print Certifications” button. This will bring up a new
window. You may read the Certifications on-line or print them off. When you are
finished, close the window.

3. Click on the “I agree” button.

| &gree

4. A certifications window will appear. Click on the “Accept” button.
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By prezsing the Accept button, ywou cetify that you
agree to perfarm all actions and support all intentions in
the Certification sections of this application.

Accept Cancel |

5. The date field will be automatically filled with the current date.

Certifications
Authorized Certifying Official |Kau:hu:uris, Thea LI Title |F‘rc:jeu:1 Directar Date 0951052002
YWiesyPrint Certifications | | Agree

3.6 Narrative Tab

Use the Narrative Tab to enter your application narratives, and to indicate the total number of
participants you expect to serve in your program. The narrative tab of the SF 424 is divided into
several categories. On the left of the screen you will see categories that we ask you to address as
part of your application. Refer to the application instructions for what to include in each
section. By clicking on each section, you open the editor for that section of the application.

The length of each section will be indicated in the application instructions. Because eGrants is
not a word processor, you will find it easier to create your application with a word processor, and
cut and paste the sections accordingly.

To check the length of your document in Microsoft Word, click on “Properties” under the “File”
pulldown menu. Then click on “Statistics.” You will see two values: Characters, and Characters
with spaces. The number of characters with spaces must be equal to or less than 41,000.

The Executive Summary (all applicants) and Summary of Accomplishments (for former
grantees) should be no longer than one page long, double spaced in 12 point font. (2,000
characters per each, including spaces and punctuation).
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Applicant Application Assurances and Certifications Harratives l Performance Measures

Harratives Harrative Text

|E>:ec:utive SLMmMmaty |

|Summar§.f of Accomplizhments

|Needs and Activities

|Strengthening Communities

|Deve|n:nping Patticipants

|0rganizatiu:unal Capacity

|Eludget Cost Effectiveness
|0ther

Anticipated # of Participants 1,000
Anticipated # of Adult Yolunteers 100

The Program Narrative is the main piece of your application, and consists of: Needs and
Activities; Strengthening Communities; Recruitment and Development (of Participants);;
Organizational Capacity, Budget/Cost Effectiveness; and Other. Together, the total number of
characters in must not these sections must not exceed 41,000 characters, or the equivalent
of 20, double-spaced pages. While there is no limit on each section, the total number of
characters you have in these sections combined are counted and you will not be able to submit
your application if you exceed the limit.

You will be entering text in each section separately. Refer to the instructions for guidelines on
how to address each section.

Completing the Application for Federal Assistance- 424 11
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3.6.1 Entering Text

There are two methods for entering text into the Narrative field:

Method #1:

Double click on the white space and open the Editor Box. Begin typing your narrative
directly into the Editor. When you are finished, click on OK and the text will appear in
your Narrative Field.

Sirrgheneg Communes. | ENTER NARRATIE HEFE
Becrtment v Deveicpment

Frispam Marmpmeet
Crgrzstoral Copacty
]

(NOTE: these sections do not exactly mirror those in the LSA Narrative Tab)
Method #2:

Compose your narrative in a Microsoft Word (or other word processing) document and
then “Cut and Paste” it into the Narrative Text field. To do this, follow these steps:
Compose your narrative in a Word document.
Log into eGrants and click on the Narratives Tab.
Open the Word document that contains your narrative.
Highlight the text you want to copy
Go to the Edit menu and select “Copy”

Go to eGrants and put your cursor in the appropriate narrative field

N g s~ w e

Go to the Edit menu again and select “Paste.”
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Helpful Hints:

Be sure to Spell Check your document while it is in Word. eGrants cannot perform this
function.

eGrants does not accept most Word formatting features. To ensure that your information
is copied correctly, do not use Bold, Italics, Bullets, Underlines or other formatting tools.

3.7 Learn and Serve America
Performance Measurement Tab

When you click on the Performance Measures tab, you will see this screen:

_ItUrE Herrage

Lirary Services

H
s @@

=

If you are a former Learn and Serve America grantee, you will notice that this resembles our
objective worksheets you were required to submit for the 2000 grant cycle. While some of the
categories may have changed slightly, its use is the same: You will use this tab to build your
Performance Measures.
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First, click on the arrow to the right of the first line under “Service Categories” and select the
service activities that will occur in your program. You may select as many as apply, but only
one for each line. If you do not find a service category that describes your service activities,
select one of the “other” categories.

