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Overview

This guide attempts to outline a set of procedures designed to assist a grant Program Manager in posting a competitive/discretionary, providing a mechanism for applicants to send in their application materials, and centralizing the document management and rating process within the program. 
Basic Steps in the Proposal Process

1. Post the Grant Opportunity

a. Program Announcement

b. Application Package

2. Assemble the complete set of submitted proposals

a. TEAM collects those submitted through grants.gov

b. Other proposal channels (mail, email) 

3. Evaluate the proposals 

4. Assign Discretionary IDs and provide to TPM for loading into TEAM
5. Announce selections (with discretionary IDs)

6. Award the winning proposals
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Figure 1. Basic Proposal Management Process 
Posting the Grant Opportunity

FTA uses two main mechanisms to post competitive or discretionary grant program opportunities:

Grants.gov (now required by OMB)


Federal Register

Posting an opportunity to Grants.gov

Grants.gov requires that certain information be compiled before an opportunity can be posted to the grants.gov website. This includes information about the grant opportunity, such as program name, eligibility requirements, closing dates, and the FTA application package, which is the set of forms and documents required by FTA to apply for the program funds.

The grants.gov posting should also include a link to detailed information about how to register with grants.gov, and use the standard FTA application package to apply for the opportunity. This information remains standard for all FTA competitive or discretionary grant program opportunities.
For the Grants.gov Opportunity Posting Form and Instructions, please see Appendix 1. at the end of this document. The completed form is submitted to TAD-20 for processing and posting.
Posting an opportunity to The Federal Register

The Federal Register (the daily newspaper of the Federal government) is a legal newspaper published every business day by the National Archives and Records Administration (NARA). The Federal Register contains:

· Federal Agency Regulations 

· Proposed Rules and Notices 

· Executive Orders 

· Proclamations 

· Other Presidential Documents

For a complete description of the Federal Register, with tutorials on how to compile and submit content for publication, go to: 

http://www.archives.gov/federal-register/index.html
Assemble the complete set of submitted proposals

Once the opportunity and application package has been posted, applicants will be able to apply through grants.gov for the program funds. Depending on how you advertised the program, the proposals may come in through several channels:

Grants.gov

If the FTA chooses to allow the applicant to use grants.gov to apply for program funds, the complete application package that was submitted are downloaded to the FTA TEAM system for evaluation and processing. You must use FTA’s TEAM system to retrieve this information.

The grants.gov proposals in TEAM have these characteristics:

1. A project number that was assigned by grants.gov and begins with the word “GRANT”. The actual Project Number is the same Grant Number that was assigned by grants.gov.
2. A project short description or Title that is the FTA “Funding Opportunity Title” from your Opportunity Posting (See Appendix 1)

3. All attached documents submitted by the applicant will be attached to the application record in TEAM.

Email
It is strongly recommended that you file incoming email applications in TEAM in a manner similar to those coming in through grants.gov. This will centralize the location and format of the incoming applications and simplify the evaluation and rating process.

Suggested steps:

1. Create an application record in TEAM
2. Assign a Unique Project Number of GRANTEMAIL 001, 002, etc 

3. Assign Project Short Description or Title to be the FTA “Funding Opportunity Title” from your Opportunity Posting (See Appendix 1)
4. Attach the incoming documents to the proposal
Snail Mail/Fax (Paper Applications)
It is strongly recommended that you file incoming paper applications in TEAM in a manner similar to those coming in through grants.gov. This will centralize the location and format of the incoming applications and simplify the evaluation and rating process.

Suggested steps:

1. Scan paper documents

2. Create an application record in TEAM

3. Assign Project Number of GRANTPAPER 001, 002, etc 

4. Assign Project Short Description or Title to be the FTA “Funding Opportunity Title” from your Opportunity Posting (See Appendix 1)
5. Attach the incoming documents to the proposal
Evaluate the proposals
In evaluating the proposals for a program, it is useful to create a standard Evaluation form for distribution to all members of the evaluation working group. This will allow all members to individually evaluate and report their evaluation in a standard manner, and file the final form along with the original proposal.

If the proposal is already available in the TEAM system, all evaluations can be attached to the application, and comments can be centrally collected from the reviewing committee.
Award the winning proposals

Once selections have been made, and those applicants are selected for award, you must prepare the award application in TEAM. 