HINT: You can go right to the category you are looking for by double clicking in the blank field
(or clicking on the arrow) and typing the first few letters of the word. There is a % following
your letters which acts as a wild card and will find everything starting with the letters you typed.
For example, click the arrow and type “O”, and you will get this:

Categories

i 23—

Other Education
Other Environment
Other Health/Mutrition
Other Housing

Other Human Meeds
Other Public: 5afety

Cancel

Simply highlight the selection you want and click “OK”

Now you need to select the type of performance measure you are crafting. Remember, Learn
and Serve grantees must submit at least one objective in each category. Click in the small space
to the left and enter the number of the objective. Then, click the LOV and select one from this
list:

Objective number List of Values (LOV)
|

Participant Development
Strengthening Communities

Meeds and Service Adctivities

#
1 Meeds and Service Activities
F Strengthening Communities =
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You will number your performance measures consecutively by category, like this:

Needs and Service Activities
Needs and Service Activities
Strengthening Communities

Strengthening Communities

Participant Development

P EDE

HINT: If you need to add a line for an objective or a service category, be sure the cursor is on
the last line in the list you are asked to fill in. Click on the “Insert Record” option on Commands
pull-down menu, or hit the toolbar button below. This will allow you to add as many lines as
you need.

For each performance measure number you highlight, you now click on each section to the left
of the text box and complete according to your grant instructions. You must fill in each one of
the sections listed to the left of the text box:

Performance Measure

|1 . Identify the result. Label as output, int-outcome or end outcome.

|2. De=cribe howw you will achieve this result.

|3. What data and instruments will you use to measure the resultz?

|4. What targets do you expect to meet during the 3 year grant period?

|5. Combine steps 1 and 4 to create your performance measure.

|E. Report prior years' data for thiz, if available.

Each section is a part of a complete objective, and helps us to understand not only what the
measure is about, but how you will measure it and how you will determine success.

Repeat the steps until you complete the performance measures you have identified for your
program. Refer to 3.6.1 on how to enter text. Remember to hit SAVE when you are done with
each performance measure.

HINT: If you accidentally create an objective you later wish to delete, click on that Objective ,
and then click “delete current record” under the Commands pull-down menu, or hit the

[sezesease]
on the toolbar
Completing the Application for Federal Assistance- 424 15
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3.8 Documents Tab

The Documents Tab includes a list of the documents that are required for your application,
but must be submitted separately from eGrants.

ice BSR4 24 (ent 42 nembhard) e e e e e e e e e e et e T et e

Applicant Application Azsurances and Certifications Harratives Performance Measures Sub il [
Please consult your application guidelines to determine the documents in the list below that must accompany your application. Send paper copies of the
required documents to arrive before the due date of the application. Change the status to "Sent" if you will send the document or "Hot applicable™ if it is
not required by your guidelines.,

Required Document Status
| [ viat Sert |4l
[Evalustion [Nt sert -
| [ B=
Additional Status
[ [t sent ~]2]
| [ =

The Learn and Serve America Guidelines lists the documents you are required to submit. For
each required document, select the appropriate status from the pull-down menu:

Select “Already on File” if the document is already on file with the Corporation and a
duplicate document is not needed

Select “Not Applicable if your application guidelines do not require that you send the
document with your application.

Select “Sent” if you have sent the document listed to the Corporation. Documents must be
submitted within 5 business days of the submission of your application.

If any required documents are listed as “Not Sent” you will not be able to Verify or Submit your
application.

Completing the Application for Federal Assistance- 424 16
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If you have questions about any of the required documents, contact the Learn and Serve America

office.

3.9 Entering a Budget

IMPORTANT: We strongly encourage you to create your budget offline, using the form
provided in the application guidelines. While eGrants can add the totals of lines and sections for

you, and can calculate some line items, most line items will require that you type in your own

calculations. We do NOT recommend that you build your budget directly into eGrants without

Step 1. Open the Enter Budget Screen

To enter your budget, click on the “Enter/Edit Budget™ button at the bottom of the

Applicant Tab on the Application for Federal Assistance 424 screen.

&

e Enter Budgets ¢ent_h

City |

Project Director |

Day Phone
Fax

E-mail |

Hame of Authorized
Representative

Start Application |

State | Zi

£

[Parrat, Eiff D

Erter/Edit Budget

Entet

ﬂ Teleph:

Werify

/

This will take you in the Enter Budgets screen. Note that the screen is grayed out. This

plolzf 4P

Grant Details

Application ID |03KS026935
Grant #

al e slEN e 2

Project ‘

Legal Applicant |Jodi Raybuck

Original Grant # Corporate Program |K-12 School Based

4

ection |. Planning and Capacity Buil
|-&. Personnel Expenses

(—B. Personnel Fringe Benefits
(. Monitoring and Other Travel
0. Equipment

(—E. Supplies

(—F1. Curriculum Developmert
—F2. Contractual and Consultant &
G Training and Technical Assis]
(—H. Evaluation

L. Gther Program Operating Costd
=-Section Il Implementation, Expansior
(—&. Sub-grantsiLocal Partnershig
(—B. Salaries

[—C. Benefits

(0. Adult Wolurteer Programs
—E. Other Costs

I 3

“  Details for K12 School-Based Programs

[ validated Walickat

Reports | Budoet | RunReg

will change as soon as you highlight a budget category or sub-category.
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Step 2. Source of Funds

On the left side of the Enter Budgets screen, you will see a menu tree with a list of
budget categories appropriate for your program. If your cursor is on a main heading
and/or section title, a window will open on the screen to the right, asking you to identify
your source of match funds.