If the proposal is already available in the TEAM system, this process can be initiated by simply copying the existing proposal record in TEAM to a new project, and continuing with the grantmaking process. If the proposal is stored outside of TEAM, you must create a new project in TEAM before continuing with the grantmaking process.
Discretionary Project IDs

A Discretionary Program or the resulting project selections are then assigned a Discretionary Project ID. This ID is loaded and used in TEAM to track the program or project selections at a level above award. 
The ID has the form of D2006-OTRB-0001, where 2006 is the program year, OTRB is the designated code for the program, “Over the Road Bus”, and 0001 is a sequence number.

When a project is made in TEAM to complete an award for a Discretionary Project, a grantmaker must select the appropriate Discretionary Project ID from the TEAM Project Information screens for that award. 
The FTA Program Manager is responsible to assign IDs, submit to TPM for loading into TEAM, and should specify the IDs to use when funding selections are announced.

	Appendix 1. Grants.gov Opportunity Posting Form

Information to be posted on Grants.Gov for a Grant Program 


REVIEW AND UPDATE ALL FIELDS BELOW (Green Columns) for one Grant Program Only 
(instructions follow)

Provide updated file VIA EMAIL to team.helpdesk@dot.gov for Posting. Posting generally takes up to 3 days.


When posting is complete, the Agency Contact listed below will receive an email indicating the Funding Opportunity Number.


	Approval is required and can be provided below or official Memorandum attached

_________________________________ (printed name of Authorizing Official) has signed below to indicate approval to post this opportunity on grants.gov as shown in this form.

Approval from the Office Director (or rank above) representing this opportunity.
Signed by                                                              Title                                    Office        Date




	a. 
	DATA FIELD 
(* if Required)
	ENTER TEXT BELOW (see instructions)

	    1.
	Funding Opportunity Number*
	

	2. 
	Funding Opportunity Title*
	

	3. 
	Opportunity Category*
	Choose one: Discretionary / Mandatory / Continuation / Earmark

	4. 
	CFDA Number
	

	5. 
	Competition ID
	

	6. 
	Competition Title
	

	7. 
	Electronic Required
	Choose one: Yes/No

	8. 
	Expected Number of
Applications
	Numerical value greater than zero(0)

	9. 
	Expected Application Size
	Numerical value greater than  zero(0)

	10. 
	Grace Period
	Numerical value greater than  zero(0)

	11. 
	Applicant Type*
	Choose one: Organizations Only/ Individuals Only/Both, Organizations and Individuals

	12. 
	Funding Instrument Type*
	

	13. 
	Funding Activity Category*
	

	14. 
	Funding Activity Category Explanation (* Required if Other)
	

	15. 
	Posting Date*
	

	16. 
	Close Date
	

	17. 
	Close Date Explanation (* if no Close Date specified)
	

	18. 
	Agency Contact*
	

	19. 
	Agency Email Address*
	

	20. 
	Email Address Description*
	

	21. 
	Eligible Applicants*
	

	22. 
	Eligibility Explanation (* if Eligible Applicants is Other)
	

	23. 
	Cost Sharing or Matching Requirement*
	Choose one: Yes/No

	24. 
	Expected Number of Awards
	Numerical value greater than zero(0)

	25. 
	Estimated Total Program Funding
	Numerical value greater than zero(0)

	26. 
	Award Ceiling*
	Numerical value 

	27. 
	Award Floor*
	Numerical value 

	28. 
	Funding Opportunity
Text Description*
	

	29. 
	Announcement URL
	

	30. 
	Announcement URL Description
	

	31. 
	Archiving Policy*
	

	32. 
	Forms in Application Package*
	

	33. 
	These Instructions will be combined and posted with the grants.gov opportunity and application package as the Package Instructions and 
Funding Opportunity Description in the Synopsis.

	34. 
	Program Application Instructions/Opportunity Synopsis*
	 

	35. 
	Additional Attachments to post for potential applicants

(list attachments and provide the files)
	

	36. 
	Grants.gov Application Instructions* (standard for all FTA programs)
	APPLYING FOR THIS OPPORTUNITY THROUGH GRANTS.GOV

What is Grants.gov?

Grants.gov allows organizations to electronically find and apply for competitive grant opportunities from all Federal grant-making agencies. Grants.gov is THE single access point for over 900 grant programs offered by the 26 Federal grant-making agencies. The US Department of Health and Human Services is proud to be the managing partner for Grants.gov, an initiative that will have an unparalleled impact on the grant community. 