A Personnel Expenses
—B. Perzonnel Fringe Benefits
. Monitoring and Cther Travel
0. Equipment

—E. Supplies

Completing the Application for Federal Assistance- 424 18
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Step 3. Select a Budget Category

When you click on any part of the budget “tree” it will bring up the narrative screen to the
right , as pictured below.

1Z-K12 School-Bazed Programs | Detaile for B. Personnel Fringe Benefits
d-)—Sec:tion |. Planning and Capacity Buil
Total CHCS Grantee
#. Personnel Expenses Line Hem/Purpose Calculation Amount Share Share
o & B | 0| | 0
- -
[ | & B | | |
- -
F1. Curriculum Development |— ‘ — = | | |
- -

Step 4. Enter Budget Information
To enter your budget details, put your cursor on each of the budget categories or sub-
categories. You will notice that the fields to the right change depending on which
category or sub-category you have highlighted. For each budget category, enter the
budget details, according to the application guidelines for your program. You must enter
a value for the CNCS share and the Grantee share. The total of CNCS share and grantee
share must equal the Total Amount.

The information that you enter in this screen becomes both
your budget cover sheet and your budget narrative. A
separate form is not required for the budget narrative.

HINT: You can view your budget form or narrative at anytime while you are working on it.
Simply follow the instructions outlined in step #6 below, “Printing Your Budget.” When you
are done looking at the screen, you can click on the X in Adobe window to close the report
and return to entering your budget information.

HINT: Use the TAB key to move between columns on the Budget Narrative screen. Putting
your mouse in the numerical fields and clicking on them may reduce the number of spaces in
that field the system will allow you to enter.

Step 5. Save
Remember to save often. You can return to this screen at any time to continue working
on your budget.

Step 6. Validate the Budget
Before you can submit your application to the Corporation, you must have a valid budget
that follows the guidelines for the program to which you are applying. For example, the

Completing the Application for Federal Assistance- 424 19
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[ validated Walidate

grantee share may need to be a minimum percentage of the total amount.. To verify that
your budget meets these guidelines, click the Validate button at the top right of the

screen.

If there are any problems with the budget, a window listing the problems will be
displayed. Note the corrections that are needed.

idation Errars

Line # Budget Level Error Level Entry Description Message
|Eqmpmem Equipment must have & unit cost over $5000. Use "Suplies

) S :

1 e -  —
I [ — - —
[0 [

D

KD DD KD KD

£}

s}
S
2
g

Click on “Go to Error” and make the adjustments to the budget and attempt to validate
again. If your budget is valid, a message will confirm this:

Notice that the “Validated” checkbox is now checked. If you make any changes to the
budget after validating, you will need to validate again.

‘ Budget validated without errars 7 validated Walidste
Reports | Budget = RBunReport
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Step 7. Printing the Budget and Budget Narrative

The budget and budget narrative is generated as a report by the eGrants system. To print each
one, go up to the right hand corner of the budget screen and select the report you wish to print.
Then click “run report.” You must run each report to get all the information you submitted.

[ validated Walidate

Fun Report
Budget Marrative

Repo

3.10 Submitting Your Application
3.10.1 Validating and Verifying Your Application
In order to submit your application, your budget must be validated and your application
must be verified. If there are any errors, you will not be able to submit your application.
» To validate the budget, click on the “Enter/Edit Budget” button from the

Application for Federal Assistance (SF424). Click on the “Validate” button
from the Enter Budgets screen.

[ Validated Validate | < —
Reports [Eludget v] Run Repaort

If there are no errors, you will receive a message:

‘ Budget validated without emars
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If there are errors in your budget, a box will be displayed with each error. Correct
the errors and re-validate the budget until there are no errors.

The system indicates that the budget has been validated in the upper right of the
screen with a check mark in the *“validated” box.

[v Validated Yalidate
Reports | Budget ~| RunReport

» To verify the Application for Federal Assistance (SF424), click on the
“Verify” button from the Application for Federal Assistance (SF424).