Register with Grants.gov

Anyone intending to apply electronically for a Federal Transit Administration competitive grant must initiate the process of registering on the GRANTS.GOV site. Visit http://www.grants.gov/ and select  “Get Started” to learn more about how to register. There are several steps in this process, including

Step 1.   Register Your Organization    

Step 2.   Register Yourself as an AOR    

Step 3.   Get Authorized as an AOR by Your Organization  

Step 4.   Install the PureEdge Viewer on your computer

Determine if you are Eligible

Before you apply, read the opportunity carefully to determine if your company and your project are eligible.  

Download the Application Package

Once you have located the grant opportunity on grants.gov, click the “How to Apply” button to select application forms and instruction for download. You must have the PureEdge viewer installed on your computer to work with these forms.

Complete the Application Package

The FTA Program Grant Application Package contains 2 Forms:

1.    Standard Form 424

2.    Optional Other Attachments

Standard Form 424 

You MUST fill out all yellow highlighted fields. These fields are also marked with an asterisk *. Please note that some fields only allow for numeric values, such as congressional district. 

Optional Other Attachments

You should attach any additional documents using this form as indicated by the opportunity. Documents in Word/.DOC, .TXT, and .PDF formats are acceptable.

Submit the Application Package

Once all registration and forms have been completed, you should be able to submit the application package to our offices for processing. If your application package has errors, be sure to read the error messages carefully and correct them; packages with errors cannot be submitted. Once you have submitted your application package to grants.gov, you will be notified by email when your application package has been retrieved by FTA Program offices. After that time, Please refer to the Grants.gov #/Project Number, and the Funding Opportunity Number /Project Title provided in that email when inquiring for any reason about your application. 

Assistance

If you have any technical difficulty in downloading the application package, installing any plug-ins, or opening and saving any forms, Visit http://www.grants.gov/ and select “Customer Support” for FAQ, and other assistance.

If you require additional information regarding the program to which you are applying, such as questions regarding eligibility, application review procedures, or award administration that are not covered by these instructions, contact the Program Manager indicated on the opportunity.


Instructions for Providing Information for posting on Grants.Gov

Funding Opportunity Number*

This is the unique identifier that the agency has assigned to this announcement.  This will be the Project “Brief Description” or “Title” when proposals are submitted by applicants and automatically downloaded to TEAM.

You should use a format like this:

DOT-FTA-XXXX (where XXXX is a useful abbreviation for your program)

Examples: DOT-FTA-OTRB, DOT-FTA-PARK, etc

        The Funding Opportunity Number must be unique.  You will not be able to enter two funding opportunity notices with the same Funding Opportunity Number.

        The Funding Opportunity Number fields can only contain alphanumeric characters and dashes.  If you input any other characters into this field, your notice may not post.  An example of an acceptable funding number is GS-01P-02. .  You may enter up to 50 characters.

· The Funding Opportunity Number will be the Project Number in TEAM, after applications are submitted through grants.gov and downloaded into TEAM.

Funding Opportunity Title*

This is the Federal agency’s title for the funding opportunity.  It is a brief description of the services, supplies, or project.  You may enter up to 250 characters.  Applicants will be able to browse opportunities by title.

Opportunity Category*

Choose one: Discretionary / Mandatory / Continuation / Earmark

CFDA Number

The number of the CFDA programs included in your announcement.  Multiple values may be entered into the field.  When multiple numbers need to be entered, include a space between each CFDA to separate each one from the next. 

The numbers in grants.gov are updated from the CFDA database on a regular basis, so new numbers may not be immediately available in grants.gov. You may leave this field blank.

Grace Period
This period reflects the number of days after the closing date that Grants.gov will continue to accept applications for a grant opportunity. It also represents the day (Closing Date + Grace Period) that applicants will no longer be able to download the application package. This value is entered by an agency when creating a grant opportunity and is not visible to grant applicants

Funding Instrument Type*

“Funding Instrument Type” designates the types of instruments that may be awarded.  (Cooperative Agreement, Grant, Other, Procurement Contract)

Funding Activity Category*

The Funding Activity Categories represents one or more of the following CFDA categories:

Agriculture

Business and Commerce

Community Development

Consumer Protection

Cultural Affairs

Disaster Prevention and Relief

Education

Employment, Labor, and Training

Energy

Environmental Quality

Food and Nutrition

Health

Housing

Income Security and Social Services

Information and Statistics

Law, Justice, and Legal Services

Natural Resources

Regional Development

Science and Technology

Transportation

Other***

***Please Note:  If  Other is selected, you must provide an explanation

Posting Date*

The date this opportunity is to be posted.
Close Date

The deadline for receipt of responses to the notice.  If there is no closure date, you can leave these date fields blank.  If you do leave them blank, you will need to set your archiving policy to “Automatic, On Specified Date” or “Manual”.  You will not be able to use the default archiving option of “Automatic, 30 Days After Applications Due Date”.  The archiving policy is specified later in this document.

Close Date Explanation (* if no Close Date specified)

This field allows you to provide any additional information to potential applicants regarding the date that applications are due.  Enter text as you would like it to appear.  You may enter up to 250 characters 

Agency Contact*

Provide a point of contact for this opportunity. Include any contact information such as mailing address, email, or telephone numbers.
Agency Email Address*

The email address for the point of contact for this opportunity.
Email Address Description*

Provide a short description of the agency point of contact email address. 

Eligible Applicants 

Select one or more eligibility categories for applicants from the list below:

1. City or township governments

2. County governments

3. For profit organizations other than small businesses

4. Independent school districts

5. Individuals

6. Native American tribal governments (Federally recognized)

7. Native American tribal organizations (other than Federally recognized tribal governments)

8. Nonprofits having a 501(c)(3) status with the IRS, other than institutions of higher education

9. Nonprofits that do not have a 501(c)(3) status with the IRS, other than institutions of higher education

10. Others (see text field entitled "Additional Information on Eligibility" for clarification)

11. Private institutions of higher education

12. Public and State controlled institutions of higher education

13. Public housing authorities/Indian housing authorities

14. Small businesses

15. Special district governments

16. State governments

17. Unrestricted (i.e., open to any type of entity above), subject to any clarification in text field entitled "Additional Information on Eligibility"

***Please Note:  If Other is selected, you must provide an explanation

Cost Sharing or Matching Requirement*

The selection you make for this field is the answer to the question “is cost sharing required with this notice?”.  If it is, then click “Yes.”

Expected Number of Awards

Provide an estimate of the number of awards that are expected
Estimated Total Program Funding

Provide an estimate of the total award amount
Award Ceiling*

Provide an award ceiling value 
Award Floor*

Provide an award ceiling value 
Funding Opportunity
Text Description

Announcement URL

Provide a web address of the opportunity if it is already posted to another location, such as the FTA web site.
***Please Note:  This URL will not appear in the posted document

Announcement URL Description

Provide a description of the web location of the opportunity if it is already posted to another location, such as the FTA web site.
Archiving Policy*

When a notice is created, it remains in the “Active” database of Grants.gov until it reaches the archive date set by the contracting officer.  Once the archive date is reached, the notice is moved to the “Archive” database.  This notice is still accessible on Grants.gov, but will not show up in the active postings for an agency.  There are three archiving options available:

        Automatic, 30 days After The Response Date – This is the default option.  The notice will automatically archive 30 days after the response date entered by the contracting officer.

        Automatic, On Specified Date – The notice will archive on the date specified by the contracting officer.  Two digits should be entered for the month and day, while four digits should be entered for the year.

        Manual Archive – The notice will not archive until the contracting officer manually archives the notice using the “Archive” button.

***Please Note:  If you leave the response date blank, you will need to set your archiving policy to “Automatic, On Specified Date” or “Manual”, you will not be able to use the default archiving option of “Automatic, 30 Days after Response Date”.

Program Application Instructions/Opportunity Synopsis*
These instructions should include a complete description about the program, including eligibility requirements, evaluation criteria, availability periods, program contact information, or other useful materials.

Additional Attachments to post for potential applicants 
You may provide additional instructions a grants.gov user will receive when they view and/or download an application package from grants.gov for your program. These instructions should include a complete description about the program, including eligibility requirements, evaluation criteria, availability periods, program contact information, document templates or other useful materials.

Forms in Package*

FTA uses 2 standard forms: the SF424 and the Attachments form.

Grants.gov Application Instructions (standard for all FTA programs)*

These are the instructions a grants.gov user will receive when they download an application package from grants.gov for your program. These instructions should include a complete description about the steps involved in applying through grants.gov, and will generally be the same for all FTA programs.
Change History Log

	Version
	Date
	Name
	Change History

	1
	9/15/2006
	Lopez
	Initial version

	2
	11/7/2006
	Lopez
	Version 1 updated with Discretionary ID section.
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