Start Application Ertter/Ediit Budget | Werify | Submit Application | Reports | - Run Report

Click here to start a news application]

If there are no errors, you will receive a message that there are no errors. If there
are errors in your application, a box will be displayed with each error. Correct
the errors and re-verify the application until there are no errors.

3.10.2 Submitting Your Application
When the application is verified, submit your application to the Corporation by clicking
the “Submit Application” button from the Application for Federal Assistance (SF424)

Applicant Tab. \

Start Application | Ertter/Ediit Budget | Werify | Submit Application Reports - Run Report

Click here to start a news application]

You will receive a pop-up window that says your application has been successfully

submitted to the Corporation. In addition, you will note that:

1. The status of your application changed from “Grantee Initial Entry” to “Submitted to
CNCS” in the Application for Federal Assistance screen.

Application 1D

Status |Submitted to CNCS

HES

HOFA |Learn and Serve Community-Based Mew: (Test - 20027
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2. The date the application was submitted is entered in the “Received by CNCS”
date field in the Application for Federal Assistance screen.

Date Received by CHCS 040202002
Date Received by Prime

Creation Date |04,02/2002

Created by BGRAMTEE

Once an application has been submitted to the Corporation you cannot make any changes
to the application.

3.10.3 Printing Your Application
We suggest you print a hard copy of your application. To do that:
1. Go to the Applicant Tab.
2. Select one of the reports you would like to run (SF424, Budget, Budget Narrative)
from the drop down list.

Application for Federal Aszistance
Budget

Budget Marrative
repor NN - nrrecor |

E13 Ti

Click the “Run Report” button.
3. This will open Adobe Acrobat Reader and a new window.

3 https://egrants_cns_gov/cnzoutput/REPORT_OBJKACISE5. pdf - Microsoft Internet Explorer =]

J File Edit “iew Favortes Toolz  Help |

- = @D AT BN~ I s |
| Bachk Eanard Stop  Refresh  Home Search Favontes  History b ail Print Elit
J.-i‘-.gldress @ kittps: /egrants.che. gov/chsoutput/REPORT _0BJKACISES. pdi j o Go J Links **
B&[(mo - é8R0BE K> M€ |[OE - T-B A

o[ - @ |0 OEED-

: DRAFT -

G PART | - FACE SHEET

| &|]| |APPLICATION FOR FEDERAL ASSISTANCE | v o sisuseen

5 7u. OATE SUBKITTED TO COAPOAATION | 3 DATE RECEIVED BY STATE STATE APPLICATIOM IDENTIFIER

H _E FOR MATIOMAL AND COMBUNITY

[= SERWICGE {CHCE}

E -
— 1Zh AFF ICATION (T A OB RN FRANT NI IEFER

L lle) i 4] 10i4 »m @s5x1tin O3 a4 3

|&] Daore I_E|ﬂ Internet o

4. You may print your report/application from here.
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3.10.4 Saving Your Application
Your application is automatically saved to a central database, so you are not required to
save your application to your hard drive or a diskette. However, if you would like to save
a copy, you need to run a report in eGrants. To do that:

1. Go to the Application for Federal Assistance (SF424) screen.

2. Select one of the reports you would like to run (SF424, Budget, Budget Narrative)
from the drop down list.

Application for Federal Assistance
Budget

Budoet Marrative

E13 Ti

3. Click the “Run Report” button.
4. This will open Adobe Acrobat Reader and a new window.

; https: ffegrants.cnz gov/cnsoutput/{BREPORT _0BJKACISGS pdf - Microzoft Intemnet Explorer _ O] x|

J File Edit ‘fiew Fawvorites Toolz Help |

jﬁ,*v@ﬁ@@@‘ﬁ@'-

Hach Eorwand Stop  Refresh  Home Search Favortez  Historp M ail Print Edlit
J.-’-'-.gldress @ hittps: //egrants.chs. gov/chzoutput/REPORT _OBJKACISE7 pdi j o Go JLinks 2

——pl| A & | -8 & BOR[E|[K > b »|[OR-
ok o NOEH-

Fun by TEACHORI
an Seplermber 10, 2002 11:20 A

T - & |9

RFT_BGT 424

SCP TEst

Test Organization
Application 10: 0EEC026417 Budget Dates:

Bookmarks

Total At CHCS Share Grantes Share Excass Amt

Section | Voluntezr Support Expenses

M. Project Fersonnel Expermes
B. Fersonnel Frings Banefis
FLA

Hedlih Insurarces

Thumbnails

Retirzment

WA 10t1 [ H 85axin o= a9l

&) Done I_ré_|@ Internet i

5. You may save your report/application from here. To do this, you must have
Adobe Acrobat Reader 5.0 or higher.
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